








 

Key Responsibilities 

• To register and record student attendance. 

• To supervise students regarding the written work left by their teacher. Practical and technical 
activities should not be supervised unless the appropriate training has been given and/or it has been 
agreed prior to the lesson with the cover supervisor. 

• To create a calm and purposeful environment in which pupils can complete work set by the classroom 
teacher. 

• To promote the inclusion and acceptance of all pupils within the classroom. 

• To ensure the appropriate resources necessary for learning are available to students. 

• To ensure that feedback is recorded in accordance with the RWBA Feedback Policy. 

• To enable orderly entrance and exit of classrooms. 

• To follow school systems and procedures on behaviour management. 

• To use the school systems, including SIMS to record incidences and ensure that action is taken to 
resolve issues. 

• To record and input rewards allocated to students. 

• To report back to the classroom teacher using the relevant means in accordance with school systems 
and procedure. 

• To manage resources effectively and ensure classrooms are left tidy and ready for the next lesson. 

• To collect any completed work after the lesson and return it to the appropriate teacher 

• To promote the inclusion and acceptance of all pupils within the classroom.  

• To ensure the appropriate resources necessary for learning are available to students.  

• To ensure that feedback is recorded in accordance with the RWBA Feedback Policy.  

• To enable orderly entrance and exit of classrooms.  

• To follow school systems and procedures on behaviour management.  

• To use the school systems, including SIMS to record incidences and ensure that action is taken to 
resolve issues.  

• To record and input rewards allocated to students.  

• To report back to the classroom teacher using the relevant means in accordance with school systems 
and procedure.  

• To manage resources effectively and ensure classrooms are left tidy and ready for the next lesson.  

• To collect any completed work after the lesson and return it to the appropriate teacher  

Person Specification 

Knowledge and Skills: 

• RWBA and GDPR training (provided) 

• Ability to remain calm under pressure 

• Excellent personal skills 

• Ability to motivate and persuade 

• Ability to plan and manage own workload 

• Excellent organisational skills 

• Good IT skills 

Qualifications: 

• GCSE or equivalent in core subjects 

Creativity and Innovation: 

• High levels of creativity and innovation if cover work not set 










