The Bourne Academy Job Description
Title of Post: Cover Supervisor
Salary: Grade 4 £15,685 - £16,971 pro rata (£18,319 - £19,819 FTE)
Hours: 37 hrs per week, term time only
Disclosure Level: Enhanced

Accountable to: The Principal
Line Managed by: HR & Finance Assistant 
Line Management Responsibility: none
Main Purpose:  To supervise whole classes during the short-term absence of the class teacher

under the guidance of teaching/senior staff, including implementing work programmes, managing student behaviour and assisting students to do learn effectively in relevant activities in line with the Academy’s policies and procedures.  When not being required to cover supervise assist with general Academy administration and first aid of students and staff.
Key Accountabilities:
	Tasks

	· Supervise classes and groups of students in accordance with Academy policies 
· Apply the Academy’s Student Behaviour Policy to promote and manage positive behavior of students whilst they are undertaking set work to ensure a constructive learning environment 
· Support students’ learning activities, including responding to any questions from students about process and procedures 
· Deal with any immediate problems or emergencies according to the Academy’s policies and procedures 

· Collect any completed work after the lesson and return it to the appropriate teacher 
· Report back as appropriate on the learning and behaviour of students during the class using the Academy’s agreed referral procedures
· and report any difficulties to the class teacher/Subject Leader 

· Help to keep students safe 

· Prepare and maintain the learning environment 

· Use ICT to support students’ learning 

· Set homework previously prepared by the teacher 

· Mark elements of classwork and homework under the guidance of the class teacher 
· Administer, and mark where required, class tests
· Invigilate tests and examinations 

· Escort and supervise students on educational visits and out-of-school activities 

· Develop and promote positive relationships 
· Develop and maintain working relationships with other practitioners  
· Supervise the work of Teaching Assistants if they are in the class

	Safeguarding
	· Undertake regular safeguarding training as required

· Ensure that statutory and Ofsted requirements for Safeguarding are met

· Report any safeguarding concerns to the designated Child Protection officer

	General Responsibilities

	· Liaise with members of the Academy as required
· Attend meetings as and when required
· Undertake relevant training as required to support the functions of the post and to enhance personal development 
· Undertake any other duty as specified by the Principal


This job description is not necessarily a comprehensive definition of the post. It will be reviewed annually as part of the Performance Management process and it may be subject to modification or amendment at any time, after consultation with the holder of the post in order to reflect changes in organisational requirements and to ensure that the future goals of The Bourne Academy are successfully achieved.
The Bourne Academy is committed to developing the skills of all members of its learning community.  If you have any query about your own personal development, please speak to your line manager.
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