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Mission Statement

Cardinal Pole Catholic School is a community of service, guiding young people on a path to
opportunity, aspiration and reward, founded on Catholic values.

1. Definition of ‘Rarely Cover’

‘Rarely Cover’ is interpreted as meaning a teacher will only be asked to cover in emergency or
exceptional circumstances - those which are unforeseeable.

‘Unforeseeable circumstances’ for the school include those which are unforeseeable on the basis
of historic experiences, normal local experience and the evolving pattern of provision.

No fixed hours cover limit will be set as this is incompatible with the requirement to cover being
linked to exceptional and emergency situations. Rarely cover is not about number of hours or
frequency. It will only take place in rare circumstances that historically have never arisen in the
school before, and could not reasonably have been predicted.

2. Reporting of Absence

Cardinal Pole Catholic School expects staff to report their absence by 7.30am, so that cover can
be engaged. It is recognised, however, that in certain circumstances, this may not always be
possible. It is recognised that staff will, however, make every effort to inform the school of
absence at the earliest opportunity.

3. Particular Circumstances in which this Cover Policy will Apply

Split Classes

A class whose teacher is absent may be split and shared between other classes. As this is a form
of cover, splitting of classes will now occur only ‘rarely’ and when other strategies for providing
cover have failed.

Educational Visits

As educational visits are planned activities: Rarely cover will only be applied if an appropriate
educational decision is made in the interests of students and student behaviour.

Gained Time

‘Gained time’ is the time during the academic year, particularly in the summer term, when
teachers who take examination classes or groups are released from some of their timetabled
teaching commitments as a result of pupils being on study or examination leave. Teachers may
be directed to use gained time to cover for a colleague. Gained time includes time during public
exams and internal assessments. A similar approach can be applied to supply staff where this is
relevant, i.e. if a year group is not present.

Work undertaken during gained time will, however, not necessarily come within the definition of
cover as “supervising and so far as practicable teaching any pupils whose teacher is not available
to teach them”.

Cardinal Pole Catholic School is permitted under STPCD provisions to direct teachers to undertake
the following activities during gained time.

e 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;

e assisting colleagues in appropriate, planned team coaching activities;



e taking groups of pupils to provide additional learning support;
e supporting selected pupils with coursework;

e undertaking planned activities with pupils transferring between year groups or from
primary schools;

e where the school has a policy for all staff to release them for CPD during school sessions,
gained time may be used for such activities.

It is only where such activities are being undertaken with pupils whose teacher is on unplanned
absence, that the activities will necessarily be considered to be ‘cover’, in which case the ‘rarely
cover’ provision will apply.

For clarity, staff may be directed to cover during period where they have less teaching, for
example during exam season when year 11 and Year12/13 are off timetable. This can happen in
the event that there is unforeseen absence due to sickness/emergency leave or if a member of
staff leaves outside of the normal resignation periods and the school is unable to fill the post.
Staff may also be asked to take on additional classes if they are already under-timetabled.

4. Strategies for Providing Cover

The strategies for providing cover in the school are rooted firmly in the principle that cover for
absent teachers is most suitably provided by internal support staff.

The school will apply the following strategy in the order set out below, when an absence needs
to be covered

e Deploy a cover person or make every effort to bring in a supply teacher. This strategy
is essential for medium and long term absence, though it will be used wherever possible
in the case of short-term absence too.

e Where a cover or supply person is genuinely unavailable, support staff may be used
but only for the shortest possible time until an appropriate person is available.

The School recognises that there are restrictions on the circumstances in which support staff can
be deployed to do what is known as “specified work”. Specified work is defined in the Education
(Specified Work and Registration) (England) Regulations 2003 as:

a) planning and preparing lessons and courses for pupils;

b) delivering lessons to pupils. This includes delivery via distance learning or computer
aided techniques;

c) assessing the development, progress and attainment of pupils; and

d) reporting on the development, progress and attainment of pupils.

The Regulations set out that, in addition to these duties being carried out by a trained teaching
assistant who the head teacher is satisfied has the skills, expertise and experience, a teaching
assistant must only undertake " specified’ work:

e to support and assist a qualified teacher;
e under the supervision of a qualified teacher.

A teaching assistant on scale 5 can be directed to undertake specified work within the restrictions
set out above. If not, TA’s can only undertake cover supervision.

e The School accepts that cover supervision means that when no active teaching takes place
and pupils carry out, under supervision, work which has been prepared in advance.

e Only in exceptional emergency situations, where none of the above options are available
will teachers be directed to cover. Any requirement to cover will be shared equitably
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among all staff, including the head teacher, and a log of cover will be kept by the school
and be available for inspection.

5. Setting of Work

Cardinal Pole Catholic School will not place excessive burdens of planning, preparation and
assessment on teachers who are absent. Where absence is planned, it is expected that the teacher
will provide details of the work to be undertaken by pupils during cover lessons. In the case of
unplanned absence teachers are expected to provide details of work to be undertaken by pupils.

If this is not possible, such information will be provided by the Head of Department/Second in
Charge of Department.



