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11 September 2007
Dear Colleague

NGT/18 (Revised)
Scheme for Devolved Supply Cover
The NGT has agreed a Scheme for Devolved Supply Cover.

· The scheme, which replaces previous arrangements, will come into effect from 20 August 2007.

· Full details of the scheme are set out in the guidelines and explanatory notes that accompany this circular.

· In the event of any matters arising which are not covered in the guidelines, any decisions taken should be consistent with the terms of the agreed scheme.

Please destroy all earlier copies of this circular.
Yours sincerely

Ann Carnachan (Management Side)

Dorothy Finlay (Teachers' Side)

Joint Secretaries
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SCHEME FOR DEVOLVED SUPPLY COVER

GUIDELINES AND EXPLANATORY NOTES

1.0
BUDGET PROVISION
1.1
The formulae detailed are considered to be achievable within the terms of the devolved and centrally held budgets and reflect the expectation that there should be increased flexibility to cover absence, particularly in larger schools.

1.2
The devolved budget will be managed for each school by the ILC Resource Manager.

1.3
The budget for cover is strictly limited and every effort should be made to ensure that cover is only called on where it is necessary.

1.4
The budget for centrally funded cover has no contingency reserve and if it is over-subscribed this may result in a requirement to review the allocation and distribution of centrally funded and devolved cover in subsequent years.

2.0
SCHOOL BASED COVER
2.1
Authorised Staffing Complement


The authorised staffing complement is that confirmed to schools for the start of each academic session.  The authorised staffing complement is calculated using the national formula with additional allowances.


In secondary schools, the core formula is calculated as:  10.24 FTE + (0.059 x school roll).  This contains an element of 3.8% for internal cover.


In primary schools, the formula is based on the class configuration and management time.


Further advice may be obtained from the school's Quality Improvement Officer where there is any doubt about the authorised complement.

2.2
Each school will be expected to cover short term absences initially either:


(i)
by internal cover; or where necessary,


(ii)
by the appointment of a supply teacher who will be charged against the school's devolved cover budget.

2.3
Allocation of School Based Devolved Cover


Devolved supply cover to schools for each financial year is calculated on the following formulae:

Secondary Schools
-
1.4 days per FTE member within the authorised complement of teaching staff, converted to a financial allocation.  25% of the built-in supply factor is deducted from this figure.


Nursery, Special and Primary Schools
-
2 days per FTE member within the authorised complement of teaching staff

2.4
By way of example, an average sized primary school with 11 staff would be allocated a devolved cover budget of 22 supply teacher days (approximately 121 hours) of supply teacher time to cover the full session.


By way of further example, an average sized secondary school with 80 staff would be allocated a devolved cover budget of 112 supply teacher days (approximately 616 hours) of supply teacher time to cover the full session.  This is converted into a sum of money equal to 112 multiplied by the daily cost of a teacher.  If that school has a built-in supply factor of 1.0 FTE, 25% of the annual cost of a teacher is deducted from this figure.

2.5
Where a school is staffed over complement, the built-in supply factor and the devolved cover budget are correspondingly reduced.

3.0
SUPPLY COVER TO BE FUNDED BY THE SCHOOL
3.1
All shorter term day to day absences require to be covered by schools either by:


a.
existing staff in the school covering classes of absent colleagues; or


b.
by requesting the appointment of a supply teacher to be charged against the school's devolved supply cover budget.

3.2
It will be for the Headteacher to decide whether to cover absences internally or to request supply cover from the school's devolved budget in meeting the school's cover obligations at paragraphs 3.3 and 3.5 below.

3.3
The extent to which schools must cover shorter term absences for each member of staff who is absent is set out below:


Nursery, Special and Primary Schools
	FTE Teaching Complement
	Days to be Covered by the School

for Each Absent Teacher*

	1 - 4.9

5 - 5.9

6 - 6.9

7 - 7.9

8 - 8.9

9+
	 2 days

 5 days

 6 days

 7 days

 8 days

 9 days


	* NB:
The first day of absence by a non-teaching Headteacher or Depute Headteacher will not be eligible as a qualifying absence under the formula in the table above but a second day of absence and subsequent days of absence may be offset against the days to be covered internally by the school.




3.4
The table above shows that a seven teacher school, with two teachers off ill at the same time (7 working days each), would need to cover internally and/or fund supply teachers for 14 working days.

