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Cover Supervisor / HLTA Job Description
West Witney Primary School and Nursery
Job Title
Cover Supervisor / Higher Level Teaching Assistant (HLTA)
Responsible To
Headteacher / Senior Leadership Team
Purpose of the Role
To provide high-quality classroom supervision and learning support across the primary phase, ensuring continuity of learning during teacher absence, PPA time, leadership release, and other planned or unplanned cover needs. The postholder will also work as a HLTA to support teaching and learning, contribute to raising pupil achievement, and promote positive behaviour and inclusion across the school.
Key Responsibilities
Classroom Cover Responsibilities
· Deliver planned learning activities across all primary age groups during:
· PPA cover
· Leadership and management release time
· Teacher absence
· Emergency or short-notice cover
· Supervise whole classes and maintain a purposeful learning environment in the absence of the class teacher.
· Follow teachers’ and scheme’s planning and adapt activities where appropriate to meet pupils’ needs.
· Manage classroom behaviour effectively in line with the school’s behaviour policy.
· Ensure pupils remain engaged, motivated, and on task during lessons.
· Provide feedback to teachers and leaders regarding pupil progress, participation, and behaviour following cover sessions.
· Support assessment for learning through observation and feedback.

HLTA Responsibilities
· Work collaboratively with teachers to support pupils’ academic progress and attainment.
· Deliver targeted interventions and support programmes for individuals and small groups.
· Support the planning, preparation, and delivery of learning activities.
· Adapt learning resources to meet the needs of all learners, including pupils with SEND, EAL, and disadvantaged pupils.
· Promote high expectations of achievement, behaviour, and presentation.
· Support pupils’ social, emotional, and personal development.
· Contribute to monitoring and recording pupil progress.
· Assist in creating a stimulating and inclusive learning environment.
Wider School Responsibilities
· Support the school’s ethos, values, and safeguarding culture.
· Build positive relationships with pupils, staff, parents, and external agencies.
· Participate in staff meetings, training, and professional development opportunities.
· Supervise pupils during breaktimes, lunchtimes, assemblies, or educational visits as required.
· Promote equality, diversity, and inclusion at all times.
· Undertake any other reasonable duties commensurate with the grade and nature of the post.
Safeguarding Responsibilities
· Safeguard and promote the welfare of children and young people.
· Follow all school safeguarding, child protection, health and safety, and confidentiality procedures.
· Report concerns in line with school policy and statutory guidance.





Person Specification
Essential Criteria
· HLTA qualification or equivalent experience.
· Experience working within a school setting.
· Experience supervising or teaching whole classes.
· Strong behaviour management skills.
· Good literacy, numeracy, and communication skills.
· Ability to build positive relationships with children, staff and parents.
· Understanding of safeguarding and child protection procedures.
· Flexible, organised, and able to respond to changing school needs.
Desirable Criteria
· Experience delivering interventions to support academic progress.
· Knowledge of the primary curriculum.
· Experience supporting pupils with SEND.
· First Aid qualification.
· Experience covering across different year groups.
Skills and Attributes
· Positive and proactive approach.
· Ability to work independently and as part of a team.
· Commitment to inclusion and raising standards.
· Sense of humour.
· Resilient, adaptable, and calm under pressure.
· Enthusiastic about supporting children’s learning and development.
Terms of Employment
· Salary: Grade 8
· Hours: 37.5 hours a week
· Contract: Permanent 
· Working Pattern: Term time only plus training days.
Equal Opportunities Statement
The school is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. The successful applicant will be subject to enhanced DBS checks and satisfactory references.
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If you you need this letter in a different format, like a printed copy, large print or another language, please contact the school office
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