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Underlying Principles

When determining the PPA arrangements and cover arrangements within the school due regard has been taken of the following:

· The national agreement – implementation of the objective that teachers should only rarely cover* from 01 September 2009. 
· The continuity of learning

· Implications for support staff – in particular section 133 regulations and Guidance issued under the education Act 2002 

· Cost effectiveness

· Ease of operation

· Need to record and review arrangements to assess effectiveness of cover arrangements

*The teachers panel of the JCC consider the following definition of rarely cover to be acceptable to all unions until a suitable definition is produced by RIG:

It is not a suitable use of a teacher’s time to cover for absent colleagues. Teachers should therefore only be asked to cover for eventualities that could not reasonably have been predicted.

Cover for Absent Colleagues
Definition of Absence
Absence occurs when the teacher normally responsible for teaching a particular class is absent from the classroom during the time they have been timetabled to teach. The absence could be for a variety of reasons, including internal and external activities as well as sickness. It can be short-term or long-term. It may be planned in advance or an unplanned event.

· Long-Term (Planned)

Maternity leave

Paternity Leave – lasting more than 5 days

Adoption Leave
Full-time or long-term secondment opportunities
Training and Development opportunities lasting for more than 3 days
Unfilled vacancy

· Short-Term (Planned)

Meetings 

Training and development opportunities lasting for less than 3 days
Planned medical appointments – hospital, dentist

Agreed compassionate leave

Agreed Carers leave
· Long-Term (Unplanned) 

Long-term sickness

· Short-Term (Unplanned)

Short-term illness

Time off for emergencies

Unplanned medical appointments

Bereavement

Scope
From September 2009, all Teachers who are employed at the school under the school Teachers Pay and Conditions document will only rarely cover for absent colleagues. This provision applies to all teachers at the school including teachers on the leadership spine and ASTs whether on permanent, fixed-term or temporary contracts and pro-rata to teachers are part-time contracts. The Headteacher is also covered by this contractual limit.

Monitoring and record keeping 

The school is committed to the premise of not using a teacher at the school until all other reasonable means of providing cover have been exhausted. 
This policy will examine and consider all the strategies that will be used to secure effective cover before any absence occurs.

Where all these strategies have been exhausted the Headteacher will ensure that cover is shared equitably among all teachers including the Headteacher, taking account of their teaching and other duties.

To this end a member of support staff will keep a record of the amount of cover undertaken by each teacher for monitoring purposes. A report and review of arrangements will be undertaken every ___________ (frequency) by _________​​​​​​​​​​​​​​__________ (by whom).
Strategies for Managing Cover 

In all cases absence will be managed effectively to minimise the impact on teaching and learning. The strategy used will depend on the nature and longevity of the absence. The strategy used will ensure that teaching and learning is maintained and pupil standards are protected. 
The strategies which may be used by the school are as follows:

· Teaching Resource

Employing a “floating teacher” for the purposes of cover
The school may choose to employ a qualified teacher with no timetable, or less than 50 per cent timetable, to meet cover requirements by teaching the class. This allows the delivery of specified work to pupils. Continuity for pupils would also be good as they would be taught by a familiar member of staff. However, contracting a floating teacher is not necessarily cost effective if in practice they are providing cover supervision only.

External Teacher cover 

· Directly employed supply teacher

· Supply Teacher secured through an agency 

An external teacher may be secured to allow for the delivery of specified work. 
(The Ofsted study of “Schools’ use of temporary teachers” (December 2002) provides helpful best practice advice about the use of Supply teachers.)  Employing external supply teachers for short-term cover where only cover supervision is required may be less effective in terms of both continuity for pupils and cost.

· Support Staff Resource

Headteachers may use Support Staff resource to provide cover.  Where Support Staff are used the school will need to be clear when allocating them to cover responsibilities whether the work to be undertaken is “specified work” or cover supervision. The strategies that could be used are as follows:
The use of appropriately skilled and recognised Education Support Staff to provide “cover” e.g. one of the following positions in the school:

· A cover supervisor in the school

· A TA Level 3 within the school

· A TA level 2 (with occasional cover) within the school
Support staff, with appropriate training and support from teaching colleagues, in a supervisory role can be used to cover for staff absence. Support staff deployed to provide cover supervision may be wholly or mainly employed to provide cover supervision. This may involve the partial deployment of support staff who also have a wider school role.
The deployment of cover supervision by support staff provides continuity for pupils in the case of short-term absence. If cover supervision involves partial reallocation of appropriate support staff to meet the cover need, managers will need to ensure that any change in responsibilities is consistent with the continuance of existing duties. As this strategy does not deliver active teaching to pupils it would be inappropriate for longer-term absence

