
 EAST LOTHIAN COUNCIL

EDUCATION AND CHILDREN’S SERVICES DEPARTMENT

PROVISION OF COVER FOR ABSENT TEACHERS IN SECONDARY SCHOOLS

GUIDANCE NOTES FOR HEAD TEACHERS 
1
Introduction

This Local Agreement together with other National and Local Agreements must be adhered to when determining the school’s budgets.

1.2
The Council Committee for Education framework for Devolved School Management provides short term absence  cover for teaching staff . Absence  is defined as:


"for the purpose of applying the guidelines in this matter a teacher will be considered to be absent from school if he or she is sick or out of the school on approved school business or otherwise.  
1.3 The budget for all long term and  short term absence is devolved to schools with the exceptions listed in section 5.1.
1.4       Short term absence is normally defined as 10 working days or fewer.
1.5
Following open and genuine consultation with staff, agreement should be sought through the schools negotiating machinery for the provision of cover within the parameters of the agreed policy.

1.6
The school should put in place internal monitoring procedures and arrangements to in-gather information on a regular basis. This information should be made available to all teaching staff (see Appendix A) (secondary school).

2. Level of Supply Provision/Monitoring Arrangements

2.1
The basic staffing allocation, which includes all promoted staff members, can provide short-term cover under the Council Committee for Education framework for Devolved School Management (DSM).  This should be expressed in periods.  Staff who are declared surplus to school requirements may also contribute to short-term cover.  Surplus staff however must be provided with meaningful timetables.

2.2
On any school day the total number of unexpected absences arising at short notice and absences for medical appointments, inservice courses etc. for which no cover has been provided will be communicated to staff for that day.

2.3
In the case of promoted teachers, it is neither possible nor desirable to attempt to set out  specific rules. The general guidance to be followed by Head Teachers in respect of cover is that  arrangements should be fair and equitable and agreed in consultation with staff.  Ideally a promoted member of staff should not expect to lose , because of absence cover, more than 50% of her/his regular allocation of non teaching time relating to duties associated with the promoted post in a normal school week and 25% over a period of four consecutive weeks.

3.
Operational Guidelines

3.1
Agreement should be sought through the school’s normal negotiating machinery arrangements for the provision of cover. 

3.2
Staff must be allowed time to consider detailed proposals.  Arrangements should be made to incorporate this within Collegiate Activity Time (CAT).

3.3
Each school must have a written statement which details the method of implementing the agreement policy, including determination of how objective criteria will be used to allocate cover, and how a running total will be made available to all staff on a regular basis; (Areas of information which must be provided are detailed in Appendix B ).  Of paramount consideration should be the need to maintain arrangements which do not breach any Health and Safety requirements and maintain the educational provision at the highest standards possible.

3.4 Each school must have an agreed monitoring procedure including regular consultation with staff (including trade union representatives), running cost off absence cover, number of absences by categories and staff usage in accordance with the Council’s Absence Management Policy as agreed by the Local Negotiating Committee for Teachers Group (LNCT). 

3.5
Contractual non contact time should always be respected.

3.6      Excess cover beyond the weekly allowance must be compensated during weeks of lower staff absence by the use of available supply staff.


3.7
Internal cover duties should be distributed on a fair and equitable basis having due regard for educational provision and the  respective workloads of all staff.

3.8
The school master timetable should be made available to all staff so that staff can see when they are more likely to be taken for cover.
3.9
Promoted staff should normally receive an appropriate, and agreed, amount of management time.

3.10
Learning Support Teachers who team teach with other subject teachers will not normally be expected to take responsibility for the class.

3.11/…

3.11
Instructors and student teachers on placement should not cover classes of absent teachers.

3.12
Maximum class sizes should be in line with the National Agreement.

3.13
Separate subjects and/or stages should not be amalgamated to permit "central covering" except in emergency situations.