3.5
Secondary Schools
	
	FTE Teaching Complement
	Days to be Covered by the School

for Each Absent Teacher

	
	ALL SCHOOLS 


	20 days




3.6
Secondary schools must cover at least the first 20 days of each individual teacher absence.  School cover will either be provided internally by existing staff or by requesting the appointment of a supply teacher to be charged against the school's devolved supply cover budget.

3.7
Allocation of School/Central Cover for Absences Which Become Longer Term

Schools must cover the absence internally or fund supply cover for the days stated in the tables at paragraphs 3.3 and 3.5 above.

3.8
Only after the number of days to be covered or funded by the school are exceeded, will the remaining period of the absence be covered and funded centrally.

3.9
For example, a teacher in a six teacher primary school reports sickness and expects to be absent for not more than a week, but in fact the absence turns out to be 10 working days.  In this case the school will require to cover or fund the first 6 days of absence and only the balance of 4 days will be covered centrally and NOT the whole period.  

4.0
PROTECTION OF MANAGEMENT TIME 

4.1
Schools have a level of staffing which allows managers to allocate cover to teachers whose contact time is below the contractual maximum.


It is recognised that the provision of internal cover personally by non-teaching management staff, to the full extent to be covered by the school (as set out in the table at paragraph 18 above), could be to the serious detriment of the management time required for the school.

4.2
While schools will remain liable to fund in full the maximum number of days to be met from the schools devolved cover allocation it is recognised that non-teaching Headteachers and Deputes may not be able to provide cover personally for the full period.  In those circumstances it is accepted that a Headteacher may request supply cover at an earlier stage in order to protect essential management time.

4.3
It has been agreed (under NGT/14) that the following minimum allocations of management time should apply.


Primary and Nursery


(i)
Headteachers
0.4 FTE non-class committed


(ii)
Depute Headteachers
0.3 FTE non-class committed


(iii)
Principal Teachers
0.2 FTE non-class committed


Secondary/Special


(i)
Headteachers and Depute Headteachers
1.0 FTE non-class committed


(ii)
Principal Teachers
0.5 FTE non-class committed
4.4
Primary and Nursery


In any calendar month where absences would require internal cover by the school's management team for longer than the periods set out in the table below, schools may contact Education HR to request the appointment of a supply teacher where this is considered necessary.  The table refers to management staff who have 1.0 FTE management time, not time taken from the school's cover float.


1.
Schools Staffed to Formula


1 non-class committed management post (eg Headteacher)
  3 working days



2 non-class committed management posts
  6 working days



3 non-class committed management posts
  9 working days


2.
Schools Staffed Above Formula


1 non-class committed management post
  6 working days



2 non-class committed management posts
12 working days



3 non-class committed management posts
18 working days

4.5
It should be noted, however, that the school is still obliged to meet the full cost up to the number of days absence to be covered by the school in the table in paragraph 3.3 above.


For example, an eight teacher school staffed to formula, with only the Headteacher non-teaching, and with a teacher absent for two weeks (10 working days).  In this situation it would not be a requirement that the Headteacher should personally cover the full 8 days.

4.6
It is for the Headteacher to decide if s/he can personally cover more than the three days required but if s/he felt that it would not be possible to cover more than three days personally (because of the adverse effect on essential management time) a supply teacher could be requested from the fourth day onwards, but this would have to be funded from the devolved budget.

4.7
However, the cost of the supply teacher from day 4 to day 8 would, nevertheless, remain as a charge against the school's devolved supply cover budget.

4.8
Where a school faces difficult or multiple absences which could lead to an exceptional call on its devolved supply cover budget, contact should be made with the school's Quality Improvement Officer.

4.9
It is recognised that there is considerable variation between schools in their capacity to provide internal cover with smaller schools having a much less flexible spread of non-teaching time.  Such schools many require to request the appointment of a supply teacher at an earlier stage, but the costs of this supply teacher for the days to be funded by the school (as set out in the table at paragraph 3.3 above and paragraph 4.2 of the Scheme) will be charged to the school's devolved supply cover budget.

4.10
Examples of how this might work are shown in ANNEX (A).
5.0
CENTRALLY FUNDED AND LONGER TERM COVER

5.1
Maternity Leave of Absence, Paternity Leave, Adoption Leave


The following type of absence will normally be provided from the centrally funded supply cover budget:

· Maternity leave will be covered from the first day of absence.  This only applies to maternity leave of absence, not to illness prior to the commencement of MLOA.
· Paternity Leave

· Adoption Leave

5.2
Other Absences to be Funded Centrally

Other absences which will normally be funded centrally would include:

· cover for jury duty or other mandatory attendance at Court or Employment Tribunal.
· cover for agreed participation in work of GTCS, SQA or other similar national body.

