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	To be completed by Supply Teacher
	To be completed by School

	Date
	Whole day?

Yes/No
	Hours/mins worked
	Name of absent teacher 
	Day of teacher absence
	Type of absence 
(See overleaf)

	21st
	
	    :
	
	
	

	22nd
	
	    : 
	
	
	

	23rd
	
	    :
	
	
	

	24th
	
	    :
	
	
	

	25th
	
	    :
	
	
	

	26th 
	
	    :
	
	
	

	27th 
	
	    :
	
	
	

	28th
	
	    :
	
	
	

	29th
	
	    :
	
	
	

	30th
	
	    :
	
	
	

	31st
	
	    :
	
	
	

	1st
	
	    :
	
	
	

	2nd
	
	    :
	
	
	

	3rd
	
	    :
	
	
	

	4th
	
	    :
	
	
	

	5th
	
	    :
	
	
	

	6th
	
	    :
	
	
	

	7th
	
	    :
	
	
	

	8th
	
	    :
	
	
	

	9th
	
	    :
	
	
	

	10th
	
	    :
	
	
	

	11th
	
	    :
	
	
	

	12th
	
	    :
	
	
	

	13th
	
	    :
	
	
	

	14th
	
	    :
	
	
	

	15th
	
	    :
	
	
	

	16th
	
	    :
	
	
	

	17th
	
	    :
	
	
	

	18th
	
	    :
	
	
	

	19th
	
	    :
	
	
	

	20th
	
	    :
	
	
	

	This Form should be returned to Payroll, OMBC, Level 14, Civic Centre, West Street, Oldham, OL1 9EJ by 23rd of the month.

	Section B – To be Completed by School

	Days worked
	Cost Centre
	School Location
	School Responsibility 

Absence Code

	
	
	
	
	
	
	
	
	
	
	
	
	
	School Responsibility/Sickness

	
	
	
	
	
	
	
	
	
	
	
	
	
	School Vacancy

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Hrs/min
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	School Responsibility/Sickness

	
	
	
	
	
	
	
	
	
	
	
	
	
	School Vacancy

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Days worked
	Code Numbers
	LEA Responsibility

Absence Code

	
	3
	3
	1
	0
	0
	
	
	
	
	
	
	
	Magistrate/Jury/Teacher duties

	Hrs/min
	
	

	
	3
	3
	1
	0
	0
	
	
	
	
	
	
	
	Magistrate/Jury/Teacher duties


Signature of Teacher __________________________________ Date _______

Authorisation Signature («SIGNED») ___________________ Date ______

	Date to Payroll: 


teacher/inscheme

Completion Notes

By Employee

a) Surname

b) Forename

c) Address

d) Payroll Number

e) Indicate whether you are in receipt of a Teacher’s Pension

f) Indicate whether you wish to part Elect

g) Indicate whether you are a new employee to the LEA

h) National Insurance (Required for Payroll Purposes)

i) Please indicate whether you have Passed or have applied for Threshold

j) Date of the month in which hours worked

Section A

· Date worked 

· Indicate whether you have worked a whole day

· Total number of working hours claimed per day

· Signature / Date

BY SCHOOL

a) Indicate whether the employee is already placed on a contract within the school

Section A
· Day Of Absence

· Person Covered

· Reason (See Guidance Notes)

· Head teacher signature / Date

Section B
· Total number of hours claimed in relation to code

teacher/inscheme
Notes:








SCHOOL RESPONSIBILITY/SCHOOL SICKNESS
This code should be used to charge Teachers/HSLO supply to your SCHOOL BUDGET

For any other school purposes and sickness – where schools are not members of the supply cover scheme

VACANCY (SCHOOL)

This code should be used to charge any Teachers/HSLO supply cover brought in to cover a vacancy in your Teaching/HSLO Staff to your SCHOOL BUDGET.

STANDARDS FUND

This code should be used to charge any supply cover to a “Ring fenced” STANDARDS FUND budget, which has been devolved to your School.

You should insert the main code of the relevant STANDARDS FUND activity (e.g. 454) in the space provided overleaf.



LEA RESPONSIBILTY (SUPPLY COVER SCHEME MEMBERS)

PLEASE NOTE THE BELOW CODES ARE ALL CHARGED TO THE LEA AND NONE OF THE BELOW CHARGES SHOULD APPEAR ON YOUR SCHOOL LAFIS

Short Term Sick Cover (Day 3 – 5)

This code should be used to cover day 3 to 5 of the teacher staff sickness and is charged to the School Budget Supply Cover Scheme assuming you have bought into short-term supply.

The day of the teachers’ absence should be marked on the timesheet i.e. whether it is day 3, 4 or 5

Long Term Sick Cover (Day 6 – NIL PAY)

This code should be used to cover from day 6 of the teachers’ sickness until that teacher goes on School Budget nil pay and is charged to the Supply Cover Scheme assuming you have bought into long term supply.  

The day of the teachers’ absence should be marked on the timesheet i.e. whether it is day 6, 7 or 8 etc

Maternity Cover (Day 1 – NIL PAY) 

This code should be used to cover from day 1 of the teachers’ maternity leave until that teacher goes on nil School pay and is charged top the Supply Cover Scheme assuming you have bought into the relevant scheme.

The day of the teachers’ absence should be marked on the timesheet i.e. whether it is day 1, 2 or 3 etc.

Magistrate Duties and Jury Service
This code should be used for specific purposes only i.e. to cover the absence of any teacher undertaking magistrate duties or jury service.

Rochdale and Oldham Supply Agency


SUPPLY TEACHER TIMESHEET 


IN SCHEME 	YES	NO 





THIS FORM MUST BE SIGNED AND CODED BY AN AUTHORISED SIGNATURE AT � MERGEFIELD LOCATION �«LOCATION»� FAILURE TO COMPLETE ALL SECTIONS WILL RESULT IN A DELAY IN PAYMENT





Surname ……………………………… Forename ……………………………     Tick Appropriate Function:  	ROSA Staff 					


Pay Number � EMBED Word.Picture.8  ���  D.O.B…………………………..                                 		Additional Hours for Contracted Staff 


Are you in receipt of Teacher’s Pension? YES / NO 	Part-time Election?  YES / NO 	In Scheme 	YES	 � 	NO 	�


Month(s) worked  …………………………… School ………………………………….. Detail Code …………………….        Threshold: Passed        Applied        
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