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PROCEDURE MANUAL NO. 2/16
SUPPORT AND DEVELOPMENT FOR PROBATIONER TEACHERS

1. 
Introduction

1.1 Under the Teacher Induction Scheme introduced through the national agreement “A Teaching Profession for the 21st Century”, probationer teachers will be offered a training post lasting one school session.  The experience will comprise of a 35 hour working week which will include a maximum class contact of 0.7 of normal class contact hours and a programme of appropriate professional development within a supportive professional environment.

1.2 Within East Dunbartonshire Council, it is intended that the elements of induction will be planned in such a way as to provide a rich, well supported, professional experience which will help the probationer to meet the requirements of the Standard for Full Registration (SFR), as required by the General Teaching Council for Scotland (GTCS), on completion of the training placement.

1.3 The Standard for Full Registration is an important milestone for the teaching profession in Scotland and builds on the recently developed Benchmarks for Initial Teacher Education which specifies the range of attributes expected of newly qualified teachers in Scotland.  Benchmark statements and expected features (competences) are organised into three inter-related categories:

· professional knowledge and understanding;

· professional skills and abilities;

· professional values and personal commitment

1.4 The Teacher Induction Scheme seeks the best possible experience for probationer teachers.  It acknowledges that the nature of induction will vary according to the needs and circumstances of individual probationer teachers, local authorities and schools.  Induction for newly qualified teachers takes place very largely in the context of the school or schools in which they work.

1.5 Therefore, the quality of the Teacher Induction Scheme does not lie in adhering solely to prescriptively detailed requirements.  Rather, it lies in the local authority and schools planning an experience for each probationer in keeping with the criteria established by the GTCS which will provide teaching experience, development opportunities and support which can reasonably be expected to enable each probationer teacher to meet the requirements of the Standard for Full Registration at the end of the session.

1.6 This support will be delivered through structured induction programmes.  Local authority arrangements for a formal professional development and review process will also make a key contribution to encouraging self-reflection on the part of new teachers and helping them to prioritise areas for development.

2. 
Standard For Full Registration

2.1 Introduced with effect from August 2002, the professional Standard for Full Registration describes the requirements which new teachers are required to meet to gain full registration with the General Teaching Council for Scotland. 

The Standard provides:-

· a clear and precise description of the professional qualities and capabilities which new teachers are expected to develop during the course of their induction.

· a professional standard against which reliable and consistent decisions can be made on the fitness of new teachers for full registration with the GTCS.

2.2
Timescales for Achieving The Standard for Full Registration

Achieving the Standard for Full registration through the Teacher Induction Scheme

For Teachers provisionally registered with the GTCS from 1st September 2003.

If participating in the Teacher Induction Scheme, full registration to be obtained no later than three years from the date of provisional registration with the GTCS.

Achieving the Standard for Full registration outwith the Teacher Induction Scheme

Teachers who do not participate in the Teacher Induction Scheme may achieve the Standard for Full Registration by following the alternative probation route through temporary teaching contracts:

1) For Teachers provisionally registered with the GTCS prior to 1st September 2003 Full registration to be obtained no later than five years from 1st January 2005.  i.e. before 31st December 2009.

2) For Teachers provisionally registered with the GTCS from 1st September 2003.  If not participating in the Teacher Induction Scheme and following the alternative probation route, full registration to be obtained no later than five years from the date of provisional registration with the GTCS.

3)
Teachers who resign from the Teacher Induction Scheme and wish to follow the alternative supply temporary route must achieve the SFR within the original three year timescale.

4)
The three year time limit will also apply to teachers who successfully obtain restoration to the register on a provisional basis following previous cancellation of such registration.

5)
In the implementation of these time limits it is important to note that in exceptional circumstances provision exists for the GTCS to extend provisional registration.

6)
All such Teachers seeking to achieve the SFR will be supported through school induction arrangements and the authority’s arrangements for formal professional review and development in line with 1.6 above.  The PRD process for such probationer teachers should take place in accordance with the planned programme for other teachers within the school.  This should strike a balance between the specific CPD needs of the probationer, the authority and the school’s development needs and resources.

