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College Values
as the focus for the work of everyone at the College
caring for and valuing students, staff, governors and our community
honesty, hard work and personal and social responsibility
a passion for learning and its capacity to change lives
high aspirations, high standards and high achievement
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Policy Statement

The College recognises the professionalism and commitment of all employees and
their ongoing contribution to the education, support and development of the
students. The College values a positive attendance culture and the importance of ensuring
the continuity of teaching and learning but also acknowledges that some staff absences are
inevitable. As such, the College endeavours to manage staff absences in a way that not
only minimises the disruption to the student’s educational experience but also
recognises the potential impact on the wellbeing, workload and professional
responsibilities of staff.

Policy Details

The Cover Policy and Procedures apply to all employees at all levels (e.g. employees,
managersand “holders of senior posts”) and workers who are absent from the College.
It also applies to those employees who are required to cover the absence of colleagues
(either fellow employees or workers).

This procedure does not form part of any contract of employment or other contract
to provide services, and it may be amended at any time.

For the purposes of this policy, ‘absence’ can be defined as any time spent away from
the College (non-attendance) regardless of whether the absence was unexpected or
agreed in advance with the Line Manager.

The aim of this policy is to set out the College’s expectations regarding cover
arrangements and provide guidance to manage staff absences effectively and
efficiently, thus ensuring minimal disruption to the student experience.

While the College is sympathetic and supportive to staff who are absent, it also
recognises and values the additional workload placed on colleagues who maintain the
quality of education and services during these absences. The College is also mindful
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that frequent or prolonged staff absences result in increased cover demands, and this
can significantly impact the wellbeing of the staff who are providing the cover. To
manage this, the College will ensure that cover duties are allocated equitably and
balanced across the faculty to avoid overburdening individuals. Staff providing cover
will also be supported with resources and guidance, in order that they can carry out
their duties effectively and reasonable adjustments will be made, if required.
Additionally, absent staff are expected to take responsibility for communicating
promptly, providing all necessary information relevant to their role and following the
procedures below.

Procedures for Cover

The procedures for cover are broadly determined by the nature of an employee’s role
as detailed below. However, some employees will have roles and responsibilities that
require additional cover arrangements (e.g. Support Staff who have regular and
significant interactions with groups of students). In such instances, employees will be
required to followtheir normal cover arrangements along with adopting the applicable
elements of the procedures as noted below, dependent on the work that is required to
be covered during theirabsence.

Teachers

It is the responsibility of every Teacher who is absent, irrespective of whether the
absence is planned or unplanned, to ensure that appropriate and meaningful cover is
set and communicated accordingly. Saying this, the College appreciates that serious
personal emergencies can happen, and in such situations, the Head of Faculty and/or
Line Manager will be sympathetic in the consideration of the circumstances in their
discussion with the Teacher.

Teachers who are absent from work are expected to set appropriate and meaningful
work for their classes and communicate this directly to the Head of Faculty-and/or
Line Manager. The Head of Faculty/or Line Manager will then take responsibility for
managing the cover work and arrangements, in consultation with the Course
Manager. If deemed appropriate by the Head of Faculty and/or Line Manager, Deputy
and/or Section Leader, the Teacher can communicate the cover work and
arrangements directly with their students.

It is the responsibility of the Teacher to ensure that timely, adequate and meaningful
cover has been provided for appropriate period of their absence such that all affected
classes are set useful work to complete and are taught wherever possible.

For planned absences, Teachers are expected to provide detailed cover plans and

resources to ensure continuity of learning for their students for the appropriate

period of their absence. Cover for unplanned absences may be less detailed due to

the circumstances leading to the absence. However, there is still an expectation that

the cover set, should be what the Teacher had “already planned” for their lesson and

have enough information and guidance to ensure that the person covering the
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lesson(s), are able to do so without unnecessary or additional burden. It is important
to note that even when cover work is set, further communication may be required
from those managing cover arrangements for clarification or additional information.
Teachers are expected to respond to these requests, and the College reserves the
right to require such communication to ensure the effective continuation of teaching
and learning.

Cover is recognised as part of Teachers’ directed time and forms a core element of
the College’s approach to maintaining continuity of education during staff absence.
As such, Teachers will be asked to provide cover for absent colleagues within the
limits of their directed time allocation. Within directed hours, as has been agreed
with the Head of Faculty. Teaching staff that are not scheduled to be teaching are
expected to be available at short notice to provide cover. It is important to note that
Teachers should not be off-site within directed hours, without the express approval
of their Head of Faculty. Deputy and/or Section Leader.