· cover in circumstances where the Quality Improvement Officer confirms that circumstances exist in excess of the devolved arrangements for any school.

5.3
Centrally Funded Cover for Official or Public Duties

Where teaching staff are involved in undertaking public duties or other official duties outwith their own schools on behalf of the Council, cover will normally be provided centrally.  This would include:
cover for agreed participation in the work of the Council, by teaching staff which cannot be covered internally on the day (eg as a member of an Appointments Committee or Working Group).

attendance at official council meetings by teachers who are elected local authority councillors.

· attendance at official meetings of other public sector bodies where membership of that body has been approved in advance by the relevant Quality Improvement Officer.
involvement as a Justice of the Peace or membership of a Children's Panel where involvement has been approved in advance by the relevant Quality Improvement Officer.

attendance of nominated peer teachers at non-devolved leet and appointment. Committees and attendance at recruitment and selection training for all peer teachers

attendance of parent council members at official parent council meetings.

5.4
Trade Union Duties

Cover will be funded from the centre, where required to avoid disruption to classes and where internal cover is not possible, in relation to attendance in connection with formally agreed absences for union matters or meetings which will include the following:

at meetings of the Education and Leisure Committee (where required), the informal and formal Education Services Based Forum, the Negotiating Group for Teachers (NGT) and any agreed sub-groups of the above

at meetings of the Falkirk Council (JCC/JTUC)

at health and safety training formally agreed through the Education Services Based Forum or with the relevant Quality Improvement Officer
at trade union representatives training formally agreed through the Education Services Based Forum or with the relevant Quality Improvement Officer
at the National AGM of unions recognised by Falkirk Council for officially nominated union delegates

at any Special General Meeting by agreement with the relevant Quality Improvement Officer
attendance at discipline and grievance hearings by trade union Executive Committee representatives where the hearing is held outwith the representative's own school Cover will not normally be provided for periods of less than a half day session where a Hearing is being held within a representative's own school

arrangements for senior office bearers will be considered in relation to local circumstances and requirements

Special circumstances where the relevant Quality Improvement Officer confirms cover is required in relation to local or national duties for an office bearer of the recognised union.

5.5
Pre-notified Absence

In certain circumstances, it will be known in advance that a teacher is likely to be absent for a period which will be longer than the number of days which would be covered or funded by the school as set out in the table at paragraph 3.3 above for Nursery, Primary and Special schools and in the table at paragraph 3.5 for secondary schools.  This may include, for example:

· certain categories of extended special leave

secondments.


Schools should note this no longer applies to sickness.

5.6
Where such circumstances exist the pro forma at ANNEX (B) should be completed and submitted to the relevant Quality Improvement Officer based at McLaren House for consideration.  If the circumstances are considered to justify central cover the costs of the cover required will be met by the centre from the first day of absence.  If a teacher is on secondment, recharge of salary costs should be considered.

5.7
Staff Development - Devolved and Centrally Funded

The scheme does not apply to supply cover in relation to either devolved or centrally held staff development budgets.

5.8
In line with previous practice, schools will be advised, annually, of their devolved staff development allocations which will cover activities including the following:

school development planning process and school employee consultation

ILC planning meetings

curriculum/subject management groups and curriculum/subject working groups

5.9
Daily Deployment Pattern for Supply Teachers

Under the Devolved Supply Cover arrangements these provisions will be applied as set out below.

5.10
The application of these arrangements will be subject to the limitations set out in SNCT/26 from paragraph 1(a).


"Temporary teachers will normally be employed for a complete day session and will be paid the daily rate for each day.


Where a teacher is employed for less than a complete day session, the teacher will not be employed for more than one discrete period in any day.  Teachers employed for a period of less than a complete day shall be paid on an hourly rate calculated as above and, other than in exceptional circumstances, shall be obliged, on a pro rata basis, to undertake and be paid for all of the contractual commitments outlined in paragraph 2.2 of the 2001 agreement (see Appendix 1)."
5.11
A continuous period may also include a period of time before and after a morning/ afternoon break or lunch time provided the supply teacher works up to the break or lunch time and commences work again immediately following the break or lunch time.

