

Appendix 1                                                                       

Engagement of Short Term Supply & Fixed Term Contracts 

Guidance for Schools 
This document provides guidance in relation to pay and conditions of service, and engagement of Supply Teachers. The document incorporates relevant SNCT Pay Agreements.
Overview of changes

From the 1st April 2014 short term supply will be defined as 2 days, not 5 as is the case currently. In addition to this there will no longer be a cap on maximum class contact time for short term supply teachers. This means that supply teachers may be required to teach for the whole of the pupil day and instead of allocating non contact time, a 10% addition can be applied. This recognises the additional time spent on preparation and correction. If the teacher is given non contact time 10% uplift will not apply. 

As advised in 2011 there are 3 types of engagement a supply teacher can be offered and this has not changed. These are; Supply engagement, fixed term engagements and fixed term contracts. The full details are provided below

Please note the changes detailed above only apply to supply engagements.

There has been no change to the duties a supply teacher is required to perform and the salary point they are due to be paid at.

Supply Engagement 
Teachers will be employed on short term supply where the engagement is required and agreed on a daily basis. In every short term supply engagement there is no mutuality of obligation; there is no duty to offer work and no requirement to accept work. 

This period of work must be 2 days or fewer, with short term supply teachers expected to undertake the following reduced range of duties as detailed in the SNCT handbook; 

· teaching assigned classes

· correction of work, as part of ongoing class work

· maintaining a record of work

· promoting and safeguarding the health, welfare and safety of pupils

· working in partnership with support staff and other professionals in class

· contributing towards good order in the school

(SNCT Handbook, Part 2, Section 2, Main Duties, Paragraph 2.2) 

All service under a short term supply contract will continue to count in full towards service for incremental progression.

Fixed Term Engagements:

Teachers will be engaged on fixed term engagements when the period of work they are engaged for is known at the outset to be greater than 2 days in duration or where the short term supply engagement has lasted beyond the single, continuous period of cover of 2 days. 
Please note when a short term engagement requires to be extended beyond 2 days and becomes a fixed term appointment, the hours already spent teaching on short term supply will not form part of the weekly class contact time hours which can be undertaken during the first week of the fixed term appointment. 
Fixed term engagements (rather than supply) can still be offered in the following circumstances:
· If a pattern of recurrent work is identified, for example probationer cover or where regular cover is required and planned for e.g. every Friday in a term
· The Head Teacher may, in exceptional circumstances, authorise engagement on a fixed term basis before the engagement extends 2 days. The Head Teacher may be required to justify this decision e.g. in a shortage subject or difficulty obtaining supply cover.
· Where a part time Teacher is engaged for additional days to teach their class. 
Teachers on fixed term engagements will be employed under the same terms as permanent staff with regards to hours worked, duties undertaken and salary point (pro rata for part time workers). They will fulfil the full range of teacher duties as detailed in the SNCT handbook. 
Fixed Term Contracts 

If it is known from the outset that an engagement will last for over 4-6 weeks a fixed term contract should be requested through HR Connect in good time for the individual commencing their contract. Payroll and HR deadlines should be adhered to. Examples of this would be – long term sickness cover, maternity cover, covering secondment, career breaks etc.
Please refer to the FAQ section where examples are given of the circumstances where a supply or fixed term engagements or fixed term contracts would be offered.
Head Teacher Report
A Head Teacher Report (completed by HT/DHT or PT) must be completed at the end of a teacher’s temporary appointment when this reaches or exceeds 30 days.  The form to be completed is available at Appendix 3, and should be signed by both parties and emailed to: educationstaffingteam@west-dunbarton.gov.uk.

Frequently Asked Questions 
General

Q.1
What is the difference between supply, fixed term as processed through timesheets (Seemis / Click and Go) and Fixed Term Contracts that are issued by HR?

A.1
Click and Go timesheets can be generated for supply and fixed term engagements. This is the same system as we have always used for processing any time sheet. 

Contracts that are requested through HR are not processed through timesheets.

Note - requests for Contracts through HR Connect should not cover dates that have already been paid though timesheets. This will result in an overpayment for staff and will be deducted from your budget until resolved and successfully recovered. 
Q.2
If I know that I require a maternity cover should this be on time sheets or a contract issued?
A.2
In the event that you know in good time the requirement for cover, e.g. maternity – a contract should be requested through HR and all pay and contractual requirements will be put in place for the individual commencing. There is no requirement for time sheets to be generated.

Q.3
How should I arrange cover for Short Term Supply or a Fixed Term Temporary Engagement?

A.3
If you require to engage a teacher on a short term supply, or fixed term engagement, you should initially contact the teacher and verbally confirm with the teacher, prior to commencing cover whether the engagement will be classed as a Short Term Supply engagement or a Fixed Term engagement. The Teacher should then receive a written communication confirming the following as outlined in the Code of Practice:

· Whether it is a Supply engagement or a Fixed Term engagement 
· The reason for the engagement

· The hours to be worked
Letters of engagement are issued by the school organising the cover and payment is requested through timesheets submitted by the school to payroll.
Q.4
Why does the type and length of the engagement have to be confirmed verbally and in writing?
A.4
This SNCT agreement specifies that Supply teachers will be engaged on either Supply or Fixed Term engagement. The difference in the type of engagement needs to be made clear at the beginning of the cover to ensure that the cover is both paid at the appropriate rate but also that the duties covered and hours engaged are clearly defined.
Duties

Q.5
Can a teacher engaged on a Supply engagement be required to work at parent’s evenings?

