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Circular Letter M39/02
(i)    Supervision of pupils during the morning and lunchtime breaks and before and after school
(ii)   Extension of approved substitution to cover uncertified sick leave and Teachers' absences from class because of other approved school activities (e.g. games, competitions and other extracurricular activities).
To: Management Authorities of second-level schools.

1.    Introduction
The Minister for Education and Science wishes to inform the authorities of post-primary schools of the following revised arrangements for supervision and substitution in second level schools.  The purpose of this circular letter is:
(a)    To outline to schools the funding arrangements that will apply; and
(b)    To Advise schools regarding the substitution and supervision arrangements that will apply under the new scheme.
While the scheme envisages that supervision and substitution will be provided by teachers, the circular letter also makes provision for the situation which may pertain in those schools where teachers are not available to carry out this work.
The scheme, which applies to all post-primary schools, is outlined below.  Guidelines specific to the three different sectors (Community and Comprehensive, VEC and Voluntary secondary schools) will be circulated by the relevant management authorities.
2.    Funding Arrangements
2.1  Under the scheme, funding will be provided for school supervision and substitution on the basis of 37 hours per whole time equivalent (WTE) allocated to the school on the Is' September each year at a rate of €37 per hour for the 2002/2003 school year.  Additional amounts will also be provided to meet the cost of employers PRSI and holiday pay.  To cover the costs of administering the new scheme, a funding provision amounting to 5% of the payment above will also be contained in the above allocation.
2.2  This funding is designed to cover absences for uncertified sick leave, approved absences on school business and the supervision requirements of the school.  This funding arrangement is in addition to the existing substitution funding arrangements.
3.  Contractual Arrangements for Teaching Staff
3.1  Permanent, temporary and part-time teachers employed in the school may volunteer at the commencement of the school year for supervision and substitution duties over the course of the year.
3.2  Volunteers will be required to contract to deliver a minimum of 37 hours supervision and substitution over the course of the school year.  This will cover both the supervision and substitution requirements of the school as determined by the school authorities following a consultation process.  In the event that the full allocation of hours available to the school is not exhausted by the volunteers on the basis of the minimum commitments, the additional hours may be distributed among the volunteers, or any number thereof, on a pro-rata basis or as agreed locally, subject to a maximum commitment of 49 hours per annum not being exceeded.  In addition to the maximum commitment of 49 hours per annum, a part-time teacher may commit to the difference between the annual contracted part-time teaching hours with the school/VEC and 735 hours.
3.3  The supervision and substitution contract will provide that volunteers, who are wholetime teachers, will not normally be required to provide more than I hour 30 minutes per week on the contracted duties in a given week.  However, the contract will provide that a teacher may agree to undertake contracted duties for more than I hour 30 minutes in a particular week on the request of the Principal.  Additional time worked in such circumstances will be reckoned towards the total annual commitment.
3.4  The system of extra and separate payment for both supervision and substitution is for service in addition to normal class contact hours.  In applying the system of additional and separate payments for both supervision and substitution the practise of timetabling teachers for these duties within normal teaching hours should cease.  Similarly supervision and substitution duties should no longer form part of the duties of an Assistant Principal or Special Duties post.  Managerial authorities are also advised that teachers should be timetabled for the full contracted teaching hours or as close as possible thereto.
3.5  On the basis of the contractual arrangements outlined above, teachers will qualify for additional annual payments, on the basis of an hourly rate of €37 per hour, ranging from €I,369.  Payment will be made on the basis of actual delivery.  However, in the event that management does not demand delivery of the committed hours, payment for the full commitment will be made.  Payment on this basis will be made in June each year.  An advance, totalling not more than one half of the commitment may be made in December each year.  Final payment will be adjusted by the amount of the advance.
3.6  In the event of the allocation of hours to a school not being exhausted by the contractual arrangements the remaining hours may be used by the school to;
(i)   pay teachers in addition to their contractual arrangements in respect of any additional casual supervision and substitution they provide, or
(ii)  pay any other teacher, if no contracted teacher is available, to perform these duties on a casual basis.
