
Frequently Asked Questions concerning the
Guidelines for Principals and Teachers to implement of “Section O” 
of the ACT DET Teaching Staff Union Collective Agreement 2006-2009
These FAQs have been developed in consultation with DET. Except where otherwise indicated, the information is a shared view of both the AEU and DET. More FAQs will be added to the list as required. FAQs 1-20 were endorsed by the AEU-ACT Branch Executive on 12/6/07.

1:
Who developed the “guidelines” document for implementing Section O that DET has circulated?

The guidelines were developed by a committee that comprised representatives from DET, the AEU, the High School Principals, and the College Principals. The Principal reps were nominated by their respective groups.

2:
Why were Primary Principals not included in these discussions?

The AEU’s position was that all sectors should have been represented, but DET did not agree. The AEU gave way on the basis that there was no change to teaching loads for the primary sector, no loss of jobs that would change the number of staff in primary schools, and that the records required for audit purposes appeared to be records that all schools would already be maintaining. The AEU accepts the Primary Principals’ view that their inclusion in the discussion would be desirable. In similar circumstances in the future the AEU position would be to insist on the inclusion of Principal representation from all sectors.
3:
When are the required audits expected to occur?

In the first 12 months of operation, there are to be 2 audits. The AEU has been told by DET that the first audit will take place around August, and that the second audit will be scheduled in November. These timescales are still to be finalised with DET.

4:
The Department has provided some templates for recording information – are schools obliged to use these documents? 

No, schools are not required to use the DET templates to comply with the reporting requirements.  The templates were intended as a guide only. Schools may collate the information required and provide it to DET either in hard copy or electronically in a format of their choice.

DET has indicated that they may wish to move to a standardised reporting format in the future, and the AEU has indicated that there would need to be discussion of such a proposal by all the stakeholders and agreement on a common format before this would be possible.

5:
What variations can be made at school/college level without seeking Director authorisation?

Schools/Colleges can make variations to normal school routine for periods of up to half a school day without seeking prior authorisation from the Director. So, an Assembly or other school activity to mark a significant annual event such as NAIDOC Week, Public Education Day etc that was less than half a school day in duration could be organised within the school/college without seeking Director approval.
6:
The Guidelines document (p8) says that the “need for unforeseen or emergency variations to a teaching day must be discussed with the School Director prior to taking any action. These [variations] could include the need to close the school due to safety or health reasons.” This seems to suggest that, even in an emergency where a lock-down is required the school must seek Director approval before taking this action. Is this a correct?
No. In some emergency situations it will be possible and appropriate to discuss a proposed course of action with the Director prior to taking it – matters such as facilities problems/damage etc would generally fit this scenario. In other emergency circumstances - such as a situation where a lock-down is required – the Principal should exercise their professional judgement to address the immediate emergency and advise the Director as soon as possible about what has occurred and the action they have taken. This is no different to what would have been expected prior to the guidelines being issued.
7:
What variations to an individual teacher’s timetable are required to be recorded for audit purposes?

Long-term or large-scale changes to an individual teacher’s timetable must be recorded and a copy of the revised timetable kept for audit purposes. A revised timetable generated from MAZE is sufficient for this purpose for 2007; the AEU is discussing with DET what format for lodgement of information may be proposed beyond 2007.

It is not necessary to vary an individual timetable to account for circumstances such as an internal short-term (no more than 1 week) change of teaching program,  system requirements such as ACTAP/PIPS etc, absence from the school on excursion/PD/DET business etc, or variation of routine such as carnivals, special assembly/performance etc.

8:
I am about to have a student teacher on my class. Do I have to take on other work to make up my teaching load?

No. When a student is practice teaching, the supervising teacher is required to be in attendance and maintain the Duty of Care to students.
When a student is undertaking their 4th Year Internship, as an intern they are able to teach the class without the mentor teacher in attendance. However, the mentor teacher is required to be available to assist the intern should this be required, and to undertake such observation, discussion etc as to allow them to write a full report to meet the requirements of the Internship program. When not engaged in these ways, the mentor teacher is expected to undertake an appropriate PD activity, in line with the provisions of the Internship Agreement. There is no requirement for the teacher to make up classes; they continue to be “credited” with the teaching time for their regular timetable.

