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Letter from Glenn Prebble – Head of School
Dear Applicant
Cover Supervisor
Thank you for expressing an interest in the advertised Cover Supervisor post. We hope you will take
a look at the information enclosed with this letter and, should you wish, visit our school prior to
applying.
The Holmesdale School is a purposeful community where pupils and staff work together well. Pupils
appreciate the ambition that staff show for them and the determination with which they have
improved the school and continue to improve the education they receive.
The Holmesdale School is a small school with excellent facilities and a new dynamic leadership team
that is already driving up standards. Pupils are keen to learn, come to school regularly and are rarely
late. The school has a staff body that are committed to improvement and are keen to welcome new
teachers into their team. This school provides an exciting opportunity for teaching professionals to
make a significant difference to pupils lives and also to develop their own career.
At The Holmesdale School, we recognise how important it is to offer a consistently good quality
educational experience. We are now working with the Swale Academies Trust to continue to
improve the progress of pupils. Swale Academies Trust is one of the leading Multi-Academy Trusts in
the south-east with a highly effective record in school improvement. Swale Academies Trust consists
of a group of fifteen primary and secondary schools based in Kent and East Sussex. We have a very
strong track record in leading school improvement and are looking for dynamic people who want to
transform children's lives in some of the more challenging educational contexts in the region.
The successful applicants will therefore join a large dynamic organisation that puts learning at the
centre of all that we do. At the heart of our desire to improve is a relentless drive to ensure that
students make exceptional levels of progress. We therefore seek well-qualified, highly skilled, and
enthusiastic leaders, who have the highest of expectations of both themselves, the staff and the
students in their classes. We want leaders who enjoy working with a diverse staff and young people
of all abilities and differing needs. If you became part of our team, we believe we could offer you a
number of benefits. You would become part of something unique and successful and we can offer an
exceptional package of professional development, ranging from a Master’s Degree, an improving
leadership programme, and support for aspiring heads to obtain the NPQH qualification.
We want to appoint teachers of the highest calibre and realise that we also have to offer a
substantial remuneration package, including enhancements for working in a challenging context.
Finally, should you join us, you will be working alongside Swale Academies Trust. Swale Academies
Trust is committed to safeguarding and promoting the welfare of children and young people and
expects all staff and volunteers to share this commitment. All posts are subject to an enhanced DBS
check and references.
As a Trust dedicated to the principle of equal opportunities, we aim to ensure that staff recruitment
is fair and open to all regardless of age, social class, disability, religion, ethnic origin or sexual
orientation within the context of a detailed person specification.
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We very much look forward to receiving your application.
Yours faithfully

Mr Glenn Prebble
Head of School
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Extract from Safeguarding Policy
Introduction and Ethos
The Holmesdale School is a community and all those directly connected (staff, governors, parents,
families and pupils) have an essential role to play in making it safe and secure. The Holmesdale
School recognises our moral and statutory responsibility to safeguard and promote the welfare of all
children with their best interests at the centre of our work.
The Holmesdale School recognises the importance of providing an ethos and environment within
school that will help children to feel safe, secure and respected. As a staff, we are alert to the signs
of abuse and neglect and follow our procedures to ensure that children receive effective support,
protection and justice.
Our school core safeguarding principles are:
• We are an important part of the wider safeguarding system for children.
• It is a whole school responsibility to safeguard and promote the welfare of children as its
paramount concern.
• All children (defined as those up to the age of 18) regardless of age, gender, ability, culture,
race, language, religion or sexual identity, have equal rights to protection.
• All children have a right to be heard and to have their wishes and feelings considered
• All staff understand safe professional practice and adhere to our code of conduct and other
associated policies
• All staff have a responsibility to recognise vulnerability in children and act on any concern in
accordance with this guidance.
There are four main elements to our safeguarding policy
• Prevention (e.g. positive, supportive, safe school culture, curriculum and pastoral
opportunities for children, safer recruitment procedures);
• Protection (by following the agreed procedures, ensuring all staff are trained and supported
to respond appropriately and sensitively to safeguarding concerns);
• Support (for all pupils, parents and staff, and where appropriate specific intervention for
those who may be at risk of harm);
• Working with parents and other agencies (to ensure appropriate communications and
actions are undertaken).
The procedures contained in this policy apply to all staff (including temporary staff and volunteers)
and governors and are consistent with those of Kent Safeguarding Children Board (KSCB).
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Job Description
School:

The Holmesdale School

Job Title:

Cover Supervisor

Grade:

Kent Range 5

Responsible to:

