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1.1
GUIDELINES FOR THE ADMINISTRATION OF ENRICHMENT LEAVE FOR PRINCIPALS IN MERCY SPONSORED SCHOOLS
These Guidelines are adapted from Guidelines approved by the Catholic Education Commission of Victoria (CECV). Reference is made to:

· CECV Guidelines – Secondary Principals: Professional Enrichment Program Guidelines (2005)
· CECV Salary and Condition Board (S & CB) : Determination No 20 – Clause 12.
1. PURPOSE AND DEFINITION 

The purpose of Enrichment Leave is to provide opportunities for the professional development of Principals. It should positively contribute to the educational and spiritual leadership of the Principal and do so in such a way as to contribute actively to the ongoing development of the school and contribute to Catholic Education in general. Accordingly payment in lieu of Enrichment Leave is not considered appropriate. The leave may be taken in a variety of forms.
2. ENTITLEMENT

Following an amendment to Determination No 20 by the Salary and Conditions Board 


in 2005, the following entitlement of Enrichment Leave is available to all Principals in 

a Catholic Secondary School in Victoria:

· During the course of a contract period of seven years a maximum of ten weeks is available and may be utilised in one, two or three separate periods;
· During the course of a contract period of five years a maximum of seven weeks is available and may be utilised in one or two separate periods.
The cost of Enrichment Leave is to be borne by the School and it is necessary for the School to accrue an annual budget provision for this cost during the contract period. This provision by the current school applies whether the Principal remains at the school or enters into a contract with another school, as it is necessary to transfer funds to meet the Principal’s entitlement at the new school. Details of calculating the cost of the Enrichment Leave program and staff replacement costs are discussed below.
3.
TIMING OF LEAVE
The timing of a Professional Enrichment Program will be a matter of agreement between the Principal and the MSEI Board, and for Religious Principals, initially with the Congregation Leader. At the time of the initial Performance Review (after two years service), the needs of the Principal and school will be discussed. It is expected that Enrichment Leave would not normally be taken in the first half of the contract period. In the case of practising Principals, already with an accrued entitlement and who have been appointed to a Mercy sponsored school, it would be expected that Enrichment Leave would not be taken during the first two years at the new school.
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4. TYPES OF COURSES

The types of Enrichment Leave Program undertaken by a Principal should be the subject of discussions between the Principal and the MSEI Board The Program should be appropriate to the ongoing needs of the Principal and the school. It could well be a combination of formal courses, visits to educational institutions or short term intensive skill-development. A flexible approach to planning Enrichment Leave is encouraged. 
A formal application for Enrichment Leave detailing dates of leave and a sketch outline of types of course(s) proposed must be presented in writing to the Board for approval at one of its regular meetings. Prior to the taking of leave, final detail of course(s) and leadership arrangements at the school during the period of leave are to be presented to the Board in writing.

5. FINANCIAL GUIDELINES

The costs to a school when a Principal takes Enrichment Leave fall in to two categories:
A. Program Costs: Include amongst others, course fees, travel and accommodation costs. Funding for these costs is provided through the Principal’s entitlement as determined under S & CB Determination 20, Clause 12, namely equivalent payment of up to ten weeks salary for a seven year contract and up to seven weeks salary for a five year contract. The actual amount available for Program Costs at any time can be calculated by multiplying the current Lay Principal’s gross weekly salary by 1.41 multiplied by the number of years of service as Principal.

B. Replacement salary costs: In the absence of the Principal from the School 

for an extended period, it is necessary to budget for replacement salaries as applicable, eg acting Principal, acting Deputy Principal, Acting POL, Teaching Component, car/travel costs for Acting Principal, etc. 
From November 2004 the Board advised Mercy sponsored schools to budget for the two categories of Enrichment Leave costs and that $6,000 be allocated to a Special Purpose Account – Principal Enrichment Leave on an annual basis. The Enrichment Leave Special Purpose Account is to be examined as part of the annual audit, at which time actual costs are verified and Enrichment Leave Fund adjusted accordingly.

6. TRANSFER OF FUNDS
Arrangements should be made with the previous School Authority for the transfer of funds at the time the Principal is appointed. Mercy sponsored Schools are expected to forward accrued Enrichment Leave funds to any other Catholic secondary school in Victoria to which a MSEI Principal is appointed.
It should be noted that if it necessary to transfer funds between schools to satisfy the Principal’s entitlement to Enrichment Leave, it is Category A funds only that are involved. It should be noted also that the transfer amount is to be calculated using the Principal’s current weekly salary figure as determined by the S &CB.

1.1
GUIDELINES FOR THE ADMINISTRATION OF ENRICHMENT LEAVE FOR PRINCIPALS IN MERCY SPONSORED SCHOOLS

7.
PROGRAM REPORT
On return to the School following the Enrichment Program, the Principal will prepare a written report to the MSEI Board for perusal. The report should detail:

· The benefit for the Principal and the School derived from the course of study, conference of seminar;
· Information gained from any educational institutions visited;

· Actual costs of the program.
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