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Dear Applicant,

Thank you for your interest in the post of Cover Coordinator at Sir John Thursby Community
College, full details of the position are included in this pack.

Sir John Thursby Community College is a mixed 11-16, multi-cultural, fully inclusive school
which values all students, staff and our community partners. We have over 1,100 students
on roll and over 150 staff enjoying working together to provide the best for everyone. We
are also fortunate to work in a fantastic building that was one of five community high schools
within the Building Schools for the Future project in Burnley.

Everything we do is driven by our strategic vision and our ambition to be a truly great school.
Three words are central to what we do: Belong, Believe and Achieve. We are committed to
ensuring that all our students have bright futures and collectively, as a staff, we commit to
our beliefs which are set out in our Strategic Vision (included in this pack).

In our latest Ofsted report in April 2023, the school was graded ‘good’ in every area and
inspectors commented that the pupils ‘enjoy attending this thriving and popular school’ and
that they ‘feel a strong sense of belonging to the school community.” The report also identified
that students ‘achieve well’ and that ‘almost all pupils successfully move on to
apprenticeships, A levels or other forms of education, employment or training’.

People and relationships are at the heart of what we do. One of our key values is that all
members of our school community are known, valued and loved and we work hard to ensure
this happens. We were delighted that Ofsted saw this in our relationships with our young
people when they commented that ‘staff know pupils very well’. We work hard to create an
environment in which staff feel a strong sense of belonging to our school, our students and
our families. We are firmly committed to ensuring that all our staff have a positive work/life
balance and as a result we give all our teaching staff a minimum of 20% non-contact time and
staff have excellent CPD opportunities.

In our 2023 staff survey, 97% of staff were proud to be a member of our school community
and 95% said that they enjoyed working at the school. Staff commented that:

e ‘Leaders care and lead by example’

e ‘SJTis a great place to work’

e ‘| love being part of the SIT team and appreciate the opportunities that the school
provides for its staff and pupils’

e ‘The staff are extremely positive and supportive of each other and value relationships
with their students’

e ‘I do believe this is a great place to work, and | feel lucky to have this opportunity’
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We have a highly ambitious curriculum with over 70% of students following the EBacc
subjects. Our results are consistently strong with students Attainment 8 and Progress 8 in
line with other schools nationally.

We have a positive behaviour system which has ‘high expectations of pupil’s behaviour’
(Ofsted 2023).

We are proud of our achievements and continue to go from strength to strength. | would
encourage you to come and visit SJT to see why we all believe that it is a special place to work
and make a difference. Please contact Leanne Barwell, Headteacher’'s PA
(Lbarwell@sirjohnthursby.lancs.sch.uk) to arrange an appointment. We look forward to
receiving your application and please contact us if you would like any further information.

Yours sincerely,

R Browning

Rob Browning
Headteacher
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Cover Coordinator
Grade 5 - pt 6 to 11 - 25 hours per week (7am to noon)
TTO + 1 wk Actual salary £14,009 - £15,233pa
Required from 1% September 2024 or sooner

Following career progression of the current postholder, we are seeking to appoint a person
with strong administrative and communication skills to oversee the daily provision of
classroom cover. The successful candidate must be able to work under pressure and
communicate effectively with staff in order to support teaching and learning. You must work
accurately and with great attention to detail.

You will be skilled in using SIMS or a similar system and have a good knowledge of Microsoft
Office to provide meaningful statistics relating to absence and cover. Knowledge of operating
cover within SIMS would be advantageous but training can be provided.

The successful candidate’s personal qualities will include the ability to build strong
relationships at all levels and operate in a highly confidential manner.

You will be joining a team of experienced, skilled and hardworking support staff, and will
make a valued contribution towards us achieving our goals.
We can offer you:

e excellent facilities and a well-resourced college

e friendly and supportive colleagues

e well motivated students

e excellent opportunities for professional development

Sir John Thursby has a strong ethos of ‘Belong, Believe, Achieve’ to promote constructive and
supportive relationships between all students and staff.

