Contract of Employment

Part-time Non-Teacher Supervisor
Fixed term Contract 
Terms and conditions of employment at <X> Community School, <address>
1.
Parties:

Employee:

Employer:

2.
Title of Post: Non-Teacher Supervisor (part-time) on the Department of Education Supervision & Substitution Scheme.
3.
Nature of Position

The purpose of the contract is to undertake the duties of Non-Teacher Supervisor under the Department of Education Supervision & Substitution Scheme as operated in Anywhere Community School each week over the course of the full X school year. 

You will report on a day-to-day basis to <X>.

The date of commencement of this fixed term part-time contract of employment with <Anywhere Community School> is <X date> and it will terminate on <X date>.
The position is temporary in nature for the duration set out above. The provisions of the Unfair Dismissals Act 1977-2007 or any amendment thereto shall not apply to a dismissal consisting only of the expiry of the said term without it being renewed.
The first six months of this contract will be regarded as the probationary period. You will be advised of your performance during the probationary period. The company reserves the right to extend the probation on an exceptional basis if it is deemed that the extension would be in the interest of the employee. In any case it will not exceed a period of 10 months.

In the event that your performance or conduct is unsatisfactory during the probationary period or extended probationary period, your employment may be terminated by one week’s notice.
4.
Place of Work

The normal place of work will ordinarily be the school. You may be required from time to time to work and/or travel outside of the normal place of work.  In such circumstances, the school will endeavour to give you as much notice as is reasonably possible. However, there may be occasions when it is not possible to give you such notice.  

5.
Hours of Work

You are employed for <X> hours per week over the course of the school year, excluding school holidays/closure periods. The hours of work will be in accordance with the timetable laid down by the school authorities at the beginning of each school year (attached) and the supervision arrangements as outlined in Appendix 1.
Your hours of work as a non-teacher supervisor will be from <X to X> <days of week>
The Board of Management reserves the right to alter your hours of work from time to time. Where possible, you will be notified in advance.

All hours worked will be subject to and recorded in accordance with the provisions of the Organisation of Working Time Act, 1997 and the Organisation of Working Time Act (Regulations) 2001. 
Your rest arrangements will be given in line with the Organisation of Working Time Act 1997. You will be provided with an unpaid break of <X minutes> during your working day.
6.
Duties

To carry out the professional duties appropriate to the position of Non-Teacher Supervisor as outlined in Appendix 1 and as discussed with the Principal/Deputy Principal in the school (see Appendix 1).
7.
Remuneration

The rate of pay attaching to the position is determined from time to time by the Department of Education and the school agrees to pay the supervisor rate as specified in Department of Education circulars. The most recent notification of rate of pay applying to the position is outlined in Circular Letter <X> is €……. per contracted hour of supervision work.
You will be paid weekly (one week in arrears) for hours worked and salary payments are subject to appropriate PAYE/PRSI deductions as current legislation requires.

There is no provision for payment outside of contracted hours of work and or/during periods of school closure (mid-term breaks, Christmas, Easter, or school summer holiday period).
The school will deduct Pay Related Social Insurance Contributions (PRSI) and Universal Social Charge (USC) (if applicable) directly from your salary. It will then be collected by the Revenue Commissioners and a record of the contributions will be held by both the school and the Department of Social Protection. The PRSI and USC deduction (if applicable) will be noted on your pay slip.

8.
Annual Leave and Public Holidays

Granting of annual leave, payment for annual leave and arrangements for public holidays will be governed by the provisions of the Organisation of Working Time Act, 1997 and should be taken during periods of school closure (mid-term, Christmas, or Easter break. 
The holiday rate is not included in your hourly rate of pay. You will be paid your accumulated annual leave entitlement during each period of school closure arising during the course of your employment.
Your entitlement to leave for Public Holidays shall be in accordance with the terms of the Organisation of the Working Time Act, 1997. Part-time employees who have worked 40 hours in the 5 weeks ending on the day before a public holiday qualify for public holiday benefit.
9.
Sick leave

The granting of sick leave will be subject to the following conditions in particular:

· That the absence is properly certified.

· That there is no evidence of a permanent disability of service.

The Board provides sick leave in accordance with the Sick Leave Act 2022. You are required to adhere to the provisions of the school’s sick pay policy (attached) and any statutory obligations that may be specified in the Sick Leave Act 2022.

A medical certificate from a qualified medical practitioner must be submitted on the first day of illness/injury to be paid statutory sick pay. Medical certificates must in all cases of continuous absence be furnished on the third day at the latest of a continuous absence and on a weekly basis thereafter. 

