
 APPENDIX D


 RENEWAL LETTER 
Dear 
I write to enquire whether or not you wish to remain on the list of potential workers who are prepared to undertake short term supply teaching duties on a casual as and when required basis with effect from 1 April ...... until 31 March .......... . 
Where individual has lived overseas for a period of 3 months or more in the last year, include the following: 
Continued inclusion on this supply list is subject to satisfactory employment checks as follows:
This post is exempt from the provisions of The Rehabilitation of Offenders Act 1974 and requires that post holders declare all previous criminal convictions. Disclosure Scotland provides a system of disclosing criminal history information to individuals and organisations for employment purposes, including PVG Scheme Records. 
You will be required to gain and maintain PVG Scheme membership. Falkirk Council will pay the fee initially and will reclaim this through regular salary deductions. Please complete and return the enclosed Application to Join the PVG Scheme/Existing PVG Scheme Member application and Payroll Deduction Mandate to the address below at your earliest convenience. 
Occupational Health clearance is also required, please complete the attached questionnaire and ensure confidentiality by sealing it in a plain envelope with your name written in top left hand corner. You should then return it to who will forward it to Occupational Health for assessment. 
You will be engaged on a daily basis and paid an hourly rate for all hours worked. Your hourly rate of pay will be calculated on you being placed on spinal column point 1 (or SCP where appropriate), currently ………… per annum, of the salary scale for teachers as set by the Scottish Negotiating Committee for Teachers (SNCT). 
You will be contacted should any period of employment appropriate to your skills/experience become available and you will be advised in writing of the hours of work on offer, the location and the reason for the engagement. There will be no obligation on Falkirk Council to offer you employment and there will be no requirement on your part to accept. 
In order to be reimbursed for all hours worked, you must complete a timesheet for each period of employment and submit this to the engaging Headteacher for authorisation and then submit to the Educational Resources Manager for payment. All hours worked will be at plain time. 
In line with Falkirk Council Financial Regulations – December 2009 “Claims submitted more than 2 months after the end of the calendar month to which the claim relates will only be paid if authorised by the Chief Officer, and accompanied by a memo from the Chief Officer outlining the reason for delay.”
A supply of timesheets will be available from [INSERT NAME OF DESIGNATED INDIVIDUAL WITHIN SERVICE]. You will be paid in arrears on the last Thursday of each month by credit transfer directly into your bank account and your pay will be subject to the appropriate deductions for National Insurance and Income Tax. 
When you are working, annual leave will accrue based on the number of hours worked. For every hour worked the accrual rate for annual leave will be 0.0293 days (ie 0.2051 divided by 7 hours, where 0.2051 is the daily accrual rate for a full time teacher). 
You will have no entitlement to notice, paid sick leave (other than Statutory Sick Pay) or public holiday time off. 
You must conform to Service requirements in relation to Codes of Conduct, Drug and Alcohol Policy, Health and Safety and any other specified Service rules. 
No other conditions of employment will apply. Access to the appropriate procedures in relation to harassment and discrimination will be provided to you if required by contacting Human Resources. 
Your Head of Service has the discretion to remove you from the list of short term supply teachers should you be unavailable to work or when the need for supply employment ceases for any reason. The supply list is subject to annual review and you will be removed from the list if you have not undertaken a period of supply work within the previous 6 month period. 
Please confirm whether you wish to continue to be included on the list of potential short term supply teachers by signing the enclosed copy of this letter and returning it to <NAME>. 
May I take this opportunity to wish you every success when you are required to work within Falkirk Council. 


HEAD OF SERVICE 





I confirm that I wish my continued inclusion on the list of potential workers on the conditions outlined above. 

Signed ....................................................... Date .......................................