7)
Head teachers are required to complete interim profiles for such probationers for the periods when they are in the school.  Each report should be discussed and copied to the probationer before the end of their placement.  A copy of the report should also be sent to Education Services.  The final profile should be completed by the Head teacher in the school in which the probationer is placed at the time approaching Full Registration. 

8)
Whilst it is acknowledged that the Head Teacher responsible for the final profile can only comment on the teachers experiences in that school, it is appropriate for the probationer teacher to reflect on their progress over the period of provisional registration.

3. 
Aims of the Induction Process

· to develop the new teacher's professional knowledge and understanding of relevant areas of the pre-school, primary or secondary curriculum;

· to ensure that new teachers have a broad understanding of the principal features of the education system and educational policy and practice, and are aware of their own role;

· to encourage new teachers to articulate their professional values and practices and relate these to theoretical principles and perspectives;

· to develop the new teacher's ability to plan, implement and evaluate appropriate, coherent programmes of teaching and learning appropriate to the needs of the pupils;

· to extend and enhance the range of teaching and learning strategies employed by new teachers;

· to encourage new teachers to work co-operatively with other professionals and adults;

· to develop the new teacher's classroom organisation and management skills including the effective management of pupil behaviour;

· to consolidate the new teacher's ability to understand and apply the principles of assessment, recording and reporting and use the evidence of assessment to improve the quality of learning and teaching;

· to develop the new teacher's ability to reflect critically on their own learning and development and to take personal responsibility for their own professional learning and development

4. 
Completing the Interim and Final Profile

4.1 
Head Teachers will maintain responsibility for reports and judgements regarding probationer teacher’s capability in relation to the S.F.R.  The report should be as full as possible at every stage of the reporting process, and should be based on evidence collected from the ongoing assessment of the probationer teacher.

4.2
It is essential that final profiles on probationers should be concluded by a definite recommendation.  The essence of the GTCS's thinking on probation is that the ultimate responsibility for maintaining the high standards of entry to the profession rests with teachers themselves.  While the GTCS grants registration, it is the teachers in schools who recommend it.  Head Teachers must make one of the following recommendations:

· that full registration be granted

· that the period of provisional registration be extended

· that registration be withdrawn

4.3 
Clear, dated and detailed documentary evidence in support of any recommendation should be available.  Detailed information on the following points should be available:

Methods of assessment

· How often was the probationer observed and by whom?

· What feedback was given to the probationer?

· If additional authority level support was given, reports prepared by them should be available.
Early warning

· When was the probationer first made aware of unsatisfactory performance?

· Was this at any time made clear in writing to the probationer?

· What remedial action was suggested or taken?

· What support was given?

Additional assistance

· What further steps were taken to help the probationer?

· What contributions were made by various members of staff?

· Was there any professional development organised to assist the teacher address problems?

4.4 
It is GTCS policy that a probationer must see, sign and receive a copy of all profiles on him/her submitted to the GTCS by the Head Teacher.  By signing an interim or final profile the probationer is indicating only that they have read the profile, not that they agree with the content.

4.5 
It is also GTCS policy that profiles submitted are confidential to:

(a) the Head Teacher

(b) the probationer's supporter

(c) the probationer concerned

(d) the Probation Committee, and

(e) in appropriate cases the Probation Appeals Board.

The only exemption to this policy applies to the section on page 8 of the profile which is copied and retained by the teacher and the school for staff development purposes.

4.6 The Standard for Full Registration will be used by supporters and Head Teachers as the criteria for judgements about the quality of work of the probationer teacher.  It is imperative that all records contained within the "Guidance for Schools" document and each individual probationer's profile, are completed and kept up to date on an ongoing basis.  These records include the following;

· Record of meetings with Supporter

· Supporter Agenda and Action Plan

· Record of Observed Teaching

· Record of Continuing Professional Development

· Self - evaluation Form

· Continual Professional Development Tracking Sheet

· Key Strengths

· Professional Development Action Plan

4.7 In the event of serious concern over the progress of a probationer teacher, following discussion with the probationer teacher, the Head Teacher will notify the Head of Education, in writing, no later than December of the probationer placement.  This will alert the Head of Education that the probationer requires additional support and will outline the nature of assistance which would be appropriate in the circumstances and the extent to which assistance is requested from the education quality and development officers, or other sources.

