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Cover & PPA (Planning, Preparation and Assessment) Policy 

Policy Statement

The school is committed to providing the highest quality of teaching and learning for all its pupils and will ensure at all times that teaching and learning is delivered by appropriately trained and competent staff.  

The school will manage sickness and other absences effectively, and in accordance with its Policies, in such a way that provides appropriate support to staff but also ensures minimal impact of teacher absence on pupil progress and wellbeing.
Aims and Objectives

Our aim is to have 100% attendance by all staff in order to provide the best service for our pupils. There will be occasions when this in not possible. Inability to attend for work should be notified in person by telephone by 7.00am at the latest. Please call the HR Manager/Cover Manager leaving a message on her answering machine on the following number which all staff must use to report an unplanned absence: 01277 245480

Staff must leave a clear message stating who they are, what is wrong and the likely length of the absence. They must also make contact with their Line Manager to discuss the cover situation. Staff must call in using the above protocols on the second and subsequent days of absence (until they either have a Doctors Certificate covering the absence or return to work).

The objectives of this policy are:
1. To secure an entitlement for all pupils to high quality learning opportunities.
2. To improve continuity and stability of teaching for all students.
3. To ensure the health and well-being of all staff.
4. To reduce the amount of teacher non-contact time lost to cover

Principles Underpinning our Policy:

This section establishes the principles upon which this policy is based:

• A school calendar will be published for each school year along with an annual teaching timetabled for every teacher (teaching timetables are not frozen in time and there may be in-year variations in timetabled teaching arrangements and variations from year to year).

• The absence of the person who has been timetabled to take a particular class or group is the trigger for cover.

• The school will monitor and analyse the patterns of absence to ascertain both the main causes of absence, which have triggered the need for cover, and the impact of such absence on pupils’ learning.

• The school’s Leave of Absence Policy will be reviewed to ensure it reflects the fact that school employee’s generally have fixed term times and cannot book annual leave throughout the year in the same way as many other workers.

Cover

Statutory Position

From September 2009 schools are required to ensure that teachers are required to cover for absent colleagues only rarely.

School Teachers’ Pay and Conditions Document is as follows:

54.7 Teachers should be required to provide cover in accordance with paragraph 52.7 only rarely, and only in circumstances that are not foreseeable (this does not apply to teachers who are employed wholly or mainly for the purpose of providing such cover). 

52.7. Subject to paragraph 54.7 supervise and so far as practicable teach any pupils where the person timetabled to take the class is not available to do so. 

The contractual provision applies to all teachers and the headteacher at the school, including teachers on the leadership spine whether on permanent, fixed-term or temporary contracts and pro-rata to teachers on part-time contracts.

This requirement does not apply to teachers employed specifically for the purposes of providing cover.
Definitions
‘Rarely cover’ is interpreted as meaning a teacher will only be asked to cover in circumstances that are not foreseeable. The absence could be for a variety of reasons, including internal and external activities as well as sickness. It could be short or long-term. All types of absence should be carefully managed to minimise the impact on teaching and learning for the pupil.
Emergency cover will be shared equitably among all teaching staff having regard to their other commitments.
Planning Preparation and Assessment (PPA) time is a contractual entitlement for all teachers with timetable teaching time and cannot be used for cover purposes. Similarly, leadership, where relevant, Line Management and NQT, Management time(s) should not be used for cover.

‘Foreseeable circumstances’ for the school include events that are foreseeable on the basis of historic experience; events that are foreseeable in the normal local experience; and events that may be expected as part of the evolving pattern of provision.

Supervision is the work undertaken by a Cover Supervisor. Cover supervision occurs where no active teaching (i.e. specified work) is taking place and, under the supervision of a member of support staff, pupils undertake pre-prepared work. Cover supervision can be used for short-term absence but it is not an appropriate way of covering medium to long-term absence or of dealing with a class when a teacher is not timetabled to teach them. 

Cover is the work undertaken by a qualified teacher or supply teacher to cover a colleague. Teachers are expected to take an active part in the lesson. Cover will be shared equitably among all teaching staff having regard to their other commitments when possible.

Definition of Absence

Absence occurs when the person who has been timetabled to take a particular class or group is absent. The type of absence could be for a variety of reasons, including internal and external activities as well as sickness and may be short-term or long-term.

Absence which requires cover as defined in this Section, does not include periods where a teacher is timetabled to be absent from their normal teaching duties e.g. timetabled PPA or Leadership and Management time.  See Section on PPA policy.

Definitions of Short Term Absence
Short term absence will normally be no longer than two weeks but the definition for the purposes of determining cover arrangements may vary according to:

· the extent to which continuity of learning can be maintained;

· the length of time a particular group of pupils would be working without a teacher;

· the proportion of the total curriculum time affected in a specific subject over the course of the term.
Gained time & Educational Visits
Where teachers are released from their timetable as a result of pupils undertaking examinations, or a teacher’s class or group are absent on an education visit, such time is known as “Gained time”.

