INFORMATION FOR SUPPLY TEACHERS

Applying to be a Supply Teacher

Bracknell Forest holds a list of teachers looking for supply work which is circulated to all our schools.  To be included on the list you need to complete an application form, medical questionnaire, DBS disclosure and provide evidence of your qualification and that you have the right to work in the UK.  

You will not be cleared for supply work if you do not have UK Qualified Teacher Status or have not completed your induction period.
Finding a Supply Teaching Position in Bracknell Forest

The authority does not operate as an agency, in that we are not resourced to take the short-notice bookings, but schools contact teachers from the supply list for known absence such as training days etc.  We therefore recommend teachers, once cleared, visit or contact the schools where they would like to teach to make themselves known and the school aware of availability, key stage strengths etc. 

Salary

Our supply list provides schools a recommended rate of pay (which will equate to your current grade on the Teachers' Pay Scales), however the new pay guidelines schools are able to pay at any rate, your hourly rate should therefore be agreed prior to any booking.

The hourly rate is based on 1,265 hours of directed time available in the school year and gives you an enhanced rate to include holiday pay.  Working time is as directed by the Headteacher of the school, but is generally 6 ½ hours per full day. 

Requirements for Payroll Record

When you work in a Bracknell school for the first time the first school you work in needs to know certain information to enable a payroll record to be set up for you.  You will need to provide:

· Your Teacher reference number.

· Your National Insurance number.

· Attach a P45 (if you have one) to your first time sheet or ask the school for a P46 

The school will provide you with a time sheet to complete.  Once you have completed and signed the form with the number of hours you have worked, return this to the school who will then forward it to the payroll department.

Payment Frequency

Payments into your bank account are made on the last working day of the month.  The hours you will be paid for will depend upon the date your time sheet was submitted to the payroll department. 

The Payroll department has a monthly deadline for information and changes; this is generally in the second week of each month.  You will receive payment for the hours you have worked and submitted time sheets for, up until the date of the payroll deadline.  Any subsequent hours will be paid in the payroll run in the following month.  Your school will be able to give you details of the monthly payroll deadlines.  

Teachers’ Pensions

All supply teachers are automatically included in the Teachers’ Pension Scheme; if you are unsure as to your pension status please contact them directly on 0845 6066166 or online at https://www.teacherspensions.co.uk/ 
Tax Issues

Tax matters often prove to be an area that needs to have your close attention, particularly if you work for more than one Local Education Authority or another employer. The HMRC can be contacted on Tel 0300 200 3200.  Quote your National Insurance Number and our reference 470/B4967.