4.8
In such circumstances the probationer teacher should be advised to contact their relevant professional association representative.

5. 
Roles and Responsibilities

5.1 
The role of the probationer


The probationer teacher should:

· Be open , enthusiastic about and receptive to Continuing Professional Development and the probation process;

· Become familiar with the school's policies and the school development plan;

· Use the regular meetings with the supporter and the agreed action plans to support their learning and development;

· Seek advice and guidance from their supporter and other appropriate colleagues;

· Use reflection and feedback as tools to evaluate performance;

· Review and reflect on teaching and learning and adjust plans and expectations in the light of their pupils' achievements;

· Self-evaluate and monitor their professional learning and development with their supporter and other staff as appropriate;

· Maintain a record of professional development expected outcomes (agreed targets) and future actions

· Identify and record appropriate critical incidents and evidence to use as a focus of discussion with their supporter

· Maintain a succinct , well organised and coherent portfolio of evidence of own learning;

· Take into account suggestions for professional development;

· Be realistic and mention failures and frustrations as well as successes;

· Identify specific, achievable areas for development;

· Use all of the above to inform discussion with supporter

5.2 The role of the supporter

In primary schools the supporter will be a Senior Teacher or a designated teacher.  After August 2003, the supporter will be a designated teacher.

In secondary schools, the supporter will normally be a Principal Teacher, or a designated teacher.
The supporter is expected to;

· Get to know the probationer personally and professionally

· Create an open , supportive and challenging climate for discussion

· Co-ordinate and manage the probationer's professional development programme

· Monitor and evaluate progress through observation of teaching, providing feedback, organising regular meetings focusing on the probationer's self-evaluation of his/her progress and identifying development needs and action plans;

· Ensure that opportunities are provided to address the professional development needs and action plans;

· Provide pastoral support , when appropriate;

· Oversee the development, implementation and review of the probationer teacher's action plans and portfolio; 

· Monitor and evaluate the quality and effectiveness of the school support programme for the probationer teacher;

· Encourage the probationer to reflect on his/her teaching and evaluate pupils' learning

· Have sufficient time allocated to carry out the above. 

Supporters should have regular timetabled meetings with the Probationer, agreed at establishment level, to carry out their supporting roles.

The supporter helps the probationer teacher through discussion about what the probationer has learned, and the evidence to support this, and encourages the teacher to show how his/her learning is impacting on his/her daily teaching and learning.  Specific input from the supporter will be required to ensure that the goals and expected outcomes (agreed targets) set are SMART;

SPECIFIC
- stating clearly what has to be done

MEASURABLE
- either quantitive /qualititive or both

ACHIEVABLE
- within the individual's capabilities and the resources available

RELEVANT
- to the individual/department/school

TIMEBOUND
- achievable within a specific agreed timescale

5.3 
The role of the Head Teacher

The Head Teacher is expected to:

· Support professional development of the probationer within the staff team;

· Enable the probationer and supporter to have time to discuss the progress of the probationer and ensure access to appropriate professional development opportunities;

· Provide opportunities for professional development of the supporter

· Monitor and evaluate the school's probation support programme with the supporter;

· Complete, in conjunction with the supporter, the interim and final profiles for the probationer and the Head Teacher will make appropriate recommendations to the General Teaching Council for Scotland.

· Ensure that the time allocated to the co-ordinator and supporter(s) is sufficient to meet their tasks.

5.4 
The role of the school

Each Head Teacher should ensure that a probation information pack/file is available within his/her school:

· This probation information pack /file should include;

School aims

School routines and administration arrangements

School policies and procedures

Resources and facilities

School induction programme

Staff list

Health and safety information

Extra curricular activities

Parental contact

Data about where to locate information related to relevant legislation and codes

Ensure the probationer has a copy of his/her job description

5.5
The role of the co-ordinator

In each school a member of the Senior Management Team will act as a co-ordinator for providing assistance to probationers.  It is appreciated that in many primary schools it will not be possible for the head teacher to delegate this responsibility.

