WATERTHORPE NURSERY INFANT SCHOOL

  COVER SUPERVISION POLICY

Context 

A National Agreement, signed 15 January 2003, agreed contractual changes to teachers’ pay and conditions. These include (under Section 133 of the Education Act 2002) conditions under which support staff may undertake specified activities, including short term cover. The changes with regard to cover are scheduled to take effect as from 1 September, 2004 and apply to all teachers, including teachers on the leadership spine and Advanced Skills Teachers whether on permanent, fixed term or temporary contracts and pro-rata to teachers on part-time contracts. The only exceptions to the application of the contractual limit are teachers employed wholly or mainly to undertake cover. 
Aims

The term ‘cover’ refers to any occasion where the teacher normally responsible for teaching the class is absent. One of the aims of the National Agreement on ‘ Raising Standards and Tackling Workload’ is to reduce the amount of cover for absent colleagues as this is not an effective use of their time and to give greater continuity of learning to pupils.

From September 2004 ;

· an initial contractual limit of 38 hours per year will be in place with the aim that, eventually, teachers rarely cover at all. 

· the headteacher will ensure that cover for absent teachers is shared equitably among all teachers ( including the headteacher), taking account of their teaching and other duties and of the desirability of not using a teacher at the school until all other reasonable means of providing cover have been exhausted. 

It is at the discretion of the school’s headteacher and governing body to make decisions as to the nature of both long and short term cover but the impact of recent legislation, whilst requiring schools to find new ways of managing cover, also opens new possibilities for consideration. 

(See WAMG ( Workforce Agreement Monitoring Group ) Guidance)

COVER FOR ABSENCE

School Teachers’ Pay & Conditions describes absence as occurring “when the teacher normally responsible for teaching a particular class is absent from the classroom during the times they have been timetabled to teach”. Arranging cover is a key element of the school’s whole approach to providing high quality education for all pupils in the absence of teaching staff
Long term absence 

Medium and long term absences , for example maternity leave or long term illness,  are more predictable and therefore more manageable. Pupil standards are paramount and such absence will be covered by a qualified teacher.

· short term arrangements for days 1 and 2 may be covered by teaching assistants, teachers employed by the school or supply teachers

· from day 3 onwards  supply teaching provision is supported by the LEA’s sickness  insurance scheme and qualified supply teachers will be appointed

· If appropriate a fixed term appointment will be made

If an absence is 4 weeks or more, the school will seek the advice of Education Human Resources re the suitability of a contract.

Short term absence

The school defines ‘short’ term absence as being:

· absences known in advance e.g . professional development/ medical appointment (if this cannot be arranged outside of the working day)

· 1 or 2 days’ absence ( N.B. Specified Work & Registration Regulations state it would be inappropriate for a class to be ‘supervised’ for more than 3 consecutive days.)

As classes are 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. This falls under the Education ( Specified Work and Registration( (England) Regulations. The headteacher would, in such circumstances, ensure active teaching by:
· employing a supply teacher

· directing  a Senior Teaching Assistant to teach the class

· re-organising the organisation within the key stage so that each class is ‘supervised’ for part of the day and taught for the majority.

What is cover supervision ?
Cover Supervision is one of a range of strategies which will be considered by the head teacher when effectively dealing with short term absence. It allows them to deal with teacher absence in a way which is compatible with the standards agenda and the efficient use of resources. Our key considerations will be :

· the extent to which continuity of learning can be maintained

· the length of time the pupils would be working without a teacher

· the particular needs of the class concerned

· the skills and experience of the teacher / teaching assistant concerned 

The headteacher will use professional judgment to determine the precise responsibilities of staff carrying out cover supervision duties. This has been agreed with the whole school staff and supports the fact that pupils will be supervised by staff known to them, staff who are familiar with school’s policies and procedures and can provide continuity until the teacher returns. 

Different arrangements will be made reflecting the age and organisation  within the school but core elements will be :

· sustaining the pupil : adult ratio in the foundation stage and Key Stage I  

· short term supervision of work that has been set in accordance with school policy.

