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Job Description 

 

Job Title: Cover Manager 
 

Grade Scale NJC 12-17 

 

Contract  37 hours per week, term-time only plus 2 weeks  

 
Responsible to:   Human Resources Manager 
 

Responsible for: Cover Supervisor/ Supply agency staff 
 
Purpose of the Post 

1. To organise the planning, co-ordinate and allocate daily cover arrangements for planned and 
unplanned staff absences throughout the school. 

2. Coordinate the daily work for cover supervisors and supply agency staff to ensure instructions for 
the lessons and seating plans are provided.  

3. To supervise whole classes in the classroom during the short-term absence of teachers with 
agreed lesson plans in place. 

4. To work with and supervise individuals and groups of students under                          the 
direction/instruction of teaching and senior staff, inclusive of specific individual learning 
needs, enabling access to learning for all pupils.   

5. To line manage the Cover Supervisor team 
6. The primary focus of the role will be to implement staff cover and maintain good order and to 

keep students on task in the classroom ensuring they progress through the planned curriculum. 

 
Specific Duties and Responsibilities 

 

Support of Staff Cover 

• Planning, co-ordination and arranging daily cover for all absent staff to ensure necessary cover 

arrangements are in place. 

• Responsible for dealing with daily phone calls from staff notifying sickness absence  

• Liaison with relevant HR and Heads of Faculty/SLT to arrange short term cover  

• Liaison with supply agencies to arrange bookings and achieve best value 

• Produce daily cover list to SLT 
• Meet and induct all supply staff, process timesheets and agency invoices 

• Record costings of long- and short-term supply staff 

• Maintain school diary by updating staff absences and maintain supply diary 

• Responsible for updating all staff absences and room changes on SIMS Cover 

• Prepare registration cover list of available staff 

• Support with cover of lunchtime and break time duties. 

• Support recruitment of Cover Supervisors, building and supporting Cover Supervisor team 

• Provide training and support in relation to Cover supervision 
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• Update staff absence procedures and cover section of staff induction pack annually and circulate 
to all staff 

• Compilation and management of daily cover supply packs making sure they are compliant with 
school policies and GDPR 

• Production of statistical reports, analysis and termly costings in relation to staff cover and 

absence data as required by SLT to achieve best value and benchmarking 

• Responsible for reviewing effectiveness of Cover management systems to improve safeguarding  

and increase efficiency  

• Monitoring daily cover to ensure effectiveness in the classroom in relation to                                              behaviour 
management and delivery of set lessons to promote a safe and calm learning 
environment 

• Ensuring all cover staff are compliant with school policies and procedures   

• Responsible for all admin processes related to cover supply and staff absence 

• To provide admin support in the school office as required 
 

Support for teachers 

• To provide classroom supervision and learning in the absence of a teacher 

• Communicate the work set by the teacher to the students in the classroom 

• Communicate feedback from the covered lesson to the teacher 

• Oversee the distribution and collection of books and other equipment as                                                directed by 
the teacher 

• Work under the direction of the lead teacher/organiser when accompanying  staff on 
school visits 

• Provide clerical/administration support when required 

• Monitor and evaluate students' responses to learning activities through observation 
and planned recording of achievement against pre-determined  learning objectives 

• Provide objective and accurate feedback and reports as required, to the teacher on 
student achievement, progress, and other matters, ensuring the  availability of 
appropriate evidence 

• Use the school systems (such as CPOMS and Synergy) for recording of behaviour, attendance and 

safeguarding information 
• Assist in the planning, implementation, assessing, recording and reporting in  relation to 

behaviour management plans 

• Carry out and record detentions for staff on appropriate systems who are on short term 
absence 

 

Support for students 
• Act as a role model and set high expectations of conduct and behaviour 
• Promote the inclusion and acceptance of all students within the classroom, responding 

appropriately to individual  pupil needs 
• Keep students on task and respond to general queries, ensuring adherence to the school’s 

behaviour policy 
• Provide consistent support to all pupils,  

• Encourage students to interact with others and engage in activities led by the                           teacher 

