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We support each student to realise
their full potential in all aspects of life
— academic, creative, physical and
social. We help our students to
always do their best.

Belong

We connect with others to build

We work together to lead

improvement. We recognise the skills effective and harmonious
and strengths of leadership. relationships within school and our
Everyone has a part to play in the wider community. At every stage we
future of our Hendon School aim to develop shared values.

community.




Job Description
	Job
	Title
	Cover Coordinator 


	Grade
	
	SCP 20 – SCP24 (£21,702 – £24,279) depending on experience

Actual Salary £7,031.94 – £7,865.32



	Hours
	
	14 hours per week (term time only) 7.00am – 9.30am (1.5 hours flexible)



	
	
	


ACCOUNTABILITY ARRANGEMENTS
Accountable:
Senior Administrator 
CONTEXT AND PURPOSE OF JOB

Liaise with school staffing agencies in respect of cover arrangements for staff leave of absences, sickness, INSET, trips and other needs as requested by Headteacher.
DUTIES AND RESPONSIBILITIES 
	

	· To be responsible for the Cover budget – keeping records of additional staffing required in various departments.
· To be responsible for verifying timesheets (electronically) and ensuring that accounts have all required information. 



	· To ensure safe recruitment of supply staff.
· To plan and organise the schedule for covering the lessons of teachers absent from school, or those who are unable to teach their lessons for other reasons.


	· To ensure all Planned Absence/AL are in the cover diary and suitably authorised.


	· To check the diary/Calendar prior to INSET and trips being booked as to whether permission can be given for these to go ahead.  
· To organise re-rooming due to exams and other events.


	· To liaise with the trips organiser regarding trip approval and ensure appropriate cover is in 

place.


	· To provide necessary information to enable supply teachers to undertake their duties 

effectively.


	· To follow requests from the HR Partner & Headteacher and liaise with agencies to obtain CVs for suitable long term supply teachers as required.



	· To monitor feedback regarding in house Cover Supervisors and agency staff to inform SLT        decision making.


	· To liaise with supply agencies to ensure good quality cover staff and value for money. 


	· To ensure that DBS and supply staff information is passed to the HR Partner for the Single Central Record. 

· To be responsible for the school mobile and laptop for the use of Cover


Person Specification

	Essential
	Assessed by
	Desirable
	Assessed by

	· Excellent working relationship with staff and external organisations

	A/I/R
	Knowledge of SIMS
	A

	· Evidence of problem solving and ensuring that lessons are covered by good quality supply

	A/I/R
	UK Academy or school experience.


	A

	· High standard of computer literacy, with ability to use MS Word and Excel to a competent level (report extracts to Excel, tables and graphs for reports).


	A/T/R
	
	

	· High level of numeracy, attention to detail and able to prioritise jobs well.


	A/T/R
	
	

	· A high level of professionalism, confidentiality and attendance to data security.


	A/I/R
	
	

	· Commitment to supporting the School’s vision and values and its Equal Opportunities Policy.


	A/I
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