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Circular No 2007/19
February 2007

To all Controlled Schools

Dear Principal

PROCEDURE FOR THE AWARDING OF TEACHING ALLOWANCES IN CONTROLLED SCHOOLS

As you are aware new guidance has recently been issued in relation to the award of Teaching Allowances (previously known as Management Allowances).

Before awarding a Teaching Allowance the Board of Governors must be satisfied that the duties attached to the post include responsibilities that :

· Are not required of all classroom teachers;

· Are focused primarily on teaching and learning; and

· Require the exercise of a teacher’s professional skills and judgement.

Where a Board of Governors decides that a teaching allowance(s) should be allocated on a permanent or temporary basis the previously issued Procedure for the Awarding of Management Allowances in Controlled Schools should still be followed. As with the normal recruitment exercise the completion of a staff requisition form is necessary.

I have attached an amended copy of the relevant requisition form for your future use.

Yours sincerely

G Hannigan (miss)

senior executive officer
Human Resources branch
Direct Line:
028 3751 2328
Email:

geraldine.hannigan@selb 
/sk
HUMAN RESOURCES
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AWARDING TEACHING ALLOWANCES

Requisition Form – School/Colleges

Details of Teaching Allowance

SCHOOL/COLLEGE:____________________________________________________________
_________
POST:_________________________________________________________________________
ATTRACTING:______________ TEACHING ALLOWANCE(S)


PERMANENT 

or
TEMPORARY 

(Please tick appropriate box)

DURATION (if not a permanent post)___________________________________________________

START DATE:______________________

FINISH DATE:___________________________

Reason for Vacancy__________________________________________________________________




(If the reason is a result of a resignation attach letter of resignation)

Expected date of Governor’s meeting at which the appointment will be considered:_________________













(If known)
IMPORTANT PROCESSING INFORMATION

Please ensure that the Internal Trawl Notice (suggested format attached) is forwarded to the Human Resources Branch together with the following information:

(a) the personnel specification;

(b) the requisition form;

(c) the job description/list of duties;

(d) a copy of the relevant minute where the appointment was discussed and agreed and;

(e) any limitations imposed by the school salary policy on the number of allowances or posts that may be held simultaneously.

· The Human Resources Branch will forward application forms to the school which will state the post title, job reference number and closing date.  Job Reference Number and agreed closing date be sought from the Human Resources Branch

· The Secretary of the Board of Governors shall display the Internal Notice for the attention of all permanent teachers, including both full time and part time.

· A copy of the Internal Trawl Notice should be issued to staff absent on sickness, career break, maternity leave etc.

· Applicants should be advised that application forms may be obtained from the Secretary of the Board of Governors at the school.

· Completed applications forms must be returned to the Board’s Equality Unit in the envelope provided.

NB:
Before awarding a Teaching Allowance, the Board must be satisfied that the teacher’s duties include responsibilities that:

· Are not required of all classroom teachers;

· Are focused primarily on teaching and learning; and

· Require the exercise of a teacher’s professional skills and judgement.

Signed:___________________________________________
Date:__________________




Principal

PLEASE NOTE THIS EXAMPLE IS FOR GUIDANCE ONLY AND SHOULD NOT BE COMPLETED

DRAFT

INTERNAL TRAWL NOTICE

Name ofSchool:_________________________________________________________________

Post:_____________________________________________________________________
Number of Teaching Allowances:
_________________________________________





(indicate if permanent or temporary)
Job Reference:  
     ____________________________________________________________




      (to be obtained from Human Resources)
Job Synopsis and Requirements:

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Application forms may be obtained from the Secretary of the Board of Governors.  Completed application forms must be returned to the Board’s Equality Unit in the envelope provided.  Closing date for receipt of applications is 4.00 pm on ________________________________________
