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Support for teaching staff that work in more than one setting- Roles and Responsibilities
Principles
The purpose of this document is to define the roles and responsibilities of all staff involved in an arrangement whereby a teacher works in more than one setting in the course of their normal working week. 

Shetland Islands Council has employed teachers to work on a peripatetic basis for many years. Most commonly these teachers have taught in the Art, Music and Physical Education subject areas or supporting children with additional support needs. 

Shetland Islands Council’s Local Negotiating Committee for Teachers (LNCT) has an agreement in place on the process whereby excess teaching time capacity can be reallocated to another setting to meet specialist shortfall and to increase efficient use of a teacher’s class contact time capacity. The Transfer Agreement for Teachers was revised in March 2015 and was issued with circular 017/2015 on 20 March 2015
It is accepted that, for teachers working in more than one setting, other than those appointed on a peripatetic basis, this is unlikely to be what they expected when they took up post. It is therefore essential that such transfers are undertaken sensitively and most importantly, that the support for all teachers working in more than one setting is consistent and maintained.

The key reason for establishing shared and or peripatetic arrangements is to provide young people with appropriate subject specialist teaching to support their learning whilst maintaining viable attractive jobs. It can therefore be assumed that the teaching delivered will be at its highest quality if the teacher is well prepared and feels well supported within each setting in which they teach.

Conditions of service contained within the SNCT Handbook for a teacher in shared or peripatetic arrangements are implemented in the same way as for a teacher who works in one setting.

Links to other documents
This document should be read in conjunction with the:
· SNCT Handbook guidance on a Teachers working week and duties;

· Shetland LNCT 35 hour working week Agreement for Peripatetic Teachers;

· Shetland LNCT Updated Transfer Agreement for Teacher (March 2015).  
Definitions

For the purposes of clarity the following terminology will be used throughout this document:

· Teacher refers to the colleague working in more than one setting;
· Line Manager will be the teacher’s immediate line manager. This person will normally be based full time within the teacher’s base school. They could be a Head Teacher, a Depute Head Teacher or a Principal Teacher dependant on the management structure in place in the base school.
· Base School will be the school in which the teacher spends the largest proportion of their timetabled contractual contact time. Where the teacher spends equal amounts of time in more than one school, the base school should be considered as the one nearest to the teacher’s home address in which they work.
· Second (third, fourth etc) School will be the schools in which the teacher spends the remainder of their timetabled contractual contact time.
· A full time teacher’s working week should considered as consisting of: 
Pro rata up to: 
· 22.5 hours of class contact.

· 7.5 hours for preparation and correction (may be undertaken at a time and  place of the teacher’s own choosing in consultation with their line manager).

· 5.0 hours for collegiate activities

· Individualised Work Plan (IWP) is a document that provides clear details of what is expected of the teacher. It will contain full details of:

· all timetabled class contact; 

· all required travel;
· expectations in relation to each school’s collegiate activities, e.g. attendance at parents’ nights, staff meetings, reporting to parents etc. This should be proportionate to the amount of time spent in each school.
A copy of this document will be held centrally and should be available for review by the LNCT joint secretaries to ensure the teacher’s conditions of service are being met.

The table below contains information that can be used by teachers and managers when planning the completion of the IWP. It should be used as indicative rather than prescriptive.

A spreadsheet has been prepared which staff may choose to use to check their total annual collegiate activity amounts are correct.

	No. of 50 minute periods of class contact
	Associated preparation and correction per week (hours)
	Associated Collegiate Activity time per year (hours)
	
	No. of 50 minute periods of class contact
	Associated preparation and correction per week (hours)
	Associated Collegiate Activity time per year (hours)

	1
	0.28
	7.04
	
	15
	4.17
	105.56

	2
	0.56
	14.07
	
	16
	4.44
	112.59

	3
	0.83
	21.11
	
	17
	4.72
	119.63

	4
	1.11
	28.15
	
	18
	5.00
	126.67

	5
	1.39
	35.19
	
	19
	5.28
	133.70

	6
	1.67
	42.22
	
	20
	5.56
	140.74

	7
	1.94
	49.26
	
	21
	5.83
	147.78

	8
	2.22
	56.30
	
	22
	6.11
	154.81

	9
	2.50
	63.33
	
	23
	6.39
	161.85

	10
	2.78
	70.37
	
	24
	6.67
	168.89

	11
	3.06
	77.41
	
	25
	6.94
	175.93

	12
	3.33
	84.44
	
	26
	7.22
	182.96

	13
	3.61
	91.48
	
	27
	7.50
	190.00

	14
	3.89
	98.52
	
	
	
	


N.B.  1 FTE Teacher’s working week should total 35 hours.
Roles and Responsibilities
Detailed below are the roles and responsibilities of all colleagues involved in establishing and maintaining a shared/peripatetic arrangement.

