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Thank you for taking the time to look at this job opportunity at Oak Wood School. 

 

Being a Cover Supervisor at Oak Wood School is a key part of the successful 

functioning of the school. We expect the highest standards of professionalism from 

our support staff working at the school to underpin the work that we do in supporting 

our students and their families. 

 

Whether or not you have worked in a school environment before you will benefit from 

a comprehensive induction programme not only within the school but also within the 

team that you will be a part of. The school is a fantastic place to develop your 

administration skills. 

 

Relationships across the school between parents, students and staff are warm and 

positive which makes Oak Wood School an environment that is a pleasure to work in 

and develop your career at. 

 

We have a caring, respectful and supportive core ethos ‘We Dream, We Learn, We 

Grow’ that propels us to constantly advocate that students at Oak Wood School are 

not limited in their choices. ‘We Dream, We Learn, We Grow’ also underpins how we 

develop our staff with our extensive professional development and well-being 

programmes. 

 

In joining our community, you will be part of an organisation that will support you in 

your career goals and help you to develop as an individual. 

 

I look forward to receiving your application.  

 

Daniel Cowling 

Headteacher 
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Job Description 

Cover Supervisor 
 

Title of post:  Cover Supervisor 

Scale  NJC Grade 7-10 

Reporting to:  Cover Manager 

Hours 34.5 hours per week  

Purpose  Supervising work that has been set in accordance 
with the school policy  

 Managing the behaviour of pupils whilst they are 
undertaking this work to ensure a constructive 
environment.  
 

Liaison       Teaching Staff, Students, SLT, Parents 

Disclosure 
Level 

Enhanced DBS Check 
 

MAIN DUTIES: 
 

Specific Duties 
 Supervise pupils engaged in learning activities  

 Act as a role model and set high expectations of conduct 
and behaviour 

 Promote the inclusion and acceptance of all pupils within 
the classroom 

 Keep pupils on task and respond to general queries 

 Provide objective and accurate feedback to the teacher on 
the conduct of the lesson  

 Keep appropriate records as agreed with the teacher 

 Promote positive values, attitudes and good pupil 
behaviour, dealing promptly with conflict and incidents in 
line with established policy and encourage pupils to take 
responsibility for their own behaviour the role and expertise 
of the individual. 

Broader 
Responsibilities 

 To support the School’s distinctive mission and ethos 
 To lead by example and from the front 
 To encourage and ensure staff and students follow the 

example set and to challenge constructively when the 
standards set are not met 

 To promote actively the School’s corporate identity and 
policies.  

 To continue to be a lifelong learner and encourage others to 
be the same.  

 To participate actively in the School’s Appraisal process  
 To comply with the School’s Dress Code, Health and Safety 

Policy and to undertake Risk Assessments, as appropriate. 
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Whilst every effort has been made to outline the main duties and responsibilities of 
the post, each individual task may not be identified.  
  
Employees will be expected to carry out any reasonable request to undertake work 
of a similar level that is not specified in this job description.  
  
The Governors will endeavour to make any reasonable adjustment to the job and 
the working environment to enable access to employment opportunities for 
disabled applicants, or continued employment for any employee who develops a 
disabling condition.  
  
This job description is current at the date shown but following consultation may be 
changed to reflect or anticipate changes in the job which are commensurate with 
the job title and salary.  
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Person Specification 

Cover Supervisor 
 
It is essential that your application includes evidence of your experience against the 
requirements of the person specification and the interview process will be designed 
with a view to assessing this evidence. 
  

Qualifications 

 GCSE grade C or above (or equivalent in both English and Mathematics) 
 

Professional Knowledge, Experience and Understanding  

 A proven record of working with young people 

 Proven experience of working with children of relevant age in a learning 
Environment 

 Good literacy skills 

 Good numeracy skills 

 Good ICT skills 

 Ability to engage constructively with, and relate to, a wide range of young 
people from different backgrounds 

 A commitment to high academic standards 

 The ability to motivate and enthuse students 

 An ordered and systematic approach to organisation of workload 

 Ability to use technology to support learning 
 
Reliability 

 Good attendance and reliability 

 Professional dress 

 Good timekeeping. 
 

Quality of relationships 

 An ability to work collaboratively with members of a team 

 Excellent relationships with young people 

 Ability to display fairness and respect for pupils and colleagues. 
 

Personal characteristics  

 Capacity to work very hard under pressure   

 Approachable  

 Committed  

 Empathetic  

 Enthusiastic  

 Organised  

 Patient  

 Resourceful  

 Resilient  

 Determined  

 Sense of humour.  
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Applicant Information 

 

Thank you for your interest in our school. 

 

Candidates are requested to complete the Application Form (in two parts) 

downloadable from the Oak Wood School Website: www.oakwoodschool.uk and 

send it by email, with a letter of application, outlining how your skills and experience 

will have prepared you for the role and how you would contribute to Oak Wood 

School’s future success, addressed to Daniel Cowling, Headteacher via email: 

HR@oakwoodschool.uk. 

 

Oak Wood School 

Sutton Court Road 

Hillingdon 

Middlesex 

UB10 9HT 

 

Telephone: 01895 237350 

 

www.oakwoodschool.uk 

Email: HR@oakwoodschool.uk 

 
 

Oak Wood School has a responsibility for, and is committed to, safeguarding and promoting the welfare of children and young 

people and for ensuring that they are protected from harm. 

 

All applicants must be willing to undergo child protection screening appropriate to the post, including checks with past 

employers and the Disclosure and Barring Service. 

Oak Wood School is an Equal Opportunities Employer. 
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