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1.
PRINCIPLES

This policy should be read alongside the following:

·  DCSF Time for Standards, Remodelling Cover – Resource Pack 

· School Teachers’ Pay and Conditions Document – Section 4

· Section 133 Regulations issued under the Education Act 2002

· WAMG Guidance for Schools on Cover Supervision

· Union advise re rarely cover

· Unity College leave of absence policy for teachers and procedures
· Unity College attendance and sickness policy and procedure

· Unity College repeated short-term absence policy and procedures
· Unity College long term absence of employees due to sickness: medical referrals procedure
· Unity College Performance Management Policy

· Unity College Personal Professional Learning Policy
· Unity College Educational Visits Policy

· Unity College Gained Time Policy

· Unity College current annual college calendar
2.
DEFINITION

The term ‘cover’ refers to any occasion where the teacher normally responsible for teaching a particular class is absent from the classroom during the time s/he has been timetabled to teach.

This policy therefore refers to times when staff are absent due to illness, attending courses or involved in another activity which necessitates them being absent from their class when they would normally be expected to teach them.

3.
POLICY 

3.1
In this college the following strategies will be used to provide cover supervision.

· Cover supervisors to cover short term absence, this may become longer term with negotiation.
· TA3’s and HLTA to cover absence of no more than two periods per day.
· Supply teachers to teach when teachers are absent for more than 10 days – occasionally supply teachers may be brought in earlier or later.
3.2
Deployment of supply teachers, Unity College teachers, cover supervisors, TA3’s and HLTAs will be managed by the Cover Co-ordinator.
3.3
Teachers with agreed leave of absence MUST leave appropriate work to be carried out. The class teacher will ensure that the cover person is familiar with the material and students are able to make progress in their learning in the sessions covered / taught. 
3.4
Cover supervisors will use materials provided by the department for the period of cover.  Work completed by the students will be passed to the Cover Co-ordinator at the end of each day.

3.5
For classes that are dual staffed, it will be expected that if one of the teachers are absent the other teacher will lead that group and cover supervision will be offered as support in the classroom.
3.6
For classes that have an additional teacher on support, it will not be expected for that support teacher to teach that class if the teacher is absent, cover supervision will be put in place and the teacher on support will continue with the support in that classroom.

The policy will be closely monitored by the Headteacher.  The Headteacher closely manages the Leave of Absence Policy (see Leave of Absence Policy).  All planned absences MUST be agreed with the Headteacher as per the policy.

It will be expected that all subject areas will have a bank of materials that can be used when a member of their department is absent which is not a planned leave of absence.  

These strategies are in place to implement rarely cover, however rarely does not mean NEVER.  For all staff there will be unforeseen absences where any member of the teaching staff can be asked to cover.  
Staff will not double up classes if a colleague is absent. 
Any lessons e.g. Science, Technology, PE where a practical element had been planned and the member of staff is absent an alternative lesson MUST be provided unless a suitably trained, experienced and qualified member of staff in that subject delivers/covers the lesson.  This is necessary to cover health and safety requirements for the college.

4.
DEALING WITH BEHAVIOUR

Supply teachers and cover supervisors should be familiar with the college’s Behaviour/Consequence Policy and this should be followed at all times.

5.
MAINTAINING A RECORD OF COVER

The college will maintain a record of absence of teachers and cover supervision arrangements used.  This information will be analysed by the Headteacher each half term regarding patterns of absence and a report will be presented to the Governing Body termly.
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