Cover Manager

Purpose of the job

To supervise whole classes during short-term absence of teachers.
Key Accountabilities
To provide cover for absent teachers

•

•
•
•

Have sole responsibility for the students in the classroom. Although the teacher would
have set the learning plans etc. the post holder must ensure the objectives are achieved
by the students within a safe and secure environment, ensuring good behaviour at all
times.
Supervise students engaged in learning activities to ensure that the learning objectives
set by the teacher are achieved also ensuring inclusion and acceptance of all pupils
within the classroom in order to promote equal opportunities.
Work within the relevant policies, codes of practice and legislation reporting any
concerns to the relevant person.
Have excellent communications skills to be able to inform, persuade and negotiate with
students and provide feedback to other professionals and parents as required.

General

•
•
•
•

•
•

Act as a role mode and set high expectations of conduct to ensure that good behaviour
is maintained.
Keep appropriate records, as agreed with the teacher, to enable objective and accurate
feedback to the teacher and students on the conduct of the lessons.
Support the use of ICT and other equipment and materials to enable students to achieve
the learning objectives set by the teacher.
Be aware of and comply with policies and procedures relating to child protection, equal
opportunities, health, safety, security, confidentiality and data protection, reporting any
concerns to the appropriate person, to maintain a safe and secure learning environment
for students.
Participate in training and other learning activities as required and attend relevant
meetings to ensure own continuing professional development.
Deputise for Cover Supervisor / Administrator as and when necessary.
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Health & Safety

•

To promote and comply with the school’s policies on Equal Opportunities and Health
and Safety both in the delivery of services and the treatment of others.

Safeguarding

The Holmesdale School is committed to safeguarding and promoting the welfare of children
and young people and all staff must ensure that the highest priority is given to following the
guidance and regulations to safeguard children and young people. All staff are to have due
regard for safeguarding and promoting the welfare of children and young people and to
follow the child protection procedures adopted by Holmesdale. Any safeguarding or child
protection issues must be acted upon immediately by informing the Designated Child
Protection Officer.

This job description reflects the policies agreed by the Governors. The duties,
responsibilities and accountabilities highlighted in this job description are indicative and
may vary over time. This job description will be reviewed regularly and is an integral part of
the appraisal and line management process.
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Person Specification
Job Title:

Cover Supervisor

Grade:

Kent Range 5

Responsible to:

Cover Manager

•
•
•
•
•
•
•
•

Level 2 qualifications in English and Maths
Experience of working with young people in a learning environment
Ability to apply behaviour management policies and strategies which contribute to a purposeful
learning environment.
Understanding of relevant policies, codes of practice, legislation.
Must be able to use own initiative, work independently, motivate and inspire with a creative
approach to problem solving.
Must have excellent communication skills, both verbal and written.
Must have the ability to work calmly under pressure and have the ability to adapt quickly and
effectively to changing circumstances/situations.
Knowledge of SIMS.net an advantage although training will be given.
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The Application Process
Applications will only be accepted from candidates completing the appropriate application form. All
sections of the form which are applicable to you must be completed as clearly and fully as possible.
Please note CVs will not be accepted in place of a completed application form.

The Shortlisting and Interview Process
After the closing date for this post a panel will conduct the shortlisting process. You will be selected
for interview based entirely on the contents of your application form, it is therefore important that
you fully read the Job Description and Person Specification prior to completing your form.
After the shortlisting process has been completed candidates who have been selected for interview
will be informed and provided with full details of the interview programme. If you have not heard
from us within four weeks of the closing date for this post, you have, on this occasion, unfortunately
been unsuccessful.
All candidates who are invited to interview must bring the following original documents:
•
•
•
•
•

Documentary evidence of right to work in the UK
Documentary evidence of identity that will satisfy DBS requirements
Documentary proof of current name and address
Where appropriate any documentation evidencing change of name
Certificates of educational or professional qualifications that are necessary or relevant for
the post

Conditional Offer
Any offer of employment will be conditional upon the following:
•
•
•
•
•
•
•

Verification of right to work in the UK
Receipt of two satisfactory references
Verification of identity checks and qualifications
Satisfactory enhanced DBS check
Satisfactory completion of a Health Assessment
Satisfactory completion of six-month probation period (where relevant)
Satisfactory checks, as may be required in accordance with statutory guidance, if you have
worked or been resident overseas in the previous five years.

Retention of information
All information is stored securely and any information supplied by unsuccessful candidates will be
destroyed through the confidential waste system after six months from the date of the interview, in
accordance with our retention of records procedure.
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