THE HOWARD PARTNERSHIP TRUST
Three Rivers Academy
COVER MANAGER & SLT ADMIN SUPPORT JOB PROFILE 


	Grade 
	Job Title 
	Key responsibilities 

	P7
	Cover Manager & SLT Admin Support

Reporting to Assistant or Vice Principal

33 hours per week, 39 weeks per year

 
	Line manage Cover Supervisors
Main Duties:
· To ensure that appropriate cover is provided whenever a teacher/member of support staff is absent from class or a key duty, monitoring the quality of cover provided, and keeping all associated records

· Manage the Supply Teaching budget, referring to the Finance Manager as necessary

· Identify cover needed at the start of each school day, taking calls from teaching and support staff phoning in sick and other reasons. Record details of absent teachers and make cover arrangements in line with the school’s policy. Pass on messages / cover work to line managers if necessary.

· Be responsible for meeting and briefing agency staff, ensuring that they are aware of health and safety procedures (including fire evacuation and how to summon first aid assistance) and the school’s Behaviour Policy. Issue them with name badges, SIMS log-in details and THPT induction packs

· Monitor INSET requests and other known future absences. Plan cover ahead, ensuring that requests are manageable and alerting the Deputy Headteacher to possible pressure points. Ensure all school events eg INSET, trips, enrichment are added to school calendar.

· Plan ahead for re-rooming needed for special events and advise staff affected in advance, where possible

· Keep records of planned cover, and deploy cover supervisors, supply teachers, agency staff and teachers as appropriate

· Deploy cover supervisors, where possible, into alternative duties when available

· Monitor the performance of cover supervisors and agency staff to ensure the quality of cover supervision.  Check cover work is set and in appropriate folder and monitor the quality of the work provided by teachers for cover supervisors and agency staff

· Liaise with Heads of Faculty/Department to ensure that risk assessments for lessons that may be covered by a supply teacher are available and up to date, and consider the requirements of a member of staff who may be unfamiliar with the school and students

· Reporting ad-hoc absence data to HR

· Maintain records of lunchtime supervision sessions, inputting information monthly into a report for submission to HR & Payroll

· Joint EVC for school trips. Overseeing trips process including advising staff, general maintenance of SCC EVOLVE system, inc staff set-up, checking RA’s and give final sign off before trip departure.

· Upkeep and maintenance of staff duties rota.

· Upkeep and maintenance of ICT room booking suite for the academic year

· Booking of INSET and maintenance of INSET spreadsheets, including monitoring of safeguarding and First Aid qualification expiration.

· Make administrative arrangements for Parents Evenings

· Administrative support for members of SLT in line with school priorities

· Perform other reasonable duties in line with the school’s job requirements

· Maintain confidentiality in and outside of the workplace
· Be pro-active in matters relating to health and safety and report accidents as required
· Support aims and ethos of the school, setting a good example in terms of dress, behaviour, punctuality and attendance 
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