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Rationale 
 
St Michael’s School will manage sickness and other absences effectively in line with the 
Durham County Council Policy, and in accordance with its policies, in such a way that 
provides appropriate support to staff but also ensures minimal impact of teacher absence 
on pupil progress and wellbeing. 
 
 
Aims 
 

 Ensure that all teachers receive at least their statutory PPA entitlement. 

 Maintain and improve the quality of education, by ensuring that the application of the 
policy reflects the school development plan. 

 Ensure that the provision of PPA time does not displace teachers’ other duties to 
evenings and weekends, as PPA time should enable a real and corresponding 
reduction in teachers’ workloads. 

 Have a staffing structure that reflects the objectives of the school development plan 
and recognises the remodelling agenda. 

 Recruit, retain, develop and motivate staff. 

 Demonstrate that they are managing the policy in a fair, responsible way. 

 

Implementation of Policy 
 
Principles of PPA at St Michael’s School  
 

 PPA time will be given during timetabled teaching time. 

 PPA time should not be used for Appraisal meetings. 

 As far as possible, PPA time should not be used for regular activities, including training 
or other CPD requirements. 

 PPA time will not be given before or after school or during breaks in the school day. 

 INSET days will not be used for PPA. 

 PPA time will not be given during school assembly time, unless that assembly is a 
lesson e.g. PSHE citizenship, with clear teaching and learning goals and outcomes, and 
is written into the school timetable. 



 

 
 PPA time will be given in blocks of at least 30 minutes. 

 It is for the teachers to determine how they use each allocation of PPA time, within 
the parameters of planning, preparation and assessment, although this does not 
preclude them from choosing to use some of the time to support collaborative 
activities. 

 Responsibility for PPA time in respect of outcomes, impact on standards and teacher 
and support staff work/life balance will be reported to the Governing Body. 

 The Governors will monitor and evaluate the impact of PPA time on the work/life 
balance of the Headteacher. 

 PPA time will be written into each teacher’s timetable. 

 If the arranged cover for PPA is affected by unforeseen absence, alternative 
arrangements will be made to protect the PPA entitlement. If this is impossible, or 
would result in Health and Safety concerns, the time will be reallocated promptly by 
mutual arrangement. 

 Where a teacher has not been able to take PPA time because of sickness the PPA time 
will be lost and will not be replaced at a later date. Whilst a teacher cannot be 
required to give up guaranteed PPA time where it is done voluntarily; for example, to 
attend a CPD event or at the request of management for processing reasons, the time 
will be replaced if possible. Any such requests must be negotiated with the individual 
teacher. 

 The Headteacher will determine if PPA is to take place on or off-site, including the 
appropriateness of teachers working at home. 

 
 
Teachers 
 

 At St Michael’s School all teachers, including the Headteacher, whether employed on 
permanent, fixed-term, temporary or part-time contracts, will be given their 
contractual entitlement to guaranteed PPA time within the timetabled teaching day.  

 This entitlement can either be weekly or fortnightly (dependent on whether the 
school has a weekly or fortnightly timetable and hours worked by part time staff). 

 Teachers may decide where to take their PPA time (within the school) as long as the 
purpose of the PPA is clear. Teachers wishing to take PPA time off the school premises 
can only do so if this is authorised by the Headteacher. 



 

 
 Teachers are responsible for ensuring that they make the most effective use of their 

PPA time in relation to outcomes and their individual contribution to improving 
standards. 

 
 
Newly Qualified Teachers (NQTs) 
 

 At St Michael’s School in addition to the 10% of time that newly qualified teachers are 
entitled to under the School Teachers’ Pay and Conditions Document (STPCD) 
provisions for induction, they will also be entitled to 10% PPA time based on their 
remaining 90% timetable. 

 The above release time is protected and allocated at appropriate intervals. 

 

 Leadership and Management 
 
At St Michael’s School teachers with leadership and management responsibilities are 
entitled, as far as is practicable, to a reasonable allocation of time to discharge these 
responsibilities in addition to the 10% of guaranteed PPA time. Some of this time may fall 
outside timetabled teaching time but will sit within the 1265 hours directed time. 
 
 
Support Staff 
 
At St Michael’s School in accordance with statutory provision, and should circumstances 
dictate, appropriately graded support staff may be deployed to provide enrichment 
activities and specified work that enhance the curriculum and improve standards. 
 
‘Specified Work’ is quite different from ‘Cover Supervision’. The definition of ‘specified 
work’ includes the following activities: 
 

 Planning and preparing lessons and courses for pupils. 

 Delivering lessons to pupils. This includes delivery via distance learning or computer-
aided techniques. 

 Assessing the development, progress and attainment of pupils and reporting on the 
development, progress and attainment of pupils. 

 



 

 
 
 

 When delivering specified work, support staff will be subject to the school’s normal 
supervisory arrangements and emergency procedures. 

 

 Ongoing training opportunities should be considered for support staff who are 
delivering specified work. This might include dedicated training time, periods of 
observation, mentoring and monitoring. Support staff delivering specified work, as in 
the case of all support staff, should be included in school Continuing Professional 
Development (CPD) and encouraged to develop their skills and careers. 
 

 Support staff who deliver ‘specified work’ will have paid time set aside to plan and 
prepare for their own role in lessons and liaise with their class teachers. Support Staff 
planning and preparation time will be within their contracted time but not necessarily 
within the timetabled teaching day. 

 
 
Cover Arrangements at St Michael’s School 
 
Planned Absence 
 
E.g. maternity cover, long term sickness, vacant or unfilled posts. 
 
At St Michael’s School cover will be provided in the following way: 
 

 Qualified teachers who will fulfil all the responsibilities and duties of a qualified 
teacher. 

 
 
Planned – Short Term Absence 
  
E.g. CPD activities, short term sick, compassionate leave. 
 
Cover will be provided in the following ways at the discretion of the Headteacher or Deputy 
Headteacher: 
 

 Qualified teacher – usually a supply teacher. 



 

 
 Graduate teacher or Associate teacher – under the guidance of a member of school 

staff. 

 Teaching Assistants may be used to cover up to half a day. 

 
 
Emergency – Short Term Absence 
 
E.g. compassionate leave, short term sickness. 
 
At St Michael’s School cover will be provided in the following ways at the discretion of the 
Headteacher or Assistant Headteachers: 
 

 Qualified teacher – usually a supply. 

 Graduate teacher or Associate teacher – under the guidance of a member of school 
staff. 

 Teaching Assistants may be used to cover up to half a day. 

 It is not our policy to split classes unless in exceptional circumstances, which normally 
arises through sudden emergencies.   

 
Monitoring  
 
St Michael’s School fulfils its commitment to ensure the short, medium and long term 
quality of teaching and learning for all its pupils by recording, monitoring and evaluating 
cover as follows:  
 

 The overall amount of cover required (planned and unplanned). 

 The number of individual teacher’s lessons requiring cover. 

 The number of lessons covered in each year/subject group. 

 The number and quality of lessons covered by each qualified teacher and other staff. 
 
 

Disability Equality Impact Assessment 
 

This policy has been written with reference to and in consideration of the school’s Disability 
Equality Scheme.  Assessment will include consideration of issues identified by the 



 

 
involvement of disabled children, staff and parents and any information the school holds on 
disabled children, staff and parents. 

 

Any questions or concerns regarding this policy should be made to Mrs J Bruton  