The duties of the co-ordinator in co-operation with head teachers and in secondary schools in conjunction with principal teachers , or designated teacher and the staff development co-ordinator should be the following:-

· Arranging for suitable timetables.

· Ensuring a range of experience of general school activities provided for probationers e.g. team-teaching, co-operative teaching, parental contacts, guidance etc.

In secondary schools close liaison will be necessary between principal teachers or designated teachers and co-ordinators in fulfilling the duties indicated above.  It is also most important that principal teachers (subject) who have responsibility for management of resources in their departments are clearly aware of their key roles in providing first line support and advice for probationers in their departments.

5.6 
The starting point

The Initial Teacher Profile is the starting point for the probationer teacher's development in all areas of the Standard for Full Registration. 

The first step is to transfer the strengths identified on the ITE Profile to the appropriate section of the S.F.R.  As a result development priorities will become clear.

The supporter and the probationer should then agree the order in which these priorities should be addressed.  Obviously, this may change over the school session but an initial plan will be useful to ensure coverage of, and competence in, all aspects of the S.F.R. by the end of the Induction Year.
6.
Condition of Employment

6.1 
Each year, the GTCS will allocate probationer teachers to each local authority according to the number of available vacancies/training places.

Each allocated probationer teacher will be issued with a formal offer of a placement on the Teacher Induction Scheme by East Dunbartonshire Council and will be provided with the terms and conditions of training within a training agreement.  The Training Agreement will correspond with SNCT Circular number 15. 

A current exemplar of the Probationer Training Agreement is attached as Appendix 1.

A copy of SNCT 15 is attached as Appendix 2.

6.2 
The main elements of this agreement will be:-

· it is a fixed term placement for the duration of one school session only.  At the end of the period there is no right to employment with the Authority.

· the probationer teacher’s hours of duty will be 35 hours per week to correspond with the working year for teachers, consisting normally of 195 placement days.

· the maximum class contact time each week will be 0.7 of the normal maximum class contact hours as prescribed in “A Teaching Profession for the 21st Century".

· for sessions 2002-03 and 2003-04 the maximum class contact for probationer teachers shall be:-

17.5 hours – Primary

16.45 hours – Secondary

15.75 hours – Special

· for sessions 2004-05 and 2005-06 the maximum weekly class contact shall be:-

16.45 hours – Primary

16.45 hours – Secondary

15.75 hours – Special

· from August 2006 the maximum weekly class contact hours for probationers shall be 15.75 hours in the primary, secondary and special school sectors.

· The remaining time shall be available for preparation and correction (a minimum of 33% of actual class contact time) professional development and a range of other activities agreed at school level.

· An additional contractual 35 hours of Continuous Professional Development (CPD) per annum.  Nationally teachers (including probationer teachers) will work towards but not be expected to meet the full commitment until August 2003.  Therefore during session 2002-03 there will be an additional contractual requirement of a minimum 20 hours up to a maximum of 25 hours CPD.  This is in addition to the 35 hour working week.

7.
Corporate Departmental Support

7.1
In addition to school-based training organised by the school, the head teacher should enlist the support of specialist support staff who will provide constructive assistance over a period of time for all probationers and additional help tailored to individual needs wherever necessary.  This can take the form of regular visits and also include the provision of special courses for probationers.  In view of the small numbers of probationers in certain subjects, consideration will be given to joint arrangements for development activities not merely within but also across subjects.

7.2 The Head of Education will organise induction meetings or functions for probationers during their first term, so that they have the opportunity to meet relevant staff within the Community Department.

Additionally a number of generic courses averaging one per month will be arranged by the Authority in order to further assure that the Council is providing professional, sustainable training placements that will assist probationers in attaining the S.F.R.

8.
Further Reading

· Complete information on the SFR is available in the GTCS’s publication “The Standard for Full Registration with the General Teaching Council for Scotland” (June 2002).