Employing an appropriately skilled and recognised member of the Education Support Staff team to provide “specified work” i.e. An HLTA within the school 

Support staff may undertake specified work when the class teacher is absent for a short time. This must be done in accordance with the section 133 Regulations and Guidance issued under the Education Act 2002.  This strategy provides a good level of continuity for the pupils, especially when the support staff have been involved in the preparation and planning of the lesson, and is in line with the aims and requirements of the National Agreement.  However, the frequent deployment of HLTAs away from their timetabled responsibilities could be disruptive and should be avoided where possible.
Other Strategies

· Learning Centre
The use of a learning centre to provide cover for staff absence is in line with the aims and requirements of the National Agreement. The strategy is effective in providing continuity to pupils when deployed in the case of short-term absence. The permanent staffing of a learning centre would also mean minimal disruption for support staff. The start-up costs, including training costs, for a learning centre with ICT provision could be high and there would be ongoing maintenance costs.  However, costs should fall following start-up.

Other Considerations 

· Double or Split Classes
This is not an appropriate cover strategy as this would involve teaching staff providing “cover” for absent colleagues. 

· Gained time

Teachers who take examination classes/ groups may be released form some of their timetabled teaching commitments as a result of pupils being on study or examination leave. Such time is known as gained time and this time will be used for appropriate activities relevant to teaching and learning. Teachers undertaking gained time should only rarely cover.

· Educational Visits

Where a teacher acquires non-contact time in the timetable as a result of a class or group they would normally have taught being absent on an educational visit then the guidance for gained time should apply.

Cover template

The school has determined the strategy for cover as follows:
Principles to be adopted in selection of cover arrangements

	Strategy One

Under what circumstances to be applied?

Considerations




	Strategy Two

Under what circumstances to be applied?

Considerations




	Strategy Three
Under what circumstances to be applied?

Considerations




See Appendix 1 for example of completed cover template.
PPA arrangements

Definition

All Teachers in maintained schools, who are employed under the school Teachers Pay and Conditions document, are allocated a guaranteed minimum of 10% of their timetabled teaching time as PPA. This includes unqualified Teachers and members of the leadership group with teaching commitments 

Scope
Guaranteed PPA time will be explicit and integral in the design of school timetable. In the development of PPA strategies, schools should take into account the need to consider which single strategy or combination of strategies best enables them to meet their statutory obligations including the need to ensure that the quality of care and teaching and learning is maintained and/or enhanced. 

Where it is necessary for additional resource to be timetabled into the school’s annual timetable this can include:

· Additional Teaching time 

· Higher Level Teaching Assistant
· Instructors

· Specialist Staff

Possible strategies 

· Maximising existing Teaching resource

Some activities are not a good use of teachers’ time and have been reallocated to a more appropriate person – for example, a member of support staff – reduced or even, when appropriate, discarded. A thorough assessment has been undertaken to ensure that the quality of care and teaching and learning is maintained and/or enhanced. The school has had regard to the overall work/life balance of all staff. Activities that are no longer undertaken by teachers to release this time for PPA may include:

· Administration

· Pastoral Care

· Training and Coaching

· Parent Liaison – Except where the professional input of a teacher is essential 
· Working with other organisations
· Timetabling additional resource
Additional Teaching resource 

A teacher may be timetabled to teach a number of different classes on a weekly or fortnightly basis. They can be supported by an HLTA or TA accustomed to working with a particular class. These teachers must be given timetabled commitments, and will be entitled to receive their own 10 per cent PPA time.
Higher Level Teaching Assistant

HLTAs are expected to make a significant contribution in teaching and learning activities. They should be working under the direction and supervision of a teacher.  Duties will include; for example, contributing to the planning and preparation of lessons, monitoring and assessing pupil participation and progress, providing feedback to teachers and giving constructive support to pupils as they learn. They can be working with individuals, small groups and whole classes where the assigned teacher is not present. HLTAs are subject to the supervision arrangements set out in paragraph 10 of schedule 2 of the Section 133 regulations and are not employed under the terms of the STPCD. There is therefore no statutory PPA entitlement for these staff, although the school may chose to provide them with some PPA time. They will be recognised for the significant contribution that they make through the appropriate pay and contractual arrangements. 