Sick leave will not be allowed for a longer period than one week on any one certificate. 
If you are absent from work due to illness, you should contact the Department of Social Protection to ascertain your entitlements. 
The school reserves the right to have you examined by a Medical Advisor.

In the event of absence, the Supervisor must inform the school as soon as possible on the morning of such absence but not later than 8.00am.

10.
In-service training & School Policies & Procedures
The Principal will organise for appropriate and relevant in-service provision as required to enable you to carry out the duties in an appropriate manner. You will be provided with copies of relevant school policies and procedure (e.g., Code of Behaviour, Anti-Bullying, Child Protection, Health & Safety, IT/Acceptable Usage Policies/Mobile Phone Policy etc) on commencement of your employment and are required to familiarise yourself with same.
11.
Grievance and Disciplinary Procedures
Details of the Grievance & Disciplinary Procedures are contained in Appendix 2.
12.
Notice of Termination 

Except in circumstances justifying immediate termination of your employment by the Board you will receive the appropriate period of notice set out in the Minimum Notice and Terms of Employment Acts 1973-1991 as appropriate. Your employment may be terminated by way of redundancy. 
Your employment may be terminated without notice for serious misconduct.  
When terminating your employment, you are required to give four weeks notice.

Nothing in this agreement shall prevent the giving of a lesser period of notice by either party where it is mutually agreed.  

At the discretion of the Board of Management salary may be paid in lieu of notice.
13.
Extern Work.

The employer must be notified of all external work. Any external work engaged in by the appointee must not be such as to interfere with the fulfilling of the appointee’s duties and responsibilities to the school.    

The contract may also be terminated if the supervisor’s work, when calculated in the aggregate, exceeds the limit of 48 hours for the previous relevant period as set out in Section 15 of the Organisation of Working Time Act, 1997.  Any such decision to terminate the contract will be taken in accordance with appropriate procedures.

15.
Health & Safety

All employees at Anywhere Community School are given a copy of the Health & Safety Statement at the school (copy enclosed) and are requested to take all safety precautions necessary and understand the implications for employees at the school necessary to ensure the safety of all who use the school building.  
The Supervisor is required to take all reasonable care to ensure the safety of students at the times and places assigned as per the terms of this contract.
16.
Retirement

Although not applicable because of the term of this contract, the retirement policy of the school is that the retirement age is 65 years.
17.
Confidentiality

All information in the course of work is deemed to be confidential. You shall not discuss or disclose any information of a confidential nature relating to the school or its business or in respect of which the school owes an obligation of confidence to any person during or after your employment except in the proper course of your employment or as required by law.
18.
Variations in Terms & Conditions

The Employer reserves the right to amend or vary the Employee’s terms and conditions of employment from time to time. The Employee will be given not less than one month’s written notice of any significant changes to the Employee’s terms and conditions of employment.  

19.
Declarations and Signatures

I have read and fully understand the foregoing Contract of Employment and I agree to abide by the terms of this contract and further warrant that all statements and representations which I have made in application for this appointment are true and correct.

Signed: - ________________   
           Signed: -_______________

(For and on behalf of the Employer)
(Appointee)

Date: -    ______________


Date: - ________________

Appendix 1

Duties of Supervisor

Supervisors are recruited specifically to supervise students.

Supervision arrangements apply in the main to the period before school, the mid-morning break, lunchtime, and the period after school and where substitute teachers are not available in accordance with relevant Department of Education circular letters.
Supervisors may also be required to supervise class groups of students in classrooms and study halls etc.

The Supervisor will carry out his/her duties in accordance with:

· The school’s code of behaviour (copy to be given to Supervisor).

· The discipline structure of the school (to be advised by the Principal).

· The school’s layout.

· With regard to Health & Safety Procedures as laid out in the School’s Safety Statement and 
· Existing school policies, anti-bullying, sexual harassment, and smoking policies etc.