5.12
Headteachers are required to ensure that the appropriate pro-rata element of non-contact time will be included in a single period of employment in accordance with the requirements of the National Conditions of Service at paragraph 10.8.6.  This equates to one period per day in a secondary school and 30 minutes per day in a primary or nursery school.

5.13
Exceptional Circumstances

In the event of exceptional circumstances being claimed the previous pattern of cover in the school will be closely examined along with the special circumstances.  As advised above there is no contingency budget held at the centre.  Centrally held funding is considered only to be sufficient to meet the cover costs for those categories of cover identified in the Scheme and additional cover funded from the centrally held budget can only be granted by the relevant Head of Service in emergency situations.

5.14
Approved Participation of Teaching Staff with the SQA or LTS

Schools will be credited for the officially approved attendance of teaching staff at activities in relation to the Scottish Qualifications Agency or Learning and Teaching Scotland, where those bodies fund the Authority for the teachers' participation.


Supply costs are to be charged to the schools' devolved budget, which will be subsequently credited.


Compensation is paid by the SQA on the basis of full day and half pay rates.  Information will be sent to schools about the rates of compensation applicable in each year.
6.0
LOCAL SUPPLY COVER ARRANGEMENTS IN SCHOOLS

Locally based school arrangements for the provision of internal cover from existing staff and by supply teachers under the schools devolved budget are the responsibility of the Headteacher.

6.1
Headteachers are required to ensure that locally based arrangements are subject to genuine and open consultation with all staff, including recognised Trade Union representatives.  This could be conducted, for example, through the School Based Negotiating Committee.

6.2
It is expected that each school will develop a written scheme for application of devolved supply cover locally and the scheme will detail monitoring procedures.  It is expected that each scheme will include a commitment to ensure that there are regular reporting procedures to teaching staff on:

the amount of time/number of periods available weekly for internal cover

the amount of time/number of periods which each teacher has been asked to cover to date

the percentage usage for each member of staff to date

the percentage of the devolved budget used to date.

6.3
Re-composition of classes should be regarded as acceptable for securing cover only in unforeseen emergency situations where urgent action is needed to ensure the welfare and safety of pupils.  This should not normally extend beyond one school day.

6.4
Agreements on normal class size maxima as stated in the national conditions of service should always be respected other than for emergency situations as described in 6.3 above.

6.5
Model Schemes are attached at ANNEX (C).

7.0
SUPPLY COVER COSTS
7.1
The supply cover budgets devolved to schools in each financial year are based on the daily salary cost.


The daily rate will be notified annually.
7.2
As an Equal Opportunities employer Falkirk Council Education Services seeks to maintain an overall balance in respect of the appointment of probationer and experienced/mature staff appointed to its schools and this will apply equally to the appointment of supply teachers.  

7.3
To assist Headteachers in maintaining a record of expenditure against devolved supply cover budgets the Resource Officer will carry out a financial analysis for the school.

7.4
The monthly statement will be based on the actual salary (plus employers on-costs) paid to the teachers concerned.  However, for a school's own general budgetary planning and for maintaining a record of expenditure it is suggested that costs are calculated on the basis of paragraph 7.1 above.

7.5
It is essential that schools maintain accurate records of supply cover and the reasons for the cover for reconciliation purposes and to ensure the accuracy of the cover costs charged to each school and the central cover budget.  This is particularly important with regard to supply cover for medical/sickness absence cover in order to confirm the accuracy of the initial period of a teacher's absence which requires to be met by the school's devolved budget and the subsequent period of longer term absence for that teacher's absence which will be met from the central funded budget.

7.6
Resource Utilisation

It is considered appropriate to enable any surplus to be retained and applied locally after appropriate consultation at school level.

8.0
TEACHERS' SCHEME OF SALARIES AND CONDITIONS OF SERVICE

The SNCT Handbook of Conditions of Service defines the Scheme of Salaries and Conditions of Service for teachers.  Its provisions took effect from 1 August 2003.

8.1
Payment Structure

8.1.1
Rate of Pay


The daily rate of pay for all teachers is 1/261 of the annual rate of salary.  The hourly rate of pay is calculated on the basis of 1/1827 (1/261 x 7) of the annual rate of salary.



Temporary teachers will accrue holidays for which they will be paid in line with permanent teaching staff.  An example calculation can be seen at 8.4 below.



Temporary teachers will normally be employed for a complete day session and will be paid the daily rate as outlined above based on a 7 hour working day.



