Supervision and Substitution (S&S)
Your questions answered
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1. Is participation in S&S Compulsory?

Yes.

With effect from the beginning of the 2013/2014 school year, participation in the
Supervision and Substitution (S&S) scheme became compulsory for all teachers except for
those who were entitled to opt out at that time. A further opportunity to opt-out was
provided in 2017 (CL47/2017) to teachers who had a minimum of 15 years’ service at that
time.

Prior to the 2013/14 school year, a separate, pensionable allowance was paid to teachers
who had opted into the voluntary S&S scheme. When the scheme became compulsory, the
allowance (less 10%) was added to and incorporated into pensionable salary at every point
on both scales. Those who were entitled to and those who chose to opt out remain outside
the S&S scheme did have the allowance incorporated into their salary scale, but the value
of the original uncut allowance is subtracted from their gross pay at every pay cycle.

For each teacher who opted out, the school receives a payment from the Department in
order to compensate fully for this equivalent to the original value of the allowance.
Therefore, every school has a pool of S&S hours equal to the Oireachtas-funded teacher
allocation multiplied by 43 (i.e. the maximum annual commitment in hours of a whole-time
teacher/WTE). If the school has an allocation of 40 teachers/WTEs for the current school
year, its pool of S&S hours is 1,720. The fund for those who opted out is to be used to
replace their hours in the scheme.

2. My school finds the S&S scheme inconvenient or awkward to operate. Can
we decide not to implement it or to depart from the terms of the relevant
Circular Letters (42/2014 on rostering and 71/2024)?

No. The terms of the S&S scheme represent government policy and implementation is
mandatory as per circular letter. Failure or refusal to implement these terms fully would
leave those with responsibility for operating the scheme open to disciplinary action.

Moreover, as S&S involves contractual delivery commitments for teachers (including the
Principal Teacher and Deputy Principal teachers who also receive the allowance on scale to
do S&S) such failure or refusal could be viewed, potentially, as a failure to comply with
those commitments. In addition to this, schools and ETBs, especially Principals and CEs, as
key personnel with specific accounting functions, could be viewed as derelict in their duties
in relation to the use and disbursement of public funds and could thereby put their
positions at risk.

Rostering
3. When and how is the S&S Roster decided?

Following discussions between the management bodies (JMB/ACCS/ETBI), the unions
(TUI/ASTI) and the DE, the following arrangements for the rostering of substitution duties
have been agreed and is set out in CL42/2014.
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1. Each year, prior to the commencement of the school year, the Principal calculates the
total number of substitution slots to be filled, based on the weekly class period
commitment of the teachers who have not opted out of S&S duties.

2. The Principal decides how the rota slots should be distributed, based on an analysis of
the absence patterns of teachers in the current school year.

3. The Principal decides on the target distribution table of the slots for the year ahead i.e.
periods where additional S&S is generally needed.

4. After the class contact timetable is completed, the Principal lists the available teachers
for each period in a spreadsheet.

5. The Principal emails each teacher with their individual class contact timetable (plus the
Principal’s target distribution table) by a date in August.

6. Teachers are invited to indicate preferences for substitution periods by filling in all the
unallocated periods on their timetable in numbered order of preference.

Note to Job share / Part-time teacher example: If the maximum timetabled class
periods for a full-time teacher is 32 periods, then a job-sharer blocks off 16 periods (half
of 32) before completing their timetable with their numbered preferences.

A part-time teacher blocks off up to 32 periods before completing their timetable with
their numbered preferences. This ensures that the teacher on job-share/part-time
teacher will in the first instance identify those periods for which he/she is not available

for substitution.

7. The teachers return their completed timetable by email to the Principal by the deadline
which will be three days from the sending of the individual timetables.

8. If a teacher does not return his/her completed timetable to the Principal by the
deadline, then he/she will be allocated as the Principal sees fit.

9. The Principal adds the teacher’s preference numbers to each of the free periods in the
spreadsheet and then sorts each period using the preferences.

10. The available teachers are thus listed in order of preference in each period of the
timetable. This is the starting point for the agreed rostering system.

11. The completed roster will be made available to all teachers.

12. After the roster is published to staff, teachers may swop rostered periods once the
agreed swop is notified to the Principal in writing.

Full details on the rostering of S&S can be found in CL42/2014.
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4. For how many class periods must a full-time teacher be available for
substitution under the S&S Scheme (CL71/2024)?

