








 

Cover Supervisor 
Job Description & Person Speciation 

 
We are looking to appoint an enthusiastic and inspirational Cover Supervisor to provide 
classroom cover for students in the short-term absence of a teaching member of staff, 
managing student behaviour and assisting students in relevant activities in line with the 
school's policies and procedures. When not required to supervise a class, to provide 
support to Heads of Year, Department, Faculty and LT either working with students or in 
an administrative role. 

 

• 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 
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