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SUBJECT TITLE: 




ADMINISTRATIVE SUPPORT IN SCHOOLS
(This report was remitted to Policy & Resources Committee by the Education & Cultural Services

Committee on 27 May 2003)

This report is not for publication prior to the meeting because it contains exempt information or there is a likelihood of disclosure during the meeting of exempt information as defined in Paragraph 11 of Part 1 of Schedule 7A of the Local Government (Scotland) Act 1973 as amended and the public are likely to be excluded from the meeting.

1.
PURPOSE
1.1
The purpose of this report is to seek Committee approval to introduce a revised administrative support structure in schools in line with the recommendations made in section 4.2 of The McCrone Agreement ‘A Teaching Profession for the 21st Century’. The revised structure is a result of an extensive pilot – evaluated by Human Resources – examining the administrative and financial support arrangements in schools.
2.
SUMMARY
2.1
The pilot clearly indicated that each secondary school required a dedicated senior administrative 

support post to undertake some of the more onerous and complex administrative and financial tasks that burden the senior management team. It is therefore proposed to establish a new post of Support Services Manager in each of the nine secondary schools to undertake this work and have a management responsibility for providing advice and guidance to staff administering budgets within a designated cluster of schools. 

2.2 Information from the pilot and views expressed by school staff indicated that primary schools required dedicated support time to undertake a range of administrative and financial tasks that were burdening Primary Head Teachers. It is therefore proposed that the nine Administration and Finance Assistant posts that currently provide administrative and financial support to primary and secondary schools are deleted from the establishment. Nine new posts of Support Services Coordinator are proposed to provide dedicated administrative and financial support to senior teaching staff in the thirty six primary schools and Meiklehill nursery school. These posts will also overtake the day to day coordination and supervision of clerical and administrative support in the primary schools thus relieving Primary Head Teachers of this responsibility.

2.3 The administrative and financial support required to support Campsie View school and Merkland 

School merit dedicated support. It is proposed therefore that a post of Support Services Coordinator is established to support both schools along with responsibility for a variety of small cost centre budgets throughout the Education Department.

2.4 
In order to ensure that the Support Services Manager can dedicate time to working on the more complex administrative and financial tasks in the secondary school the pilot identified some basic financial tasks that need to be reallocated. It is proposed therefore that the nine existing Administrative Assistant posts in secondary schools (level C) are deleted from the establishment and nine new posts are established at level D to reflect the additional responsibilities associated with the finance and admin tasks. In addition to undertaking a range of basic finance tasks the post would continue to be responsible for the day to day supervision of all clerical staff within the secondary school office.
2.5
The changes proposed to the administrative support structure in schools will minimize senior teaching staffs’ involvement in onerous and complex administrative work. However these changes result in a need to increase the allocation of basic grade clerical hours (level B) in the secondary sector to undertake clerical tasks presently carried out by the administration assistant in the school office. It is proposed therefore that each secondary school is allocated an additional 15 hours per week (term time) to be added to their basic grade administrative establishment.

3. 
RECOMMENDATIONS
3.1 
Establish nine new posts of Support Services Manager (one post allocated to each secondary school).
3.2 
Delete nine Administration and Finance Assistant posts from the establishment and establish nine new posts of Support Services Coordinator to provide dedicated administrative and financial support to senior teaching staff in the thirty six primary schools and Meiklehill nursery school.

3.3 
Establish a post of Support Services Coordinator to support both special schools along with 




responsibility for a variety of small cost centre budgets throughout the Education Department.

3.4 
Delete nine administration assistant posts (level C) from the secondary schools establishment and 




establish nine new posts (level D) and allocate additional responsibilities for basic financial and 




administrative tasks.

3.5 
Allocate an additional 15 hours per week (term time) to the basic grade administrative 
establishment of each secondary school.

3.6 
The above recommendations will be funded in full from the support cost element received from 




the Scottish Executive for implementing the McCrone Agreement.
3.7
This report is remitted to Policy and Resources Committee for the H. R. implications.
[image: image1.png]’ ’g East Dunbartonshire Council




SANDY MCGARVEY

Head of Operational Support
4.
BACKGROUND



An inherent feature of the McCrone agreement was the need for significant investment in additional support staff in schools. The McCrone Implementation Group specifically recommended the introduction of a senior administrative post to undertake some of the more complex and onerous tasks presently carried out by senior teaching staff.  This was seen as an important step in addressing both teacher workload and in bringing in to schools skills which are appropriate to the range of administrative activities currently burdening senior teaching staff.

