ADDITIONAL DUTY BY PART-TIME TEACHERS ‘extra days’ – Monthly Claim

Please submit one copy to Payroll, 3rd Floor South Wing, Civic Centre in line with Payroll deadlines.

Name ………………………………………………………………..

Main Duty School ………………………………………………….

Please tick as appropriate and enter place of work if different to above.
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I certify that I have personally performed the duties claimed.

Signed: …………………………………………………………..

Date: ……………………

Note: Salary will be paid at the Teachers’ normal spinal point (including allowances) at Supply Teacher rates ie. 1/195th per whole day, one month in arrears on the same payslip as their normal pay.  Where Teachers have not worked a complete half or whole day please write in the actual hours you wish them to be paid for that day.

If you would like the work to be charged to a different budget please indicate below (including reason): 

 …………………………………………………………………………………………………………...

……………………………………………………………………………………………………………

Signed :   ………………………………………………………..

Date: ……………………
Headteacher/Authorised Deputy
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