Further details and application forms are available from the college website or by contacting
Lynsey Clayton (on behalf of the Headteacher) as follows:

e  SirJohn Thursby Community College, Eastern Avenue, Burnley, BB10 2AT Tel:
01282 682313

e  or email l.clayton@sirjohnthursby.lancs.sch.uk

e  Website: www.sirjohnthursby.lancs.sch.uk

Closing date: 9am Monday 10" June 2024
Shortlisting: Wednesday 12" June 2024
Interviews: Wednesday 19" June 2024
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Post title: School Business Support Officer 3 — Cover Coordinator

Directorate: CYP Schools Location: Sir John Thursby Community College

Establishment or . . Post number:

Administrative
team:
Grade: Grade 5 Line Assistant School Car user:

Manager: Manager - HR

Scope of Work — appropriate for this post:

With guidance, but with significant responsibility and autonomy, be responsible for co-ordinating, monitoring and
organising administrative/clerical or financial systems and procedures for the school.

Core tasks

To manage the provision of classroom cover to support the operational management of the school

e  Responsible for ensuring all classes requiring cover are appropriately covered by cover supervisors or
supply teachers to ensure continued provision for teaching and learning

e Liaising with and securing external cover where required to support ongoing absence and vacancies,
ensuring compliance and best value from supply agencies

e Creation and maintenance of manual and computerised records / systems as required e.g. staff
attendance, duty rotas, professional development, and other HR records

e Creation and production of absence statistics and monitoring of monthly expenditure

e  Production of regular management information and assist in the production of reports for the leadership
team and Governors

e  Production and ongoing monitoring of school, break and lunch duty rotas to ensure adequate provision of
staff supervision at student social times

e  General school administration tasks

In addition other duties at no higher level of responsibility may be interchanged with / added to this list as
required.

General Duties

e  To work within school policies and procedures.

e To contribute to the provision of an effective environment for learning.

e To support the promotion of positive relationships with parents and outside agencies.

e  To attend skill training and participate in personal/performance development as required.
e To take care for their own and other people's health and safety.

e To be aware of the confidential nature of issues.
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Additional supporting information — specific to this post.

Indicative knowledge, skills and experience

e Experience of working in a school.

e Strong IT skills — excellent knowledge of Microsoft Office

Additional Information:

Prepared by:

T Collinge

Date:

May 2024

The above form sets out the area of work in which duties will generally be focused, and gives an example of the type of
duties that the postholder could be asked to carry out. PLEASE NOTE that this is for guidance only. Postholders are expected
to be flexible and to operate in different areas of work/carry out different duties as required.

Equal opportunities

We are committed to achieving equal opportunities in the way we deliver services to the community and in our
employment arrangements. We expect all employees to understand and promote this policy in their work.

Health and safety

All employees have a responsibility for their own health and safety and that of others when carrying out their duties and
must co-operate with us to apply our general statement of health and safety policy.

Safeguarding Commitment
We are committed to protecting and promoting the welfare of children, young people and vulnerable adults.

Customer Focus

We put our customers’ needs and expectations at the heart of all that we do. We expect our employees to have a full
understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.