4.  Supplementary Arrangements
4.1 The process of seeking teacher volunteers (from amongst the permanent, temporary and part-time teachers employed by the school) may not produce enough school-based volunteers to cover the school's supervision and substitution needs.  In such circumstances school management may source and recruit personnel to provide supervision services before school, at break-times and after school, and (where substitute teachers are not available) supervision of classes where teachers are absent on uncertified sick leave or on other approved absences on school business.
4.2  Such personnel employed by the school as supervisors may be paid either on a casual basis or on a contract basis from the balance of the funds provided by the Department.  Supervisors who contract for the delivery of supervision services will be remunerated at a weekly rate of €370 per week for which they will be expected to provide a minimum of ten hours and up to a maximum of twenty hours actual supervision per week.  Supervision on a casual hourly basis or in excess of 20 hours for contracted staff in any week will be paid at a pro-rata rate.
5.   Supervision
5.1  School management has a responsibility to discharge its duty of care to pupils and to provide adequate supervision of pupils during the full period of time that schools are in operation.
5.2   Teachers are routinely involved in a variety of situations in the supervision of pupils in their care as part of their contractual duty of care.  Supervision of pupils in classes under their control is an integral part of a teacher's professional duties and contract of employment.  The issue being addressed in this scheme relates to supervision of students on the school premises outside of specified classroom teaching duties that has, up to the present, generally been provided by teachers on a voluntary basis.  Under this scheme, the Department will make resources available to schools to provide supervision on a paid basis.
5.3  The supervisor in discharging his/her duty should take care as to ensure the health and safety of the pupils as is reasonable in the circumstances.
6.   Substitution
6.1 Substitution is the replacement of an absent teacher by another qualified teacher, and substitution arrangements should aim to maximise appropriate teaching during substitution periods.
6.2  At present, the Department provides for paid substitution for specified approved teacher absences.  In the case of absences for which paid substitution is available, schools normally employ a suitable qualified substitute as soon as possible to teach the subjects and classes of the absent teacher.
6.3  In cases where a suitable substitute is not immediately available, the school Principal and/or Deputy Principal make(s) arrangements for the supervision of the classes of the absent teacher(s).  This has, up to the present, generally involved other members of the teaching staff supervising for their absent colleagues on a voluntary basis.
6.4  Under the terms of this scheme, the Department will now provide schools/VECs with resources to provide substitution for absences of teachers on uncertified sick leave, and other approved absences on school business, with a view to minimising the disruption of teaching programmes and improving the service to pupils.  In addition, in order to facilitate school management in dealing with short-term unplanned or unexpected absences, teachers, including permanent teachers already employed by the school, may be paid for casual substitution.
7.  Accounting Requirements
7.1 In the normal way each school/VEC will be required to keep records of individual payments.  Each school/VEC will also be required to provide both a balancing statement (showing the monies received and the monies paid for both substitution and supervision) and a statement certifying that the monies have been spent for the purposes of the scheme.  If there is a balance remaining in the school's/VEC's fund at the end of any year, then this fund will be taken into account in determining the level of funding for the following year.
8.  Assistance during transitional period
8.1 The management bodies, supported by the Department of Education and Science, are putting in place a help-line aimed at assisting schools/VECs experiencing transitional difficulties in putting these arrangements in place.
9.  Review
9.1 The operation of the arrangements of this scheme will be monitored at national level throughout the year, and reviewed at the end of the school year, by a group representative of the parties to this agreement and may be revised as appropriate.
10. Dissemination of Circular
10.1 Please provide a copy of this circular to the appropriate representatives of parents and teachers for transmission in the normal way.
11.   General
11.1  Any queries regarding the implementation of this Circular Letter should be addressed to the Post Primary Administration office in Tullamore (Tel:0506-24336).
John Dennehy
Secretary General
August, 2002.
