
Job Description

Core Purpose of the role

Reporting to Deputy Headteacher

Duties and Responsibilities 

Cover Supervisor

To supervise and support students during the short-term absence of teaching staff, ensuring a 

safe, positive, and inclusive learning environment. The Cover Supervisor delivers pre-prepared 

lessons, promotes student engagement, and meets the diverse learning, communication, and 

behavioural needs of pupils. A key aspect of the role is to uphold safeguarding responsibilities at 

all times, ensuring the welfare, safety, and wellbeing of all students.

• Communicate, distribute and supervise work that has been set by the Teacher/Head of Faculty in accordance 

with the school policy. 

• When not undertaking the role of Cover Supervisor undertake the duties of a Teaching Assistant, in order 

support teaching staff in the development and education of students including the provision of specialist skills as 

appropriate. 

• Build positive and professional relationships with students to promote engagement, wellbeing and an environment 

in which students can thrive

• Record attendance and report any concerns regarding behaviour, safeguarding, or student welfare.

• Collect any completed work after the lesson and return it to the appropriate person.  

• Report back to the teacher as appropriate using the school’s agreed referral procedures on the engagement of 

students during the class, and any issues arising. 

• Provide general clerical/administrative support, e.g. input and retrieval of data into computerised and manual 

systems, taking registers, etc. as required. 

•  Accompany staff and students on educational visits, trips and out of school activities as required and take 

responsibility for a group under the direction of the teacher/organiser. 

• Recognise own strengths and areas of expertise and use these to advise and support others.

• Provide appropriate guidance and supervision and assist in the training and development of staff as appropriate.

• As required and under the guidance of teaching/senior staff, undertake a range of other activities to support 

students learning that may include: contributing to lesson planning, evaluating and adjusting lessons, implementing 

agreed learning strategies, etc.

• Provide personal and intimate care for students where required, including toileting and hygiene support, in 

accordance with the school's policies, local authority guidance and relevant training



To adhere to the ethos of the school by: 

 
• Promoting the agreed vision and aims of the school.

• Setting an example of personal integrity and professionalism.

• Attending appropriate staff meetings and parents' evenings.

• Any other duties as commensurate within the grade in order to ensure the smooth running of the school.

• To perform other such duties as the Headteacher may from time to time determine.

In addition:

 
• The above responsibilities are subject to the general duties and responsibilities contained in the most recent 

statement of conditions of employment.

• The Governing Body reserves the right to alter the content of this Job Description after consultation to reflect 

changes to the job or services provided, without altering the general character or level of responsibility. 

• The duties described in this Job Description must be carried out in a manner which do not bring the school into 

disrepute and promotes equality of opportunity, dignity and due respect for all employees and service users and 

is consistent with the School’s and Local Authority’s Equal Opportunities Policy.

• Professionally support the vision and ethos of the school at all times.

• Through your actions enable students to Belong, Achieve and Thrive.

• Selly Oak Trust School is committed to the safeguarding and welfare of all students and expects all staff to 

share this commitment.

Signed (issued by) .......................................................... Date .........................................

 

Signed (received by) ...................................................... Date .........................................

Support for the School 

• To participate in training and other learning activities and performance management as required.

• Support the development and effectiveness of teamwork within the school environment.

• Develop and maintain working relationships with other professionals.

• Review and develop own professional practice.

• Be aware of and comply with policies and procedures relating to child protection, health, safety and security, 

confidentiality and data protection, reporting all concerns to an appropriate person.

• Be aware of and support differences and ensure all students have equal access to opportunities to learn and 

develop.

Safeguarding 

 
• Undertake mandatory school training in Child Protection, Safeguarding and Prevent

• Demonstrate an understanding of safeguarding responsibilities and maintain vigilance in identifying 

and reporting concerns in line with statutory guidance and school procedures.

• Be responsible for promoting and safeguarding the welfare of children and young people they are 

responsible for or come into contact with.
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