A full-time teacher working 40-minute class periods must be available for five 40-minute
class periods per week. A full-time teacher working one hour class periods must be
available for 3 one-hour class periods per week.

A teacher nominates these class periods (5 or 3, as applicable) at the commencement of
the school year.

Class periods cannot be changed by management without agreement - e.g. to compensate
for a shortfall in S&S cover.

A teacher on fewer than full hours is required to complete S&S on a pro rata basis.

40-minute class periods

Class Contact Hours ( ) Available for:

Teachers working more than 17 hours class contact 5 class periods per week
per week
Teachers working more than 12 and up to and 4 class periods per week

including 17 hours class contact per week

Teachers working up to and including 12 class contact 3 class periods per week
hours per week

One-hour class periods

Class Contact Hours ( ) Available for:

Teachers working more than 17 hours class contact 3 class periods per week
per week
Teachers working more than 12 and up to and 2 class periods per week

including 17 hours class contact per week

Teachers working up to and including 12 class contact 1 class period per week
hours per week

5. Can | be required to provide substitution cover as part of S&S at times other
than my designated slots?

Teachers can only be compelled to substitute (under S&S) if it is in their designated slot/s

(based on the agreed S&S roster). If insufficient substitution cover is available, school
management may need to restrict some school activities. Teachers, if they wish, can do
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additional paid substitution up to the maximum under the Teaching Hours Extension
Scheme - CL66/2024).

6. Am | entitled to know by the commencement of the school day if | will be
required for Supervision & Substitution that day?

Supervision is recurring, predictable and rostered. Therefore, from the beginning of the
school year you should know where you are on that roster and, accordingly, how much
supervision you are required to do each week (subject to a maximum of 50 minutes) as
well as when and where it is to be done.

Obviously, substitution is less predictable. That said, you should, where possible, be
informed by the commencement of the school day if you are required to engage in
substitution that day under the S&S scheme.

Early notification makes sense for all concerned and facilitates the orderly running of the
school. However, there will inevitably be occasions where a teacher could be called on, at
short notice, during the school day to provide substitution cover e.g. if another teacher is
called away at short notice owing to the illness of a family member or another teacher
takes ill during the school day and must leave the school. In such circumstances, under the
terms of the S&S scheme, if the class period to be covered is one for which you are
available, you can be called upon to substitute for the absent teacher.

Time Commitment

7. How many hours S&S am | required to do?

Full-time teacher -
43 hours S&S each year

Maximum 50 min per week
supervision* Maximum combined S&S -

*this limit was agreed in the original scheme 3 hours in any given week
and verified at the Teachers' Conciliation

Council (TCC)

With the exception of those teachers who chose to opt-out when an opt-out was
permitted, each full-time teacher is required to be available to undertake Supervision and
Substitution duties to a maximum of 43 hours per school year. The maximum weekly
commitment that can be used for combined S&S is 3 hours per week.
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Within the weekly maximum of 3 hours for S&S, the maximum time that can be devoted to
Supervision in a given week is 50 minutes — this was agreed at the Teachers’ Conciliation
Council in 2019.

Example (full-time teacher):

Supervision Yearly Supervision Remining hours available for
Commitment Substitution

Maximum 50 50 * 33.4 weeks = 1670 43 hours S&S minus 27 hours 50
minutes per week 27 hours and 50 mins minutes supervision
=15 hours and 10 minutes left for
substitution. Max 15 x 1-hour classes
in the year or 22 x 40-minute classes
in the year

8. How many hours of S&S is a teacher on fewer than full hours required to
do?

A teacher on fewer than full hours is required to complete S&S on a pro rata basis.
Therefore, a part-time teacher must do 43 divided by 22 and then multiply the answer by
their contractual weekly hours. This gives the total combined availability for both
Supervision and Substitution for the year.

Example:

Teachers’ Yearly S&S If teacher is on the supervision roster for the
Contractual hours Commitment full year for the maximum of 50 mins

16 hours per week 43 divide by 22 =1.95 Maximum 50 minutes per week
Multiply by 16 = 31.27

50 *33.4 = 27 hours 50 min. Therefore, the
Therefore 31 hours and teacher is only required to engage in substitution
16 minutes for 3 hours 26 minutes (31 hours 16 mins minus
27 hours 50 mins)

9. When does Supervision take place?

Supervision is regular, recurring and predictable. Supervision takes place:

* During morning and lunch breaks

* Before and/or after the school day - for a maximum of 15 minutes before the school
day commences and 15 minutes following the end of the last timetabled class of the
day
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10.What happens when | have reached my S&S commitment i.e. for a full-time
teacher, what happens when | have reached the 43-hour maximum?