Instructors

A person with “specialist qualifications or experience or both” can deliver specified work, provided the LEA and/or school governing body are satisfied that he or she has the relevant qualification or experience, or both. See accompanying Section 133 Regulations and Guidance. Instructors have unqualified teacher status and are employed under the terms of the STPCD. They are contractually entitled to PPA time for the timetabled teaching that they do. 
Specialist staff 

Specialist staff may be employed by the school or can be brought in from outside. They may be employed as long as they have qualifications or experience in their speciality, for example a member of support staff specialising in Art or a sports coach. Specialist staff can work with one class or in a “floating” capacity, working with classes across the school, as long as their job description reflects their working arrangements and appropriate contracts have been agreed. All such staff will be subject to the supervision arrangements set out in paragraph 10 of schedule 2 of the Section 133 regulations. Specialist staff are not employed under the terms of the STPCD. There is therefore no statutory PPA entitlement for these staff, although schools may chose to provide them with some PPA time.
PPA (TEMPLATE)

The school has timetabled additional support as follows:

	Strategy one

Description

Benefits 

Disadvantages

Planning arrangements to ensure continuity of learning 




	Strategy two

Description 

Benefits

Disadvantages

Planning arrangements to ensure continuity of learning



	Strategy three 

Description

Benefits

Disadvantages

Planning arrangements to ensure continuity of learning



See Appendix 2 for Example of completed template.
APPENDIX 1 - EXAMPLE
Cover

The school has determined the strategy for the provision of cover at the school as follows:

Principles to be adopted in selection of cover arrangements

1. Planned teacher absences over one day will normally be covered by the HLTA working across the school.
2. When the HLTA is being utilised otherwise in the school it may be necessary to use a supply teacher.
3. Planned absences of a day and unplanned absences up to 3 days will be covered by the TA for the class provided that pre-planned work is in place.

4. All Absences over 4 days will be covered by a Supply Teacher.
5. Supply teachers will be selected in the first instance from a list of supply teachers already known to the school and used in accordance with good practice. 

6. A temporary appointment of a teacher will be secured whenever possible for long-term absences.
	Strategy One - Temporary Appointment 
Under what circumstances to be applied?

Long-term Planned absence

Considerations

Planning to enable fair and safe recruitment process to be followed




	Strategy Two –  Supply Teacher 

Under what circumstances to be applied?

Long-term Unplanned absence 

Short-term Planned absence 

Short-term unplanned absence

Considerations

To be actively teaching not mainly supervising pupils

Cost effectiveness 

Locally sourced or agency

Safeguarding checks undertaken and records maintained
Managed properly and effectively:-using good practice measures identified under Paragraph 67 of the STPCD




	Strategy Three -  Teaching Assistant – level 3 within own class

Under what circumstances to be applied?

Short-term planned absence

Short-term unplanned absence

Considerations

Cost effective

Continuity in the classroom

Cover Supervision -  no teaching taking place

Lesson plan in place

Appropriately skilled




	Strategy Four -  HLTA
Under what circumstances to be applied?

Short-term planned absence

Short-term unplanned absence

Considerations

Cost effective

Continuity in the school 

Appropriately skilled




APPENDIX 2 – EXAMPLE
PPA

The school has timetabled additional support as follows:

	Strategy one

A permanent floating teacher is timetabled to teach languages throughout Key stage 2 during the period of time class teachers are timetabled for PPA.

Benefits 

Integrated approach to languages across the school. 
Disadvantages
Difficulty in linking languages with rest of the class curriculum planning 
Potential for isolated approach to languages
Planning arrangements to ensure continuity of learning 
Planning with class teacher and TAs in directed/ contracted time




	Strategy two

Headteacher is timetabled to teach music in Key stage1 during the time the classroom teacher is timetabled for PPA

Benefits
Headteacher able to contribute to teaching

Headteacher gains greater awareness of individual pupils 

Disadvantages

Potential for disruption of Headteacher responsibilities
Headteacher workload issues

Planning arrangements to ensure continuity of learning
Headteacher PPA to be identified 
Headteacher to  agree termly plan with class teacher




	Strategy three 

TAs within class 7, 8 and 9 who meet the required standard and are employed as an HLTA for 2.5 hours per week continue the learning in the classroom whilst the class teacher undertakes PPA

Benefits

Continuity of learning within the class

Consistency of staffing/ familiarity
Disadvantages

HLTA does not have the support of a TA during PPA time
Cost of planning time needs to be built into contracts to ensure continuity of learning
Planning arrangements to ensure continuity of learning
Class planning time built into contract and directed time arrangements 

Effective development of staff to ensure that the quality and training of staff is able to maintain standards of learning needs to be in place.










PPA and Cover Strategy















































Children and Lifelong Learning
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