4.1 In early 2002 a working group was set up comprising head teachers and senior staff from the department to review the existing administrative arrangements in schools and to articulate on the feasibility of establishing a senior administration post as recommended by McCrone.  The working group produced a draft job description for the senior administrative post which was designated as ‘Schools Support Coordinator’.  However the working group felt that further investigation would be necessary before a firm recommendation could be made on the duties, responsibilities, grade and working arrangements associated with such a post.  In addition the working group identified that it may also be necessary to review the working arrangements of the existing Administration and Finance Assistant (AFA) post and Administration Assistant post in secondary schools as these posts are presently involved in providing support to senior staff in schools and have a supervisory responsibility for clerical staff in the secondary schools office. The former post had been established by Strathclyde Regional Council some 13 years ago and the duties and responsibilities had never been reviewed in that time.  It was felt that over the years there had been a change in the emphasis to this post in particular as head teachers had become more confident in managing and taking decisions on budgetary matters. At the same time the range and complexity of administrative work in schools had increased and support staff had been significantly enhanced.  Consequently it was agreed to establish a pilot project to examine all aspects of senior administrative support in schools.
4.2
The working group made an estimate of the funding that would be required to implement the administrative support arrangements recommended in the McCrone Agreement. The Education Department therefore set aside sufficient funds from the support element to implement any changes that would be required.
4.3 It was agreed that Human Resources and senior staff from the Education Department would jointly evaluate the pilot project.  An initial pilot was established in the Bishopbriggs schools cluster in August 2002 and the temporary post of Schools Support Coordinator was introduced.  Following some initial evaluation Human Resources felt that in order to obtain a more accurate reflection of existing working arrangements and gauge the impact the new post would have in schools the evaluation needed to be broadened.  Consequently the pilot was extended to the Boclair and Lenzie schools clusters and a further two temporary Schools Coordinator posts were introduced. 

4.4 Staff from Human Resources interviewed a number of head teachers from the pilot clusters to obtain their views on the introduction of a Schools Support Coordinator post.  All head teachers were also asked to complete a questionnaire seeking their views on the existing administrative arrangements within schools, in particular the role that such a post might have.  Given the envisaged change in emphasis to the duties and responsibilities of the AFA post a questionnaire was issued to all nine post holders who were asked to detail the range and type of duties that they were now involved in for both primary and secondary schools.

5.
   DISCUSSION and RECOMMENDATIONS

5.1  
The evaluation of the pilots concur with the views of head teachers in that the post of Schools 
Support Coordinator is seen as a necessary and positive addition to the compliment of support 
staff in schools.  The post will minimise the incidence of senior teaching staff undertaking work 
which is not directly related to their key role in teaching and learning.  The evaluation of the pilot 
also indicated that the range and volume of support work that the post was involved in in the 
secondary sector merited a Schools Support Coordinator post dedicated to each secondary school.  
Nine new posts would be required to provide this support to the secondary schools. The posts 
have been designated Support Services Manager to reflect more accurately the management 
responsibilities associated with the post.  A post would be based in each of the nine secondary 
schools and would be responsible for undertaking the more complex and onerous administrative 
tasks within the respective secondary schools. The post would report directly to the Head Teacher 
of the secondary school but would have a link to the Education Department through the 
Administration Services Manager. Duties would include administration work associated with 
SQA, recruitment and selection of teaching and non teaching staff, property related matters, 
placing requests, school transport etc. The post holder would be responsible for ensuring the 
effective implementation of Council policies and initiatives that affect the staff under their control 
such as PMDP and Maximising Attendance. The post would be responsible for administering the 
secondary school budget in particular and would provide an advisory and support role to staff 
administrating budgets in other establishments within a cluster.  The post would advise senior 
teaching staff on the more complex financial matters and liaise with service and corporate finance 
teams.   The post has been job sized by Human Resources and a job description is attached as 
Appendix A 