If an extended period of absence is known about in advance, supply cover teaching
(which may include paying existing part-time staff to work additional hours, recruiting
temporary staff or engaging workers, as appropriate) may be arranged from the start
of the absence, if possible.

In all other instances, supply cover teaching (which may include paying existing part-
time staff to work additional hours, recruiting temporary staff or engaging workers,
as appropriate) may be arranged after a minimum of 3 consecutive days of absence
or if 3 or more staff are absent in one department/team at the same time.

It is the responsibility of the Head of Faculty and/or Line Manager, to ensure that
cover arrangements are in place for the duration of the absence, which may include
delegating this responsibility to the Deputy and/or Section Leader to determine
whether:

a. Thestudents are expected to come in and complete the set work in the classroom.
The person responsible for organising the cover (as detailed below) will determine
if:

i.  The whole class time will be covered.
Or
ii. Ifitis appropriate to allocate the set work to the students and check on

the class periodically during the lesson and again at the end of the lesson

using a risk-based approach relevant to the students in the classroom
(as deemed appropriate by the Head of Faculty/ or Deputy and/or
Section Leader if this responsibility has been delegated) and
communicated to the person undertaking the cover).
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Or

b. If the set work is completed outside of the class and lesson is marked as ‘X’ (i.e.
lesson to be treated as if it did not happen) on the attendance register. If this is
the case, then it is the responsibility of the Head of Faculty or Deputy to inform MIS
team of the change to the register so that thecorrect adjustments can be made
and the entire class be marked as ‘X'.

Heads of Faculty/ Deputy and/or Section Leaders in consultation with Course
Managers are responsible for providing teaching or supervisory cover and this may, if
appropriate, be provided by Teaching staff in the same department, teachers from
other curriculum departments or other Support Staff from across the College (e.g.
AIMS, Attendance & Progress Coaches).

Some additional practical points related to cover include the following:

No class may be cancelled (i.e. students sent away without any work being set as
outlined below), except in exceptional circumstances and only with the expressed
permission of a member of the SLT.

Students should not be left unsupervised in a computer room for extended periods of
time (e.g. for more than half the duration of the lesson).

Students must not be left unsupervised in laboratories, workshops and other areas
where health and safety or security considerations exist. In addition, students working
in these specialist spaces should be taught or supervised by a specialist in that area.

The decision to engage supply cover teaching will be made by the Director of
Curriculum Operations in consultation with the Head of Faculty and the budget
provisions available.

If it is decided that supply cover teaching is required, the Director of Curriculum
Operations authorising the cover will instruct the HR Department to arrange the
supply cover, specifying the requirements of the supply cover and the ideal candidate.

Teachers who are also managers or hold other roles of responsibility, must inform their
Line Manager of any outstanding issues which require attention during their absence.

Support Staff and College Leaders

In the event of absence, Support Staff and College Leaders should keep their Head of
Department and/or Line Manager updated on any outstanding issues, work and/or
priorities they have. The Head of Department and/or Line Manager will then take
responsibility for re-allocating the work or managing the cover, as necessary.
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It is expected that wherever possible, absences are covered by others within the
Department or by other available Support Staff.

Cover arrangements may include the re-distribution of work, re-allocation of
responsibilities, review of priorities and if required, the accrual of TOIL for those doing
additional hours to cover the absence. Where an absence becomes extended or if
several staff are absent in one department/team at the same time, it may be possibleto
engage supply cover (which may include paying existing part-time staff to work
additional hours, recruiting temporary staff or engaging workers, as appropriate).

The decision to engage supply cover will be made by the appropriate member of the
Senior Leadership Team (SLT) in consultation with the Head of Department and the
budget provisions available.

If it is decided that supply cover is required, the member of SLT authorising the cover
will instruct (either directly or via the Head of Department) the HR Department to
arrange the supply cover, specifying the requirements of the supply cover and the ideal
candidate. The Head of Department will liaise with the HR Department to engage
suitable supply cover, if possible.

Clarification and Discretion

If clarification is required on a decision concerning Cover, employees should, in the first
instance, speak to their Line Manager, Head of Faculty/Department and/or SLT Line Manager.
In the event further explanation or discussion is required, employees should speak to the
Director of HR.

Please note that the application of the Cover Policy and Procedures may vary from time to time
and that all related decisions are at the discretion of the Principal, on the advice of the HR
Group.