The Supervisor is required to take all reasonable care to ensure the safety of students at the times and places assigned as per the timetable given and as per the terms of this contract.
Appendix 2

Grievance Procedure:

The intention of the school is to settle amicably, at all times, any disagreements arising between itself and individual employees or groups of employees or arising between the school employees themselves.
In the event of a dispute or grievance between School Management and employees on any matter, the following procedure will apply. It is recognised by Management that some claims/issues may commence at point (iii) of the procedure.
(i) If and when a dispute arises it should be discussed, and hopefully resolved in the first instance, between the employee(s) and the School Principal/Acting Principal within 6 working days of the incident arising. 
(ii)  Should no agreement be reached at (i) above the employee will call on the assistance of a colleague of his/her personal choice and refer the dispute to the Board of Management. 
(iii)  Should agreement not be reached at this level both parties may call on the assistance of the employee’s Trade Union Full-time Official and the Board of Management for a meeting. 
(iv) 
In the event of the matter not being resolved internally, the matter shall be referred through normal industrial relations procedures. The procedures referred to above shall include reference to the Workplace Relations Commission. 
(v) 
It is agreed that no strike, lock-out or any other form of industrial action shall be taken by either party to this agreement until the above procedure has been fully exhausted
Disciplinary Procedures
The school’s aim is to assist and encourage improvement in individual conduct or performance where an employee’s performance and/or conduct falls below the standards acceptable to the Board of Management of a school. The Principal will make every effort to resolve the matter by informal discussion with the employee, in the first instance, with an outline of the improvements/standards required if the circumstances are appropriate.

Inadequate work performance or conduct related matters may lead, depending on the severity of the offence to an informal or formal warning, suspension with or without pay or dismissal.

Certain breaches of school rules or conduct related matters may result in the employee being dismissed without notice or being paid in lieu of notice.

The following list outlines some offences warranting instant dismissal:

i. Having alcoholic beverages or drugs on the school’s premises at any time or reporting to work while under the influence of an intoxicant or drugs, 

ii. Theft of school, school employee’s or student’s property at the school

iii. Deliberate damage, sabotage or destruction of school property/lands or the property of another school employee or school student at the school,

iv. Deliberately violating a school safety rule or legislation regulation or engaging in any activity which is unsafe either to the employee or others within the school community, or which may affect the school’s equipment or other property,

v. Insubordination and refusing to obey reasonable lawful instructions of the School Principal/ Acting Principal/ authorised management personnel (e.g., Chairperson, Board of Management), 

vi. Falsifying any work-related school records, 
vii. Offences that breach the terms of the Child Protection Guidelines for Post-Primary Schools (copy available from School Principal),
The above list is not exhaustive.

A full investigation will be initiated and carried out prior to any disciplinary sanction being imposed by the school. The employee may be suspended with pay pending the outcome of such an investigation. The employee will be provided with details of the allegations and any evidence in support of this prior to any meeting and they will be given the opportunity to state their case.

The employee may be accompanied at any investigative meeting or meeting(s) arising from the investigation by a fellow employee of his/her choice or a trade union representative. 
Disciplinary action will usually be progressive, and the following procedures will apply in such circumstances:
Stage 1: Verbal Warning 

In the case of minor infringements, the School Principal/Acting Principal will warn the employee verbally of the specified aspect of work or conduct which is below standard, stating clearly that this is a warning and advising on the improvements which must be made. This warning will be communicated in the presence of his/her Trade Union Representative or colleague of their personal choice unless he/she refuses the facility. This warning will be recorded in the employee’s file and remain live for a period of 6 months, after which it may not be invoked under the disciplinary procedure. 
Stage 2: First Written Warning 
In the event of continued failure by the employee to meet required standards as outlined by School Management, the employee will be issued with a formal written warning in the presence of his/her Trade Union Representative or colleague of his/her personal choice, unless the employee refuses the facility. He/she will also be warned that continued failure to improve may result in after further disciplinary action up to and including dismissal, in accordance with the terms of this procedure. This warning will remain on the employee’s file for 9 months, which it may not be invoked under the disciplinary procedure. 
Stage 3: Final Written Warning/Suspension 

If a problem persists, the School Principal/Acting Principal will give the employee in the presence of his/her Trade Union Representative a final written warning, unless the employee refuses the facility. It will be made clear in such correspondence that the employee will be dismissed if future conduct or performance is not satisfactory. This final written warning will remain on the employee’s file for one year. At this time, the Sports Complex Manager may also be suspended.

Stage 4: Dismissal

If the problem remains, the employee concerned will be requested by the School Principal/Acting Principal to attend a Board of Management meeting, respond to the allegations made and explain why the Board should not dismiss him/her. The Board of Management may then decide to reject the allegations, and subject the employee to further disciplinary action or to summarily dismiss the employee
The school reserves the right to take disciplinary action at any stage of the procedures depending on the seriousness of the issue, without recourse to the usual progressive stages as outlined below.

Right of Appeal

An employee has the right to appeal at each stage of the procedure. 
