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Job title:

Cover Lead 

Contract: 
Permanent; term time only plus five inset days (39 weeks per year) and up to 5 days in August (additional days paid on claim)
Hours: 


Full time, 37 hours a week





Salary: 
Kent Range 7 (£23,378 per year, actually salary for working 39 weeks per year £20,196.82)
Responsible to:

School Office Manager, Senior Leadership Team
Overall Responsibility:


· Managing and organising cover for absent staff both teaching and non-teaching. 
· To work within the School Office Team, based in the School Office, providing an efficient and professional school administration service.  

· The line management of all cover supervisors including their induction, training and appraisal.

· Contribute to the safeguarding and promotion of the welfare and personal care of children and young people with regard to the area child protection procedures.

Duties/Accountabilities:
Cover 

Operational

Manage the schools cover function through: 
1. To receive calls and emails from staff regarding their absence.

2. To organise daily cover for absent staff using the diary which details planned absences, meetings, school trips and training, plus unplanned absences.

3. To make full use of the school calendar and ensure that all future events that require cover/timetable changes/room changes are identified, prioritised and planned for accordingly.

4. To allocate cover effectively and efficiently to enable the school to operate with minimum disruption to the students. 
5. To inform relevant staff of any changes to the cover list.

6. To produce a daily teaching cover timetable and individual timetables for supply teachers as necessary.

7. To inform teaching staff of their cover responsibilities each day.

8. Throughout the day, deal with any changes regarding cover arrangements and deal with any issues arising. 

9. To manage and administer the cover e-mail account for the delivery of cover work and advice from absent staff.

10. To develop relationships with supply agencies (for long and short term supply) and decide which agencies are preferred suppliers to the school. This includes negotiating daily and hourly rates with supply agencies in order to achieve the best value for the school.

11. To liaise with supply agencies on a daily basis and book supply staff as required.

12. To liaise with a member of Reception to meet and inform supply staff of their cover responsibilities and ensuring that safeguarding requirements and other relevant regulations are in place and adhered to, including checking ID and DBS etc. 
13. To liaise with Heads of Department and Senior Staff with regards to supply teachers who are on a long term contract, ensuring that appropriate feedback is obtained from the department and fed back to the agency.
14. Monitor relevant budgets and liaise with Deputy Head and/or Business Manager where appropriate.

15. Checking and approving agency cover invoices for payment
Personnel 

16. Monitor the effectiveness of supply staff as per school policies and procedures. 

17. Complete Cover Supervisors’ appraisals and the setting of appropriate targets. 

18. Work with HR in the recruitment of Cover Supervisors when required. 

19. With the support of the Deputy Head and HR, deal with any disciplinary issues in accordance with school procedure and policies. 
20. Undertake ad-hoc projects and duties as required by the school.

Health and Safety / Medical:

1. Provide medical support

2. Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions.

3. Co-operate with the employer on all issues to do with Health, Safety and Welfare.

4. Support the School’s implementation of all current statutory requirements, e.g. Disability Discrimination act, Access to Work, Equal Opportunities, Child Protection.
Skills:

1. Excellent written and verbal communication skills are required.

2. Be a confident user of Outlook, Excel and Word.  SIMS experience is highly desirable although training can be provided. Typing Speed 50wpm.

3. Exposure to Mitel telephone system would be beneficial but not essential.  

Continuing Professional Development:

1. In conjunction with the Office Manager, take responsibility for personal professional development, keeping up-to-date with research and developments related to school efficiency, which may lead to improvements in the day-to-day running of the School.

2. Undertake any necessary professional development as identified in the School Improvement Plan taking full advantage of any relevant training and development available.

3. Maintain a professional portfolio of evidence to support the Performance Management process – evaluating and improving own practice.
Person Specification 

	
	Essential
	Desirable 

	Experience 
	· Experience in the line management and recruitment of staff.

· Experience of working with young people and supporting them with their learning.
· Proven ICT experience.

	· Previous experience of working as a Cover Lead. 
· Working within a school environment or similar would be preferred but not essential. 
· Experience of making contact and dealing with external agencies.


	Skills & knowledge


	· Ability to build and form good relationships with colleagues and external agencies. 
· Ability to work constructively as part of a team, understanding school roles and responsibilities including own. 
· Excellent interpersonal and communication skills, both written and oral.
· Ability to focus on detail, accuracy and consistency.
· Able to lead, develop and motivate a team of staff, delegating duties as required. 
· Ability to improve own practice/knowledge through self-evaluation and learning from others. 
· Verbal and written communication skills appropriate to the need to communicate effectively with colleagues, students and other professionals. 
· Good standard of numeracy and literacy skills. 
· Ability to proficiently use office computer software including word-processing, spreadsheet, database and internet systems. 
· Ability to absorb, understand and disseminate a wide range of information and deal with confidential issues appropriately. 
· Ability to effectively maintain records and systems.
· Ability to work independently, be self-motivated, trustworthy and with a high level of commitment and determination to succeed. 
· Possess a positive attitude and be flexible. 
· Commitment to continuous professional development.
· 
	· Working knowledge of relevant policies, procedures, codes of practice, and awareness of relevant legislation eg safeguarding. 
· Managing and monitoring a budget, and providing required reports. 

	Qualifications 
	· Studied to a minimum standard of GCSE (grade A*–C) or equivalent, in English and maths.
	· Further or higher education qualifications relevant to the field.



