                            Hertfordshire County Council
SUPPLY TEACHER CLAIM FORM - TE007   (V4  Aug 2010)


	School Name
	
	School No.
	

	Surname
	First Name
	Emp Personnel No.



Please only send in one timesheet per claim
period for each school you are claiming for
Please do not put more than one school on a timesheet

This form should not be used by teachers who hold a contract with a school and have undertaken additional work at that school. Those hours should be claimed using the TE006 claim form and will not require a Unique Booking Number.

	Date
	% claim
	Unique Booking No.
	School’s Authorising Signature
	Printed Name
	Reason -  

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Return to:

Serco Payroll School
PO Box 252

County Hall

Hertford

SG13 9AZ

	Supply Teacher Signature

…………………………………………………….

Date:…………………………………………….
	Key for Reason for Cover:

P – Planned

U – Unplanned

CPT – Child Protection Training

TAD – Training & Development

	Please return the completed form by the date indicated in the attached guidance.
	
	PUB – Public Duties


1.
School Name and School Number  - Please complete a separate sheet for each school at which 
you work during a single claim period.   Do not include claims for more than one school on this form.
2.
Last Name and First Name. – Please insert your last and first name as it appears on your payroll record.
3.
Emp. Personnel Number -  Please insert your employee personnel number as it appears on your payslip. You will find this number above your name and address on your payslip. If you have not been given 
an employee personnel number please contact the Schools Payroll Team on 01992 555436
4.
Date – Please insert a date for each day you worked at the school identified in the heading of the form. Please include a line for each day you have worked even if they are consecutive days. 
5.
% claim – The school will insert 100% for whole days worked.  For any part days worked the school will insert the appropriate percentage.   For example – where the school teaching day, excluding registration, assemblies and breaks, is 4 hours and a half hours and you have pupil contact time in the 
morning of 2 and a half  hours,  the % claim would be   (2.5/4.5)   X   100 =    55.5% of the school day.
6.
Unique Booking Number – All teachers booked through the Central Supply Register must have

a unique booking number (UBN).   This will be provided to the school at the point the booking is made. Payment for claims which do not include a unique booking number may be delayed or disregarded. 
This form should not be used by teachers who hold a contract with a school and have undertaken additional work at that school. Those hours should be claimed using the TE006 claim form and will not require a Unique Booking Number.
7.
School’s Authorising Signature and Printed Name – Each day of supply work must be signed by 
a suitably authorised member of staff at the school at which the work was carried out. This will usually, but 
not always, be the Headteacher.
8.           Reason – It is important that the authorising signatory also identifies the appropriate reason for the
 supply. There is a list of the abbreviated codes at the foot of the claim form. 
9.            Supply Teacher Signature and Date – Please sign and date the claim form once you have 
recorded all claims which fall within the current claim period. 
Calendar for claims
	Claim Period
	1st  Sept to 15th Sept
	16th Sept to 15th Oct
	16th Oct to 15th Nov
	16th Nov to 7th Dec
	8th Dec to 15th Jan
	16th Jan to 15th Feb
	Feb 16th to 15th Mar
	16th Mar to 15th Apr
	16th Apr to 15th May
	16th May to 15th Jun
	16th Jun to 15th Jul
	16th Jul to 31st Jul

	Submission date
	18th Sept
	18th Oct
	18th Nov
	7th Dec
	18th Jan
	18th Feb
	18th Mar
	18th Apr
	18th May
	18th Jun
	18th July
	18th July

	Pay date
	30th Sept
	31st Oct
	31st Nov
	23rd Dec
	31st Jan
	28th Feb
	31st Mar
	30th Apr
	31st May
	30th Jun
	31st July
	31st July


Important Note- It is the responsibility of each supply teacher to ensure the Form TE007 is completed, authorised and submitted appropriately.    This form may be photocopied or copies obtain from schools or Supreme. 
