
[image: A black background with blue text

Description automatically generated]JOB DESCRIPTION

JOB TITLE:			Cover Supervisor 

REPORTS TO:		Vice Principal – Quality of Education
SUPERVISES:		Internal Vacancy Assistants
GRADE:			Band 6
LOCATION:			Mary Rose Academy

JOB PURPOSE
Managing and organising cover for absent staff both teaching and non-teaching.

Providing cover for absent colleagues, up to and including Class Teacher roles.

KEY ACCOUNTABILITIES 
Actively promote and uphold the Trust’s Relational Culture Charter, demonstrating:
· Valuing Difference
· Effective Communication
· High Challenge & High Support
· Respect for All
· Solution Focused
To actively promote the Trust’s Equal Opportunities Policy and observe the standard of conduct which prevents discrimination taking place
To maintain awareness of and commitment to the Trust’s Equal Opportunity Policies in relation to both employment and service delivery
To fully comply with the Health and Safety at Work Act 1974 etc, the Trust’s Health and Safety Policy and all locally agreed safe methods of work
At the discretion of the Head of School, such other activities as may from time to time be agreed consistent with the nature of the job described above
To work with colleagues to achieve service plan objectives and targets
To participate in Employee Development schemes and Performance Management and contribute to the identification of own team development needs
PRINCIPLE RESPONSIBILITIES/DUTIES
· Produce Daily Cover Planning for the following day between 3:15pm-4:00pm on identified days

· Monitor and respond to the absence line and emails each morning from 7.00am on identified days, amending Daily Cover Planning, as appropriate

· Create the daily cover for all staff absence, ensuring each classroom has suitable adult presence

· Liaise with the Vice Principals, Head of School and Academy Admin Lead regarding planned authorised leave

· Report cover needs across the school to the wider school community using email, providing a hard copy at Reception desk

· Pro-actively plan for the cover of staff absence / vacant posts using the Electronic School Diary, liaison with Academy Admin Lead, Operations Lead, Senior Leadership Team and Key Dates to ensure efficient service is provided on significant dates e.g. Residential School Trips

· Collaborate and work with colleagues and other relevant professionals within and beyond the school (e.g. Supply Agencies) to facilitate smooth cover arrangements, at the direction of the Admin Lead or Senior Leadership Team

· Develop effective professional relationships with colleagues

· Ensure knowledge and understanding is relevant and up to date by reflecting on own practice, liaising with school leaders, and identifying relevant professional development to improve personal effectiveness

· Seek opportunities to build the appropriate skills qualifications and/or experience needed for the role, with support from the school

· Provide effective, daily, in class coverage support across a variety of roles commensurate with the post, including, Teaching Assistant, Personalised Learning Assistant, Higher Level Teaching Assistant and (where appropriate) Class Teacher

· Plan, deliver and evidence meaningful personalised learning opportunities for pupils, when covering Class Teacher or HLTA positions, when given allocated time and guidance to carry out such tasks, directed by Vice Principal, Head of School or Executive Principal

· To line manage Internal Vacancy Assistants, including carrying out bi-annual Appraisal meetings
· Ensure all statutory training is completed as required

· Take part in the school appraisal procedures


ADDITIONAL RESPONSIBILITIES & REQUIREMENTS
· Attend all whole staff meetings and briefings, within working hours.
· At the discretion of the CEO, Executive Principal or Head of School other activities as may from time to time be agreed as consistent with the nature of the job role described above.  
· Mary Rose Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Any successful applicant will be required to undertake an Enhanced Disclosure check by the Disclosure and Barring Service (DBS).
· This list is not exhaustive, and other duties may be required as part of the role, commensurate with grading of the post.
This job description may be amended at any time in consultation with the postholder. 


Signed Employee………………………………………………………. Date……………………….



Signed Manager………………………………………………………… Date………………………
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=== It’s got to be possible.