· Further information on the role and responsibilities and training of probationers, supporters, schools and Head Teachers, is available in the GTCS's publication” Achieving the Standard for Full Registration: Guidance for Schools"  ( June 2002)

· SNCT Circular 15 contains details of the full Probationer Training Agreement as agreed between COSLA, SEED and Teaching Trade Unions.

The Authority recognises the key partnership role of the teacher professional associations and will consult with their representatives at LNCT to review and revise this procedure manual as appropriate.

(DATE OF ISSUE – AUGUST 2005)
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APPENDIX 1



Community  ( David Anderson ( Strategic Director

GORDON R SMITH ( HEAD OF PERFORMANCE AND DEVELOPMENT

Boclair House

100 Milngavie Road

Bearsden

G61 2TQ

Tel No: 0141 578 8661  
Fax No: 0141 578 8660

Our Ref:

Date 

NATIONAL TEACHER INDUCTION SCHEME 2002/2003

TERMS AND CONDITIONS OF TRAINING AGREEMENT

The following statement conforms to the requirements of Section 1 of the Employment Rights Act 1996 and is confirmation of your appointment with East Dunbartonshire Council.

1 Name:

2
Designation of post:
Probationer Teacherfillin
3
Date of commencement is the 15th August 2002, and will be a training placement for one school session only which will end on the 27th June 2003.fillin
4
Your place of employment/designated centre is LOCATION.  For the purposes of travelling expenses etc. this will be deemed to be your base school/administrative base.  In exceptional circumstances, it may be necessary to move the location of your training placement.  This will be subject to full consultation with you, and if necessary, the appropriate trade union.

5
GTC REGISTRATION

The appointment is subject to you maintaining provisional registration with the General Teaching Council for Scotland for the duration of the Training Agreement and submitting evidence of Registration.

6
SALARY AND METHOD OF PAYMENT

Your salary will be as agreed by the Scottish Negotiating Committee for Teachers and in accordance with Circular SE 171, a copy of which is available in each of the Authority’s schools and education establishments.  You will be placed on the probationer point of the scale which is as follows:

August 2002
£16,644 per annum

January 2003
£17,226 per annum

For administrative and payroll purposes you will be paid by Credit Transfer in monthly instalments.  Salary will accrue at a daily rate of 1/365ths of annual salary.
7
HOURS OF WORK
(a) The Teacher Induction Scheme 2002/3 will correspond with the working year for teachers and will normally consist of 195 placement days.

(b) In accordance with the terms of the SNCT agreement “A Teaching Profession for the 21st Century” your hours will be as follows:

i) 35 hours per week under the overall direction of the head teacher

ii) The maximum class contact time during your placement will be 16.45 hours (Secondary) and 17.5 hours (Primary).

iii) The remaining time shall be available for preparation and correction (a minimum of 33.3% of actual class contact time), professional development, and a range of other activities agreed at school level.

An additional contractual 35 hours of CPD per annum has been introduced as a maximum for all teachers.  Within East Dunbartonshire Council it has been agreed that there will be an additional contractual requirement of a minimum of 20 hours and up to a maximum of 25 hours CPD which will apply to all teachers, including probationer teachers in session 2002/03.  This is in addition to the 35 hour working week.

8
LEAVE ON TERMINATION OF PLACEMENT
If you terminate your placement before completion, your leave entitlement shall be the number of days leave calculated in accordance with the table below less the number of days leave, but not public holidays, already received.

Where your placement is terminated for reasons other than gross misconduct or incompetence you will be granted the balance of accrued holiday entitlement before the date of termination unless, at the instance of the authority or through unavoidable circumstances, such leave cannot be granted.  If the balance of leave cannot be taken, you will receive one day’s pay (1/365ths of annual salary) for each day of unused accrued leave.


	Completed months of placement

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	Leave entitlement in days

	5
	9
	14
	18
	23
	28
	32
	37
	41
	46
	50
	55


A “complete month” means the period between a date in one month and the immediately preceding date in the following month (e.g. 15 February to 14 March inclusive).

10
PENSIONS
You are subject to the provisions of the Scottish Teachers’ Superannuation Scheme, and you will contribute to the scheme at the appropriate rate.  You will automatically be taken into the scheme unless you indicate that you do not wish to join.  

