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Job Description
PE Cover Supervisor / PE Technician


	Responsible to 
	Curriculum Leader of PE 

	Scale
	NJC SCP 7-11

	Hours
	35 Hours per week Term Time plus 5 days
Variable times by negotiation with the Curriculum Leader of PE
Finish times dependant on sporting fixtures, on occasion to 5:30pm

	Start Date 
	September 2024




MAIN DUTIES AND RESPONSIBILITIES 
Covering staff absence 
· To provide classroom cover for absent teachers as requested by allocation from the cover manager and Head of PE
· To manage and supervise classes of students and to teach the work set by the absent teacher in order to enable the students to continue to learn effectively. 
· To maintain good discipline and reinforce appropriate standards for learning of classes in your care and to implement the Academy’s Behaviour Policy. 
· To ensure that incidents of inappropriate conduct are promptly reported to the appropriate person as appropriate. 
· To provide objective and accurate feedback to the either returning teacher or cover manager on the conduct of the lesson and to keep appropriate records as necessary. 
· To assist with planning and individual work programmes and reviewing work activities as requested by staff as appropriate. 

Lesson Preparation
·  Booking/setting up large scale equipment in both indoor and outdoor teaching areas. 
· Clearing away equipment following lessons, including pre and post working day checks. 
· Preparation of materials as directed. 
· Preparation of ICT requirements, including recording and editing of exam coursework videos.

Administration / Resources 
· Maintain and undertake annual audit of stock records.
· Regular ordering, receiving and accounting for new stock and equipment. 
· Liaise with finance recording invoices, orders and money. 
· Liaise with MITIE regarding facilities.
· Arrange maintenance and repairs to equipment as required to ensure compliance with safe working practices. 
· Cleaning of equipment and laundering of PE and sports team kits. 
· Control of minibus booking, book in services, MOTs, Repairs and general upkeep. 
· Provision of general administrative support to the PE department including maintenance of notice boards.

Extra-curricular 
· Preparation of fixture lists
· Liaise with other schools with regards to fixtures
· Booking transport and arrangement of kit requirements
· Assist with extra-curricular sports clubs
· Assist with organisation and administration of annual Sports Presentation Evening

Other Duties 

· Provide advice and practical support to pupils.
· Promote and safeguard the welfare of pupils you are responsible for or come into contact with.
· To co-ordinate booking of off-site facilities.
· To liaise with FM facilities management team with regards to sports pitch markings.
· Drive the school minibus to support extra-curricular activities and off-site activities.
· H&S checks on rooms, furniture, equipment, storage etc.
· Record and report H&S issues in line with departmental and AfPE regulations.
· Attend and participate in relevant meetings as required.
· Participate in training and other learning activities and performance development as required.
· To comply with the Trust Health & Safety Policy and associated safe working procedures and guidelines.
· To comply with the Trust Comprehensive Equality Policy and to ensure that it is implemented within the service area of the post.
· To comply with the Trust Data Protection Policy/legal requirements.

TO PLAY A FULL PART IN THE LIFE OF THE SCHOOL COMMUNITY, TO SUPPORT ITS MISSION AND ETHOS AND TO ENCOURAGE STAFF AND STUDENTS TO FOLLOW THIS EXAMPLE.
· To promote actively the school’s corporate policies.
· To continue personal development as appropriate.
· To work collaboratively with colleagues.
· To promote and participate in the school’s performance review process.
· To be aware of employee responsibilities for Health and Safety of themselves and others and to work in a safe and secure manner with due care towards the health and safety of oneself, other staff and students.
· Every member of staff has a duty to commit to the safeguarding and welfare of all students at the school.
· To participate in staff programmes for training, in particular safeguarding and health and safety.
· Share in the corporate responsibility for the well-being and discipline of students.
· Promote the good work of the school in the wider community
· To act as a first aider

This job description is current at the date shown, but, in consultation with you, may be changed by the principal to reflect or anticipate changes in the job commensurate with the grade and job title. 

Rainford High School is an Equal Opportunities Employer and positively welcomes applications from all people regardless of their sex, creed, marital status, race, age, disability, gender identity, sexual orientation or religious belief. 

Rainford High School is committed to safeguarding and promoting the welfare of children. Post holders must receive a satisfactory enhanced DBS check before taking up the post and undertake a minimum of three-yearly checks. 

Rainford High School is committed to promoting positive mental health and emotional well-being to our student body and to every member of our school staff. We pursue this aim through the use of effective policies and procedures within a safe and supportive school/work environment
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