Where a teacher is employed for less than a complete day session, the teacher will be employed for not less than one discrete period in any day (a discrete period is a full morning or a full afternoon).  A teacher employed for a period of less than a complete day shall be paid an hourly rate calculated as above.


8.1.2
Accrual of Holiday Entitlement


All teachers will accrue leave on the basis of 0.338 of a day for each day worked pro rata for each part day worked.  This does not affect the standard leave year, which commences on 1 September each year.



Holiday payment for temporary teaching staff will be calculated during four distinct periods irrespective of the number of days worked.  These are at the end of each term, October, Christmas, Easter and June.  Payment will be received the following month and will be based on the number of days worked during the preceding term.  (Please note the holiday payment for 16 June to the end of the summer term will be paid in August).  Temporary teachers are not required to complete a timesheet for holiday periods.



For example, a temporary/supply teacher works the first term from August to October holiday.  When the term finishes, the hours worked for that period will be determined and the accrued annual leave will be processed for payment.  This payment will be received in the November pay.


8.1.3
Leave on Termination of Employment


Where a teacher leaves the employment of the council the leave entitlement is the number of days calculated as above less the number of days leave already taken.  Where any balance of leave cannot be taken the teacher will be paid a day's pay for each unused day of leave.
8.2
Sickness Provision


All teachers are now required to accrue a total of 18 weeks continuous qualifying local authority service before being entitled to sickness allowance.  Continuity of qualifying service is deemed to be broken where a break exceeds two weeks (excluding holidays).  However, any newly qualified teacher will have until 1 November of the year following entry to the Induction Scheme to secure a first teaching appointment without having to re-qualify for sickness allowance.


New employees will not receive sick pay for any absence until 18 weeks continuous service with Falkirk or any other local authority has been completed.

A teacher absent from duty on account of sickness or injury shall receive, in any one period of 12 months, Sickness Allowance in accordance with the following:-

	Service at Commencement

of Absence from Duty


	Full Salary for

a Period of
	Half Salary for

a Period of

	Less than 18 weeks
	nil
	nil

	18 weeks but less than 1 year
	1 month
	1 month

	1 year but less than 2 
	2 months
	2 months

	2 years but less than 3
	4 months
	4 months

	3 years but less than 5
	5 months
	5 months

	5 years or more
	6 months
	6 months


8.3
Incremental Progression

All teachers on the main grade scale are entitled to a salary increment as at 1 August provided they have 26 weeks qualifying service with any local authority in the preceding salary year.  The salary year runs from 1 August in any year until 31 July of the following year.


A week's qualifying service comprises any week of employment by a council.  This includes periods of annual leave, public holidays, sickness absence, maternity leave or other special leave, regardless of the number of hours worked.

8.4
Examples showing salary calculations for supply staff at the top of the normal scale, using the 2007/08 salary.
	The daily rate is:
	Annual Salary

261
	£31,707
= £121.48

   261

	The hourly rate is:
	Daily Rate

7
	£121.48
= £17.35
     7

	The hourly rate can also be expressed as:
	Annual Salary


     1827
	£29,541
= £17.35
 1827



Annual leave, including public holidays:


A teacher who works for one day accrues leave (including public holidays) on the basis of 0.338 of salary earned.  The table below shows the daily and hourly rate for payment of annual leave (including public holidays).

	Daily rate x 0.338

Hourly rate x 0.338
	£121.48 x 0.338 
= £41.06

£17.35 x 0.338
= £5.86



Hence, the total paid to a teacher for each day/hour worked is as follows:

	Daily rate + leave

Hourly rate + leave
	£121.48 + £41.06
= £162.54
£17.35 + £5.86
= £23.21


ANNEX (A)

EXAMPLES OF FUNDING OF SUPPLY COVER

Example:
	1.
	· 
	five teacher school with a teaching Headteacher

	
	· 
	two teachers absent at the same time

	
	· 
	both having a two week medical certificate.


2.
The school would request immediate cover for both teachers from the first day of absence.

3.
The first 6 days supply cover for each teacher would need to be funded from the schools devolved budget and the remaining days would be covered centrally.

4.
If one teacher was absent for 10 working days and the other for 14 working days the school's devolved budget would fund 10 days supply cover (5 days for each teacher) and the centrally funded budget would meet 14 days (5 days for one teacher and 9 for the other).


Example:
5.
A school of 11 teachers with a Headteacher, a Depute and a Principal Teacher.

