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Core Purpose
To ensure that the teaching and learning experiences of students are protected as much as possible
Rationale
This policy applies to all teachers in the academy (including the leadership team) and all the non-teachers required to supervise classes as part of their job description.
It recognises that this is best achieved by placing experienced and established staff in the classroom with students.  However, it also recognises the need to manage the work load of teachers effectively, and this is reflected in the arrangements.

All requests for absence will be at the discretion of the Principal and/or Vice Principal (operational management), guided by existing commitments and the nature of the request.

The academy will ensure the equitable distribution of cover in relation to a teachers allocated work load.  There will be total transparency and a running total displayed weekly on the staff notice board.  Careful monitoring of cover generated and cover undertaken.
The burden on teachers will be assisted from time to time by non-teaching staff who have student class supervision in their contract.

Where it is clear a member of staff has to take in long term absence measures will be taken to review and re construct the timetable, redeploy staff and/or engage a cover teacher.
This policy provides a clear framework for use by both internal staff and staff used from external services.
Arrangements for Cover

· The Vice Principal (Curriculum and operational management) receives notice from the Principal where cover has been agreed

· In the case of sickness/sudden absences, the Vice Principal will check messages at 7.30 am in the morning (the system for staff notifying absence has been published separately and forms an Appendix to this document).
· Where possible, the Vice Principal will take into account year groups, subject areas and location, and match staff appropriately. This will be more difficult with sudden absences.
· Staff will be notified by notice in the staff room by 8.00 am, and by a written slip if cover is added later. This will include notice of any room changes and this should ensure prompt arrival at cover lessons.

· Pathway Directors and tutors should also check routinely for absent members of Department or form tutors. The Vice Principal will confirm work is required.

Cover for Known Absence
· Staff will apply for leave of absence in the agreed manner, giving as much notice as possible, but with regard to a minimum 7 days.
· Once agreement is secured, staff should ensure that work set is detailed on the agreed proforma. (The proforma is appendix 1 to this document and can be obtained from the staff room or from the Vice Principal).
· Work should be sufficient in quantity and planned with delivery by another colleague in mind.  Staff are expected to provide a seating plan (where appropriate) and class list.
· Cover staff will undertake to deliver work as per instructions on proforma, subject to the merging of small groups, or alternative arrangements put in place by staff remaining in the academy.
Cover for Illness and Emergency Situations
· Staff should contact the academy as agreed, i.e., a. Telephone the Vice Principal before 7.30am, to inform him/her of the need for cover arrangements, and giving a reason for absence.
· Curriculum Leaders and Pathway Directors should also be contacted if possible, so that they can pick up their responsibilities for setting work more easily.
· If staff are sent home by a senior member of staff during the day, they should follow the procedure for leaving the building and ensure that appropriate staff in their department are aware of their departure.
· In these circumstances, cover work is the responsibility of the Curriculum Leader/Pathway Director.
· All Curriculum Leaders should ensure banks of work (age/ability related) are available and accessible for use.  Departmental Line Managers on the Leadership Team will monitor this.
· Absence which goes beyond a two week cycle, will require different monitoring and planning but will remain the responsibility of the Department.
· On those occasions when external agency staff have to be used, Departments will also be responsible for ensuring they have all that they need to meet cover expectations, e.g., class lists, seating plans, equipment.
· Staff will endeavour to give accurate information about the date of return, but agree to err on the side of caution. It is better to arrange cover and cancel, than the other way around.
Other Information
· The Leadership Team will endeavour to pay particular attention with cover teachers whilst walking the site.
· The Vice Principal (Operational Management) will monitor that all communication necessary actually takes place – e.g., trip lists, room changes etc., to Attendance and Reception.
Complaints
· Complaints related to the implementation of this policy should be addressed to the Vice Principal (Operational Management), who will refer to the Principal and Governors if required.
· The policy will be reviewed every two years and any amendments notified to the Governors if required.
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