/APRY Bridge Academy Trust

The Ramsey Academy

Job Description & Person Specification

Position: Cover Supervisor

Job Title: Cover Supervisor

Scale: Scale 6, Points 12 - 17

Responsible to: Headteacher

Job Purpose: e To supervise classes in the short-term absence of teachers and to

provide classroom-based support.

Duties & e To supervise whole classes during the short-term absence of teachers. Cover
Responsibilities: Supervisors will give instructions for the lesson as provided by a teacher and
the primary focus of the role will be to maintain good order and to

keep students on task.

e Cover Supervisors will respond to general questions and provide general
feedback to teachers.

e To fulfil the role of a Form Tutor or the temporary cover for this role
if required.

e To support students in lessons as directed by the SENCO when needed.

e To act as a reader/scribe during exams for students with exams access
arrangements.

e Be aware of and comply with policies and procedures of the school, particularly
relating to child protection, health and safety, confidentiality, and data
protection, reporting all concerns to the appropriate person.

e Be aware of and support difference, ensuring all students have equal access
and opportunities to learn and develop

e Contribute to the overall ethos/work/aims of the school

e Participate in the appraisal process, attend training and other
learning/development activities as required

e Play a full part in school life by contributing to students’ wider development
through, for example, clubs, extra-curricular activities, and events

e Accompany teaching staff and students on visits, trips and extra-curricular
activities as required

e Undertake any such duties as may be required by the Headteacher.

General: e Participate in the performance and development review process, taking personal
responsibility for identification of learning, development and training opportunities
in discussion with their line manager.
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Comply with individual responsibilities, in accordance with the role, for health &
safety in the workplace.

e Comply with Data Protection Act 2018 and GDPR requirements in all working
practices maintaining confidentiality, integrity, availability, accuracy, currency, and
security of information as appropriate. Take personal responsibility for all personal
data within own working environment.

e Ensure that all duties and services provided are in accordance with the Trust’s
Equality & Diversity Policy.

e Bridge Academy Trust is committed to safeguarding and promoting the welfare of
children and young people and expects all staff and volunteers to share this
commitment. All Staff are expected to confirm they have read and understood
KCSIE part one, annually each September.

PERSON SPECIFICATION

Criteria Qualities Esse.ntlaI/
Desirable
Qualifications & e GCSEs or equivalent at least C/4 grade in English & Maths e E
Traini
raining e First Aid Qualification. e D
Knowledge & e Experience working with children/young people e E
Experience . . A . L
e Experience planning and delivering learning activities e E
e Knowledge of how to successfully lead learning activities for a group or e D
class of children
e Knowledge of how statutory and non-statutory frameworks for the e D
school curriculum relate to the age and ability ranges of the learners
they support
e Knowledge of how to support learners in accessing the curriculum in e E
accordance with the SEND code of practice
e Knowledge of guidance and requirements around safeguarding e E
children, or willingness to complete
e [
e Understanding of effective teaching methods
e [
e Knowledge of how to help adapt and deliver support to meet individual
needs
e Recent experience of working in a primary/secondary school e E
Skills and attributes e Good organizational skills e E
e Ability to build effective working relationships with pupils and adults o E
e Skills and expertise in understanding the needs of all pupils e E
e Excellent verbal communication skills e E
e Active listening skills o E
e The ability to remain calm in stressful situations e E
e Good ICT skills, particularly using ICT to support learning e E
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Understanding of roles and responsibilities within the classroom and e D
whole school context
e Understanding of effective teaching methods e D
Personal qualities e Enjoyment of working with children e E
e Sensitivity and understanding, to help build good relationships with e E
pupils .
e A commitment to getting the best outcomes for all pupils, and .
promoting the ethos and values of the school
E
e Commitment to maintaining confidentiality at all times *
E
e Commitment to safeguarding pupil’s wellbeing and equality °
E
e Resilient, positive, forward looking and enthusiastic about making a *
difference o E
e Capacity to inspire, motivate and challenge children and young people e E
e Compliance to confidentiality, Data Protection Act 2018 and GDPR e E
principles/requirements
e Commitment to own continuous personal and professional e [
development
Other e Committed to equality and diversity. o E
e Commitment to own continuous personal and professional e E
development. .
e Committed to our Health and Safety policies and procedures. .
e Compliance to Data Protection Act 2018 and GDPR principles/
requirements.
e [
e Committed to safeguarding and promoting the welfare of children and
young people.

The duties above are neither exclusive nor exhaustive and the post holder may be required to carry out appropriate
duties within the context of the job, skills, and grade. This job description will be reviewed periodically and may be
subject to amendment or modification at any time after consultation with the postholder.

Last updated November 2025.
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