KING EDWARD VI HUMANITIES COLLEGE,
SPILSBY, LINCS

RARELY COVER POLICY - SEPTEMBER 2009

The National Agreement – Background to Rarely Cover

Schools are required to ensure that teachers and the headteacher may be required to cover only rarely from 1 September 2009 to create time for teachers and headteachers to focus more of their time on teaching and leading teaching and learning.
The contractual provision applies to all teachers and the headteacher at a school, including teachers on the leadership spine and ASTs whether on permanent, fixed-term or temporary contracts and pro-rata to teachers on part-time contracts.

The policy contains a duty for headteachers to ensure that cover is shared equally among all teachers in the school (including the headteacher), taking account of their teaching and other duties and of the need to ensure that teachers and the headteacher may be required to cover only rarely, in the case of circumstances that are not foreseeable.  The guaranteed PPA time of teachers at a school forms part of the legal conditions of employment and cannot be used for cover.

This policy aims to:

1. Have a reduced burden of providing cover for absent colleagues 

2. Ensure that cover is managed carefully to minimise impact on teaching and learning for students

3. Limit the extent of covering  to unforeseeable circumstances or staff absences outside the usual, historical pattern.

4. Ensure that medium, long-term sickness, maternity leave is covered by qualified teacher (supply fixed term etc)

5. Acknowledge that guidance recording authorised absence will have to be revised to take account of only 30% of teacher absence is down to illness. The other 70% has been authorised for reasons over which the college has had a measure of control.

Options to be applied at King Edwards to cover for absent teaching staff

· Use of contracted teaching staff (teaching timetables agreed with individuals)

· Use of cover supervisors

· Use of quality supply staff

· Use of unqualified teaching staff

· Given that “rarely” does not mean “never,” teaching staff may still be called upon to “cover” under certain conditions

What are the implications and key points

· Any non-contact time outside of a teachers allocation of 10% PPA (of their contact time) can be used for ‘Rarely Cover’
· Those with TLR allocated non-contact time (Leadership/Management) can be used for ‘Rarely Cover’
· Timetables are not set beyond a 1 year cycle and therefore can vary from year to year as a facility to address needs.  This means they can be ‘varied’ upwards

· We will do all we can to cover first day of absence without using contracted teaching staff.  However, this will not always be possible and therefore staff may be directed to cover on the first day of illness if we receive a late notice call, after 8:15am or if a member of staff has to go home due to the onset of sickness or an emergency (note: mending a boiler or similar is not an emergency.)
· It will mean teachers will not be expected to provide cover unless they have been specifically employed to do so or their school has to deal with unforeseeable circumstances or staff absences outside the usual, historic pattern.

· Staff will not be asked to cover during ‘gained time’.  For this reason we have looked carefully at all trips, events, collapsed days, early finishes for fixtures and they feature in the college calendar and as such are defined as normal days.
· Staff can be directed towards completion of tasks relating to ‘professional duties’ during any gained time: ‘free periods’ no longer exist.

· All leave of absence, based on historical patterns, is detailed in Annex 1 with guidance as to whether this leave is paid or unpaid.  This guidance should be read very carefully as the Rarely Cover Policy will undoubtedly mean less authorised absence for all staff.
What sort of work should be set?

· For those situations that are unplanned (start of term, emergencies, first day illness etc, ‘Rarely Cover’ occasions) work should be sufficient to accommodate student ‘learning.’  This could mean the use of pre-planned or published ‘cover work’.  All teachers will be required to prepare a resource bank, lodged with Faculty Heads, to deal with such emergencies.  Gained time during Term 6 will be directed at replenishing this resource.
· For all other occasions, teaching is required and therefore the work will need to accommodate active teaching and learning with clear objectives and outcomes (usually delivered by ‘supply teaching staff’) – referred to as Specified Work.
· It would be recognised as best practice that the class teachers should set this work.  Where this is not possible, Heads of Department must be informed as to why and it is then their responsibility to ensure adequate work is set.  For teachers who work in ‘single subject’ departments, the appropriate Faculty Head must be informed and they must then organise work.
Cover Responsibilities
Headteachers need to be clear when allocating support staff to cover responsibilities 
whether the work to be undertaken is specified work or cover supervision.  Cross reference to Managing Sickness & Absence Policy (MSAP)
2.1 Cover Supervision

Cover supervision occurs where no active teaching (ie specified work) is taking place and, under the supervision of a member of support staff (HLTA only), students 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 and or dealing with a class when a teacher is not timetabled to teach them.

2.2 When is the use of cover supervision appropriate?

Cover supervision should only be used for short-term absences.  Longer-term absences should be covered by a teacher.

