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Timetable Procedures


a)  Collective Agreement provisions 
a. The school shall implement a policy on timetabling which is developed and reviewed in consultation with its teaching staff.
b. Establishing maximum timetabled classroom teaching time is to allow teachers to attend to:
i. Preparation, evaluation and assessment that is generated by the classes they    teach or the students within them or other requirements such as external examination prescriptions;
ii. The need to report on individual students’ progress;
iii. The counseling and pastoral needs of students, and
iv. The administrative responsibilities of individual teachers either in respect of curriculum, pastoral responsibilities or general administration of the school.
c. Maximum timetabled classroom teaching time per week is based on an individual teachers’ timetabled classroom teaching hours per week which may be made up of differing periods of time but total no more than the guaranteed maximum.

1. Teachers teaching predominantly[footnoteRef:2] in years 7-13 classes: [2:  Predominantly means 80% or more of the teacher’s weekly timetabled classroom teaching time.] 

a. In 2006 each full-time teacher teaching predominantly in years 7-13 classes shall have a maximum timetabled classroom teaching time of 20 hours per week (24 periods);
b. During 2006 and beyond, the employer shall reduce the maximum timetabled classroom teaching hours of each teacher teaching predominantly in years 7-13 classes who is allocated permanent unit(s) by the following:
i. one hour per week for holders of one permanent unit;
ii. two hours per week for holders of two permanent units; and
iii. three hours per week for holders of three or more permanent units.
c. During 2006 the employer shall endeavour to reduce the maximum timetabled classroom teaching time of part-time teachers, teaching predominantly in years 7-13 classes, to meet the entitlements outlined in 2.4 below;
d. From 2007 onwards, the maximum timetabled classroom teaching time of a part-time teacher teaching predominantly in years 7-13 classes and appointed to a 0.72 or higher FTTE position shall be:

	FTTE
	Maximum timetabled classroom teaching time

	0.89
	19.50

	0.83 – 0.88
	19.25

	0.80 – 0.82
	19.00

	0.77 – 0.79
	18.50

	0.74 – 0.76
	18.00

	0.72 – 0.73
	17.75

	Less than 0.72
	Actual hours



e. All trained, full time beginning teachers teaching predominantly in years 7-13 classes in their first year are allocated five hours per week for advice and guidance purposes and are a charge of 0.8 against the staffing allowance.  These five hours reduce their maximum timetabled classroom teaching time to 16 hours per week in 2005 and 15 hours per week in;
f. Trained part time beginning teachers in their first year who are employed for 0.5 or more of a full time load shall have included in their hours 2.5 hours per week non-contact time for advice and guidance; 


2. Teachers not teaching predominantly in year 7-13 classes:
a. From the beginning of Term 4 2005, each full time teacher not teaching predominantly in year 7-13 classes shall have an average of 24 hours maximum timetabled classroom teaching time per week;
b. From the beginning of Term 1 2007, teachers not teaching predominantly in year 7-13 classes who are employed part-time for 0.8 FTTE per week shall have an average maximum timetabled classroom teaching time equivalent to 0.96 of the hours for which they are employed;
c. The maximum timetabled classroom teaching time referred to in 3.1 and 3.2 may be averaged out on a per term per teacher basis in accordance with section 12 in this policy
d. Where possible, the school shall endeavour to reduce the maximum timetabled classroom teaching time of unit-holders or their equivalents where they are required to carry out specific management and/or additional responsibilities.

      PART 2
3. “Genuine Reason”	
a. Teachers may only be asked to temporarily exceed their entitlement to a maximum timetabled classroom teaching time when:
i. all reasonable options have been investigated and no alternative can be found 
ii. the request is made on an individual basis, and a blanket request for agreement to exceed maximum timetabled classroom teaching times shall indicate a need to review timetable structures and operation  
iii. there is a sudden emergency that requires supervision of a class for its ongoing safety.  All efforts will be made to find a day reliever
iv. no day reliever can be found after timely and appropriate efforts have been made  
v. on a longer term basis, and after all reasonable endeavours have been exhausted, the timetable can only  be made to operate if a teacher teaches for a term, semester, module or a year, at a higher level of timetabled classroom teaching time than their maximum entitlement
vi. Teachers with less than their maximum entitlements have first been asked to forgo some of their additional non-contact time
b. Where by virtue of demonstrated timetable or other constraints the maximum of timetabled classroom teaching time cannot be implemented the teacher will be offered the opportunity to review the timetable and suggest changes that would allow their maximum entitlement to be put in place.  If it is subsequently agreed that there is genuine reason why it is not possible to keep to their maximum timetabled classroom teaching time within the timetable then the Principal and the teacher may mutually agree to compensate the teacher with:
i. an equivalent decrease in their maximum timetabled classroom teaching time at another point in that school year; or
ii. an equivalent decrease in their maximum timetabled classroom teaching time in the following school year; or
iii. an equivalent reduction in non-teaching or supervisory duties outside the school’s timetabled teaching periods; or
iv. compensatory relief cover for the  teacher later in that school year; or
v. some combination of the above; or, if none of the above are  possible,
vi. payment of one fixed term unit or one board-funded responsibility payment per year for each weekly hour of additional timetabled classroom teaching time for the period during which their entitlement maximum is exceeded occurs.
c. Where by virtue of genuine and demonstrated temporary constraints the maximum timetabled classroom teaching time is exceeded within any week then the Principal and the teacher may, on each occasion, mutually agree to compensate the teacher with:
i. an equivalent temporary reduction of timetabled classroom teaching time at another point in that school year; or
ii. an equivalent temporary reduction in non-teaching or supervisory duties outside the school’s timetabled teaching periods; or
iii. relief cover for the  teacher later in that school year; or
iv. some combination of the above; or, if none of the above are possible, or
v. payment of a fixed term unit or a board responsibility funded payment for a period sufficient to generate a total payment  equivalent to 1/950[footnoteRef:3] of their normal salary rate for each hour where the maximum timetabled classroom teaching time has been exceeded [3:  ASTCA clause 3.27.2 (b)] 


PART 3
Other timetable policy components

4. Review Process
a. The timetable policy shall be reviewed by the Principal and teaching staff at the end of 2006.
b. From the start of 2007 the policy shall be reviewed every three years.
c. Between triennial reviews either the Principal or the elected union officials on behalf of employees covered by the Collective Agreement may initiate a review through the regular consultative meetings between the branch and the Principal.

5. Teachers not teaching predominantly in year 7-13 classes
a. From the beginning of term 4 2005 each full-time teacher not teaching predominantly in year 7-13 classes shall be released from their time tabled classroom teaching time for two periods a week. 
 
6. Part-Time Teachers
a. In 2006 part time teachers not teaching predominantly year 7-13 classes shall receive a proportion of non-contact hours depending on the proportion of the week that they work.  

7. TICs and Senior Management maximum timetabled classroom teaching time
a. The employer will seek to provide additional time for senior management positions in accordance with the following school policy. 
b. In addition to their entitlement maximum of timetabled classroom teaching time the school will seek to timetable each permanent unit holder of 4 or more units with sufficient additional non-contact time to manage their administration, management or pastoral duties.
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