[image: image1.png]


Wellfield School

Job Description

Cover Supervisor (JRD N6638)

Name:  



 
Responsible to and mentored by:
K Harrop, Office Manager
Person Specification for all staff at Wellfield

We want all staff at Wellfield to:

· Be committed to raising standards and continuous improvement

· Relate well to our students

· Put student needs first

· Be self-starters and aim for the best in what they do

· Have confidence and competence in the use of ICT

· Be team players

· Communicate well

· Be positive and co-operative, especially in times of change

· Review what they do regularly

OVERALL RESPONSIBILITY

This is a position which will allow teachers more time for training, planning and monitoring.  It will involve classroom supervision when a teacher is absent and play an important role in the school cover system. 

SPECIFIC DUTIES:

· To communicate the work set by the class teacher to the pupils;

· To follow all instructions as directed by the class teacher;

· Classroom management and organisation;

· To invigilate examinations;

· To accompany staff on educational visits;

· To undertake duties at break/lunchtime;

· To assist with administration;

· To provide in class support when not covering for absence;

· To assist with the organisation of pastoral data

· To organise displays around the school in conjunction with appropriate staff;
· To observe Health and Safety regulations;

· To promote positive pupil behaviour and conduct;

· To uphold the school rules and ethos.

ALLOWANCE ATTACHED TO THE POST AND DUTIES:  Grade 4
HOURS OF DUTY:  37hrs per week, term time only, permanent. 

These duties may be varied from time to time to meet the changing demands of the school at the reasonable direction of the Head Teacher commensurate with the grade of the post.  This job description does not form part of the contract of employment. It describes the way the post-holder is expected and required to perform and complete the duties as set out.

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedure and tasks but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties.  

Signed
 

___________________________________
 

Date 


___________________________________


Head Teacher 

___________________________________
 
