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Cover Manager 





Reporting to: 	Senior Management 		
Suitable for:		Experienced administrative professionals with proven experience in managing Contract:		36 hours per week, 44.4 weeks per year  (7:30am – 3:15pm, Mon-Fri 				incl lunch)
Start date:		ASAP
Salary: 		Scale 5, Point 12-15 (£32,535-£33,987 FTE)
Disclosure level:	Enhanced

The Role
This role is central to ensuring the smooth running of daily cover across the school, supervising classes during teacher absence and maintaining a calm, orderly learning environment. You will interpret work set by teachers, support pupils with clear instructions, and uphold high standards of behaviour to keep lessons on track. Alongside classroom supervision, you will play an important part in supporting wider school operations, undertaking general administrative and clerical duties when not covering lessons, including managing information systems, producing documentation, and assisting staff across departments.  You will also contribute to safeguarding, inclusion, and the wellbeing of all pupils, modelling positive behaviour, promoting equal access to learning, and following all safeguarding and health‑and‑safety procedures. 
About Our School
Trinity Catholic High School is a large Catholic comprehensive school situated in the London Borough of Redbridge and within the Diocese of Brentwood. Highly regarded in the area, we have a reputation for excellence in all aspects of our service to the children in our school and the wider community. Many of our staff are long-serving; 10 years plus, which highlights their happiness and commitment to the school. Many ex-students choose our school to support their own children because of their own positive experiences here. The highest standards relating to Teaching and Learning are a feature of daily life at Trinity and these significantly and positively impact student progress and attainment which are demonstrated by our excellent exam results. Trinity’s most recent Catholic Schools Inspection report (January 2020) states that “Trinity Catholic High School is an outstanding school and a beacon of high-quality Catholic education. It has an excellent reputation in the local community and beyond and it is rightly seen as a flagship school for the Diocese of Brentwood”. The report also emphasises that “Catholic life at Trinity Catholic High School is outstanding and is of the highest quality” and “Every aspect of Collective Worship at the school is outstanding".

We are seeking a professional who is:
· Highly organised and able to manage the daily coordination of lesson cover, ensuring continuity of learning during staff absence. 
· Calm, confident and effective in supervising classes, maintaining good order and supporting pupils to stay focused and on task. 
· Clear and professional in communication, able to interpret teacher‑set work accurately and provide appropriate guidance to students. 
· Adaptable and willing to support wider school operations, including clerical tasks, supervision, and general administrative duties when not covering lessons. 
· Committed to safeguarding and the wellbeing of pupils, demonstrating professionalism, appropriate boundaries, and consistent application of school policies. 

We can offer the successful candidate:
· An opportunity to work with an experienced Headteacher and forward-thinking and supportive Senior Leadership Team


· A pleasant environment conducive to high quality teaching and learning with friendly and motivated staff across the school
· A caring and affirming culture and ethos with a staff social committee who regularly organise events to enhance this
· Opportunities for professional development and progression including support for NPQs 
· Well-resourced and well-managed departments with a collaborative attitude to classroom management and commitment to raising standards and securing achievement for all students 
· Well behaved students that are keen to achieve and are respectful of their teachers.
· Support for staff wellbeing through access to SAS wellbeing services, including
· 24 hour GP helpline
· Health screening service & Medical support services
· Physiotherapy & Counselling
· Fair allowances for staff requiring leave of absence beyond that relating to illness
· Non-contact time which is above the national minimum requirement of 10% of timetable
· Cycle to Work schemes
· Long Service days – support staff
· Staff Social events
· Wellbeing Activities i.e yoga classes, staff team football
· Loyalty Award Scheme

Your Application
The school can only accept applications made on our school application form or by using the applicaiton on the schools website.www.tchs.org.uk/about-us/employment/ The completed form should be submitted via email to recruitment@tchs.org.uk.  

· Tel: 					020 8504 3419 
· Closing date for applications: 	24th April 2026

Early applications are welcome	
We are committed to safeguarding and promoting the welfare of our pupils. Candidates must be willing to undergo child protection screening. This will be to obtaining a satisfactory enhanced Disclosure and Barring Check (DBS). Further details of this can be found on our website: https://www.tchs.org.uk/about-us/safeguarding/All applicants will be subject to social media checks in line with Keeping Children Safe in Education (KCSIE) 2024. 
Applicants must provide 2–3 referees, including one with access to their employment records. Consent must be obtained from referees. Please refer to the Notes for Applicants guidelines for full details.
We reserve the right to close the vacancy early if we receive a volume of suitable applicants. Please note that only candidates selected for shortlisting will be contacted, due to the high volume of applications.



