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ADMINISTRATIVE GUIDELINE
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         and Schools (Elementary)

1.0
Rationale

Supply teacher costs need to fit within the funding available.  At the Board level, steps have been taken to eliminate the shortfall.  These steps are reflected in the Elementary Teachers’ Collective Agreement, and include such items as reimbursement for actual costs of teachers who are released for full-time federation duties at the provincial level, LTD coverage after 60 consecutive days of absence, and clear definitions for approving teacher leaves.  In addition, Human Resources staff have a plan to manage attendance and to regulate supply teacher costs in that way.

This guideline provides direction for principals in managing other aspects of the supply teacher coverage at the school level.

2.0
Guidelines

In each school year, the Treasurer will divide the available supply teacher monies into two envelopes.  One will be an envelope managed centrally by Human Resources and the other an envelope managed at the school level.  The central envelope will cover the costs of teacher absences for illness that exceed five (5) consecutive days.  The schools’ envelope will be generated by multiplying five (5) days by the number of full-time equivalent teachers on staff to yield the total allotment. 

The principal will enact procedures to manage teacher absences within the number of supply teachers generated for the school (i.e. 5 times the teacher FTE).  The following suggestions will assist the principal:

2.1
When a classroom teacher is absent for reasons of illness, the principal will  normally call in a supply teacher.  (It is expected that the classroom teacher will have left plans for the supply teacher.)

2.2
When a non-classroom teacher (e.g. FSL) is absent for reasons of illness, the principal will use discretion about calling in a supply teacher on the first day; however, because of obligations in the Collective Agreement to cover planning time, the principal may have little choice.

2.3
When teachers assigned to such programs as Reading Recovery, NSL and special education resource rooms are absent for reasons of illness, the principal will use discretion about calling in a supply teacher on the first day..  This does not apply to teachers of special education self-contained classes where actions taken would be similar to absences of classroom teachers.

2.4
When teachers are absent for reasons of coaching teams or handling other 

activities that require absence from their regular assignment, no supply teachers will be called.  The principal must cover the absence within the school.

2.5
Superintendents will work with principals to try to find budget monies and/or special funding from other sources to address supply teacher costs related to covering special activities and to covering the supply teacher costs of coordinators of events.

2.6
When teachers are absent for system program projects or for other professional activities (approved by the superintendents), the principal will normally call a supply teacher whose costs would be covered centrally.

2.7
Principals will assign the appropriate financial codes for every supply teacher.  

2.8
This will ensure that the costs of the supply teacher are charged to the appropriate budget lines.  Care must be taken to ensure that the correct codes are used.

2.9
Year-end reconciliation of supply teacher costs will occur centrally to address unavoidable over-expenditures in individual schools.   If there are insufficient monies to address the over-expenditures, some monies may be taken from school budgets.

2.10
Principal absences are not included in the school’s allocation of 5 FTE.  These absences are addressed in the ETFO Collective Agreement clause dealing with Teacher-in-Charge.

2.11
Organizers of program activities, in-service workshops, or other professional development projects must ensure that supply teacher costs fit within the specific budget allocations.  
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