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	Payroll Use Only
	Name of Teacher Covered
	Reason for Cover
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	Financial Code
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ALL ENTRIES MUST BE COMPLETED IN BLACK INK
Claimants Signature:…………………………………………..
Head Teacher must code and sign all supply cover claims.  Please ensure 
that in all cases a Financial Code for supply is entered above.

Date:  ……………………………………………………………
Timesheet Guidance
This timesheet should only be completed if you are:-

(a)

A Supply Teacher engaged on a Fixed Term Temporary Contract (Initial engagement known from the outset to exceed 2 days).  From Day 1 payment will be based on the appropriate incremental point on the Teacher’s Main Grade Scale to which you qualify.

(b)

A Supply Teacher engaged on short term supply of 2 days or fewer which has subsequently been extended.  From Day 3 payment will be based on the appropriate incremental point on the Teacher’s Main Grade Scale to which you qualify.

(c)

A Part-Time Teacher engaged on short term supply (not your own class) of 2 days or fewer which has subsequently been extended.  From Day 3 payment will be based on the appropriate incremental point on the Teacher’s Main Grade Scale to which you qualify.

(d)

A Part-Time Teacher covering your own class (additional hours).  From Day 1 payment will be based on the appropriate incremental point on the Teacher’s Main Grade Scale to which you qualify.

Timesheet Completion:-

(1) Full Day – Where a minimum of 4.50 hours class contact has been worked and associated teachers duties have been carried out, (as detailed in the SNCT Handbook, Part 2, Section 2, Main Duties, Paragraph 2.3) tick this box.  Indicate the name of the teacher covered, the reason for the cover and insert 11 digit financial cost code.  To ensure payment is made this line must be signed by the Head Teacher/Authorised Signatory

(2) Part Day AM/PM – Where a full morning or full afternoon only has been worked, with associated teachers duties, as above, tick the appropriate box.  Indicate the name of the teacher covered, the reason for the cover and insert 11 digit financial cost code.  To ensure payment is made this line must be signed by the Head Teacher/Authorised signatory.

(3) HT+ Use – All teachers, including supply staff engaged on a fixed term temporary contract should work a maximum of 22.50 hours per week class contact time.  It is the responsibility of individual teachers to ensure they do not exceed this maximum.  No additional payment will be made should this occur.  If a reduction in class contact cannot be provided and a teacher works a full pupil contact day ie 5 hours in Primary Schools and 5.50 hours in Secondary Schools, the Headteacher/Authorised Signatory should tick this box.  The same principle applies for full am’s and pm’s worked.  The Payroll Team will factor this in to any payment made, up to a maximum of 22.50 hours class contact per week.  

(4) Part Days From & To – These columns should only be updated where neither (1) nor (2) is applicable.  DO NOT INSERT START AND FINISH TIMES IF YOU HAVE TICKED A FULL DAY OR PART DAY (FULL AM OR FULL PM). If prep and correction has been carried out in this instance please mark “P&C” next to your finish time.  The Payroll Team will apply the appropriate enhancement.   Indicate the name of the teacher covered, the reason for the cover and insert 11 digit financial cost code.  To ensure payment is made this line must be signed by the Headteacher/Authorised Signatory.
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Teachers Monthly Timesheet – 


Fixed Term Temporary Contract Payments/Part-time Additional Hours








Return to:  Payroll Team, Employment Services, Pullar House, 1st Floor East, 35 Kinnoull Street, Perth, PH1 5GD