You are entitled to opt out of the scheme and to make alternative pension provision at any time, since it is not a requirement to be a member of the Scheme.  If you wish to opt out of the Scheme, you should ask for Form 60 (T).This is available from the payroll section within East Dunbartonshire Council.

11
NOTICE


To terminate the training agreement on a date other than that detailed in Paragraph 3, a minimum period of four weeks notice in writing is required by either side.

12
GRIEVANCE PROCEDURES

If you have a grievance relating to your placement, you should notify your Head Teacher. 

Details of the grievance procedures may be obtained from any of the authority’s educational establishments or from the Human Resources Department.

13
DISCIPLINARY PROCEDURES
You will be subject to the terms and conditions of East Dunbartonshire Council’s disciplinary policy throughout the period of your placement.  

Details of the disciplinary procedures may be obtained from any educational establishment or from the Human Resources Department.

14
ABSENCE DUE TO SICKNESS OR INJURY
You will be entitled to certain statutory benefits during absence due to sickness or injury.  To qualify for the authority’s Sickness Allowance scheme you will require to have completed four consecutive months of your placement.

You will be required to comply with the Authority’s absence reporting procedures as outlined below:

To qualify for statutory benefit/sickness allowance, you must notify your Head Teacher of any absence, including the likely reason and likely length, as soon as possible, and normally not later than 1 hour after the normal commencement of work.

· If your absence continues to a fourth day, you must notify your Head Teacher of the continuing absence and whether the period of absence is likely to continue beyond a seventh day.  Where this is the case, a self certification form will be sent to you for completion and return.

· If you are absent for a total of 7 days or less, you will complete the self certification form on your return.

· If your absence extends beyond 7 days, you must obtain a Med/3 certificate from your medical practitioner for the period of absence concerned.
· If your Head of Service considers it necessary, you may be required to submit to a medical examination by the Council’s Occupational Health Adviser.

The Teacher Induction Scheme is a concentrated training programme.  Significant absence will affect your ability to achieve the Standard for Full Registration during the guaranteed placement year.  You will be invited to meet to discuss possible future options if you become unable or are potentially unable to complete the overall programme.

15
MATERNITY LEAVE AND PAY

Pregnant women are entitled to occupational maternity leave.  Depending on eligibility they may also be entitled to receive Statutory Maternity Pay or Maternity Allowance.

The Teacher Induction Scheme is a concentrated training programme.  Significant absence will affect your ability to achieve the Standard for Full Registration during the guaranteed placement year.  You will be invited to meet to discuss possible future options if you become unable or are potentially unable to complete the overall programme.

16
COLLECTIVE BARGAINING

This authority, as your employer, supports the system of collective bargaining in every way and believes in the principle of solving industrial relations problems by discussion and agreement.  For practical purposes, this can only be conducted by representatives of the employers and of employees.  If collective bargaining of this kind is to continue and improve for the benefit of both, it is essential that the teachers’ organisations should be fully representative.  Your authority is associated with other local authorities represented on the negotiating bodies dealing with teachers’ salaries and conditions.  It is equally sensible for you to be in membership of an organisation representing you on the appropriate negotiating body and you are encouraged to do so.

17
DUTIES DURING PLACEMENT

The duties applicable to your placement will be prescribed by your Head Teacher or other person acting on his / her behalf who will also exercise supervision over your services.  

18
TRAVEL AND SUBSISTENCE

Travelling and subsistence expenses incurred while on official duty, and during the course of attendance at Parents’ Evenings or during extra curricular activities, will be reimbursed in accordance with the authority’s Travelling Expenses and Subsistence Allowance Scheme.  Full details are available in each of the Authority’s educational establishments and in the Human Resources Department.

19
OTHER TERMS AND CONDITIONS

All other terms and conditions appropriate to the National Teacher Induction Scheme will be as contained within the Scheme of Salaries and Conditions of Service for teaching staff amended by circulars issued by the Scottish Negotiating Committee for Teachers or as agreed by East Dunbartonshire Council or the Council Local Negotiating Committee for Teachers.