Job Description- Cover Manager 
Purpose 
The purpose of the Cover Manager is to coordinate and manage the daily cover process for both planned and unplanned staff absence, ensuring that lessons are supervised effectively and that learning continues with minimal disruption. This includes allocating cover, leading the cover team, maintaining accurate records of staff absence and cover costs, and providing high‑quality classroom supervision when required. The role also supports the wider school community by assisting with reasonable school activities, supervising students, and contributing to the smooth and safe running of the school. You are accountable to the Governing Body through the line management structure.  You are required to maintain and develop the Catholic character of the School in accordance with the direction given by the Governors and expressed in the Mission Statement. You are required to support the Headteacher in implementing the Mission Statement and in maintaining the distinctive Catholic nature of the School.  You are required to carry out the duties of a school teacher as set out in the current School Teacher Pay and Conditions of Service Document. This requires you to carry out such duties as the Headteacher may reasonably direct from time to time.

Key Responsibilities 
Cover Coordination
· Manage and coordinate cover for both planned and unplanned staff absence.
· Allocate work appropriately across the Cover Supervisor team and ensure effective deployment.
· Liaise with supply agencies to secure external cover when required.
· Ensure all cover arrangements are compliant with school policies and workforce agreements.

Learning Support & Whole‑School Contribution
When cover is not required, support wider school activities, including:
· Classroom support and supervision.
· Homework club, student supervision, and exam invigilation.
· Supporting department initiatives and contributing to schemes of work where directed.
· Assisting with whole‑school data collection tasks.

Cover Coordination
· Manage and coordinate cover for planned and unplanned staff absence.
· Allocate work appropriately across the Cover Supervisor team.
· Liaise with supply agencies to secure external cover when required.
· Ensure cover arrangements follow school policies and workforce agreements.

Absence & Data Administration
· Accurately record staff absences on the school MIS systems.
· Maintain up‑to‑date absence and cover records.
· Monitor and record cover‑related expenditure, ensuring value for money.

Compliance & Cost Control
· Ensure cover arrangements are compliant with workforce agreements and school policies.
· Monitor and report on supply costs.
· Support the school in achieving value for money in cover arrangements.
Supply Staff Compliance & Induction
· Liaise with agencies to ensure safeguarding and pre-employment checks are completed before deployment.
· Obtain and forward all compliance documentation (e.g. DBS, ID, Right to Work, safeguarding training) to HR.
· Offer a brief induction for supply staff and ensure they understand school procedures.
· Process weekly supply timesheets accurately.

Delivery of Cover Lessons 
· Deliver cover lessons using materials provided by subject teachers or Subject Leaders.
· Maintain a positive learning environment and support students in following set work.
· Supervise students in classrooms and other learning spaces as required.

Accountabilities 
· You are responsible to the Assistant Headteacher (Teaching and Learning) and are required to:
· Safeguard the health and safety of students and staff at all times.
· Ensure that all students are treated fairly, consistently and with respect, promoting positive self‑image and actively discouraging discrimination.
· Foster an ethos that enhances students’ learning and celebrates achievement.
· Uphold fair and consistent standards of discipline and follow up concerns in accordance with school procedures.


Communication and Engagement 
· Liaise with parents when required in line with department policy.
· Support the implementation of departmental rewards and sanctions.
· Attend relevant department meetings and Parent Consultation Evenings.

Monitoring & Assessment support 
· Record any assessments or learning outcomes required during supervised lessons.
· Monitor pupil engagement and report concerns in line with department and school procedures.
· Contribute to self‑evaluation processes within the department where appropriate.

Extra Curricular Support 
· Participate in the wider life of the school, including assisting with trips, visits and extra‑curricular activities where appropriate.

In addition to the ability to perform the duties of the post, issues relating to safeguarding and promoting the welfare of children need to be demonstrated.
· Motivation to work with children and young people
· Ability to form and maintain appropriate relationships and personal boundaries with children and young people. 
These above-mentioned duties are neither exclusive nor exhaustive and the post-holder may be required to carry out other duties as required by the School.
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