Relieving Teachers

Date Effective: February 2019
Review Date: September 2020

Responsible to:

Chief Executive Officer

Applies to:

All Teachers and Relievers

Purpose:

1.
To ensure quality education and care shall be provided in the
kindergartens at all times.
2.
To ensure the process for employing relievers, on day-to-day and
long-term basis, is clear.

Definition:

•Qualified shall mean a person holding an early childhood teaching
qualification recognised for registration as a teacher in New Zealand.
•Short-term reliever shall mean a person who is employed in a position for
which the tenure is six week or less. This includes day to day relievers.
•Long-term reliever shall mean a person who is employed to relieve in a
position for which the tenure is more than 6 weeks.

References:

•
•
•

Policy

•
•

Individual agreements
Kindergarten Teachers, Head Teachers and Senior Teachers’
Collective Agreement (KTCA)
Kindergarten Associations’ Support Staff Collective Agreement
(KASCA)
Whānau Manaaki Kindergartens’ Leave Policy
Vulnerable Children’s Act 2015

1.

All relievers, qualified and unqualified, must be listed with Whānau Manaaki Kindergartens
(WMK).

2.

All relievers must meet with a Senior Teacher prior to being added to the Relievers List for
WMK to ensure that the reliever has been employed in accordance with the Vulnerable
Children’s Act.

3.

Qualified and Certificated relievers (see 5. Below) will be employed whenever possible.

4.

All qualified relievers must hold a Practising Certificate (NZ Education Council). If they don’t
hold a current Practising Certificate they will be treated in the same way as unqualified
relievers (i.e. only used as a last resort).

5.

All qualified relievers will be able to undertake Appraisal in line with Whānau Manaaki’s
appraisal process for relievers. If they wish to hold Full Registration (rather than Subject to
Confimation) engaging in appraisal is compulsory and the reliever must provide evidence of
this at the time of Practicing Certificate renewal.

6.

All qualified relievers should expect to be undertake all the normal routines and duties of a
teacher in the kindergarten, as directed or requested by the Head Teacher, or Teachers in
the team, and as is appropriate for the safety and wellbeing of the child/group of children.
This may include, from time to time being the sole supervisor in the outdoor space, changing
nappies or wet or soiled clothing, and facilitating group times.

7.

Short-term relievers will generally be employed for contact time only (subject to 8 below),
with a sufficient amount of non-contact to enable them to help set up and clean up where
necessary. Notwithstanding this, teams may have specific reason from time to time when
they need to employ the reliever for a longer period of non-contact. This can be discussed
with their Senior Teacher or Human Resources Manager if needed.

8.

Teachers who work part time in a kindergarten will be given the first option to relieve (for
longer hours) in their kindergarten. They are not obliged to accept but if they do, a shortterm reliever will be employed for the part-time teacher’s hours. In this event, the part-time
teacher working longer hours may be employed to work the full hours of the teacher who is
away, including their non-contact hours.

9.

Kindergartens will identify two or three people in their community who will be available to
relieve in their kindergarten when no other reliever is available. These people will have
been through a screening process which includes proof of identification and a Police Vet.

10.

To prevent a ‘conflict of interest’ situation between employer and employee, members of
the WMK Board (excluding staff representatives) are not permitted to relieve in teaching
positions.

Procedures:
1.

All relievers must a complete a reliever’s application form and be approved as suitable to
work with young children.

2.

All relievers will go through a screening process with either a Senior Teacher or a Senior
Manager. This process will include:
•
Face to face meeting
•
Questions being asked to ascertain the suitability of the person to work with young
children
•
A Police vetting process
•
Attestation of proof of their identification.

3.

Teachers will organise Relievers according to the process flowchart attached.

4.

When the Reliever Co-ordinator is unable to find a reliever, the team will choose one of the
identified ‘emergency’ relievers from their own list and contact them directly.

4.

In the event of a kindergarten being left with only one qualified teacher, a teacher may be
moved from a neighbouring kindergarten. There may also be times when a teacher on noncontact time is asked to relieve in another kindergarten or to work in their non-contact time
at their own kindergarten.

5.

When a reliever is needed for a medium or long-term position (more than 2 weeks) this will
be done through consultation between the Head Teacher (unless it is a Head Teacher),
Senior Teacher or another Senior Manager.

6.

Long-term relieving positions of one year or more shall be advertised in the Education
Gazette. Positions of a shorter tenure may also be advertised from time to time.

7.

All short-term relievers must follow the systems for timesheets that are in place at the
kindergartens they are working at.

IF YOU NEED A RELIEVER:

In advance, when you will need the
reliever to work for 2 weeks or less

For urgent leave

(24 hours notice or less)

EITHER

PART-TIME
TEACHER IN YOUR
TEAM
may want to work
extra hours

OR

EITHER

CONTACT
Relievers Coordinator, stating:
- Kindergarten
- Your name
- Date and hours reliever
reqneeded

In advance when you will need the
reliever to work for more than 2 weeks.

OR

ORGANISE OWN RELIEVER
(first ask part-time teacher in your
team. If unavailable, contact another
reliever of kindergarten’s choice
THEN…

Email or text Relievers Coordinator,
advising of
reliever to be used and on which day/s

Guidelines:
•
•
•
•
•
•

If you need a reliever for urgent leave, you need to go through the Relievers Coordinator – please do not contact the reliever directly.
The kindergarten will be notified:
o by txt, immediately when a reliever has been found for urgent relieving
o by txt, phone or email, once a reliever has been booked for relieving in advance or for non-urgent leave.
If you have booked your own reliever, the Relievers Coordinator must be advised, preferably by txt or email, of the reliever’s name and date booked.
Itinerant Relievers will generally only be used for urgent leave or otherwise booked/organized by the Relievers Coordinator or Human Resources Manager.
Release days (such as Head Teacher days) should not be planned for a Monday or Friday unless otherwise unavoidable.
Applications for leave must be made via iPayroll Kiosk.

CONTACT
Senior Teacher
Or
Human Resources
Manager