6.
The school has been allocated one additional member of staff (12 in total) to avoid difficult composite classes.

7.
All staff have a class commitment apart from the Headteacher.

8.
Two teachers are absent, Teacher A for 12 working days and Teacher B for 15 working days, covering the period May/June.

9.
The Headteacher, or designated promoted member of staff, will have at his/her disposal around 0.2 FTE cover time within the school, arising from the staffing allocated in addition to that required to bring all staff to 22.5 hours maximum class contact time.  This pool of time should be used each week to provide cover wherever possible.

10.
As the school has more than 9 teachers the internal cover requirement is for 9 days, but paragraph 4.3 of the Scheme states that as the school is above formula the Headteacher could exercise discretion not to personally cover more than 6 working days required in any one calendar month.

11.
In this situation the Headteacher would be expected to personally cover at least the first 6 days of Teacher A's absence, during the month.

12.
A supply teacher could then be called in to supply cover Teacher A for 6 days.  Supply cover would also be called in to cover Teacher B from the first day of absence.

13.
As June is a new calendar month the Headteacher would again require to personally cover six days of absence.

14.
In this situation the Headteacher might opt to continue covering the absence of Teacher A for the remaining 6 days of that teacher's absence (for the sake of continuity).

15.
The school, however, has an overall budgetary requirement under paragraph 4.2 of the Scheme to cover and/or fund 9 days for each individual absence.

16.
In this situation with two absences the school will require to cover and/or fund a total of 18 days (even though the Headteacher's personal cover commitment may be limited to 12 days).

17.
The total number of absences for Teachers A and B amount to 27 days.

18.
12 of the days have been covered by the Headteacher personally.

19.
The schools devolved supply cover budget will require to fund a further 6 days supply teacher cover to meet the schools obligation to cover 18 days (9+9) out of the devolved cover budget in total.

20.
The remaining 9 days of absence (3 associated with Teacher A's absence) [12 - 9 school cover] and 6 associated with Teacher B's absence [15 - 9 school cover]) will be funded from the centrally held budget.

21.
It is important to note the distinction between the requirement to fund cover and the fact that the scheme provides some protection for personal management time.  The protection of management time does not also act as a limit on the number of days to be covered/funded by the school.

22.
The fact that non-teaching management staff are not obliged to personally cover more than the 6 days per month does not override the requirement of the school to cover and/or fund the appointment of supply teachers for the full 9 days of each absence.

23.
This may be done by a combination of internal cover (limited to 6 days per month) and the remainder by the appointment of supply teacher(s).


SECONDARY SCHOOLS
24.
Similarly in secondary schools the requirement will be that a school either covers internally by existing staff, or calls in cover to be funded from the school's devolved budget, for the first 20 days of each absent member of staff.

25.
If a school has three teachers absent, one week self-certification and then on a series of four one-week medical certificates (i.e. a total of 25 working days absence each), the school will cover internally and/or fund the appointment of supply cover for 20 days per absentee (a total of 60 days) with the balance of 5 days per absentee (15 days in total) being funded from the central budget.  School funds 60 days and Centre 15 days overall.


ANNEX (B)
[image: image1.wmf] 

FALKIRK COUNCIL : EDUCATION SERVICES
Scheme for Devolved Supply Cover

Secondment/Special Leave Application Form

	Name of teacher due to be absent:



	Current post:



	Please provide details of the nature or reason for the anticipated absence:



	State anticipated first day of absence:



	Anticipated length/duration of absence:



	Invoice to be raised by Resources Section (delete as required)

	
YES/NO



	If YES, please state name of organisation to be invoiced 

Agreed rate to be recharged - supply rate/salary (delete as required)


	I wish to apply for the above absence to be covered from the centrally funded supply cover for long-term absence.  I understand that if the absence does not exceed the normal period for devolved cover to be provided by the school that the cost of the cover provided will be charged against the school's devolved supply cover budget.

Name of Headteacher/Authorised School Signatory: 


Signature: 
…
Date: 




	Agreed by relevant Quality Improvement Officer 

Date 


To be forwarded to the Educational Resources Manager


Footnote

Completed forms should be sent to your Quality Improvement Officer, McLaren House, Marchmont Avenue, Polmont.