· managing the behaviour of pupils in line with our policies whilst they are undertaking this work to ensure a constructive environment

· whilst there is no active teaching taking place, responding  to pupils’ questions for example about process and procedures

· dealing with any problems or emergencies according to the school’s policies and procedures

· collecting any completed work after the lesson and returning it to the appropriate teacher

· reporting back as appropriate using the school’s agreed referral procedures on the behaviour of pupils during the class and any issues arising.

The staff has agreed strategies for setting work so that this does not place excessive burdens on a teacher’s planning, preparation and assessment.

Educational visits

Educational visits are planned activities when a teacher is absent due to participating in another class’s activity, their class will be supervised by a cover supervisor or a supply teacher. If a member of the teaching staff is used in cover capacity on the visit, this counts against the 38 hour limit.

Residential visits : as these are voluntary and outside the statutory 1265 hours, the hours beyond the school day do not count against the limit.

Who will undertake cover supervision ?

Cover Supervisors :
Cover supervision by effectively deployed support staff with appropriate skills and training is a fundamental part of our cover strategy. In line with LEA proposals, these staff have come from our current team but in future new staff may be employed to take on this role. Job descriptions and salaries are in line with the LEA’s Pay & Grading structure. It is a highly responsible role and the school will ensure that staff undertaking such cover should :

· have an enhanced disclosure from Criminal Records Bureau

· be familiar with the full range of school policies, particularly those regarding Health & Safety, Equal Opportunities and Special Needs

· have the necessary skills to manage safely classroom activities

· understand and be able to use a range of strategies to deal with classroom behaviour as a whole and also individual behavioural needs

Staff eligible for training to carry out cover supervision will be Higher Level Teaching Assistants and Level 3 Teaching Assistants. These members of 

staff , both currently employed and future recruits, will be an integral part of all staff development and receive specific training as needed. The support system for these staff will be the school’s own performance management system.

Training :

· Training materials include those used to assist teaching assistants meet Occupational Standards
· Teaching Assistant :  Induction Training

· Support Staff introductory training

· LEA/Private organisation training

· School’s own training

· Some staff may have received HLTA (Higher Level Teaching 

      Assistant )training 

Training will form part of a developmental career structure for the staff concerned. The school will seek the advice of the LEA to ensure adequate grading, pay and training. Job descriptions are in line with LEA guidelines, reflecting role and responsibility. 

Parents will be informed of cover arrangements, as outlined in the school prospectus.

Qualified Teachers employed by the school

As from 1 September 2004, this is limited to 38 hours per year. 

· There is no weekly or termly limit on this but the school will seek to ensure an even spread of cover throughout the term. 

· All cover for absence undertaken by teachers counts towards this limit, including any non-contact periods specifically designated for cover. 

· Leadership and management time can be used but will not be used disproportionately. This time also counts against the 38 hour limit. 

· Where cover is currently less than 38 hours, no steps have, or will, be taken to increase it to the 38 hour limit.

· The guaranteed PPA time which will form part of legal conditions of employment as from September 2005 cannot be used.

There may be occasions when classes are doubled or a class is split between other staff. This organisation is not in line with the aims of the National agreement but has to be used when all other options have been exhausted. The hours are counted against the 38 hour limit.

Monitoring

A log is maintained of the hours given by a teacher to provide cover.

The headteacher has overall responsibility for monitoring and evaluating the effectiveness of provision and reporting annually to governors in the headteacher’s report. Permanent members of staff are part of the school’s performance management procedures.

Qualified teachers employed on a supply basis

When a supply teacher is employed to provide cover, we will ensure that, as far as is reasonably possible, they will be actively teaching and not mainly supervising pupils. It is the responsibility of the Headteacher to ensure continuity and stretch in pupils’ learning. All our supply teachers and support staff will meet CYPD Criminal Record’s Bureau check requirements. Agencies are required to provide evidence of this prior to staff working in school.

Current Provision

Cover for classes is currently done by supply teachers and Level 3 Teaching Assistants

*  *  *  *  *

Recruiting and training such staff will be a key element in the school’s drive to remodel our workforce to ensure  the  provision of quality experiences of high quality for pupils.

This policy has been agreed and approved by the governors’ Finance, Staffing and Premises committee. 

Policy date: Autumn 2005 

Review date Spring 2008
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