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Support Staff

January 2008

Support Staff 

Notice:  This resource is intended to assist schools in devising their own procedures on support staff. While every effort has been made to ensure the accuracy of the information provided, schools are advised to consult up to date circulars, recent legislation or guidelines from relevant agencies if they have specific queries regarding this topic.

Background:  

Education Act (1998) Section 24

 The Education Act delegates the personnel function of the Board of Management as follows:

(1) Subject to this section, a board may appoint such and so many persons as teachers and other staff of a school as the Board from time to time thinks necessary for the performance of its powers and functions under this Act

and

(3) A board shall appoint teachers and other staff, who are to be paid from monies provided by the Oireachtas, and may suspend or dismiss such teachers and staff, in accordance with procedures agreed from time to time between the Minister, the patron, recognised school management organisation and any recognised trade union and staff association representing teachers or other staff as appropriate

The Board is responsible for the appointment and dismissal of teachers, the internal promotion of staff, grievance and complaints procedures. Many of these personnel functions are delegated to the principal who under section 23 (2) (a) is “ responsible for the day to day management of the school including guidance and direction of teachers and other staff of the school” and “ is accountable to the Board for that management” (Primary Education Manual, Thompson Round Hall, Chapter 2, Par.2:16)

Board of Management Issues: 

· Entitlement to appoint…

· Job description – duties, responsibilities, required experience and competencies…

· Recruitment procedures

· Appointment and contract – what contract will be used? Terms, Garda clearance, medical clearance, tenure, salary and conditions… seniority… 

· Who is responsible for ensuring that there is clarity of role, responsibilities, appropriate conduct…

· Induction / Training – who will ensure that this happens? 

· Trade union membership…

· Who will take such staff through the Health and Safety Statement, policies on Child Abuse Prevention, Substance Use, Anti Bullying, Code of Behaviour…?

· What arrangements are in place in the event of staff being sick, on holidays, other categories of leave?

· Who is included in the category? 

· Secretary? 

· Caretaker? 

· SNAs? 

· Classroom assistants? 

· Catering staff? (special schools)
· Cleaning staff?

· Parents present in voluntary capacity? 

· Occasional teachers? (Music, PE, Speech & Drama…) 

· Coaches?

Questions the school may need to address:

· How will support staff be introduced to the school community – teachers, parents, pupils? How will pupils address such personnel?

· How will such personnel be rostered and who will monitor their work?

· What reporting procedures are required – to whom? How?  How often?

· Where will support staff have lunch?

· What pupil records will be accessible to support staff?

· How will support staff communicate their requirements to the caretaker, secretary …?

· Will support staff have sets of keys to school / sections of school?

· What will happen in cases where the school is closed for in-service, holidays etc? 

· Are there occasions when the support staff can be at school and teachers are off e.g. holiday time, weekends etc?

· Who will assign work for such period/s?

· Who will supply requisites necessary for such staff to carry out their duties?

· Will any of the support staff be required to work outside school time e.g. evenings of open days, concert nights etc?

· Who will provide training if required?

· What induction – probationary period is scheduled?

· Staff meetings/Planning days – designated tasks?

· Yard supervision – role of support staff and arrangements for own breaks?

· Professional development – induction and on-going?

· Participation in school life – scope of…(Education Plans, staff meetings, involvement in planning/policy formation, informed of and implementing school policies e.g. internet use policy, social events…)
References:

Circular SNA 15/05 Contract of Employment for SNAs

CPSMA – Contract for SNA, Secretary, Caretaker (CPSMA Management Board Members Handbook, 2007) 
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Fox, G. A Handbook for Learning Support Assistants, London: David Fulton.

Leadership+, April 2007, Circular 0139/2006: Ongoing performance monitoring, appraisal and certification of SNA staff, P 3.

Leadership+, April 2007, Special Ed, Allocation of SNA, P13.
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