TEACHER PROCEDURE

TEMPORARY RESPONSIBILITY PAYMENTS

· Teachers claim on Temporary Responsibility Claim Form.  A claim is submitted for each calendar month worked and should be with HR Service Centre by 4th of the following month.  Claims can only be made for whole days actually worked (eg not local holidays).

· Teacher must complete 20 days in Acting Post before payment is made.  If there has been a break of less than 6 months since the teacher was last paid for “Acting Up” in the same post then that teacher does not have to wait for 20 days again.  If the break is longer than 6 months, this is treated as a new claim.  
· Any appointment proposed to be over six months should be processed by Notice of Appointment/Changes with fixed term end date.

· As advised by payroll if acting up at another school this would be best processed as NOA/NOC as payroll will not code to different school.
FIRST CLAIMS

· Calculate rate (See below) and write details on form.  
	Annual Salary for the post of                          £
(Please note if the post holder is on conserved salary this will not be the 
salary that acting post holder will get)
Less Salary already Payable for Post of
       £_________
(Check for Conservation as difference to be between acting post salary and

Employee salary)
                                                                        £       

£               X  1/235ths = £             Daily Rate

Daily Rate X No of Days = *

? Days @ 0.2051 = **

** X daily Rate = ***

* + ***  =
As a rule I would not round up/down until this end point
	Total Due

£




· Issue letter detailing rate of pay etc.  Copy to Service Manager, Head Teacher and copy in personal file.  NOTE – if TRP is for Acting Head Teacher then only Service Manager gets copy letter.

· Copy of first claim form to personal file.

· If 20 days have elapsed – Date and initial original TRP and pass to Payroll.  Note details on spreadsheet – rate, days claimed etc., and date when 22 months in Acting Post.  If 20 days have not elapsed – hold until this happens, you can still record this on spreadsheet but will have to go back to enter date processed.

CONTINUING CLAIMS

· Enter daily rate and initial, then:

Complete record details in Temporary Responsibility Payment Spreadsheet.

If odd days, photocopy claim form for personal file.

Pass claim to Finance Department.

FINAL CLAIMS

· Enter daily rate, date and initial.  Enter information in Temporary Responsibility Payment Spreadsheet, noting that it is a final claim.  Send original to Payroll, copy for personal file.
N.B.  Check Temporary Responsibility Payment Book monthly for any duty nearing 22 months acting and advise Service Manager accordingly by memo.

Ideally we should not have any over six months!!