3.14 Arrangements for absence cover must be agreed and in place early in the new session. 

4.      Resources and Virement

4.1
Where all schools experience abnormal levels of staff absence (multiple absences, flu epidemics etc.) the Department will examine the position and take appropriate action.

4.2 Schools will be reimbursed for any outlay on absence cover, which, in terms of the agreement, should have been the subject of Departmental funding. (See 5.1).

4.3 Where the Department is liable to fund cover in relation to any absence, it will continue to have responsibility for the funding of any replacement cover.

4.4 Training will be provided as necessary for those staff who manage absence cover.

5
Operational Arrangements

5.1
The following resources will be retained at Departmental level:-

i. Cover for absence on account of trade union duties falling within the scope of the Authority's agreement with teacher’s trade unions. 

ii. Cover for jury duty. 
iii. Cover considered necessary following discussion between the Head Teacher and the Director of Education & Children’s Services/Head of Education for absence resulting from participation in the work of Learning and Teaching Scotland, GTC (Scotland) or other similar recognised national body. 

iv. Cover considered necessary following discussion between the Head Teacher and Directorate staff for absence resulting from the participation in the work of the Council.

v. Cover requirements emanating from phased returns advocated by decisions from Occupational Health.

5.2
The following resources will be covered by DSM:-

i. Cover from the first day of maternity, paternity and special leave.

ii. Cover for "accrued leave" 
5.3 When employing cover teachers, reference must be made to the teachers terms and conditions in respect of preparation time as set out in the National Agreement.

5.4
When schools have made pooling arrangements for long term absence, there should be an agreement on the management of the pooled budget and the monitoring arrangement to ensure transparency in operating the pooled budget.  Head Teachers should give due consideration to the levels of claims on this budget by any one school.  Such consideration must recognise the future needs of other schools.  Surpluses/deficits must be managed within the terms of the Devolved School Management Policy at the end of the school year.  Head Teachers must inform staff of any pooling arrangements under the schools normal consultation procedures.

Appendix A

 (Secondary Schools)

MONITORING

It has been agreed with the Unions that the following information will be made available to staff to assist the implementation of cover at school level.

Section 1:

a) The school's total staffing complement; 

b) The number of staff declared surplus to school requirements.

Section 2:

a) Names of staff absent and reason;

b) Names of supply staff;

c) The periods covered by staff each day.

d) Weekly total of number of periods covered internally;

e) The amount of cover available as expressed in the number of periods available;

f) Weekly running average will be used to ascertain internal cover against the number of periods available.

EAST LOTHIAN COUNCIL

EDUCATION AND CHILDREN’S SERVICES DEPARTMENT

Re-negotiation of Local Agreement with Teaching Staff on Absence Cover

1.
The local Agreement concluded in relation to cover, composite class sizes and 
collegiate activity time is set out below.

2.
The following arrangements are proposed as part of an overall package of measures.

2.1
Absence Cover

The Agreement provides separate arrangements for both the primary and secondary sectors.  These are detailed in the operational guidelines and have been developed and agreed for the separate sectors and a monitoring system will be put in place to oversee the arrangements.

School guidelines will meet the terms of the local agreement and will provide for open and genuine consultation and agreement with all teaching staff.  This should include internal monitoring procedures. Absence cover arrangements will be reviewed on a regular basis during the school session.  Cover duties must be distributed on a fair and equitable basis and contractual non-contract time should be respected at all times.

2.2
The National Agreement in respect of composite class sizes will continue to apply.

2.3
There will be a continuation of the Council’s no compulsory redundancy policy in 
respect of teaching posts.

2.4
An undertaking to continue the local agreement at no detriment to teachers’ jobs or 
conditions of service.

3.
Monitoring

3.1
The operation of the Agreement will be subject to monitoring arrangements as established since March 2003, between the Department of Education & Children’s Services and the Trade Unions through the Local Negotiating Committee for Teachers (LNCT).

4
Future Review
Any future changes to the Agreement would take place if there were changes to Teachers terms and conditions of service or by mutual agreement between Management and Unions.
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