9:
I have been told that the individual oral testing that I conduct with my language students does not count towards my teaching load. Is this correct?
No. Provided that all of the students in your language class are engaged in their educational program whilst you are conducting the oral examinations, this activity should count as part of your teaching load.

10:
In the case of, for example, a Year 11 assessment/testing day, the guidelines say that this is not to be a day counted toward the 170 teaching days because Year 12 students are not given a program on this day. How can this sort of day be counted as a teaching day?
This day can only be counted as one of the 170 required teaching days if a program is offered for Year 12 students. A reverse arrangement would apply if Year 12 were engaged in assessment/testing – for the day to count in the 170 required teaching days Year 11 must be offered a program.
11:
Is there a weekly cap on the number of face-to-face hours a classroom teacher should undertake? Does the AEU have a position on a “cap” of face-to-face hours in any given week?
Yes, there is a cap on maximum face-to-face hours for all sectors.

For the secondary sector, the section “Face-To-Face Teaching Loads” on page 6 of the Guidelines, point 2 says: “Unless a teacher requests to work more than 20 hours per week for a period, principals should not require a teacher to work more than twenty hours per week. This restriction will be reviewed for future years.”

Thus, a secondary teacher cannot be timetabled on more than 20 hours per week unless that teacher agrees (as per Clause 93).

For preschools and primary schools, there is a cap of 21hrs 30 mins; this cannot be increased unless the individual teacher agrees (as per Clause 93).
Note that the teaching loads for promotions positions are specified in Clause 91 of the DET Teaching Staff UCA 2007-2009.
12:
Our secondary school operates an in-built relief program, whereby 1 hour per week for each teacher is allocated to provision of relief. However, if the time isn’t required or can’t be used, it accumulates for use in a future week. Is this OK? Is there a maximum limit to how many IBR periods can be added to my load for any one week? What is the maximum period over which IBR periods can be reconciled for purposes of averaging my teaching load at 19 hours/wk?

Consistent with the answer to question 11, the AEU’s position is that 20hrs/wk should be the maximum load unless the individual teacher agrees otherwise (as per Clause 93). The capacity of individual schools to acquit IBR periods using a framework of no more than 20 hrs/week of face-to-face teaching periods (unless the teacher agrees otherwise) will be reviewed as part of the audit.
13:
Our secondary school operates an in-built relief program for 1 hour per week for each teacher. The IBR periods are reconciled each fortnight so that the maximum load for any teacher in a fortnightly period is 20 hours/week. If the IBR periods aren’t required or can’t be used, a teacher will be allocated to an additional class in a “support” capacity to acquit their teaching load requirement. Is this an acceptable practice?

Yes.

14:
What is the situation in Colleges with “walking time” (i.e. specified time for students to walk from one period to the next and not counted as face-to-face teaching time)? We believe that its inclusion on the timetable as a specific time allocation with no reduction in the length of the lesson time has added up to 1 hour to our effective face-to-face teaching time per week.

The AEU notes DET’s current position that “walking time” is a matter for determination by each Principal. The AEU considers this position unfortunate as it provides no consistency across the system. The AEU requests that principals NOT adopt the practice of specifying separate “walking time” between lessons, and will continue to pursue this position with DET.
15:
Our College has a number of teachers who are timetabled on to 5 lines of tertiary course subjects. We are very worried about the workload issues associated with this load. What options do we have to address this issue?

This is an issue that will need to be addressed at each individual site, as the options and circumstances are likely to be varied. As the minimum, options for consideration include reduced non-teaching duties (committees etc), and reduced load/duties in 2nd semester. In respect of overall workload, reference should be made to p5 and p11 of the Guidelines for a list of factors to be taken into account when considering the equitable distribution of workload, and determining the mix of duties for an individual teacher. Variations to teaching load may also be considered as a means of addressing this issue.
16:
Our school currently has a committee that deals with workload issues as part of its work, although it is not specifically a workload committee. Do we have to abandon that process and institute a specific workload committee?

