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Cover Manager 

Hours: 40 hours per week 6:45am – 3:45pm
Term time only plus 5 days
Salary: Grade 7 Point scale 23-28 £35,796 - £39,491 pro-rated   
3 extra support staff days to be taken as leave during term time, negotiated in advance with line manager)












Job Description
Purpose of the post:	To receive and record all planned and unplanned absences and arrange cover using inhouse staff and agencies where needed.
	To be responsible for the supply staff/student teachers on site ensuring they have appropriate access to the site, computer log-ins and relevant DBS documentation.
	To make the changes for room displacements and communicate this.
	Reporting and recording of staff absence.
		Work as the schools Education Visits Coordinator (EVC) and ensure trip forms and Risk Assessments are completed and correct.
		To be responsible for producing, checking and submitting the annual School Workforce Census.

Accountable to:	Assistant Headteacher, Headteacher


Duties:	
	
Cover Manager
1. Record all absences, training and visits in Sims 
2. Ensure a no more than the permitted number of teaching / support staff are booked on courses at any one time
3. Arrange for daily cover bringing in supply staff as necessary
4. Ensure cover work for the day has been put in the supply cover drive. Clear at the end of each day.
5. Set daily supply logins and provide information sheets to supply staff
6. Source supply staff for any long- term roles i.e., Maternity, as needed.
7. Set up Sims logins for supply staff / student teachers / training mentors and arrange Salto passes with IT
8. Book rooms as required on cover and VLE
9. Liaise with SEN for SEN Exam room requirements and book rooms – displace classes
10. Liaise with Exams for Exam room requirements and book rooms – displace classes
11. Liaise with Site Team regarding exams room bookings and set ups/resetting for lessons
12. Provide weekly cover cost reports to Headteacher and Finance
13. Ensure visitors/supply staff have correct documentation i.e. DBS and check photo ID

Trips & Visits EVC (Education Visits Coordinator)
1. Ensure trip forms are completed fully and check risk assessments
2. Provide staff with information/guidance for running trips
3. Update trips on the VLE
4. Allocate school mobile phones for trips and ensure end of trip reviews are done and any issues logged


Annual School Workforce Census (SWC)
1. Produce, check, and submit SWC to collect every November. 
2. Deal with any queries/errors






This job description is not necessarily a comprehensive definition of the post.  It may, from time to time, be subject to modification or amendment in consultation with the holder of the post and other relevant parties.
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Person Specification

	


	Qualifications
	Essential
	Desirable

	Degree or equivalent qualifications
	
	

	GCSE Maths & English (or equivalent)
	
	

	

	Professional Knowledge and Experience

	Knowledge and understanding of schools’ child protection and safeguarding policies and procedures
	
	

	Understanding and/or experience of current developments in secondary school education
	
	

	Knowledge of the implications for working in a multicultural environment
	
	

	Good level of literacy and numeracy
	
	

	Strong organisational skills
	
	

	Previous experience as a Cover Supervisor
	
	

	Strong skills on IT systems
	
	

	Knowledge and experience of working on SiMS
	
	

	Knowledge and experience of working on Google Drives
	
	

	Good working knowledge of Microsoft Office (Word, Excel, Outlook, PowerPoint)
	
	

	Familiar with Schools Workforce Census
	
	

	

	Professional Skills

	Ability to work professionally, positively and effectively as part of a team and under own initiative
	
	

	Ability to communicate clearly and tactfully
	
	

	Ability to build and maintain effective relationships with agency/supply staff, treating them equitably with respect and consideration
	
	

	Ability to work under pressure and to strict deadlines
	
	

	Ability and willingness to identify own training needs, participate and evaluate own learning
	
	

	

	Educational Commitment

	[bookmark: _Hlk179546899]Commitment to the welfare of each and every child and to the school’s child protection and safeguarding policies and procedures
	
	

	Commitment to the schools’ mission statement and code of conduct
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