Teachers may be directed to use gained time to undertake, for example, the following activities, directly relevant to teaching and learning: 

· Developing/revising departmental/subject curriculum materials, schemes of work, lesson plans and policies in preparation for the new academic year. This may include identifying appropriate materials for use by supply staff and/or cover supervisors;

· Assisting colleagues in appropriate, planned team teaching activities;

· Taking groups of pupils to provide additional learning support;

· Supporting selected pupils with coursework;

· Undertaking planned activities with pupils transferring between year groups or from primary schools;
· Covering classes for colleagues who are accompanying students on educational trips and visits.

· Where the school has a policy to release staff for CPD during school sessions, Gained Time may be used for such activities.
This list is not exhaustive.
Educational visits are planned activities when a teacher may be absent in order to participate in another class’s activity.  If a member of the teaching staff is used in a cover capacity on the visit, this will count towards the 38 hour limit (bearing in mind the commitment to ‘no detriment’).
While the school recognises the importance of gained time for planning purposes, there are occasions where staff will be redeployed for a percentage of their gained time to ensure the cost-effective running of the school.  
Planned Medical Appointment
Staff should make every effort to plan medical appointments outside of the school core hours. There are times when this is not possible and in those cases staff should complete the leave of absence form and submit this to the HR Manager/Cover Manager with as much notice as possible.
Planned Cover for Known Absence

The school has Cover Supervisors to undertake, in the first instance, the supervision of students in a situation of planned absence. If possible, after three days of planned absence a long term Cover Teacher will be appointed. 
First Day of an Unplanned Absence:

Unplanned absence will be covered by Cover Supervisors or by a teacher under Rarely Cover arrangements for the first day of an unplanned absence. 

Supply staff will only be used on the first day of an unplanned absence in emergencies when it has proved impossible to source adequate cover from Cover Supervisors and teaching staff despite all possible efforts.
Second and Third Days of Absence:

For the second and third days of such an absence Cover Supervisors will be used in the first instance to provide the significant proportion of the cover generated by such occurrences. Teachers will be used under locally agreed Rarely Cover arrangements to cover absent colleagues after Cover Supervisors have been deployed.

Fourth Day Onwards of Absence:

On the fourth and subsequent days of an unplanned teacher absence Supply Staff will be deployed to cover the timetable of the absent colleague. Supply Staff should be issued with an induction pack from the HR Manager/Cover Manager on arrival at Shenfield High School.
An emergency or unforeseen absence is difficult to define, but examples might be:

• Medical emergencies

• Personal unforeseen circumstances

• Weather events such as heavy snowfall

• Staff Delayed

• Child protection emergency
In addition, please see arrangements for use of gained time.
Cover for Meetings and Moderation:

For meetings, other than line management meetings, release from teaching is not normally available. No protection exists for formal meetings. Pre-planned Line Management meetings need to be identified and the Head Teacher notified at the beginning of the academic year.

If a meeting cannot be arranged outside of school hours an email must be submitted to the HR Manager/Cover Manager for onward consideration by the Head Teacher. Unfortunately, all such meetings may be subject to last minute cancellation should cover occur that makes the smooth running of the school not possible.

Moderation already receives a time allocation under agreed PPA arrangements. Further release is not normally granted.

Cover Delivery:

Cover will be emailed to all staff by 8.30am each morning. Staff can also check their home page on SIMS to see if they have been allocated a cover.

Every effort is made to ensure that cover is equitably shared. Any requests for the protection of non-contact time meetings (or any other such event) should be made by email to the HR Manager/Cover Manager and may be forwarded to the Head Teacher for consideration. Where possible, these commitments are respected. Cover emergencies may mean that planned activities may have to be cancelled at the last minute to safeguard the smooth running of the school.

A teacher’s absence from their timetabled teaching commitments may be planned (e.g. training course) or unexpected (e.g. sickness).  Although the principles apply equally to both types of cover, the management of them may differ.   

How cover will be undertaken 


Cover will be undertaken only by staff:

· who have been assessed as competent to undertake the role;

· for whom all relevant employment safeguarding checks have been undertaken;

· who have been inducted into the school’s policies and procedures, particularly child protection, behaviour management and health and safety.

 Specialist lessons
No-person shall provide cover for PE or other specialist lessons unless, with reference to the Local Authority AOTT (Adults Other Than Teachers) Guidance;

· they hold the relevant qualifications/training; and,

· a risk assessment has been carried out by a qualified teacher

Managing Cover

All covered lessons will be managed in such a way that all pupils continue their learning.  It is expected that where the absence is planned, teachers will provide details of the work to be undertaken by pupils during cover lessons.  In the absence of this, and in the cases of unplanned absence, such information will be provided by the relevant Team Leader.
The school will expect supply staff/cover teachers, wherever possible, to engage in active learning during cover lessons.  

In the case of short-term cover this will include delivering provided lesson plans and recording and feedback to the teacher/Team Leader as appropriate.

