
EAST LOTHIAN COUNCIL

EDUCATION AND CHILDREN’S SERVICES 

PROVISION OF COVER FOR ABSENT TEACHERS IN PRIMARY SCHOOLS

GUIDANCE NOTES FOR HEAD TEACHERS  

1
Introduction

1.1
This Local Agreement together with other National and Local Agreements must be adhered to when determining the school budgets.

1.2
The Education and Community Services Committee’s framework for Devolved school Management provides short-term absence 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.  Absence from school with a group or class of pupils cannot generally be counted as absence for the purposes of the provision of supply cover.  However where a school trip is planned and where there is a significant cover implication applications should be made to the Department for the provision of supply staff. For the purpose of calculating absence, an absence of more than one hour during the morning or afternoon will be counted as a half day of absence.

1.3 The budget for all short-term absence is devolved to schools.

1.4
Short term absence is defined as 10 working days or less.
1.5
Following open and genuine consultation with staff including Trade Union representatives, agreement should be sought through the school’s negotiating machinery for the provision of cover within the parameters of the agreed policy.

1.6
Long term absence cover will continue to be met from the Department’s centrally held long term cover budget as detailed in section 5.

1.7
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.

2
Level of supply provision/Monitoring Arrangements

2.1
The basic staffing allocation, which includes all promoted staff members, must be used when considering provision of short-term cover under the Education and Community Services Committee's framework for Devolved School Management, (DSM.).  In circumstances where a school retains staff in excess of the school complement the resultant excess class contact of that teacher should be added to the total contact time for the school until transfer is effected.  Such 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, in-service courses etc., for which no cover has been provided, will be added together to give a total absence for that day. 

2.3
In the case of promoted staff it is not possible or 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, agreed in consultation with staff and should provide that a promoted member of staff should not expect to lose, because of absence cover, more than 50% of her/his 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

3.1.1 Agreement should be sought through the school’s normal negotiating machinery to establish 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 agreed 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;(information which must be provided is listed in Appendix B.)

3.4 Each school must have an agreed monitoring procedure including regular consultation with staff, (including trade union representatives), regular dissemination of information in relation to the school’s budget, 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, (LNCT).

3.5 Contractual non-contact time should always be respected

3.6 Excess cover beyond the weekly allowance must be compensated for 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 regard to the respective workloads of all staff.  

3.8 Promoted staff should normally receive the appropriate, and agreed, amount of management time.

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

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

3.11    Maximum class size should be in line with the National Agreement.    

3.12    Separate stages should not be amalgamated to permit “central covering” except in      
emergencies.

3.13
Arrangements for absence cover must be agreed and in place by the start of each 
session.

4. Resources and Virement

4.1    Where 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.

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 
The budgetary resource is intended to satisfy each school’s absence cover requirements. However, prior to the end of the financial period for schools, schools will have the opportunity to make alternative use of the unspent resources, through the school’s formal financial consultation procedures.   

It should be noted that, as arrangements for virement will be made in advance of the end of the financial period, precise calculation will not be possible and schools over- estimating the resources available to them will be permitted to carry forward a deficit and redress the overspend in the following year.  

4.5
Individuals who have responsibility for managing absence cover arrangements should 
attend organised training.

Operational Arrangements in Respect of Departmental Provision

5.1 Resources will be retained at Departmental level in order to finance the provision of:

· Long Term Absence cover

· Cover from the first day of maternity leave.

· Cover for absence because of trade union duties, when these  fall within the scope of the Authority's agreement with teacher's trade unions.

· Cover for jury duty.

· Cover, considered necessary following discussion between the Head Teacher and the Director Education & Children’s Services/Head of Education for absence resulting from participation in the work of Learning and Teaching Scotland, GTC or  similar  recognised national body.
· Cover considered necessary following discussion between the Head Teacher and Directorate staff for absence resulting from the participation in the work of the Council.
· Cover in other circumstances where the Department is satisfied that an undue burden might otherwise be placed upon the school (e.g. school trips coinciding with high levels of sickness absence).
· Cover requirements emanating from phased returns advocated by decisions from the Occupational Health provider.
5.2 It should be noted that cover will be provided for "accrued leave" by the Department.
5.3 In the event of a known absence of 10 days or more the Department should consider funding the absence from day 6.  In extreme cases such as recurrent long-term absence, the Department should fund from day one onwards.
5.4 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.
Appendix B (Primary)
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.

a)    The school’s total staffing entitlement.

b) The number of staff in excess of complement.

c) Names of staff absent and reason (e.g. illness, jury duty, trade union duties etc). 

d) The names of supply staff.

e) The amounts of cover available expressed in half days.

f) Details of any internal cover provision on a weekly basis.  
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