GENERIC JOB DESCRIPTION

POST TITLE:
Study Supervisor
POST NO:


GRADE:
6
CONTRACTUAL 

ARRANGEMENTS:


ACCOUNTABLE TO:


PURPOSE OF THE JOB

· To supervise classes, or work with individuals or groups of students, to cover the absence of a teacher 
· To invigilate examinations as required
key Accountabilities

1. To supervise whole classes, individuals or groups of students in the absence of a teacher, maintaining good order and keeping students on task;
2. To explain clearly to students the work set by the teacher, to answer any general questions and to actively promote learning in the classroom;
3. To prepare the learning environment and assist students with the organisation and use of materials and resources;

4. To assist students to access the curriculum by helping them with their literacy/numeracy/ICT skills and developing their understanding of classroom activities;
5. To ensure that the school’s agreed behaviour management procedures are adhered to and that rewards and sanctions are given appropriately;
6. To record attendance, ensure the lesson begins promptly and that students are dismissed at the appropriate time in accordance with school policy;
7. To collect any work completed after the lesson and return it to an agreed person/place;
8. To provide objective and accurate feedback to teachers on the conduct of the lesson and the behaviour of the students;
9. To invigilate examinations as required;
10. To provide classroom support or to assist with other activities around the school, including administrative duties, when no cover, supervision or invigilation is required.

Supporting the school

At an appropriate level, according to the job role, grade and training received, all employees in the school are expected to:
1. Support the aims, values, mission and ethos of the school and participate in a team approach to all aspects of school life.

2. Attend and contribute to staff meetings and INSET days as required, and identify areas of personal practice and experience to develop.

3. Take appropriate responsibility for safeguarding and children’s welfare and be aware of confidential issues linked to home/child/teacher/school and keep confidences appropriately.  
4. Be aware of health and safety issues and act in accordance with the school’s Health and Safety Policy
OTHER DUTIES:

The postholder may be expected to carry out duties other than those given in the job description where the level of responsibility is similar and he/she has appropriate qualifications or receives appropriate training to carry out these duties.
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