
POST:


Cover Manager
ACCOUNTABLE TO:

Assistant Headteacher
LINE MANAGER:

Assistant Headteacher
JOB PURPOSE
To provide effective cover supervision in a range of classes and subjects in response to unforeseen short-term teacher absence, ensuring good order is maintained in the classroom and pupils keep to task and make progress. To work under the guidance of teaching/senior staff within an agreed system of supervision.

Overview of role
To teach/supervise whole classes during absence of teachers. Cover teacher/ supervisors 

will give instructions for a lesson as provided for by a teacher. The cover teacher/supervisor 

will ensure the good behaviour of the students and make sure the students engage in the 

learning activity and make progress. The post holder will be required to respond to students’ 

general questions and provide feedback to the teacher on broad issues such as behaviour 

and progress but will not be expected to undertake any planning, preparation, delivery or 

assessment of students’ progress and/or development.

PRINCIPAL ACCOUNTABILITIES

· Supervising the students on work left in accordance with the school policy 

· Assisting in preparing the learning environment and the materials used therein 

· The management of student behaviour to ensure a constructive working environment using the school systems for behaviour and reward

· Responding to students about the work that has been set and offering support

· Collecting any work completed after the lesson and returning it to an agreed person/place 

· Leaving the room in good order at the end of the lesson 

· Supervising entry and departure of students in accordance with school policy 

· Recording and reporting attendance at lessons in accordance with school policy 

· Reporting back as appropriate using the schools’ agreed feedback procedures on the progress and behaviour of pupils during the class and any other issue arising. 

· Dealing with any immediate problems or emergencies according to the schools’ policies and procedures. 

· Following school policies and procedures especially those relating to child protection, health and safety, equal opportunities, security, confidentiality and data protection
· Respecting confidential issues linked to home/students/teacher/school work and to keep confidences as appropriate
· Maintaining links with departments and subject areas as appropriate 

· Participate in training and other learning activities as required and attend relevant meetings to ensure own continuing professional development.
· Provide classroom support or subject support during periods where cover is not required.
· Sourcing supply teachers and liaising  with supply agencies

· Ensuring supply teachers have materials for covering/teaching lessons eg registers, printed resources.

· Inputting cover on SIMS for absent staff, planning ahead for most cost effective cover.

· Liaising with Assistant Headteacher regarding cover issues.

· Completing accurate sickness /absence records to pass to HR.
· Any other duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined.

THE ELIZABETH WOODVILLE SCHOOL
PERSON SPECIFICATION

Post Title:
Cover Manager

	
	ESSENTIAL
	DESIRABLE

	Ability, Skills and Personal Qualities


	Good organisational and interpersonal skills

Ability to work independently

Ability to relate to young people

Flexible and approachable


	

	Knowledge and Experience
	Experience of working with groups of young people

A broad knowledge of qualifications taught in schools


	Understanding of the role of cover supervision in secondary schools

Experience in working with young people of secondary school age

	Education, Qualifications and Training


	A commitment to Continuing Professional Development

Educated to NVQ level 3 or equivalent


	Relevant professional qualifications
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