
 
  

Post: Cover Supervisor 
Required September 2024 

NJC Salary Scale 5 – Points 12 – 17 currently £27,711 - 
£30,060 per annum, full time equivalent (£20,843 to £22,610 

per annum, actual gross salary) 
Hours of work: 32.5 hours a week term time plus 1 week 

permanent post 

 



 



 



 



 



 



 



 



  

 
Job description – Cover Supervisor 

 
Post:  Cover Supervisor 
Salary:                      NJC Salary Scale 5 points 12-17 (£27,711 - £30,060 per annum, pro rata)  

Contract:                 Permanent 32.50 hours per week, term time plus 1 week (from 8.30am to 
12.30pm Monday to Friday, less ½ hour lunch break) 

Disclosure Level:     Enhanced 
Location:                   Dallam School, Milnthorpe, LA7 7DD - the role may require travel between the trust 

       school sites 
 
Relationships 

a) Reporting to: 
The post-holder reports to the Assistant Headteacher responsible for School Management 
 

b) Responsible for: 
The post-holder interacts with other professional colleagues, students and parents and should 
establish and maintain productive relationships and promote mutual understanding of our aim to 
improve the quality of the student experience at the South Westmorland Multi Academy Trust. 

 
Main Purpose 

 The role of Cover Supervisor is to complement the professional work of teachers by taking responsibility for 
agreed activities related to learning 

 Primarily this will involve providing cover for absent teaching staff.  

 The role is expected to develop with time and a willingness to learn new skills, undertake training and to be 
flexible is required.   

 
Main Responsibilities 

Cover Supervisor 

 To provide cover for absent teaching staff as required including the delivery of pre-prepared 
lessons 

 Liaison with the Leadership Team member responsible for cover supervision each morning to 
determine the daily timetable and collect appropriate cover work 

 Work within an established discipline policy to anticipate and manage behaviour and rewards 
constructively 

 Establish productive working relationships with students, acting as a role model and setting high 
expectations 

 Promote the inclusion and acceptance of all students within the classroom 

 Support students consistently whilst recognising and responding to their individual need 

 Encourage students to interact and work 
 co-operatively with others and engage all students in activities 

 Provide feedback to students in relation to progress and achievement 

 Contribute to the overall ethos/work/aims of the School 

 To be available for break/lunch duties within contracted hours 

 Support departments when not deployed for cover 
 
 
 
 

 
 
 
 



  

CONTINUED – Cover Supervisor 
 

General 

Culture and Ethos 

 Promote the academy ethos, attitudes and values in all aspects of work with pupils, colleagues, 
support staff, parents/carers and visitors 

 Promote the academy and celebrate its success at every opportunity 
 

Dress and Appearance 

 To maintain the highest standards of smart business dress 

 To maintain a professional demeanour at all times 
 

Self-Development 

 To take part in the school’s staff development programme by participating in arrangements for 
further training and professional development 

 To continue personal development in the relevant areas including subject knowledge  

 To engage actively in the Performance Management process 
 

Attitude 

 To act as a professional and positive ambassador for the school in order to support the school’s 
mission and profile 

 Maintain a high level of motivation and encourage the progress of others 

 Support the induction of Early Career Teachers, as required, and support the training of student 
teachers when they have been accepted into the faculty 

 Support supply teachers and teachers doing cover by assisting to ensure that suitable material 
is available for lessons when members of the department are absent 

Policy Promotion 

 To actively promote the Trust’s Equal Opportunities, Health & Safety, Data Protection and 
GDPR policies to ensure that the school operates safely, effectively and fairly in line with 
legislative requirements  

 Comply with and actively implement the Trust’s Behaviour Management Policy 

Safeguarding 

 Have due regard for safeguarding and promoting the welfare of children and young people and 
to follow the child protection procedures and the Trust’s safeguarding policy 

 

Confidentiality 

 To ensure confidentiality of the school’s activities is maintained in order to protect the integrity 
of the organisation and its people 

 

Flexibility 

 The job description may include all such other duties as the Headteacher and Trustees may 
reasonably expect from time to time 

 To carry out such other duties as may reasonably be required from time to time to meet the 
evolving needs of the organisation 

 Embrace a willingness to experiment with new methods and approaches / initiative taken 
 

 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Person specification – Cover Supervisor 
 
The criteria below are adapted from the National Standards for teachers. While the list below is exacting, it is 
understood that different qualities will be exhibited to different degrees.  
 

Criteria Essential Desirable 

Shaping the future   

The ability to use data to set targets and plan projects   √  

The ability to use technology to enhance learning within the classroom √  

An effective communicator at all levels √  

Teaching & Learning   

An excellent classroom practitioner with teaching judged to be regularly “good”  √  

The ability to devise & implement strategies for raising achievement  √  

A clear understanding of different models of teaching and learning √  

Committed to the principals of inclusion √  

Developing self and working with others   

Qualified Teacher Status  √ 

The ability to  receive feedback and act to improve personal performance √  

The ability to influence colleagues from a non-line manager position   √ 

Managing the Organisation   

Experience of performance management  √ 

The ability to prioritise and manage time effectively √  

Experience of collaborative working with other schools, organisations and agencies  √ 

The ability to make decisions and act upon them √ √ 

Experience of creating  clear reports for a range of stakeholders    

Securing Accountability   

The ability to use a range of data to support, monitor and improve student outcomes  √  

Strengthening the Community   

The ability to work effectively with parents to support their children’s learning √  

Personal Qualities   

Stamina √  

Excellent interpersonal skills √  

The ability to ensure a sensible work life balance √  

Safeguarding   

All the requirements of Dallam’s safer recruitment policy √  

 

 

 

 

 



 

 

How to apply 
 

We strongly encourage you to visit the school before you apply for the post.  

If you would like to discuss the position with the Headteacher, Mr Steven Henneberry, 

please contact him by email: s.henneberry@dallamschool.co.uk 

 

If you decide to apply for the post, please note the following important information:  

 

Please read the Guidance Notes carefully before completing the Application Form 

and ensure that you fill in all sections. Please contact the school if you require the 

application form in an alternative format.  

 

Along with the Application Form, please write a covering letter of no more than two 

sides. Please include the following; 

 A statement about why you are applying for this particular post  

 An outline of relative experience 

 How your personal and professional qualities make you suitable for the role  

 

Closing date: Friday 6th September 2024 at 12pm 

 

We will contact all applicants selected for the interview process by telephone initially. 

This will be followed up by a formal invitation and further information about the 

process the following day. We will contact all applicants, even if where the 

application was unsuccessful.  

 

The interview process: week commencing Monday 9th September 2024 

 

Information that you provide for the purpose of your application will be used as part 

of the recruitment process. Any data supplied will be held securely and access 

restricted to those involved in dealing with the recruitment process. Once this process 

is complete, the data relating to unsuccessful candidates will be stored for a 

maximum of 6 months and then destroyed. If you are successful, your application 

form will be retained and form the basis of your personnel record. We will also 

undertake online searches in accordance with our responsibilities under keeping 

children safe in education. An enhanced check with the disclosure and barring 

service will be undertaken for this post. 

 

If you require further information or wish to discuss any issues, please do feel free to 

get in touch with Sharne Morgan, Finance and HR Officer, as a first contact – 

015395 65168, s.morgan@dallamschool.co.uk 

 

 

For further information, please visit: 

www.dallamschool.co.uk        www.southlakesfederation.co.uk 

 

 

 



 


