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Woodlane High School
achieving success in a nurturing environment


Job Description

	Job Title:

	HLTA – Cover Supervisor (36hpw term-time only)

	Salary:
	Scale 6, point 18-20 (£32,407 - £33,381) 

	Line Manager:
	Lead Practitioner/Senior TA


Purpose of Post: To play a key role in raising teaching and learning support by enabling the professional development of colleagues, particularly TAs/ Apprentices and covering lessons.  
Duties and Responsibilities 
Specific Responsibility

1. To deputise for the Senior Teaching Assistant.

2. To cover lessons for teachers in all subject areas.  

3. To line manage Woodlane Teaching Assistants/ Apprentices.  

4. Teaching Assistant to Teachers as required.
Deputising for Senior Teaching Assistant

· To disseminate information to teaching assistants and ensure that they are deployed effectively.

· To raise the quality of teaching and learning support in the classroom.

· To model best practice.  

· To mentor colleagues.  

Cover supervisor

· To provide quality cover for teachers in their absence from the classroom.

· To work in partnership with teachers.  

· To plan teaching and learning activities as required e.g. In the absence of the teacher.
· Communicate effectively with teachers and senior staff, providing feedback on student behaviour and progress. 
Line Manager to Teaching Assistants/ Apprentices
· To support the Senior TA in the robust evaluation of teaching and learning support and make a significant contribution to improving the quality of teaching and learning support within the team. 

· To supervise and undertake the school’s appraisal cycle for TAs/Apprentices.  

· To support TAs/Apprentices and colleagues to achieve outstanding teaching and learning.  

· To support the Senior TA in developing a range of activities and strategies to strengthen teaching and learning support across the school.

· To model best practice in the classroom and school.  

· In consultation with the Senior TA, contribute to the design and implementation of the CPD programme.

· Provide direct training for TAS/Apprentices.  

Teaching Assistant

· To develop knowledge of a range of learning support needs and to develop an understanding of the specific needs of the pupils to be supported. 

· To aid the pupils to learn as effectively as possible, both in small group situations and individually by, for example, clarifying and explaining instructions, meeting physical and toileting needs as required whilst encouraging independence, ensuring the pupils are able to use the equipment and materials provided. 

· To assist, with the class teacher (and other professionals e.g. SENCO, SaLT, OT as appropriate), in the development of a suitable programme for pupils who need learning support. 

· In conjunction with the class teacher and other professionals to establish a supportive relationship with pupils and develop/promote self-esteem where appropriate. 

· To assist teaching staff in the delivery of the Recovery and Phonics programme within the School.

· To provide feedback to pupils in relation to progress and achievement under the guidance of the teacher.
· To ensure resources are available and suitable for activities. 

· In conjunction with the class teacher (and other professionals as appropriate) to develop and maintain a system of recording pupil’s progress. 

· To participate in the evaluation of the support programme e.g. attending meetings in school time. 

· To provide regular feedback about the pupils to the teachers. 

· To liaise, advise and consult with other members of the team supporting the teachers when asked to do so. 

· To contribute to reviews of pupil’s progress, as appropriate 

· To be aware of confidential issues linked to home/pupil/teacher/school work and to keep confidences appropriately. 

· To undertake general clerical and administrative work, including filing and photocopying and the administration of coursework 

· To administer first aid and medication for pupils, under direction, where appropriate training has been provided. 

· To attend relevant in-service training. 

· To be aware of school procedures and comply with these. 

· To support pupils in gaining inclusion opportunities with other local schools. 

· To contribute to the positive development of the TA team.

Strengthening Community

· To promote a positive partnership between school, parents and support agencies.

· To contribute to meetings where appropriate with parents and carers to ensure positive outcomes for all parties.

· To liaise with external agencies.

· To develop and strengthen partnerships with the wider community.

· To promote positive relationships and to work with colleagues in other schools and external agencies.

· To maintain a positive learning environment by applying the school's behaviour policies and procedures
· To ensure responsibilities are well planned to enable you to meet cover supervisor responsibilities at short notice. 

To carry out other associated duties commensurate with the post determined by the SLT.  
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