A.5
Supply teachers are not employed for any collegiate time which would include parent evenings therefore this would not be required. Likewise Supply Teachers should only be required to carry out correction of work only as part of ongoing classwork. Please refer to the SNCT Handbook (Part 2, Section 2, paragraph 2.2) for further details on the duties required of the Supply Teacher.  
Note – employees on Fixed Term engagements or contracts may be required to attend Parents evenings and other collegiate meetings as their terms require them to fulfil the full range of duties.
General Pay/Duty/Hours

Q.6
I have a Part Time Teacher, currently on Point 4 of the Main Grade Scale. I may require them to cover classes for one of their colleagues off for 1 day. How should they be engaged to cover these duties?

A.6
If they are being engaged to teach their own class or classes they will be employed on a fixed term engagement at full duties, hours and normal salary point. This would apply to, for example, a part-time secondary teacher covering a timetable which included teaching their own subject to their own class or classes for part of the day. 
If they agree to provide cover for a class or classes they don’t normally teach they will be engaged on a supply engagement and will be paid at Point 0 (if not fully registered) and the appropriate point on the main grade scale. The duties required will be that of a Supply Teacher.  

Q.7
What happens if I have already engaged a Teacher on Supply cover for the total number of 2 days and then I need to extend.
A.7
If this situation arises then you should agree a fixed term engagement for the extension beyond the initial 2 day engagement. 
Please note when a short term engagement requires to be extended beyond 2 days and becomes a fixed term appointment, the hours already spent teaching on short term supply will not form part of the weekly class contact time hours which can be undertaken during the first week of the fixed term appointment. 
Q.8
I have been covering an absence on a Short Term Supply engagement for 2 days. I have a requirement to extend this cover however the current Supply Teacher covering this is unable to. Will the Supply Teacher who covers the absence for the rest of the week or the following week be engaged as short term or fixed term engagement?
A.9
The initial teacher covering the absence was offered the fixed term engagement and had they accepted it they would have been engaged on a fixed term basis from day 3. However, as the original teacher is unable to cover this absence the absence cover is once again agreed on a supply basis for the first 2 days. The 2 day rule applies to the individual teacher engaged on a supply basis not the overall duration of the absence.
Note - if it is known at this time the likely duration of this absence will exceed 2 days then the teacher can be engaged on a fixed term basis and paid at the appropriate rate of the main grade scale.   

Q.11   If I have engaged Short Term Supply to cover 2 days for a Teacher and then at the end of the 2 days I need cover for an additional 2 days for a different Teacher within my School is this classed as one engagement?

A.11
No, as this would be classed as 2 separate engagements, both for 2 days. It remains as two separate engagements even if the same supply teacher completes all 4 days on short term supply.
Working Hours

Q.10
What are the maximum hours that can be claimed in any one week as a Short Term Supply Teacher covering for 2 days or less?

A.10
There is no cap on maximum class contact time for short term supply teachers.  There is flexibility to allow the length of working days to vary to cover the needs of the school. This means that supply teachers may be required to teach for the whole of the pupil day and in recognition of additional time spent on preparation and correction, a 10% addition should be applied.
Please ensure that you detail on the time sheet the total hours to be paid. There is no facility within SEEMIS to apply this 10% automatically. 
Q.11
Is this different if they have been asked to cover on a Fixed Term engagement lasting 10 days form the outset?

A.11
Yes if they have been asked to cover a period of 10 days from the outset then they will fulfil the full range of duties of a Teacher and will be engaged for 35 hours per week or on a pro rata basis if engaged on a part-time fixed term engagement. A time sheet will be processed on this basis.

Q.12
Should a supply teacher be given or paid for preparation and correction time?
A.12
The management of preparation and correction time should be managed by the Head teacher. For supply sheet returns please advise of the total hours to be paid including 10% uplift for preparation and correction time, if applicable.

This only applies for the 2 day supply engagement. For fixed term engagements the normal teaching principles apply. The working week must average 35 hours and the Maximum class contact time in any single week is restricted to 22.5 hours. This is pro rated for part time staff.
Please note when a short term engagement requires to be extended beyond 2 days and becomes a fixed term appointment, the hours already spent teaching on short term supply will not form part of the weekly class contact time hours which can be undertaken during the first week of the fixed term appointment. 
Notice Periods

Q.13
What notice periods would need to be given to a Teacher in relation to any supply or temporary engagements?

A.13
If you have  engaged a Supply Teacher on a short term supply basis you should ensure that they receive 24 hours notice (if already engaged for one day) if there is no further need for the cover. If the short term supply engagement is cancelled with less than 24 hours notice they are entitled to claim for any hours they were booked to work that day. 
For Fixed term engagement a minimum of 1 day’s notice will be given where the engagement has lasted less than one month and a minimum of 1 week’s notice where the engagement has been one month or more.  
For temporary contracts issued by HR, a notice period of 4 weeks should be given in most circumstances. However, in cases such as where an employee returns from sickness absence without prior notice a minimum of 1 day’s notice will be given where the engagement has lasted less than one month and a minimum of 1 week’s notice where the engagement has been one month or more.  
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