• Promote self-esteem and independence, employing strategies to recognize  and 
reward achievement within established school procedure 

• Provide feedback to students in relation to progress and achievement under the                                
guidance and direction of the teacher 

• Use specialist (curriculum/learning) skills/training/experience to support students 
 

Support for the curriculum 
• Support the delivery of agreed learning activities/learning programmes, adjusting 
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activities according to student learning styles and individual needs 

• Support the use of ICT in learning activities and develop students' competence                               and 
independence in its use 

• Assist students to access learning activities through specialist support e.g. curriculum/SEN 
Specialism 

• Follow the planned curriculum 
 

Support for the school 
• Be aware of and comply with school policies and procedures relating to child  protection, 

student behaviour and discipline, health and safety and security, confidentiality and 
GDPR data protection regulations. Report all concerns to the appropriate person (as 
named in the policy concerned) 

• Be aware of and support difference and ensure all pupils have equal access to 
opportunities to learn and develop 

• Attend and participate in regular meetings as appropriate 

• Participate in training and other learning activities as required 

• Establish own best practice and use to support others 
• Assist in the supervision, training and development of cover supervision staff 

• Accompany teaching staff and pupils on visits, trips and out of school activities as required 

• Assist in the planning, delivery and evaluation of training, advice, guidance and support to 
colleagues in other schools  

• Prepare registration cover list of available staff 

• Support with cover of lunchtime and break time duties 
 
Other  

• High expectations of all pupils; respect for their social, cultural, linguistic, religious and ethnic 
backgrounds; and commitment to raising their educational achievements.  

• To be responsible for improving your own practice through observation, evaluation and 
discussion.  

• The post holder may reasonably be expected to undertake other duties commensurate with the 
level of responsibility that may be allocated from time to time. 

• To comply with the School's Health and Safety Policy and associated safe working procedures and 
guidelines. 

• To comply with the School's Comprehensive Equality Policy and to ensure that it is implemented 
within the service area of the post. 

• To comply with the School's Data Protection Policy and Code of Practice within the service area of 
the post.  

 
Additional Duties 

• To support school activities, attending appropriate school events e.g. Open Evening. 

• To be willing to be trained as, and to be one of the school's many, First Aid Officers (for 
    support  staff recruited after September 2004). 

• Any other duties deemed reasonable, as directed by the Chief Operating Officer or Headteacher. 
 
Generic Responsibilities of all Rainhill Staff 

(a) To work consistently to uphold School’s aims and mission statement. 
(b) To follow all school policies 
(c) To work in a co-operative and polite manner with all stakeholders. 
(d) To work with Students in a courteous, positive, caring and responsible manner at all times. 
(e) To follow the child protection procedures. To ensure that children’s safety and wellbeing is 

    never compromised. 
(f) To be polite, cooperative and positive when communicating to other staff.  
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(g) To take an active and positive role in the school’s commitment to the development of staff, 
    and their annual review procedures. 

(h) To work with visitors to the School in such a way that it enhances the reputation of the school 
(i) To seek to improve the quality of the School’s service. 
(j) To present oneself in a professional way that is consistent with the values and expectations to 

the school. The appearance of all staff should at all times be supportive of school policies for the 

students; e.g. 1 professional, and appropriate, appearance at all times including when out of 

school, e.g. trips, CPD etc.  

 
Review of Performance 
 Performance Management reviews will focus on the post holders’ responsibilities. There is 
 recognition that however good we are at our jobs, we should embrace the notion of 
 ‘continuous improvement’. 

 
   The post is subject to a satisfactory Disclosure & Barring Service check. 

 
The details contained within this job description reflect the content at the date it was prepared.  
However, it is inevitable that, over time, the nature of the job may change.  Existing duties may no 
longer be required and other duties may be gained without changing the general nature of the post or 
the level of responsibility entailed.  Consequently, the Trust will expect to revise this job description 
from time to time and will consult the postholder/s at the appropriate time. 
    
 
Signed:  ___________________________    Date:  _______________ 
 
 
Signed:  ___________________________    Date:  _______________ 

 
 
 

 