No. Where schools already have a committee in place to address workload issues, they do not need to abandon it but the committee may need re-jigging to meet the requirements detailed on p11 of the Guidelines, i.e. “The composition of the workload committee is subject to local school decision. However, it must include an AEU representative elected by the Sub-Branch, executive representation and classroom teacher representation.”
17:
Can you suggest a process for distributing the non-teaching tasks in our school?

This distribution process should be done on a collaborative basis with staff.
The AEU suggests the following steps to assist schools in dealing with this issue:

Step 1:
list all of the items that form the “non-teaching tasks” that the school undertakes.
Step 2:
review the list to determine whether all of the items are still required, and whether there are any options for streamlining or removing some tasks from the list.
Step 3:
record the remaining items in a grid, with a space next to them for names of teachers who will be involved in that task; a suggested number of people required and an indication of the work/time involved may be useful. 
Step 4:
invite the staff to write their name alongside the task/s that they prefer to undertake. Consideration might given to “weighting” tasks across the grid, taking into account the magnitude of the task (work and time required, number of occasions task occurs etc) so that each task has a number of “points” attached to it. School staffs might then agree on the number of “points” that each individual staff member should be allocated, so that choices in Step 4 can be made bearing in mind the number of “points” required.
Step 5: have the workload committee review that list to ensure that the tasks are evenly spread across all staff. If there are issues of over-allocation or under-allocation, the committee should consider those issues and make recommendations. The principal should consider those recommendations and determine the course of action they will take. Where matters need to be raised with individual staff, the principal may wish to refer to Clause 166 of the DET Teaching Staff UCA 2007-2009 as a framework for the discussion.   If the issues remain unresolved, the school should implement the procedures detailed under “Resolving issues” on p11 of the Guidelines.
18:
How can the staff find out about the work undertaken – and the decisions made - by the local workload committee?
Under the Guidelines (p12) the committee is required to report to the whole school staff at least once per semester. This report provides the opportunity for the committee’s work and decisions to be notified to the whole school staff.

19:
The Guidelines contain a section headed “Regular school timetable or program” (p4) which suggests that Section W of the collective agreement requires  “all teachers  … to be in attendance during the hours that the regular school timetable operates and for a reasonable time prior to the start of the teaching day.” The section also indicates that these requirements apply to planning day, approved variation teaching days and any days in addition to the 170 teaching days in colleges. I cannot find any of these references in Section W. Can you clarify the situation?

This reference is in error; these words do not appear in Section W – or any other Section - of the collective agreement. Clause 166.3 provides for the pattern of required hours of attendance to be negotiated with the principal on either an individual or collective basis. There is no change to the capacity of teachers to leave the school during lunch breaks when they are not rostered to supervise – in these circumstances, teachers should notify that they are leaving the school so that they can be accounted for in case of emergency or if they are being sought for other reasons. Many schools keep a “sign out book” for this purpose, and all schools should have a simple procedure for dealing with this matter. Procedures for absences from the school during a non-teaching period, variations to arrival or departure times, and other absences from the school site during the hours when the regular timetable operates will need to be negotiated at the workplace level with the principal or their delegate – either individually or collectively. 
20:
How can our school find out what other schools are doing in regard to these issues?

The AEU has circulated by email two examples of approaches being taken to these matters, and these examples will be posted to the AEU website. The AEU has also requested schools to send to the AEU Office information about how they are dealing with these issues. The AEU intends to publish such information received on the Unions’ website (with school identifiers removed) so that all members can see the range of responses.

The formal audit conducted by DET will provide more specific data, and the AEU expects to be able to provide information to members about the outcome of that audit at the appropriate time. DET will provide feedback on the audit process and will also consider how ideas can be shared across the system for the information of all staff.
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