


Job Description

Cover Teacher
Pen ryn
Post: Couege
Cover teacher “Achieving through Challenge”
Salary:
Grade G -H

Responsible to:
Assistant headteacher

Direct Supervisory Responsible for:
None

Disclosure:

Enhanced DBS

Main Purpose of Job:

To facilitate effective learning in a range of classes and subjects in response to short-term teacher absence. To use a

wide variety of behaviour management strategies in arder that pupils can engage and make progress to ensure the learning
continuum. To work to the guidance of set protocols and to refer any issues as necessary to relevant staff in line with school
policies.

Main Duties and Responsibilities:

1. To teach lessons, where appropriate and working where possible within the specialist skills associated with each individual
Cover Teacher.

2. To attend regular staff briefing meetings and departmental meetings to remain fully aware of teacher absences and the
schools’ changing requirements for teacher cover on the days you are contracted to work.

3. To liaise with the Head of Department with regard ta distributing appropriate papers and documents of suitable teaching
materials which relate to the relevant Curriculum area and stage of progress of the pupils.

4. To establish constructive relationships and effectively communicate with teaching staff and Heads of Departments with
regard to cover requirements for short-term teacher absence.

5. To build and maintain supportive relationships with pupils, treating all individuals consistently and with respect and
consideration. To encourage acceptance and inclusion of all pupils. To maintain a focused learning environment by building
positive relationships built on mutual trust and respect from both staff and pupils.

6. To use Classcharts for reporting positive and negative behaviour incidents, and where appropriate to ensure staff are fully
informed of any incidents that have arisen, and the actions taken.

7. Cover Teachers will be linked to relevant departments and be integrated into the department aims and aspirations.

8. Where possible use the strengths that individuals have identified to engage in subjects specific schemes of work.

9. To attend whole staff briefing meetings and other communication meetings as required on the days you are allocated to work.
10. To administer pre-set work and associated teaching resources provided.

11. To provide instructions relating to pre-set activities for pupils in accordance with the instructions and explanations provided
with the pre-set work by the Head of Department or teacher.

12. To respond to questions relating to the instructions and process for completion of pre-set work and the recognised school
procedures.

13. To supervise pupils undertaking effective self-directed learning where appropriate, for example Extended Tutor or
Personal Study or equivalent lessons. To support the use of ICT in learning activities and develop pupils’ competence and
independence in its use.

14. To support pupils consistently whilst recognising and responding to their individual needs.

15. To provide teachers with feedback of progress made and to reflect on the suitability/quality of work provided.

16. To collect pupils’ work at the end of the lesson and return to the appropriate teacher or teacher’s representative in
accordance with the school’s teacher cover policies and procedures.

17. To be responsible for ensuring classrooms are left clean and tidy after lessons, and all teaching materials and resources
accounted for and stored securely when not in use.
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Main Duties and Responsibilities:

18. To promote positive values, attitudes and good pupil behaviour, dealing promptly with conflict and incidents in line
with the school’'s behaviour management policies and encourage pupils to take responsibility for their own behaviour.
19. To supervise and manage pupils’ behaviour whilst covering teacher absences in accordance with the recognised
behavioural standards to ensure an orderly and constructive environment for the class.

20. To deal with any immediate problems or emergencies that may occur in the class whilst covering the teacher’s
absence in accordance with the school's recognised policies and procedures.

21. To be responsible for keeping and updating records as agreed with the teacher.

22. To check and record pupil attendance and absences through the use of Classcharts. To report all absences in
accordance with the schools’ recognised absence reporting procedures.

23. To carry out administrative tasks associated with all of the above duties.

24. To remain aware and work within all relevant school working practices, polices and procedures.

25. To attend staff meetings and school-based INSET as required.

26. The post holder is responsible for his/her own self-development on a continuous basis.

27. To be aware of and work in accordance with the schoal’s child protection policies and procedures, and to raise any
concerns relating to such procedures which may noted during the course of duty.

28. To be aware of and adhere to applicable rules, regulations, legislation and procedures including the Schools Equal
Opportunities Policy and Code of Conduct, national legislation (including Health and Safety, Data Protection and GDPR).
29. To undertake other duties appropriate to the grading of the post as required including break duties.

30. To maintain confidentiality of information acquired in the course of undertaking duties for the department.






