Job description

COVER SUPERVISOR

The school intends to employ cover supervisors. Those who are appointed to this position will be required to supervise the classes of absent teachers.

It will be the responsibility of the teacher’s department to provide the work that the students are expected to undertake. It will be the responsibility of the cover supervisor to introduce the work, supervising the class throughout the lesson while maintaining high standards of behaviour.

When there is not a need for cover supervision, the cover supervisor will be deployed as an academic tutor. The job description for the post of cover supervisor therefore includes both aspects of the role. 
Cover Supervisor
1. To be responsible for the supervision of classes.
2. To introduce the work that has been provided for the class and to assist students where this is practical.

3. To maintain and orderly and purposeful working environment in the class following the school’s policies relating to attendance, punctuality and behaviour.
4. To maintain high standards of behaviour, deploying the school’s On Call procedures on the occasions when  this is necessary.

5. To collect the work that has been completed by the students, handing it to the Head of Department at the end of the lesson.  

6. To take a register of the class.
Academic Tutor
1. To follow an agreed timetable of planned meetings with individual students.
2. To be familiar with schemes of work, the syllabus and examination requirements in the required subject specialism, as well as the levels of attainment and target grades for the assigned students.

3. To be particularly aware of the skills and the levels of understanding that are required to progress KS3 students from levels 4 to 5 and KS4 students from GCSE grades D to C.

4. To plan and prepare for each mentoring session by following the agreed guidelines for such meetings that will involve:

i) questioning the student on the work that s/he has been undertaking in class for this subject over the last two week period;
ii) reinforcing the skills and levels of understanding in which the student is competent; tutoring the student in the skills and levels of understanding that have been identified for development;

iii) providing the student with practice tests on past papers which are of direct relevance to the work recently undertaken.

5. To keep accurate records of each mentoring session, handing the compilation of weekly records every Friday afternoon to the Learning Mentor Coordinator.
6. To assist with the daily procedures for maintaining high levels regular and punctual student attendance; taking responsibility for the telephoning home of an identified cohort of students and logging the calls.
7. To participate in relevant training activities and the monitoring and the evaluation of learning mentor impact strategies.

8. To be fully supportive of ethos of a multi faith Church of England comprehensive school.

9. To undertake any other reasonable duties considered compatible with the learning mentor role at the direction of the Headteacher.