A full-time teacher who has reached the 43-hour commitment, which must include the full
rostered/timetabled supervision requirement for the school year, is not and cannot be
required to engage either in any further substitution cover unless that teacher volunteers
to participate in the Teaching Hours Extension Scheme under CL66/2024. (which provides
additional non-pensionable payment for each hour of additional substitution undertaken
and can be undertaken at any time during the year once you are available to do the hours).

As the supervision requirement is timetabled for the school year, it is important to
calculate at the beginning of the school year what your total supervision commitment for
the year will come to. By deducting this from your total S&S commitment (43 hours if you
are full-time) you will ascertain exactly how many hours of substitution in total that you are
liable to take under the S&S scheme.

11.Can a teacher in the S&S Scheme also undertake the maximum 35 hours
provided under Teaching Hours Extension Scheme (CL66/2024)?

Yes. Both transact separately.

S&S and Approved Leave

12.1 have been on approved leave. Upon my return to work am | liable for S&S
that | missed —i.e. is it “banked” by the school for use/draw-down later in
the school year?

No. There is no such thing as an undischarged S&S liability. There are no “banked” hours
(either of supervision or substitution) that you are liable for when you return to work.

13.1 am currently employed by the school to cover a leave of absence of
another teacher (e.g. Maternity Leave). Am | required to be available for
that teacher’s S&S obligation?

If you are being paid the casual part-time rate you have no S&S commitment.

If you have a contract and you are covering for a teacher on approved leave for the full
year you are required to undertake the contracted work of that teacher, including both the
timetabled classes and S&S. The hourly rate of pay that you receive is based on the
wholetime salary of a teacher, which is now inclusive of the payment for S&S (that
formerly was paid as a separate, pensionable allowance).

14.1f | am out on approved leave or away on approved school business, am |
required to arrange my own S&S cover?

No. Itis the responsibility of school management to arrange S&S cover.
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Opt out/Opt in S&S
15.Can | opt-out of S&S?

No. Participation is compulsory. An opt-out was provided in 2013 if the criteria as set out
in CLO6/2014 was met. A further opt-out was provided in 2017 if the criteria as set out in
CL47/2017 was met.

16.1 opted out of S&S previously and | have since been promoted to a Principal
or Deputy Principal position, am | required to engage in S&S now?

Where a teacher opted out of S&S duties under previous circulars, that opt-out remains in
place unless the teacher has been promoted to a permanent Principal or Deputy Principal
position and opts back in to the S&S scheme under the terms of Circular 32/2023.

The offer to opt back into the S&S Scheme is provided on the basis that such permanently
appointed principals and deputy principals carry out S&S duties and agree to be included
on S&S rosters where applicable.

For Principal and Deputy Principal Teachers promoted after the 2023/2024 school year, an
application must be submitted within 6 weeks of appointment to the post. Late
applications will be processed with effect from September of the next school year and no

retrospective payment will apply.

Full details are available in CL32/2023.

17.1 didn’t opt out of S&S previously (in 2013 or 2017) or | commenced teaching
after that date, can | opt out now?

No.
S&S vis-a-vis Paid Substitution

18.When should S&S be used?
The use of S&S is strictly limited, by national agreement, to covering:
e Absences for all school-approved activities
e Self-certified sick leave

e The first day of each absence of force majeure leave and illness in family leave.
e Partial absences for medical-related service appointments under CL37/2023

19.Am | entitled to know why a teacher is absent in order to ascertain whether
the absence is covered by S&S or falls to be covered by paid substitution?

You are not entitled to know the precise form of leave that has resulted in the teacher’s
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absence. However, you are entitled to know if the leave is covered by paid substitution or
by S&S and this must be clearly identified by school management.

20.0ur Principal and Deputy Principal are away at a meeting/conference and
two AP1 post holders are ‘in charge’ of the school for the duration of their
absence. The AP1 holders will be released from classes to engage in this
work. Can S&S can be used to cover their classes?

Yes.

The school must continue to be run in a safe and orderly manner in the absence of the
Principal and Deputy Principal. For example, a Designated Liaison Person must be available
at all times in the school. There is also a requirement to have designated people in charge
to deal with any (behaviour/housekeeping) issues that may arise. This is approved school
business and S&S can be used.