20.
DATA PROTECTION ACT 1998

The Data protection Act 1998 states that Personal Data, including Sensitive Personal data, shall be processed fairly and lawfully and in particular, shall not be processed unless: -

The employee has given his or her consent to the process,

That processing is necessary for the performance of a contract,

That processing is necessary to comply with legal obligations,

That processing is necessary in order to protect the vital interest of the employee,

That processing is necessary for the purposes of legitimate interests pursued by the Data Controller,

And that processing is necessary for the exercise of any functions of the Crown, Minister of the Crown or Government department or public interest.

Information held on file will be restricted to the relevant individuals within the Human Resources department or and will only be disclosed when at least one of the above conditions is met.  If you wish to view the information held on you please contact your HR advisor who will inform you of the process.

Yours sincerely

Gordon R Smith

Head of Performance and Development


ACCEPTANCE FORM

To the Head of Performance and Development

F.A.O:  David Cook


Human Resources Department

Boclair House 

100 Milngavie Road

Bearsden

G61 2TQ

Dear Sir

NATIONAL TEACHERS INDUCTION SCHEME 2002/2003

* I accept /decline your offer of placement to the above teacher induction scheme, on the  

   Terms and Conditions expressed in the accompanying training agreement issues on DATE.


Signed: …………………………………………..   Date: ………………………

	NAME:




	NATIONAL INSURANCE NUMBER:



	DATE OF BIRTH:



	G.T.C NUMBER:




Please complete details below for payroll purposes only.
* Delete as appropriate and return this form to the above address.

APPENDIX 2

Circular SNCT/15

Annex

NATIONAL TEACHER INDUCTION SCHEME 2002/2003

TERMS OF TRAINING AGREEMENT

1.
DATE OF COMMENCEMENT


The training placement is for one school session.

2.
GTC REGISTRATION

Placement is subject to provisional registration with the General Teaching Council for Scotland.

3.
SALARY AND METHOD OF PAYMENT

Salary will be as agreed by the Scottish Negotiating Committee for Teachers and in accordance with Circular SE 171, a copy of which is available in each of the Authority’s schools and education establishments.  Entrants to the scheme will be placed on the probationer point of the scale, which is as follows:


August  2002

£16,644


January 2003

£17,226


For administrative and payroll purposes payment will be by Credit Transfer in monthly instalments.  Salary will accrue at a daily rate of 1/365ths of annual salary.

4.
HOURS OF WORK
(a)
The Teacher Induction Scheme 2002/2003 will correspond with the working year for teachers and will normally consist of 195 placement days.

(b)
In accordance with the terms of the SNCT agreement “A Teaching Profession for the 21st Century” hours will be as follows:

i)
35 hours per week under the overall direction of the head teacher

ii)
The maximum class contact time during your placement will be:


17.5 hours
(Primary)


16.45 hours
(Secondary)


15.75 hours
(Special)

iii)
The remaining time shall be available for preparation and correction (a minimum of 33.3% of actual class contact time), professional development, and a range of other activities agreed at school level.

(iv)
An additional contractual 35 hours of CPD per annum has been introduced for all teachers.  Teachers will work towards, but not be expected to meet the full commitment until August 2003.  ** This also applies to participants in the Teacher Induction Scheme.

5.
LEAVE ON TERMINATION OF PLACEMENT


If the placement is terminated before completion, leave entitlement shall be the number of days leave calculated in accordance with the table below less the number of days leave, but not public holidays, already received.


Where a placement is terminated for reasons other than gross misconduct or incompetence, teachers will be granted the balance of accrued holiday entitlement before the date of termination unless, at the instance of the authority or through unavoidable circumstances, such leave cannot be granted.  If the balance of leave cannot be taken, one day’s pay (1/365ths of annual salary) for each day of unused accrued leave will be paid.

	Completed months of placement
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	Leave entitlement in days
	5
	9
	14
	18
	23
	28
	32
	37
	41
	46
	50
	55



A “complete month” means the period between a date in one month and the immediately preceding date in the following month (e.g. 15 February to 14 March inclusive).