Headteachers will exercise their professional judgment in determining what should be regarded as a ‘short-term’ absence for these purposes.  There will be a number of considerations which the headteacher will need to take into account when deciding whether the use of cover supervision is appropriate or not.  The key factors are:
a) the extent to which continuity of learning can be maintained;

b) the length of time a particular group of students would be working without a teacher;
c) the proportion of the total curriculum time affected in a specific subject over the course of the term.
For example, in a setting where a class is predominantly led by one teacher for the majority of the day, it is likely that cover supervision will very quickly become ‘specified work’ and active teaching would be required.  Specified Work must be undertaken in accordance with Specified Work Regulations.

2.3 Specified Work

The Regulations define ‘specified work’ as:

a) planning and preparing lessons and courses for students;

b) delivering lessons to students.  This includes delivery via distance learning or computer aided techniques;
c) assessing the development, progress and attainment of students; and
d) reporting on the development, progress and attainment of students.
The Regulations state the support staff may carry out specified work subject to a number of conditions.

These are that:

· the support staff member must carry out the ‘specified work’ in order to assist or support the work of a qualified teacher in the school;
· the support staff member must be subject to the direction and supervision of a qualified teacher in accordance with arrangements made by the headteacher of the school; and
· the headteacher must be satisfied that the support staff member has the skills, expertise and experience required to carry out the ‘specified work’.
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ANNEX 1

LEAVE OF ABSENCE FROM COLLEGE
OVERVIEW
The statutory right of employers and other works (in prescribed circumstances) to be permitted reasonable amounts of paid or unpaid time off work are set out in Part III of the Trade Union & Labour Relations (Consolidation) Act 1992 and in Part VI of the Employment Rights Act 1996.  Although, there are no national agreements governing leave of absence, with or without pay, for other purposes, teachers and support staff may have the contractual right to time off for other reasons under local agreements on conditions of service between LAs and Unions, such as Unison, and one or other of the six teachers’ unions, such as the ATL, the NUT and the NASUWT.

Statutory Rights to Time-Off Work
Employees nowadays have the legal right to be permitted reasonable amounts of paid or unpaid time off work to enable them to carry out their functions as public officials shop stewards, members of recognised independent trade unions, safety representatives, pension scheme trustees, and the like. Redundant employees have the right to take time off to look for work and attend job interviews’ pregnant employees, the right to time off to receive ante-natal care during normal working hours; and young persons age 16 or 17, the right to take time off to enable them to pursue studies or training leading to “relevant academic or vocational qualifications”.   Parents (and adoptive parents) have the qualified right to take up to13 weeks’ unpaid parental leave; while others with dependants have the right to take time off work at short notice to deal with a family emergency.  However, family emergency time will only be paid up to three days over the academic year.

Statutory Rights – Summary
The statutory rights of employees (and other workers) to be permitted a reasonable (or prescribed) amount of paid or unpaid time off work, is available to 

the following categories (excluding “time off work” rights which have no relevance to teachers and support staff in schools):

· Employees with responsibilities for dependants – three days a year (unpaid)

· Emergency care for sick children – three days per year (unpaid) 

· Employees with children under the age of five (or under the age of 18, if adopted) (unpaid)

· Justices of the peace and  members/officials of specified public bodies (pregnant employees needing ante-natal care (paid))

· Workers accompanying others at a disciplinary and grievance hearings (paid)

· Pensions scheme trustees (paid)

· Employee representatives (paid)

· Redundant employees (paid)

· Safety representatives (paid)

· Trade union officials (shop stewards etc) (paid)

· Trade union members (unpaid)

· Union learning representatives (paid)

· Graduation of self/spouse/dependent (paid)
The rights of employees, in the appropriate circumstances, to maternity leave and pay, adoption leave and pay, paternity and paternal leave, are dealt with elsewhere in this section under the relevant subject headings.

Time off – Dependants
Every employee, regardless of his or her age, length of service, or working hours has the legal right to be permitted a reasonable amount of unpaid time off work in order to provide assistance or take appropriate action:

· When the employer’s wife or partner is having a baby

· When a dependant is suddenly taken ill, or has been injured or assaulted

· When a dependant dies (eg making funeral arrangements and/or attending the funeral

· To make alternative arrangements when existing arrangements for the care of a dependant have unexpectedly come to an end or been disrupted, and

· When one or other of the employee’s children is involved in an incident at school

The relevant legislation is to be found in s.57A of the Employment Rights Act 1996.  However, it only covers genuine emergencies involving dependants: it 

does not cover other domestic problems or material problems like the boiler not working.

A “dependant” for these purposes includes a spouse or civil partner, child or parent; and any person (such as an elderly grandparent, aunt or uncle) who lives in the same household as the employee and who is dependent on the employee for care or assistance when taken ill, injured or assaulted.  It also includes a person who reasonably relies on an employee either for assistance if he or she is taken ill(or is injured or assaulted) or to make arrangements for the provision of care in the event of illness or injury.  However, the word “dependant” does not include a lodger, tenant or boarder or any person employed by the employee and living in the same household.  Nor would the right extend to attending a daughter’s confinement.

