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Member of staff reports 
sick to HR

Normal sickness 
procedure applies

Faculty not able to 
cover from existing 

resources 

HR liaise with 
APs/HoFs about cover 

requirements

Lesson 1 to be 
organised by Faculty 
(e.g. merging groups)

HR to find cover from 
identified pool by 

Lesson 2

Faculty able to cover 
from existing resources 

HR monitor situation -
Faculty staff to keep 

HR informed if 
resources become too 

stretched Faculty manager to 
provide SoW, lesson 
plan, if applicable, or 

generic cover resources

HR to monitor use of 
cover volunteers to 

avoid excessive use of 
any one member of 

staff

HR to find cover from 
identified pool by 

Lesson 2

Aps/HoFs contact 
Paula Dowdeswell to 

request cover 
supervisor time

Cover Supervisors not 
available - Aps/HoFs 
alert HR and request 

cover from pool

NB
HR to develop 'cover'  pool and monitor use 
of volunteers.

Cover volunteers to be trained on Moodle 
during first week of September.

Andy Sylvester to build a toolkit of cover 
resources for non-teaching volunteers..

Curriculum Managers to ensure SoWs and 
lesson plans are in existence for beginning 
of term.

All business support staff to be prepared to 
provide administrative back up for teams 
with colleagues covering classes. 
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