
Job Title: HLTA Cover Supervisor
39.2 weeks / 2 days a week

Salary / grade range Grade 7, SCP’s 15 - 22, £23,541 - £27,041 (based on FTE 37 hours) per
annum, pro rata 12 hours per week

Location Co-op Academy Friarswood

Reports to Headteacher

Purpose of role:
● Implement and deliver lessons to children as directed, across all year groups in the

academy.
● Provide cover support for colleagues on a planned or short term basis.
● Manage pupil behaviour and assist pupils in relevant activities in line with the academy’s

policies and procedures.
1 day a week will be to cover the SENDCo
1 day a week will be to cover 1 class in the morning and another in the afternoon ranging from Year
1 to Year 6.

Key accountabilities (and specific duties / responsibilities):
Support for Pupils

● Support pupils’ learning in a range of classroom settings, including working with whole
classes (where the assigned teacher is not present) using detailed knowledge, experience,
specialist skills and training

● Establish productive working relationships with pupils acting as a role model and setting
high expectations

● Develop and implement pupil’s Individual Education/Behaviour/Support/Mentoring Plans
and review progress

● Supervising work that has been set by teaching colleagues
● Assist with the development and implementation of APDRs (Plans for SEN children)
● Promote the inclusion and acceptance of all pupils within the classroom
● Support pupils consistently whilst recognising and responding to their individual needs
● Provide feedback to pupils in relation to progress and achievement following policies and

procedures, including marking
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● Dealing with any immediate problems or emergencies according to the academy's policies
and procedures

● Collecting any completed work after the lesson and returning it to the appropriate teacher
● Managing behaviour of pupils whilst they are undertaking this work to ensure a constructive

environment, according to the academy’s behaviour policy
● Reporting back as appropriate using the academy’s agreed referral procedures on the

behaviour of pupils during the class, and any issues arising
● Completing tracking sheets and information on pupil attendance and rewards
● Support for the Curriculum

Support for the Teacher
● Organise and manage appropriate learning environment and resources
● Under an agreed system of supervision, plan and prepare teaching and learning objectives,

adjusting activities/work plans as appropriate
● Undertake more complex marking of planned work
● Monitor and evaluate pupil responses to learning activities using a range of assessment and

monitoring strategies against predetermined learning objectives
● Within the academy’s discipline policy, apply behaviour management strategies and

techniques to manage behaviour constructively and contribute to purposeful learning
environment

Support for the Curriculum (Under the direction of a qualified teacher)
● Deliver learning activities to pupils within an agreed system of supervision, adjusting

activities according to pupil responses/needs
● Contribute to curriculum planning, evaluation and implementation
● Use ICT effectively to support learning activities
● Contribute to development of academy policies and procedures by participation in working

groups
● The development, preparation and dissemination of appropriate materials
● Determine the need for, prepare and use specialist equipment, plans and resources to

support pupils

Support to School
● Promote and safeguard the welfare of children and young persons
● Assist with policies and procedures relating to child protection, health, safety and security,

confidentiality and data protection, reporting all concerns to an appropriate person
● Ensure all pupils have equal access to opportunities to learn and develop
● Liaise effectively with teachers/parents/guardians, and other stakeholders / agencies as part

of the routine consultative process
● Contribute to the overall ethos/work/aims of the academy
● Attend relevant meetings as required
● Participate in training and other learning activities and performance development as

required
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● Recognise your own strengths and areas of expertise and use these to advise and support
others.

Personal attributes required (based on job description):

Attributes All attributes are
essential, unless
indicated below as
‘desirable’

How measured,
e.g. application
form (A),
interview (I) test
(T)

Qualifications
● Meet HLTA standards or equivalent qualification

and experience
● Excellent numeracy/literacy skills equivalent to

NVQ Level 2 in English and Maths or recognised
equivalent

● NVQ Level 4 for Teaching Assistant (or
recognised equivalent qualification).

Experience
● Three years experience of working to support

children’s learning gained in a relevant
environment

Skills, Ability, Knowledge
• Full working knowledge of relevant policies/codes of
practice
• A good understanding of curriculum matters and to be
able to contribute effectively to curriculum development
and delivery
• In depth understanding of areas of learning, e.g. literacy,
numeracy, science, SEN or Early Years
• Understanding of principles of child development and
learning processes
• Ability to plan effective actions for pupils at risk of
underachieving
• Have experience of, or demonstrate the ability to
manage a team, including the monitoring, evaluation and
prioritisation of others’ work (will be working with TAs)
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• Effective use of ICT to support learning
• Well-developed interpersonal skills to be able to relate
well to a wide range of people
• Excellent communication skills.

Personal Qualities
• Builds personal relationships with stakeholders, through
regular contact and consultation
• Understands the academy's development plan and how
it relates to team and individual objectives
• Accepts, supports and quickly implements change
• Identifies and promotes best practice and encourages
the sharing of ideas
• Proactively seek opportunities to increase job
knowledge and understanding
• Values the diversity of individuals, adaptable approach
to meet individual needs and effectively utilises the
diversity of team members
• Works with others to resolve differences of opinion and
resolve conflict
• Requires minimum supervision
• Takes responsibility for own and team actions
• Identifies and overcomes barriers and manages risks
• Takes quick and effective action
• Demonstrates focused implementation of role and
responsibilities
• Builds strong team ethos where everyone feels valued
• Provides timely, sensitive and honest feedback on
performance
• Is accountable for own development and encourages
the ownership of development needs amongst colleagues

This post is subject to an enhanced DBS check.  We value variety and individual differences, and aim
to create a culture, environment and practices at all levels which encompass acceptance, respect and
inclusion. All our colleagues are expected to demonstrate a commitment to co-operative values and
principles, and the Ways of Being Co-op.
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