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JOB DESCRIPTION

MANAGER FOR STAFF COVER AND HR
Responsible to:
School Business Manager (for HR related matters/staff leave of absence and sickness absence/health and safety/risk assessments)

Assistant Headteacher (cover, recruitment and training)

STAFF COVER:


The post holder will have a strategic responsibility for the organisation of daily cover and the monitoring/recording/reporting of staff absence.
· To administer the day-to-day Staff Cover system on SIMS and maintain accurate records on staff absence. 

· To allocate cover supervisors and other staff to cover for absent teachers (using the SIMS Cover software).
· To liaise with supply agencies and our ‘pool’ of existing supply personnel to ensure the smooth running of the system.

· To ascertain whether supply teachers are needed and to contact them in sufficient time to ensure their attendance for cover duties and plan ahead, where possible.
· Be the first point of contact for Cover Supervisors on a daily basis, providing them with their daily schedules.
· To amend and adjust covers allocated, as and when required, due to changes of circumstances, and organise emergency cover slips, when required.
· To quality assure the work of supply teachers/agencies by proactively seeking feedback and acting on findings.
· To monitor and report on the impact of staff absence on teaching and learning through the SIMS.
· To liaise with the School Business Manager on matters relating to finance to ensure that the cover system is cost effective and remains within the budget.
· To ensure supply staff have DBS clearance and record their vetting information on the SCR supply staff register spreadsheet.
· Where supply staff are being used, to ensure that they are fully briefed on school procedures, including electronic registers and supplied with a schedule of classes for the day.
· To ensure supply staff ID is checked (if they are new to the school) and copy of ID is made and filed with their other documentation.
· To ensure supply staff timesheets are checked and signed, and that the invoiced hours are correct.
· To organise room changes as required especially over busy periods such as exams and trips.
· To produce and publish daily absent staff email and email out to all staff before 8.30am.
· To continuously update the Supply Staff Handbook.
HR:


The post holder will support the School Business Manager to ensure there is a consistent

and fair approach to people management throughout the school.
Staff Attendance:
· To ensure that records of attendance and leave of absence are maintained.
· To process sickness absence details onto SIMS.
· To submit absences via the pay portal (Self-Serve). 
· To produce half termly reports to monitor absence.
· To keep the Braford Factor spreadsheet up-to-date and inform the School Business Manager and Headteacher when various triggers are met.
· To invite staff to attend absence meetings.
· To type up letters to staff following meetings regarding attendance.
· To conduct return to work meetings, ensure that any necessary support is actioned and ensure the forms are completed and filed.
· To contact staff on long term sick via e-mail/telephone and to communicate with Line Managers.
· To be responsible for Leave of Absence administration, ensuring that staff provide appropriate documentation, to recording sanctioned requests and update SIMS.
· To liaise with the School Business Manager and Headteacher with regards to Leave of Absence decisions, where necessary, including all unpaid Leave of Absence.
· To be responsible for Maternity and Paternity leave administration, ensuring that
staff are up to date with leave entitlements. 
· To arrange and attend post maternity leave meetings with the School Business Manager to ensure the wellbeing of staff.
· To support the School Business Manager by processing and tracking all Occupational Health referrals, ensuring that arrangements are made for any necessary adjustments to working conditions.  Supporting staff through the whole Occupational Health referral process.
· To support the School Business Manager in dealing with phased returns, meeting staff regularly and ensuring Progress Leaders are communicated with.
· To maintain SIMS HR records to ensure compliancy with regulatory requirements of the School Workforce Census.
SIMS and Timetable:
· To be responsible for the implementation, updating and accuracy of staff personnel records in SIMS. 
· To provide reports from SIMS, when requested by SLT.
· To help prepare and maintain the timetable throughout the academic year with room changes, etc.
Recruitment, including Safeguarding responsibilities:
· To be responsible for maintaining and updating all HR staff records.
· To be responsible for ensuring that the recruitment process for all new candidate
interviews follows the Safer Recruitment Policy procedures.
· Provide administration support during staff recruitment process and clearance of new staff, following checklists for recruitment.
· To update SIMS with pay/contract changes.
· Ensure induction meetings are booked and paperwork is completed by the relevant parties for all new staff. 

· To maintain the schools Single Central Record and initiate the DBS electronic application process, as appropriate, and ensure that Safeguarding requirements are fully met.


Training and Development:
· Work with SLT to ensure the effective induction of new staff.
· Attend conferences and other training opportunities to keep abreast of HR knowledge
required to carry out this role.
· Maintain training records.
Employment Legislation:
· To keep up to date with changes in HR legislation, guidance and good practice. 

· To ensure that GDPR principles are applied in all areas of HR work.

Other HR processes:
· To be responsible for conducting all exit interviews for staff leaving.
· To be responsible for ensuring reference requests are completed.
· To support the School Business Manager to put risk assessments in place for staff requiring additional support due to health related concerns.
· Completion of the Annual Workforce Census ensuring all data entry is correct.
· Provide clerical support in disciplinary, grievance or other HR matters.
· Provide administrative support to Senior Leaders responsible for Staff Development and HR issues.
· Be familiar with, and adhere to, relevant school policies and procedures relating to HR
and assist with development of these.
· To maintain confidentiality and discretion at all times.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this Job Description.
Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.
The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This Job Description is current at the date shown, but following consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job which are commensurate with the salary and job title.

Date: 
June 2021