Skills Pledge

We are committed to developing the skills of our workforce. All employees will be supported to work towards a level 2
qualification in literacy and /or numeracy if they do not have one already.
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Person Specification Form
Cover Coordinator Grade 5
Personal Attributes Required Essential (E) | To be identified by:
(on the basis of the Job Description) Or (e.g. application
Desirable (D) | form, reference, test
etc.)
Qualifications
Minimum of 4 GCSEs at A*-C or equivalent
inc. Maths & English E A/C/R
Higher level qualifications; A level, degree, D A/C/R
BTEC D A/C/R
Vocational qualification relating to software
systems
Experience
Experience of operating data systems, such E A/R/T
as SIMS and Microsoft Office suite
Experience of inputting accurate data for E A/R/T
statistical purposes.
Experience of producing meaningful reports E A/R/T
to senior leaders
Knowledge/skills/abilities
Ability to interpret relevant legislation, E A/R/T
policies and guidelines and apply to
processes A/R/T
Ability to work on own initiative E A/R/T
Ability to communicate effectively and E A/R/T
sensitively
Excellent IT skills with experience of E A/R/T
software package applications including A/R/T
Excel
Good organisational skills E A/R/T
Ability to work accurately and prioritise E A/R/T
workloads to meet deadlines A/R/T
Ability to problem solve/resolving technical E
issues A/R/T
Ability to work as member of a team E
Ability to operate at a level of E
understanding and competence equivalent
to NVQ Level 3
Enthusiastic, resilient and flexible E

Sir John Thursby Community College Page 7



SIR JOHN
THURSBY
COMMUNITY
COLLEGE
Other
1. Commitment to safeguarding and
protecting the welfare of children and A/R
young people A/R
2. Commitment to equality and diversity A/R
3. Commitment to health and safety A/R
4. Commitment to own professional
development A/R
5. Commitment to confidentiality and data
protection compliance
All attributes to be identified/discussed at Interview
A = Application form  C = Certificates R = Reference T =Test
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SIR JOHN THURSBY COMMUNITY COLLEGE
STRATEGIC VISION AND VALUES 2022-2025

Being a truly great school through..

OUR CORE PURPOSE OUR VALUES
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our students and their

o learning & experiences
10% of similar schools beyond the classroom

e All of us at SIT have the
capadity to improve what we
do

*  Qur teachers consistently
deliver our curriculum

effectively
* Qur attendance will be at
least 97%

OUR STATEGIC PRIORITIES

1. To deliver a well-structured, knowledge-rich curriculum that enables our students to be successful in their
next stages in learning and development
To ensure that all our students have the literacy skills needed to access the curriculum effectively
To ensure that our teaching is engaging and is responsive to the needs of all students

To ensure that the assessment of our students is accurate and enables gaps in learning to be addressed

To ensure that all our learners are ‘Ready, Respectful and Safe’

To stop doing anything that prevents us from delivering great lessons and that creates unnecessary workload
To support the emotional well-being of our school community

To ensure that Leadership at all levels is highly effective

(IBELONG BELIEVE ACHIEVE
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Further Information

Thank you for your interest in joining our fantastic team here at Sir John Thursby
Community College.

Application forms can be found on our website: www.sirjohnthursby.lancs.sch.uk

Completed application forms should be returned by the closing date to Lynsey Clayton
l.clayton@sirjohnthursby.lancs.sch.uk

CVs will not be accepted. Please note that we are only able to employ nationals of
European Economic Area (EEA) countries, citizens of Switzerland and those legally entitled
to work in the UK. Lancashire County Council does not hold a sponsorship licence and is
unable to employ non-EEA nationals under tiers 2 or 5 of the points based system. If you
submit an application form and are shortlisted for interview, you will be required to produce
documentary evidence of your right to work in the UK. Please note that we will seek
references for shortlisted candidates prior to interview.

The school is committed to safeguarding and promoting the welfare of children and expects
staff and volunteers to share this commitment. If appointed you will be required to
undertake an enhanced DBS disclosure and a range of other recruitment checks. Please
note that in line with Keeping Children Safe in Education 2023 an online search will be
carried out as part of our due diligence on shortlisted candidates.

Follow the link to watch ‘Burnley By Drone’ to see a beautiful area in which to live and work
- Burnley by Drone - YouTube

For an interactive tour of SIT follow this link
- Sir John Thursby Community College - Interactive Tour of SIT

If you have any questions please do not hesitate to get in touch.

Sir John Thursby Community College, Eastern Avenue, Burnley, BB10 2AT, 01282 682313
www.sirjohnthursby.lancs.sch.uk
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