ANNEX (Ci)
NGT/18

DEVOLVED SUPPLY COVER : LOCAL MODEL AGREEMENT

IN PRIMARY AND NURSERY SCHOOLS
1.0
SUPPLY COVER
1.1
Cover will be brought in when judged most beneficial to the needs of the school by the responsible manager.  This will be in accordance with requirements to provide internal cover under the scheme.

1.2
This will be done in the open, accountable management style established in the school and a running total of supply teachers brought in under the devolved staff cover budget will be regularly published and monitored by the SBNC.

1.3
It will be possible to be flexible in the use which can be made of supply cover, eg in a lengthy period of fairly high staff absence, a supply teacher could be brought in to relieve staff pressure.

1.4
Any surplus at the end could be used to release staff for development work.

2.0
INTERNAL COVER FOR SHORT PERIODS OF TIME
2.1
The devolved system of supply cover will hinge for its success on the strength of the communication process operating in a school.

2.2
To this end, all staff will be informed by the appropriate manager of:

· the number of periods each is available for cover in a week

· the usage for each member of staff to date

· the use of the devolved budget used to date.

2.3
This information will be posted in the staff rooms at regular intervals.

2.4
In addition, on a daily basis, the list of staff being used for cover on that day will be made available.

2.5
Every attempt will be made by the responsible manager to spread the load of cover periods equitably across eligible teaching staff as far as timing of absence and availability of staff will allow.

2.6
The School Based Negotiating Committee on an annual basis should review the school arrangements.

2.7
Where team teaching exists, one member of the team should be released to cover the class of an absent colleague.

3.0
IN-SERVICE COURSE COVER
3.1
Certain in-service courses are identified by the Council as 'core'.  All 'core' in-service courses will have an allocation of cover which may be used at the time or saved for further in-service development.  The 'optional' in-service programme carries a very limited amount of cover.

4.0
NON-CLASS CONTACT TIME
4.1
Senior management should refer to NGT 14 - Working Time Arrangements : Guidelines for Schools .
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ANNEX (Cii)
NGT/18

DEVOLVED SUPPLY COVER : LOCAL MODEL AGREEMENT

IN SECONDARY AND SPECIAL SCHOOLS
1.0
SUPPLY COVER
1.1
Cover will be brought in when judged most beneficial to the needs of the school by the responsible manager.  This will be in accordance with requirements to provide internal cover under the scheme.

1.2
This will be done in the open, accountable management style established in the school and a running total of supply teachers brought in under the devolved staff cover budget will be regularly published and monitored by the SBNC.

1.3
It will be possible to be flexible in the use which can be made of cover, eg in a lengthy period of fairly high staff absence, a supply teacher could be brought in to relieve staff pressure.

1.4
Any surplus at the end could be used to release staff for development work.

2.0
'PLEASE TAKES'
2.1
The system for cover of absent staff involving the issue of 'Please Takes' will continue to operate.

2.2
The devolved system of supply cover will hinge for its success on the strength of the communication process operating in the school.

2.3
To this end, all staff will be informed by the appropriate manager of:

· the number of periods each is available for cover in a week

· the number of such periods which each teacher has been asked to cover to date

· the usage for each member of staff to date

· the use of the devolved budget used to date.

2.4
This information will be posted in the staff rooms at regular intervals while the pilot scheme is running.

2.5
In addition, on a daily basis, the list of staff being used for cover on that day will be made available.

2.6
Every attempt will be made by the responsible manager to spread the load of cover periods equitably across eligible teaching staff as far as timing of absence and availability of staff will allow.

2.7
The school agreement should be reviewed by the School Based Negotiating Committee on an annual basis.

3.0
IN-SERVICE COURSE COVER
3.1
Certain in-service courses are identified by the Council as 'core'.  All 'core' in-service courses will have an allocation of cover which may be used at the time or saved for further in-service development.  The 'optional' in-service programme carries a very limited amount of cover.

4.0
NON-CLASS CONTACT TIME
4.1
Senior management should refer to NGT 14 - Working Time Arrangements : Guidelines for Schools.

5.0
USE OF STAFF TO COVER ABSENCE


Within departments the following rules will apply:

5.1
Where team teaching exists, one member of the team should be released to cover the class of an absent colleague.

5.2
Within a department appropriate staff who are able to cover a class of an absent colleague should be identified on the absence form, regardless of whether the periods are 'at risk', always provided that no staff member is asked to exceed their contractual class contact time of 22.5 hours.

5.3
The absence form should then be submitted to the responsible manager.  If any absence is known in advance, the absentee sheet should be submitted as early as possible.
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