	 JOB DESCRIPTION



	Job Number:
	Grade 13

	Directorate:
	Children and Young People

	Service:
	Schools - School Support

	Job Title:
	Cover Supervisor 

	Reports To:
	Head teacher, SEN Coordinator (SENCO), Head of Learning Resource Base.

	Main Purpose of Job: 

	
1. To undertake whole class supervision in the absence of the class teacher, setting work previously prepared by the teacher

2. When not covering you will be required to take responsibility for delegated learning activities under an agreed system of supervision.  This may involve a contribution to the planning and preparing of lessons, within a framework set by the assigned teacher,  delivering learning activities for individuals/groups or whole classes without the presence of the teacher and monitoring pupils by assessing, recording and reporting their achievements, progress and development.  


	Main Responsibilities and Duties: 
	% of Time

	Support the teaching and learning processes.
Typically the job will include all, or most of the following elements:
Under the guidance and direction of the teacher:
Develop, maintain and apply knowledge and understanding of pupils’ general and specific learning needs to ensure that support is given to them at an appropriate level. This will include:
· Supporting and directing English and Maths tasks, clarifying and explaining instructions. 
· Work with and support pupils to ensure they are able to access any specialist equipment that may be needed to enhance their learning.
· Motivate and encourage pupils to concentrate on and fulfil the tasks set.
· Undertake learning activities with pupils of varying abilities to ensure differentiation and access to the curriculum
· Seek to ensure the promotion and reinforcement of pupils self esteem, appropriate levels of effort and behaviour and to guide pupils to become independent learners.
· Contribute to the implementation of the National and/or Early Years Curriculum and specific individual pupil targets.

Assist teaching staff in the development of learning strategies, with the provision of teaching and learning resources and in the preparation and maintenance of a safe, secure and suitable learning environment.
Typically the job will include all, or most of the following elements:
· Assist in the development, monitoring and evaluation of programmes of work. 
· Contribute to and assist in the development and monitoring of systems for review and recording of pupils progress.
·  Assist in the preparation, organisation and maintenance of classrooms and their equipment, including assistance with and creation of displays, make basic visual aids, art and craft materials, mount and display pupils work. 
· Where appropriate accompany students on educational visits.  
· Attend and contribute to school staff meetings and in-service training events, within contracted hours or outside normal hours by agreement. 
· Assist in the supervision of Standard Assessment Tasks and tests/assessments as directed.

· Develop an understanding of and provide for pupils’ specific personal needs to ensure a safe learning environment. This may include providing some direct personal care, support and assistance to the pupil in respect of toileting, eating, and mobility
Additionally, under the overall direction of teaching staff the job may include some or all of the following duties, depending on the needs of pupils:
· Where a current First Aid qualification is held, in the absence of other medical facilities:
· Undertake First Aid.
· Under the direction of Health Service professionals, undertake activities in support of occupational, physio and speech therapy. 
· To work with pupil groups, using a range of strategies to gain acceptance and inclusion of pupils with special educational needs.
· To supervise the work of the Teaching Assistant and voluntary adult helpers, allocation and monitoring the work set when covering a class.

	

	Decision Making:.

	
Within the agreed school policies, guidelines and rules, decide on when and how to apply a range of strategies for the benefit of pupils in relation to their education activities, behaviour and care. These decisions often need to be made immediately to deal with the situation presented.
Guidance is normally readily available from teaching staff and more complex or controversial decisions will be referred to a teacher.
There will be often a need to make immediate decisions, without initial referral to teachers, in relation to immediate care, control and safety of pupils with special educational or personal needs.


	Physical Effort and Working Conditions: 

	A normal school environment, although the postholder may be involved in external school activities, such as swimming, PE and educational visits.
There are occasional physical risks associated with intervention in incidents of challenging behaviour, including aggression, which are encountered with pupils who have psychological needs and/or physical disabilities.

	Contacts and Relationships: 

	
There is frequent discussion with teaching staff to receive and provide information and guidance about teaching and learning activities (planning, preparation, delivery of teaching and learning activities, assessment, marking and recording) and the educational, pastoral, physical and emotional needs of pupils.  
Continuous interaction with pupils to assess their learning needs, to deliver learning activities, to develop productive working relationships, to promote the inclusion and acceptance of all pupils in the classroom and to encourage independence and self-reliance.  
There is continuous contact with other teaching assistants and voluntary adult helpers to guide, direct and allocate their work and to receive and provide information about teaching and learning processes and the educational, pastoral, physical and emotional needs of pupils.  
There is regular contact with parents/carers and may involve occasional contact with outside agencies, to provide advice and guidance, eg giving feedback on pupil progress, encouraging and advising parents in their role of supporting pupil learning, dealing with sensitive issues connected with pupils' behaviour or personal needs.


	Additional Information: 

	While the level of pupil needs will vary from time to time, the postholder may work with pupils who are especially difficult to engage in activities, may present more frequent behavioural problems and where the attention span presents greater challenges and a need for high levels of patience to attain pupils’ individual targets.

	Knowledge, Skills and Experience: 

	Experience of working with children in an educational setting.
Qualities required are discretion, loyalty, commitment, patience, flexibility, good personal organisation, firmness, to be numerate and literate, a team worker and to have good oral communication. Background knowledge of the Foundation and National Curriculum and School’s procedures and policies.
Knowledge of pupils’ individual targets and, where appropriate may require more specialised knowledge in specific areas.
Significant empathy with pupils who have additional or special educational needs. Where appropriate, to be prepared to undertake special skills training eg signing, to meet additional educational and communication needs.
 A willingness to attend courses as required enhancing the knowledge, understanding and skills to improve the level and quality of support given to pupils and teachers.
 Knowledge of legislation and regulations applicable to the support and care of pupils.
You will have an NVQ 3 or equivalent and experience of working as a Teaching Assistant across the Key Stages of a primary school. This post does not require qualified teacher status although applicants with this status are welcome to apply.


	Agreed that the Job Description is a fair and accurate statement of the requirements of the job:

Job Holder:  ………………………………………………………….	Date: …………………

Line Manager: ………………………………………………………	Date: …………………

Designated Senior Manager: ……………………………………..	Date: …………………