5.2 
Whilst each primary school could not justify a dedicated Support Services Manager there was an 
expectation from the primary head teachers that their respective schools would receive dedicated 
time from such a post to deal with their particular range of administrative tasks. The analysis of 
the head teacher questionnaires from the primary sector indicated that the 36 primary schools will 
require nine senior administrative posts. It is proposed therefore that the nine existing posts of 
Administration and Finance Assistant are deleted from the establishment and replaced with nine 
new posts designated Support Services Coordinator with extended duties and responsibilities. The 
Support Services Coordinator would report directly to the primary Head Teacher of the base 
school and would receive advice and guidance from the Support Services Manager within the 
respective cluster. A post would be based in a primary school within each of the nine clusters and 
close liaison with primary head teachers is seen as a key element of the post’s responsibilities. 
The Support Services Coordinator would be responsible for the organisation of administration 
matters and supervision of clerical staff in all primary schools and nursery establishments within a 
cluster. The post would provide advice and guidance to primary head teachers on their respective 
DMR budgets and undertake a range of administrative tasks on their behalf. These tasks would 
include administration associated with recruitment and selection of teaching and non teaching 
staff, transfer of P7 pupil information to secondary, property related work, production of school 
hand books etc. The post holder would also be responsible for implementing Council policies that 
affect the clerical staff under their control e.g. PMDP and Maximising Attendance. The post has 
been job sized by Human Resources and a job description is attached as Appendix B.  
5.3 
Information from the pilot and interviews with the head teachers and existing AFAs responsible 
for the two special schools (Merkland and Campsie View) indicated that these establishments 
demand high levels of administrative and financial support in relation to their school’s per capita. 
Furthermore there are a number of cost centres that the Thomas Muir AFA currently oversees in 
conjunction with other administration staff e.g. Psychological Services and Community Education 
Centres. It is therefore proposed to establish an additional post of Support Services Coordinator 
that would be responsible for providing support to these areas. The Support Services Coordinator 
would report to the Head Teacher of the base special school and would liaise closely with the 
Head Teacher of the other special school. The post would receive advice and guidance from the 
Thomas Muir Support Services Manager. The post would be responsible for the organisation of 
administration matters and supervision of clerical staff in the two special schools and 
administrating the costs centre budget for Psychological Services and the Community Education 
Centres. The post would be based in one of the two special schools and provide advice and 
guidance to the head teachers of the special schools on their respective DMR budgets and 
undertake a range of administrative tasks on their behalf. These tasks would include 
administration associated with recruitment and selection of teaching and non teaching staff, 
property related work, production of the school hand book etc. The post holder would also be 
responsible for implementing Council policies that affect the clerical staff under their control e.g. 
PMDP and Maximising Attendance, and would liaise with the Administration Services Manager 
to provide short term cover for other Support Services Coordinators during periods of absence.  
The post has been job sized by Human Resources.  A job description is attached as Appendix C. 
5.4 
An analysis of the range of tasks identified for the Support Services Manager in the secondary 
school indicates that certain financial tasks would more appropriately undertaken by an 
Administration Assistant. These tasks include basic administrative tasks associated with the 
school budget and the DMR scheme. It is therefore proposed to delete the nine existing posts of 
Administration Assistant (level C) and replace these with nine new posts of Administration 
Assistant (level D). The job description of the Administrative Assistant has been changed to 
reflect these new duties and responsibilities and the post has been job sized by Human Resources. 
A revised job description is attached as Appendix D. 
5.5 
Given that the Administration Assistant will now be undertaking a range of additional budget related tasks it was calculated that it would be necessary to allocate 15 additional clerical hours per week to the basic grade establishment of the secondary school. These additional hours would be allocated on a term time basis.

5.6 
Excluding the secondary school a cluster would typically comprise 4 primary schools and 2 nurseries/specialist units. However an examination of the present cluster sizes revealed some extreme imbalances e.g. the Kirkintilloch schools cluster comprises 7 Primary schools, 1 Special School and 6 nurseries/specialist units. Whereas the Thomas Muir schools cluster comprises 1 primary school and 1 nursery and specialists unit and the Turnbull schools cluster comprises 2 primary schools and 1 nursery school. This imbalance would impact on the resultant workload for the Support Services Coordinator. In order to deal with this imbalance the establishments and cost centres have been split amongst the 10 proposed Support Services Co-ordinators to provide a more equitable distribution of responsibilities and resources. The attached Appendix E shows the proposed administrative structure for each of the nine schools clusters and the two special schools.
5.7
Discussions with Head Teachers during this consultation period has resulted in a need to examine further the supervisory arrangements for clerical staff in the primary sector.  A further report will be submitted to committee in due course with recommendations.  Head Teachers also expressed a view that the administration arrangements in schools is re-examined once the outcome of the promoted post structure is clearer.  If required a further report would be brought to committee.

6.
IMPLICATIONS FOR OTHER DEPARTMENTS

Finance:

None

The recommendations contained in this report will be met in full by the Scottish Executive allocation for the McCrone costs as shown below.
	Costs of 

Proposals
	Budget 

Available
	Commitment 

To Date
	Resulting

Over/Underspend

	£385,925
	£385,925
	Nil
	Nil



Legal:

None

Human Resources: Progress the proposed new posts through the vacancy management process and refer to the Policy and Resources Committee for consideration. Amend the school administration support formula to reflect the changes to the structure. Provide support for the recruitment and selection process and if required provide advice and guidance to staff on the Principles for Change Process.
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