21.Can S&S be used to cover a teacher’s certified sick leave absence?

No. Under national agreement, there is a system of paid substitution to cover certified sick
leave. This paid substitution provides additional income to part-time teachers and/or to
teachers who volunteer to do additional substitution under the Teaching Hours Extension
Scheme (CL 66/2024). If you do substitution that is in excess of your substitution liability
under S&S for no additional payment you are in effect depriving colleague teachers of
additional income.

Therefore, if you want to provide substitution cover that is additional to your substitution
liability under S&S, sign up to the Teaching Hours Extension Scheme. Under the terms of
that scheme, you can do up to 35 additional, paid hours of substitution per term.

22.When is Paid Substitution used?

The Department of Education provides paid substitution for a number of circumstances
and activities including, but not limited to:

e Certified sick leave (all)

e Parental leave

e Compassionate & Bereavement Leave

e Maternity Leave

e Paternity Leave

e Jury Service Leave

e Membership of NCCA (Council, Boards and Subject Development Groups)
e State Examinations Commission (SEC) Activities

e Unpaid Leave for Medical care purposes
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23.Can school management use S&S to cover classes that should be covered by
a paid substitute?

No.

Management cannot use S&S to cover classes that should be covered by paid substitution.
Should a substitute (e.g. a part-time teacher) not be available, school management can use
teachers who have volunteered for additional substitution under the Teaching Hours

Extension Scheme. Details of the Teaching Hours Extension Scheme are set out in
CL66/2024.

S&S in settings other than Post Primary Schools

24.1 work as a teacher in PLC, Youthreach, VTOS, BTEI, Prison Education Centre
or other FET Centre/College. Am | required to undertake S&S?

Yes. All teachers in FET settings must provide 43 hours of S&S in accordance with
CL29/2014. When the scheme became compulsory, the allowance (less 10%) was added to
and incorporated into pensionable salary at every point on scale for all teachers
irrespective of where they work.

Teachers in a PLC/FET College/Youthreach Centres are required to undertake S&S in the
same way as post primary schools as set out in CL29/2014.

VTOS teachers are required to provide 22 hours substitution and 21 hours of supervision in
order to fulfil the 43 hours commitment.

Teachers in the Prison Education Centres are required to provide 43 hours of substitution
(i.e. no supervision element).

25.What does Supervision entail in VTOS, BTEI, Adult Education, Adult Literacy?

Supervision duties to be provided by teachers in these settings may include:

(a) Supervision of learners:

. working on projects or trial assessments at times outside of a teacher’s
timetabled class contact hours

° during study periods outside of a teacher’s timetabled class contact hours

° at break and lunch times in canteens and/or in common/general purpose
areas

° at times during which they are not timetabled for class but are provided

with a facility to engage in self-directed work/study

It is noted that supervision of learners may not be required in some circumstances e.g. in
the case of most adult learners.
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(b) Supervision of facilities, including:

° computer rooms, libraries etc.

° specialist or dedicated work areas such as engineering/metal
work/woodwork rooms, science laboratories, home economics rooms etc.,
having due regard to any insurable risk that might arise and, where
necessary, to the specialism of the teacher

(c) Availability for a maximum of one class period per week of no more than 40 minutes
duration, nominated by the individual teacher, for informal (non-teaching) engagement with
students

Supervision duties may not include:
e additional timetabled class contact
e post of responsibility duties
e counselling

The list of supervision duties to be undertaken in each Further Education centre/area will be
formally recorded and communicated to the Head Office of the relevant Education and
Training Board or retained by the Board of Management of the school/centre, as
appropriate.

Windfall hours — separate to S&S

26.What are Windfall hours?

A teacher whose timetabled class is on an out-of-school activity may be reassigned (in
respect of the timetabled class period/s with the relevant class) to cover the classes of the
teacher(s) involved in the out-of-school activity.

For example, if a transition year group on a visit to a museum for the day is accompanied
by 2 teachers, a colleague who is timetabled to teach the class for two class periods that
day must be available during those two class periods to cover the class of either of the
teachers on the visit to the museum with the transition year group.

All teachers can be asked to cover windfall including teachers who have opted out of S&S.

Teaching Hours Extension Scheme for 2024/2025 (CL66/2024) -
Separate to S&S

27.What is the Teaching Hours Extension Scheme?
The Extension Scheme is entirely separate from S&sS.