6.
ABSENCE DUE TO SICKNESS OR INJURY

There will be entitlement to certain statutory benefits during absence due to sickness or injury.  To qualify for the Authority’s Sickness Allowance scheme a period of four months continuous service must have been completed.


There will also be a requirement to comply with the Authority’s absence reporting procedures as outlined below:


(Each Authority to complete as appropriate – sample provided below:)
· To qualify for statutory benefit/sickness allowance, probationers must notify the Head Teacher of any absence, including the likely reason and likely length, as soon as possible, and normally not later than 1 hour after the normal commencement of work.

· If an absence continues to a fourth day, the Head Teacher must be notified of the continuing absence and whether the period of absence is likely to continue beyond a seventh day.  Where this is the case, a self-certification form will be sent for completion and return.

· If an absence lasts for a total of 7 days or less, self-certification form must be completed on return to work.

· If an absence extends beyond 7 days, a Med/3 certificate must be obtained from a medical practitioner for the period of absence concerned.

· If the Head of Service considers it necessary, there may be requirement to submit to a medical examination by the Council’s Occupational Health Adviser.

The Teacher Induction Scheme is a concentrated training programme.  Significant absence will affect ability to achieve the Standard for Full Registration during the guaranteed placement year.  Discussions about future options will take place if anyone is unable to complete the 2002/2003 programme.

7.
MATERNITY LEAVE AND PAY

Pregnant women are entitled to occupational maternity leave.  Depending on eligibility they may also be entitled to receive Statutory Maternity Pay or Maternity Allowance.


The Teacher Induction Scheme is a concentrated training programme.  Significant absence will affect ability to achieve the Standard for Full Registration during the guaranteed placement year.  Discussions about future options will take place if anyone is unable to complete the 2002/2003 programme.

8.
NOTICE REQUIREMENTS

To terminate the training agreement, a minimum period of four weeks notice in writing is required by either side.

9.
SUPERANNUATION ARRANGEMENTS

Probationers will be subject to the provisions of the Scottish Teachers’ Superannuation Scheme and will contribute to the scheme at the appropriate rate.  Probationers will automatically be taken into the scheme unless they indicate that they do not wish to join.


There is an entitlement to opt out of the scheme and to make alternative pension provision at any time, since it is not a requirement to be a member of the Scheme.  If anyone wishes to opt out of the Scheme, they should ask for Form 60(T).

10.
GRIEVANCE PROCEDURES

If anyone has a grievance relating to a placement, they should notify their Head Teacher*.


Details of the grievance procedures may be obtained from any of the authority’s educational establishments of from the Education Personnel Section*.

11.
DISCIPLINARY PROCEDURES


Probationers will be subject to the terms and conditions of ** Council’s disciplinary policy throughout the period of the placement.  Details of the disciplinary procedures may be obtained from any educational establishment or from the Education Personnel Section*.

12.
COLLECTIVE BARGAINING

This authority supports the system of collective bargaining in every way and believes in the principle of solving industrial relations problems by discussion and agreement.  For practical purposes this can only be conducted by representatives of the employers and of employees.  If collective bargaining of this kind is to continue and improve for the benefit of both, it is considered desirable that teachers’ organisations should be fully representative.  Authorities are associated with other local authorities represented on the national negotiating bodies dealing with teachers’ salaries and conditions.  It is equally sensible for probationers to be in membership of an organisation representing them on the appropriate negotiating bodies (national and local) and they are encouraged to do so.

13.
TRAVEL AND SUBSISTENCE

Travelling and subsistence expenses incurred while on official duty, and during the course of attendance at Parents’ Evenings or during extra curricular activities, will be reimbursed in accordance with the authority’s Travelling Expenses and Subsistence Allowance Scheme.  Full details are available in each of the Authority’s educational establishments and in the Education Personnel Section*.

14.
OTHER TERMS AND CONDITIONS

All other terms and conditions appropriate to the National Teacher Induction Scheme will be as contained within the Scheme of Salaries and Conditions of Service as amended by circulars issued by the Scottish Negotiating Committee for Teachers.


(Other sections may be added to meet local authority circumstances e.g. Smoking Policy, Code of Conduct, etc.)

___________________
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