Many employees (notably in large employing organisations) have long since enjoyed the contractual right to a period of paid time off work on compassionate grounds – commonly referred to as “compassionate leave” – ranging from, say, three days’ paid leave up to a week’s leave in every 12-month period.  Such contractual rights will continue to prevail alongside the now statutory right of an employee to take time off (albeit unpaid time off for dependants).  Leave of absence for other needs, and whether this is paid or unpaid, is usually at the Head’s discretion’ the relevant LA may have a schedule of such needs for reference and guidance.

The Headteacher has the discretion to grant up to three days paid leave in one year.

Time Off – Maternity
Full details, information and advice regarding maternity leave are provided by People Services, MBS, Mill House, Brayford Wharf North Lincoln.  Once maternity leave is desired the pregnant mother should inform the Headteacher and the Personnel Support Manager who will arrange for all the necessary paperwork to be forwarded to that person by MBS.
Time Off – Paternity

Under the Paternity & Leave Regulations 2992 complemented by the Paternity & Adoption Leave (Adoption from Overseas) Regulations 2003 an employee has the qualified right to one or two weeks’ paid paternity leave to enable him (or her) to care for a child and to support the child’s mother.  The employee will be paid £110 a week in these circumstances.  This same right extends to an employee who has adopted a child or who is one of a couple that have jointly adopted a child.

An employee who qualifies for paternity leave (birth or adoption) must take his/her entitlement to one or two weeks’ leave in full, not in odd days:

· within 56 days of the child’s date of birth or, if the child is born prematurely, within the period starting with the actual date of the birth and ending 56 days from the beginning of the week in which childbirth was expected to occur

· in the case of a child adopted from within the UK within 56 days of the date in which the child was placed with the employee (or with his or her spouse or partner)

· in the case of a child adopted from overseas, within 56 days of the child’s entry into Great Britain.

Paternity leave can start on any day of the week on or following the birth of a child, its placement for adoption or its arrival from overseas. Only one period of paternity leave is available. This rule applies even if more than one child is born of the same pregnancy or if more than one child is placed with an individual or couple of adoption.

Eligible employees wishing to exercise their right to paternity leave must inform their employers of their intentions (in writing, if asked to do so), either by the end of the 15th week before the mother’s expected week of childbirth (EWC); or (in the case of a child adopted from within the UK) within seven days of formal notification that they have been matched with a child for adoption., or (in the case of a child adopted from overseas) within 28 days of receiving an official notification of acceptance for adoption by the relevant domestic authority.

Time Off – Religious Grounds

Absence on religious grounds will be treated in the same way as absence on compassionate grounds, ie up to three days of paid leave (running concurrently or individually) in a 12 months period.  Unpaid religious absence may be considered after three days, at the discretion of the Headteacher and Governors
Time Off – House Moves

One day paid leave will be granted during an academic year for a house move. This does not include house viewing.
Time Off- Medical Appointments

Directed medical appointments ie by hospital, consultant or doctor, will be paid leave.  Emergency dental treatment will be granted paid leave.  All other routine dental, medical and ophthalmic appointments will be unpaid leave as they are normally available after college hours or during thirteen weeks holiday period.
Time Off – Other Appointments
Appointments with solicitors, accountants, bank managers or similar professionals will be granted unpaid leave.

Time to visit dependant’s in plays, sports days or similar will be granted – up to three days per year unpaid leave.

Funeral – immediate family one day paid leave.  Non dependent but close friend one day unpaid leave.

Time Off- Public Duties
Employees who perform specific official (or public) duties outside their regular employment have the legal right (regardless of their length of service at the material time) to be permitted a reasonable amount of time off work during their normal working hours to enable them to carry out some (if not all) of those extra-curricular duties.

Employers shall permit any employee of theirs who is a Justice of the Peace to take time off during his/her working hours for the purposes of performing any of the duties of his office.  That same obligation extends to employees who are members of one or other of the bodies stated in The Head’s Legal Guide 2-293.

Time Off – Examiners
Schools Teachers’ Conditions of Employment  - “The NUT states that a chairman of examiners may have in the region of 12 – 15 days off work in any one year for examinations duties, while the allowance for a marker may be one or two days only. The amount of release time, says the NUT, also varies according to subject.”

Time Off - Interviews
In the same publications the NUT states that “although there is no formal entitlements, it has been general practice for teachers to be allowed leave of absence to attend job interviews: but whether or not leave should be granted for other purposes (such as visits to other schools ) is dependent on the goodwill of the employer.”  At King Edward’s such request for leave should be discussed with the Headteacher to suit the college calendar and not individual staff. This leave will be paid leave.

Time Off – Weddings/Honeymoon
One day unpaid leave will be permitted if requested.
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