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Post:


           Cover Manager & Study Supervisor Role 

                                                  with Admin Support      
Line Manager:

Deputy Headteacher 
Grade:


Grade F2, Point 28-30
Hours:


36 hours per week 

                                                  Term time (39 weeks)
Mon, Tues, Thurs & Fri: 7.15am – 3.10pm

Weds: 7.15am – 3.20pm 
(Including 45 minutes lunch break)

Key Roles:
To be the Cover Manager for the school and line manage the team of Study Supervisors as well as undertake Study Supervisor role and provide Admin support.
Job Specification:

Cover Manager Role Key Tasks:
· Arrange daily cover for registration, duties, classes and room changes and publish this information around the site for all staff and students.

· Work with the Head/Deputy Headteacher to recruit supply teachers to ensure that all classes are covered.
· Manage supply teachers to ensure that they are adequately briefed and supported for their daily role.

· Work with the Personnel Manager to ensure that all necessary employment requirements are in place before supply teachers work with pupils.
· The preparation, publishing and display of timetable and room changes for all special events.

· The maintenance of up to date cover summaries and their regular submission to SLT.

· Liaise with and support the relevant Assistant Headteacher/HoDs to ensure quality cover work and staffing for prolonged absences.

· Ensure that all planned absences requested by staff are accompanied by relevant paperwork and that the absence has been granted.

· Ensure that any applications for off-site educational visits comply with cover policy and that the requisite paperwork has been completed and submitted to relevant members of the school’s Senior Leadership Team.
· Liaise with HoDs in order to plan rooming and staffing for all internal examinations and special events.

· Develop strategies to enable and deliver a more effective dedicated cover system.

· Enter teachers’ absences on SIMs to generate cover requirements and notification of cover needs to staff.

· Maintain accurate records of all cover allocations/periods covered by teaching staff to ensure compliance with the school’s published policy on ‘Rarely Cover’.

· Maintain accurate records of all cover allocations to ensure an equitable distribution of duties/class cover for study supervisors.

· Maintain accurate records of all cover allocations/periods covered in order to build cover requirement projections/forecasts.

· The preparation, publishing and display of invigilation timetables for internal and external examinations.

· The preparation, publishing and display of room changes for internal/external examinations.

· Liaise with external agencies to procure long term/permanent staff to fill vacancies or long term absences of teachers within the school. 
· Arrange meetings with HODs and DHTs with agency supply teachers to cover long term absences/vacancies.

· Maintain and operate department budget within agreed limit and ensure an accurate records are kept of all department expenditure.

Management of Study Supervisors:
· Line manage, performance manage and support the team of Study Supervisors.
· Report back to HoDs on quality of work set and any other issues affecting the work of the study supervisors.
· Liaise with Heads of Department to ascertain work set for classes.
General Duties:
· Support Assistant Headteacher in organising Year 7, 9 and 11 photography sessions and distribution of photograph orders.

· Act as a communication hub for teaching staff in emergency situations.

· Work within the school’s Discipline Code.

· Undertake training, as required. 

· Meet with the line manager as required.

· To undertake such other duties as may be required, commensurate with grade and purpose of job

Study Supervisor Role Key Tasks

•
Providing in-class supervision for students when the teacher 

          timetabled for the class is absent.

•
Liaising with staff/HoD regarding planned work set by the teachers.

•
Providing feedback to the teacher/HoD on the lessons covered.

•
Giving in-class support within a designated Department area.

Main Responsibilities

•
To supervise students in classrooms with the work left in accordance  

          with the school policy. In the first instance this will be within the 

          designated department but can extend to other department areas as 

          appropriate.

•
To collect resources needed in order to deliver the covered lesson.
•
To communicate effectively the work set by the absent teacher to the 

          students.

•
To create and maintain an orderly and purposeful learning 

          environment in which pupils can complete the set work.

•
To supervise entry and departure of students in accordance with 

          school policy.

•
To respond to students in relation to general queries about the set 

          work.

•
To collect completed work after the lesson and return to the 

           appropriate member of staff/HoD.

•
Provide brief pro forma led feedback to the member of staff/HoD  

           regarding the cover lesson.
•
To deal with any immediate problems or emergencies in the classroom 

           in accordance with the school policy.

•
To support literacy and numeracy in lessons when not required for 

           cover supervision.

•
To accompany visits and field trips as requested under the direction of 

          the lead teacher/organiser.

•
To liaise on a daily basis with the Cover Manager.
•
To undertake appropriate professional development.
Other Responsibilities

•          To implement the school’s Behaviour for Learning policy.


•
To become familiar with and implement school policies and    

          procedures.

•
To help raise the aspirations and achievements of all students.

•
To help develop a pleasant and welcoming learning environment for 

           all.

•
To participate in the school’s monitoring and evaluation procedures 

          including the annual Performance Management Review programme.

•
To attend the annual Open Evening.

•
To carry out break time supervision duties as part of the staff rota.         

•
To carry out any other tasks as instructed by the Line Manager, 

           Headteacher or members of SLT.

Person Specification:

The person appointed will need to:
· Be an extremely organised person who excels within a school environment

· Be sympathetic to the aims of the school.

· Be a highly motivated team player

· Be an effective administrator.
· Have a flexible methodical approach to work

· Have good communication skills

· Be able to relate well to students and adults.

· Have some classroom experience and a good awareness of how schools work.

· Be a good communicator both orally and on paper.
· Have a calm confident helpful manner

· Have a friendly outgoing personality

· Be able to multi-task and work under pressure.

· Be flexible and innovative in their approach.

· Have sound organisational and IT skills.

· Be able to work on their own or as part of a team.

Desirable

· Previous school experience with a knowledge of SIMS

· Knowledge of PowerPoint

· Knowledge and understanding of SEN and safeguarding procedures

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  If selected at an interview an Enhanced DBS check will be required before any appointment is confirmed.
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