
 

RELIEF LESSON 
POLICY 

 
 

 

Rationale: 
Relief lessons are an integral and important part of the teaching arrangements in schools. They are made 
necessary by virtue of the variety of activities in which teachers become engaged as a result of their 
professional calling. These include curriculum development, inservicing, moderation, excursions, camps, 
retreats, professional meetings, as well as inadvertent circumstances related to sickness and personal 
affairs. 
 
Policy:  
It is the policy of SHC that teachers assist with relief lessons wherever possible but without overloading 
their existing responsibilities.  The College will engage relief teachers as deemed necessary so as to 
provide continuous education for the students with minimum disruption to the teaching program.  To this 
end, wherever possible, teachers who will be absent are to leave prepared work for whoever fills in for 
them while away. 
 
Aims: 
• To ensure that all teaching staff contribute to assisting the systematic, sequential and effective 

learning of students in the absence of other staff. 
• To ensure that the students receive quality learning opportunities despite the absence of regular 

teachers. 
 
Implementation: 
• Ensure an equitable distribution of relief lessons to existing teachers. 
• Engage outside relief teachers who are sympathetic to the vision and values of the College and are 

given induction to the College with regards its vision, values and practices. 
• Meaningful and relevant work is to be set which enables students to access learning despite the 

absence of the subject teacher, including the amount of work set is commensurate with the lesson 
time. 

• The quality of work set for reliefs is the overarching responsibility of the relevant Head of Learning 
Are/Leader of Learning and Teaching. 

• Allocation of relief lessons are the responsibility of the Human Resources Administrator /TRT 
Coordinator (HRA).  Teachers must check their pigeon holes at the beginning of each day. 

• Work is to be submitted to the HRA/TRT Coordinator the day before the known absence. 
• The preferred method informing in cases of an unscheduled absence on the day is to make a phone 

call or sms/text message to the HRA/TRT Coordinator, followed by an email to the HRA/ TRT 
Coordinator containing the set work. 

• Relief slips are to be returned to the subject teacher (via pigeon holes) by the supervising teacher 
with a comment about the attitude and performance of students in class.  A personal follow-up with 
the teacher should be made when necessary. 

• Work set for relief lessons is to be monitored: preferably by collecting, viewing and if necessary 
marked by the subject teacher. 

• Homeroom relief lessons are undertaken by relief teachers, part-time teachers who are not affiliated 
with a Homeroom, and the Leadership Team. 

 
 
Evaluation: 
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