The Teacher should:

· primarily be expected to fulfil the duties of a class teacher as published in the SNCT Handbook;
· meet regularly with their line manager, once per term as a minimum, to discuss the arrangement and any emerging related issues that could impact on their ability to teach effectively. These could be workplace relationships, health and wellbeing issues, morale issues etc. Time for this meeting should not come from preparation and correction time rather it should come from collegiate time or any remaining excess class contact capacity.
The Line Manager will be responsible for:
· the teacher’s annual Professional Review and Development  process and Professional Update sign-off as required;

· meeting regularly with the teacher, once per term as a minimum, to discuss the arrangement and any emerging related issues that could impact on their ability to teach effectively. These could be workplace relationships, health and wellbeing issues, morale issues etc. Time for this meeting should not come from the teacher’s preparation and correction time;
· discussing any emerging issues with the Base School Head Teacher.
Base School Head Teacher will be responsible for:
· meeting their obligations with respect of the Updated Transfer Agreement for Teachers (2015);

· ensuring the guidance contained within this document is followed within the base school;

· giving due regard to each setting’s WTA, ensuring that the teacher’s conditions of service are met through the development of an annual individualised Work Plan (IWP) in negotiation with the teacher and all other schools in which the teacher works.
· providing appropriate line management for the teacher, either directly or delegated within the school’s management structure;

· all other duties appropriate to the role of Head Teacher within the base school e.g. the Quality Assurance process related to teaching and learning; 

· ensuring arrangements are in place for liaison between teachers that may share a class commitment.
Head Teacher’s of all other schools in which the teacher works are responsible for:
· meeting their obligations with respect of the Updated Transfer Agreement for Teachers (2015);

· ensuring the guidance contained within this document is followed within their school;

· providing appropriate support for the teacher, either directly or delegated within the school’s management structure. This will include ensuring that the teacher is welcomed and included as a member of the staff of their school, and ensuring that there is effective communication in place related to all appropriate school matters;
· all other duties appropriate to the role of Head Teacher within their school e.g. the Quality Assurance process related to teaching and learning. 

· ensuring arrangements are in place for liaison between teachers that may share a class commitment.

Base School Head Teacher with Head Teachers of all schools in which the teacher works will:
· agree a proportionate timetable for the shared teacher that makes the most efficient use of class contact capacity;

· agree a programme for the teacher’s collegiate time proportionate to the amount of class contact time allocated to each setting;

· discuss and address any emerging issues that are raised that could impact on the teacher’s ability to teach effectively.

Children Services Officers will be responsible for:

· identification of class contact capacity and/or shortfall. This may be as part of an annual scrutiny of secondary department timetables or related to some other event such as a reduction or increase in pupil roll.
· Identification of suitable vacancies whereby a sharing/peripatetic arrangement  may be appropriate;

· the establishment of any teacher sharing/peripatetic arrangement in line with the Updated Transfer Agreement for Teachers (2015);
· monitoring all sharing arrangements to ensure that the teacher’s conditions of service are not breached and that the principles contained in this document are being upheld;

· address any emerging issues that are raised that could impact on the teacher’s ability to teach effectively that cannot be addressed at school level;
Additional Points
In recognition of the additional factors to be considered by a teacher in a sharing arrangement the following points should be implemented unless no other option can be identified:

· A shared/peripatetic teacher should not be allocated a registration class;

· A shared/peripatetic teacher should not be asked to undertake cover for an absent colleague;

· There are instances whereby some classes will be taught by two subject specialists in the course of their timetabled week. It is Children’s Service’s view that this is not the best educationally beneficial model and should be kept to a minimum.

Individualised Work Plan   
Timetable (for illustration)
	
	Per1
	Per2
	Per3
	Per4
	Per5
	Per6
	Per7

	Mon
	School A

Class  
	School A

Class 
	School A
Class 
	School A Class 
	School A
Class
	Non Contact
	Non Contact

	Tues
	School B
Class 
	School B Class 
	Non contact
	Travel
	School A Class 
	School A Class 
	School A Class 

	Wed
	School A Class 
	School A Class 
	Non contact
	School A Class 
	School A Class 
	School A Class 
	School A Class 

	Thurs
	School B
Class 
	School B Class 
	School B
Class
	Non Contact
	School B
Class
	School B
Class
	School B 
Class

	Fri
	School A
Class
	School A
Class
	Non Contact
	School A 
Class
	School A
Class
	
	


Collegiate Activities School A (for illustration)

	Agreed Collegiate activity
	Date
	Time allowance
	Comments

	Parents’ night
	
	
	

	Prep. For parents’ night
	
	
	

	Whole staff meeting
	
	
	

	Dept. Moderation meeting
	
	
	

	Report writing
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Total 
	
	


Collegiate Activities School B (for illustration)

	Agreed Collegiate activity
	Date
	Time allowance
	Comments

	Parents’ night
	
	
	

	Prep. For parents’ night
	
	
	

	Whole staff meeting
	
	
	

	Dept. Moderation meeting
	
	
	

	Report writing
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Total 
	
	


	Total Agreed Collegiate activities time (Total School + Total School B)
	


