
 APPENDIX C 
SHORT TERM SUPPLY TEACHER TERMS OF ENGAGEMENT TEMPLATE LETTER (to be issued to the supply teacher by the Headteacher on commencement of each engagement) 

Dear

CASUAL - SHORT TERM SUPPLY ENGAGEMENT 

I am pleased to confirm the details of your engagement as a short term supply teacher in [NAME OF SCHOOL] with effect from [INSERT DATE]. 

Your engagement in the school will be on a “day by day” basis. 

The reason for the engagement is to cover the short term absence of a class teacher due to [SELECT REASON FROM LIST BELOW]. 

· in service training/staff development/working groups
· short term special leave, for example, bereavement leave, jury duty
· short term sickness absence
· trade union duties arranged on an ad-hoc basis
· SQA duties
· public duties
· interim vacant post cover

As the engagement is on a daily basis, you will not be given notice, but I will keep in touch and let you know whether you will be required tomorrow. 

Short term supply teachers will be paid on point 1 (point 0 if not fully registered) of the Main Grade Scale for each period of supply work, with pay calculated on an hourly rate basis. 

To be paid, you must complete Form (STS1), Casual – Short Term Teacher Salary Claim Form, additional copies of which are available from the school office or online on the council Intranet. It should be submitted to me for certification. Thereafter it is your responsibility to submit the form, monthly, in line with the stated submission dates otherwise payment may be delayed. 

I hope you will enjoy your time in the school. 

Yours sincerely 




HEADTEACHER
