ABSENCE OF TEACHING STAFF – ADVICE AND GUIDANCE FOR SCHOOLS – DECEMBER 2021

Supply staff should be used to cover an absent colleague, where a vacancy is being recruited to, or where an advert has resulted in no appointment.

Any supply staff appointed for a period of 2 days or more must be given a fixed term letter by the school.  (See example attached.)
PRIMARY SCHOOLS

Short Term Absence
If a member of staff is absent for 3 days or less then the following may be used for cover:


· Arrange for supply cover/look to any part time staff for additional availability
· DHT/HT if non class committed;
· SFL staff (primary qualified) – work must be provided by SMT if time has already been used, for SFL preparation;
· Utilising McCrone teachers if available recognising any McCrone time would have to be paid back in the current week and cannot be carried forward;
· Very occasionally it is possible to re distribute a class amongst other year groups, at all times ensuring that the receiving class does not exceed the maximum number of pupils (25 for composite) or a classroom does not exceed the maximum capacity.  If this arrangement is put in place, work for the distributed pupils must be provided by a member of SMT who has sufficient knowledge of the class;
· Request to HQ for additional staff member:-

An urgent email to go out to all supply staff in authority – contact

Lesley Grant Business Support Team Administrator
Telephone (01343) 563351

Mobile 07929784869

Email lesley.grant@moray.gov.uk

If no supply teacher or officer can be sourced then arrangements need to be put in place to send pupils home.  Head of Service/ QIM must be contacted and involved in the decision making process.

Long Term Absence
Long term absence is where the absence is known at the outset to be 4 days or more.  If supply is not available for the duration of the absence the following should be considered.
· Look for supply to cover the days around other SMT commitments.
· Can you reduce the number of classes if absence known to be for more than one month
· Review all contracts:

· Any part time staff in school who want additional hours on a temporary basis
· Job shares who want additional hours on temporary basis
· SFL – part time who want additional hours on a temporary basis
· Redeploying SFL – preparation time can only be used for either SFL post or class cover post but not both (This may mean that SFL pupils will not receive SFL teacher input for the duration of the cover.)
· Class teacher support can slso be request from eSgoil - QQIM must be involved in this decision due to budgetary implications.

QIM to be contacted to discuss if none of the above are available.

Supply Needed Due To Vacancy
Supply staff should be employed to cover a vacancy (where available).  The supply teacher should be given a fixed term contract for the duration of the vacancy on a like for like basis

SECONDARY SCHOOLS

Short Term Absence
If a member of staff is absent for 3 days or less at the outset

· Normal internal cover arrangements apply

· Use of teachers declared excess but working on a collapsible timetable

· Internal cover is at the discretion of the school but it must always be ensured that no teacher is asked to work beyond their maximum class contact time

It is less likely in secondary that there are no internal cover arrangements available unless there is a high level of staff absence.  If this is the case then a request should be made to the QIM for additional staff and in addition an urgent email to go out to all supply staff in authority – contact

Lesley Grant Business Support Team Administrator

Telephone (01343) 563351

Mobile 07929784869

Email lesley.grant@moray.gov.uk

If no supply teacher or officer can be sourced then arrangements need to be put in place to send pupils home.  Head of Education/QIM must be contacted and involved in the decision making process.

Long Term Absence
Long term absence is where the absence is known at the outset to be 4 days or more.  If supply is not available for the duration of the absence the following should be considered.

· Subject specialist supply sought from the 4th day onwards 
· Arrange non specialist supply cover
· If the Principal Teacher is preparing for a non-subject specialist, this should be in time allocated by the school if they are on their minimum non-contact/management time

· In the absences of a PT within the department, a subject specialist volunteer should be sought to support the supply teacher.  This should be in time allocated by the school if they are on their minimum non-contact time
· If it is a subject specialist then there will still be an element of support required but appropriate programmes of study should be made available for the supply teacher
· Subject specialist support can be request from eSgoil – QIM must be involved in this decision due to budgetary implications.

Supply Needed Due To Vacancy
Supply should be employed until permanent/long term temporary appointment is made.  The supply teacher should be given a fixed term contract for the duration of the vacancy on a like for like basis. If no supply teacher is available, can the timetable collapse utilising capacity elsewhere in the school/departments?