In the case of medium/long term cover, the supply/cover teachers will be expected to undertake ‘specified work’ ie planning, preparation, delivery, assessment, recording, reporting and duties.
Cover Supervisors and other support staff providing cover will be expected to:

· supervise whole classes or groups during lesson time;

· give instructions for the lesson as provided;

· maintain good order and keep pupils on task;

· respond to general questions and provide general feedback to the teacher;

· work under the professional direction of teachers.
Cover Supervisors will not be expected to undertake ‘specified work’.

In these circumstances they may undertake specified work for these lessons.  They will work under the professional direction, and under a system of supervision, of a qualified teacher.

All staff providing cover will be given an appropriate and proportionate allocation of paid  time to undertake:

· liaison with other staff and giving feedback;

· providing written feedback and completion of other relevant paperwork;

The above can be done via email on the iPads.

In the case of teachers this is addressed through an allocation of directed time. 

The school encourages all staff undertaking lesson cover to be a member of a relevant trade union/professional association.

Deployment of Support Staff

Where support staff are deployed to provide cover, the headteacher will:

· have regard to the suitability of the task to the member of staff’s current role;

· the impact on their workload and whether sufficient time is available, or could be freed up; 

· consider any additional training needs; 

· ensure that if additional paid working hours are required this is agreed with the member of staff;

· ensure job descriptions are revised to reflect agreed changes and additional responsibilities;

· ensure pay and grading reflects any revised roles and responsibilities.

Monitoring

To fulfil its commitment to ensure the short, medium and long term quality of teaching and learning for all its pupils, the school will record, monitor and evaluate cover as follows:

· the overall amount of cover required (planned and unplanned);

· the number of individual teacher’s lessons requiring cover;

· the number of lessons covered in each year/subject group;

· the number and quality of lessons covered by each qualified teacher and other staff;

· all those providing regular and/or medium/long term cover will be observed on a termly basis.

PPA (Planning, Preparation and Assessment) /NQT (Newly Qualified Teacher)  release time

Statutory Position

All teachers, including headteachers, with timetabled teaching commitments, have a contractual entitlement to guaranteed PPA time within the timetabled teaching day.

Teachers in their NQT Induction year have an entitlement to additional release time.

Calculations
PPA calculation
PPA is calculated as a minimum of 10% of a teacher’s timetabled teaching time.  PPA must be allocated in blocks no less than 30 minutes.


NQT release time
NQTs serving their induction period must not be timetabled to teach for more than 90% of a classroom teacher’s timetabled time.  PPA is calculated on this reduced NQT timetabled teaching time.

Definition of ‘guaranteed’
Guaranteed means that timetabled PPA time must not be encroached upon for any reason.

Use of PPA time
PPA time must be used for planning preparation, and assessment.  It is for each teacher to determine the particular PPA priorities for each block of timetabled PPA time, although this does not preclude them from choosing to use some of the time to support collaborative activities.

Provision of PPA

PPA allocation
Every teacher with timetabled teaching commitments will have PPA timetabled: 

· 10% of their teaching allocation
Teachers may choose to spend some or all of their PPA time working collaboratively with colleagues.

PPA may not be undertaken away from school premise
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	Shenfield High School

Request for Absence 




Please complete and place in Karen Whordley, HR’s pigeon hole ASAP, but at least THREE DAYS prior to the proposed date.

Name……………..……………………………………                                    Date/s of proposed absence…………………………………

Position ……………..………………………………                                     Start time of absence…………………………………………

Signature ……………..………………………………                                  End time of absence…………………………………………

	
	
	


Date requested ……………..…………………….                                  Staff Code
Reason(s)*

If cover is required please indicate which groups and at what periods of the day.

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

*If you are requesting time off for a routine appointment, please explain why this could not be arranged/rearranged outside working hours.  Copies of appointment cards/letters should be attached to the request form. 

Please inform your Team Leader and/or Line Manager with the response once the absence has been considered.
*Authorisation for courses see Jo Cookson
	Authorised as
	Paid leave
	

	
	Unpaid leave
	

	
	Toil 
	

	Cover very heavy please consider another date
	

	Sorry unable to authorise this request
	


Signed (HR Manger/Cover Manager)………………………………………                

………………………………………………………(…………………………………………………………………………………

To: ………………………………………………………

Your request for absence on …………………………………….. has been authorised paid/unpaid/toil, cover is heavy please consider another date, sorry unable to authorise the request.

Signed (HR Manager/Cover Manager)…………………………………………………….
	COVER WORK
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Date:

Subject:                   Cover for:               Group/Class:            Room:           Period:
Resources to be used:

Work set:

Homework (if applicable):                                             Date to be handed in:
Additional Comments: i.e. Behaviour of individual pupils (positive & negative)

	
Cover Teacher:__________________


 FORMCHECKBOX 
 Pupils to take work home            THANK YOU FOR COVERING THIS LESSON
 FORMCHECKBOX 
 Please leave work on desk         PLEASE RETURN COMPLETED FORM TO





                    KAREN WHORDLEY
1771
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