The scheme provides for paid substitution. Payment is per hour of substitution actually
delivered and is at the teacher’s personal rate (which encompasses point on the salary
scale and all pensionable allowances — e.g. Principal, Deputy Principal, Post of
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Responsibility, qualifications and other allowances). However payment under the scheme
is not pensionable.

The purpose of the Teaching Hours Extension Scheme is to provide Post Primary school
management with an alternative means of sourcing appropriately qualified substitute
teaching cover to support teaching and learning in schools. Participation by teachers is
strictly voluntary.

28.How many additional hours of substitution can | work, under this scheme,
on a voluntary basis?

A teacher can provide up to a maximum of 140 additional hours per year - 70 hours in the
first term (35 hours either side of October midterm break) and 35 hours in each of the two
subsequent school terms during the 2024/2025 school year.

Any such teaching hours undertaken are over and above, and do not affect, a teacher’s
existing contractual obligations in terms of their existing commitments to the school(s),
including the Supervision and Substitution rota arrangements (described earlier in this
FAQ) as already agreed and scheduled for the school year.

29.Who is eligible to apply for this additional voluntary work?

The scheme is open to all permanent/CID and fixed-term/temporary Post Primary teachers
employed in a school/ETB. This includes all full time teachers, job-sharing teachers, part-
time teachers, teachers who work in a substitute or a casual part-time capacity and
teachers who are on career break. It includes teachers who hold promoted posts (Principal,
Deputy Principal, AP1, AP2 etc.) and those who don’t hold such posts.

For any teacher who is paid for fewer than 22 hours per week (inclusive of professional
time), and who undertakes paid substitution, they should continue to claim those
substitution hours in the normal way via the OLCS and/or in the relevant ETB payroll. Only
substitution hours taken in excess of the 22 hours (inclusive of professional time) per week
should be claimed under this scheme.

30.Am | required to sign a new contract of employment to engage in this work?

No. Teachers who wish to engage in this work simply indicate their availability to
participate to the School Principal. Schools will allocate and record the hours drawn down
under these arrangements. See Appendix A attached to CL66/2024.

31.What sequence should be used in assigning teachers to cover classes?

The general sequence in relation to sourcing substitute teachers should be as follows:
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Paid substitutes
(where applicable

and available) e Step 1
under the existing
scheme

Use of the
Supervision &
Substitution roster [KESIGIWA
(where appropriate
- see list above)

Use of the Post

Primary Teaching e Step 3

Hours Extension
Scheme

This sequence is designed to ensure that, as far as possible and practicable, paid
substitution hours are assigned in the first instance to part-time teachers —i.e. those on a
lower income.

32.If | engage in this work, how will | be paid?

Payment is based on the Personal Rate of Pay (to include allowances, if applicable). This
payment will be non-pensionable.

33.If | engage in additional hours, can | factor them in when applying for a CID
or in calculating my entitlement to an increment?

No. There is no entitlement for these hours to be included in any calculation for
incremental progression, service history, Contract of Indefinite Duration or reckonable
service for pension purposes.

34.Can | engage in this work in more than one school?
Yes. However, a teacher who engages in this work in more than one school, remains
subject to the overall maximum limit of 35 hours per term, i.e. the cap applies irrespective

of the number of schools in which a teacher works.

35.1f | agree to engage in this work, do | have to work the full 35 hours per
term?

No. Teachers may work for fewer hours than the maximum limit of 35 hours per term.
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36.How do I volunteer for this additional paid substitution work?
Teachers who wish to engage in this work should indicate their availability to participate to
the school Principal. Schools will allocate and record the hours drawn down under these
arrangements.

37.1f | can work up to 35 hours per term, what are the term dates?

For the purposes of this scheme there are four terms, as follows:

Term 1 Term 2

1st 4th November
September 2024 to 20th
2024 to 25th December
October 2024 2024

Term 3 Term 4

6th January 28th April
2025to0 11th 2025 to 31st
April 2025 May 2025

38.When will | be paid for engaging in this work?
When each term concludes, claims should be submitted by the school(s) to

a) the HR Department of their ETB for teachers employed by an ETB school or

b) via the On Line Claims (OLCS) mechanism used by the Post Primary Payroll Section of
Department of Education, Athlone, for teachers employed by a C&C or Voluntary
Secondary school. The OLCS will be open to accept claims after the closing date of each
term

Payment will be made approximately 6 weeks after the submission of the claim.

39.Where can | get more information on the Teaching Hours Extension
Scheme?

Full details of the Teaching Hours Extension Scheme can be found in CL66/2024.
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