DES Circular 0041/2015 - SNA Redundancy & Recruitment Arrangements for 2015/2016 School Year 
What happens if I have an SNA Redundancy in my school?
· SNA should be formally notified of the redundancy by the Board of Management  (BoM)
SNA should be provided with an SNA Panel Form 1 (PF1) (DES Circular 41/2015) by the BoM 
· SNA Red1 Form & RP50 Form are required to be completed and forwarded to SNA Redundancy Unit, Payroll Division, Department of Education & Skills, Cornmaddy, Athlone, Co Westmeath.  The deadline for submission of an application for redundancy is 52 weeks from the date that the SNA is notified of their redundancy.  An SNA will not be eligible for redundancy if the application for redundancy is submitted later than 52 weeks
· An SNA is not eligible for redundancy if they lose hours, but are still employed by the same BoM or if an SNA resigns a post
· An SNA with one year’s service (length of school year) is eligible to be a member of the Supplementary Assignment Panel for SNAs.  Service in a substitute capacity i.e. covering for maternity leave, sick leave, career breaks, job-sharing etc does not count.  Where an SNA resigns a post, they will not be eligible to be a member of the supplementary assignment panel.
How do I fill an SNA vacancy in my school?
· SNAs that were made redundant on or after 1 May 2014 and who have not obtained a new position will remain on the Supplementary Assignment Panel until 1 June 2016
· Supplementary Assignment Panel rules do not apply to the filling of substitute or ‘cover’ vacancies (maternity leave, sick leave, career break, job-sharing replacement, unpaid leave replacement etc). An SNAs panel rights are not affected by taking up a substitute position
· The BoM is required to offer any existing part-time SNAs in order of seniority, any additional allocation of SNA hours/posts to create a full-time post.  The offer will be made subject to the SNA undertaking the full duties of the post, including any training/up skilling required to meet the care needs of the pupil(s). The only exception to this is where the SENO/NCSE stipulates that the allocation of additional SNA hours must be implemented in a specific way to meet the care needs of the pupil(s).  A copy of the written stipulation must be provided to the existing part-time SNA(s) affected
· It should also be noted that the position in relation to the allocation and distribution of infant days, which is a distinct and specific feature of the SNA scheme remains unaffected
· If a part-time SNA declines an increase in their hours, their seniority in the school is not affected and the BoM can proceed with advertising and appointing an SNA.
All SNA vacancies (excluding vacancies less than 24 weeks) must be advertised as per Appendix E, Constitution of Boards & Rules of Procedure (2011)
When uploading an SNA advert to EducationPosts.ie, the ‘Additional Information’ field must list any specific competencies and/or requirements to meet the special educational needs of the pupil(s)
· SNAs should always submit a copy of the completed Panel Form 1 (PF1) to BoM when applying for vacancies
· If there are 5 eligible applicants or fewer, all eligible applicants should be called for interview. Otherwise, at least 5 applicants should be called to interview
The BoM may only interview SNAs with a certified copy of Panel Form 1 (PF1) in the first instance. The BoM is obliged to offer the vacancy to that SNA following interview, subject to meeting all essential qualifications, competencies and requirements as advertised. This is also subject to the checking and verification of References, meeting any Occupational Health & Safety (OHS) requirements and satisfactory Garda Vetting (DES Circular 0026/2015). The SNA must agree to respect the ethos of the employing BoM in question
· If an SNA is appointed via the Supplementary Assignment Panel, then any existing service as an SNA will not be reckonable for future seniority purposes as an SNA with the new employer i.e. they become the most junior SNA for seniority purposes in their new employment
· If following interview, it is considered that no panel applicant meets the requirements, the BoM can call applicants to interview that do not have Supplementary Assignment Panel Rights.  The second set of interviews must take place on a separate day
· If following interview, a number of applicants obtain the same marks, then seniority as an SNA should be the determining factor in filling the vacancy.  SNA seniority can be determined from the PF1 Form
· Acceptance of the vacancy by the SNA should be notified to the BoM no later than 8 days from the date of the letter of offer. Failure to accept the offer in this period will result in withdrawal of the offer
· The BoM must ensure compliance with Garda Vetting requirements (DES Circular 0026/2015)
The BoM must complete the Notification of Appointment Form & submit to the Supplementary Assignment manager, Block 1, floor 3, Department of Education & Skills, Marlborough Street, Dublin 1
· The BoM must provide the successful applicant with a contract of employment


Note:  A school where possible should have an SNAs contractual arrangements completed by 31 July 2015.  This is to prevent a delay in an employee commencing work as they are waiting for a vetting disclosure from the Bureau (DES Circular 0026/2015).  
Queries regarding the operation of the supplementary assignment panel for SNAs can be sent to snasupplementpanel@education.gov.ie
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