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TERMS OF ASSIGNMENT FOR SUPPLY TEACHERS

1.    INTRODUCTION:

 The agency is, when it deals with temporary supply teachers, operating as an employment business. Supply teachers working for the agency under such circumstances are employed through a contract for services.

2.
  KEY LEGAL OBLIGATIONS TO EMPLOYEES AS AN EMPLOYMENT BUSINESS:
 The agency has legal responsibilities to:

· Verify the ID of the supply teacher

· Verify their experience

· Verify their training

· Verify their qualifications

· Ensure that these are compliant with legal and professional statutes

· Ascertain that they are suitable for the work they are being supplied to do

· Confirm that the supply teacher is willing to work in the position(s) offered

3. 
DEFINITIONS
The ‘Supply Teacher’ means the individual engaged to carry out the assignment.

The ‘assignment’ means the period during which the ‘Supply Teacher’ is engaged to render services to the Client.

‘The Client’ means the person or school requiring the services of the Supply Teacher.

The Employment Business means ‘the agency or otherwise referred to as the agency. 

4. 
THE CONTRACT
These Terms of Assignment constitute a contract for services between the agency and the Supply Teacher upon being signed by the Supply Teacher and they govern assignments undertaken by the Supply Teacher with the Client. These Terms of Assignment shall not give rise to a contract of employment between the agency and the Supply Teacher. No contract shall exist between the agency and the Supply Teacher between assignments. 

5. 
ASSIGNMENTS
 The agency will endeavour to obtain suitable assignments for the Supply Teacher in educational establishments on a daily rate basis. The failure of the agency to obtain suitable assignments for the Supply Teacher shall not give rise to any liability on the part of the agency and the Supply Teacher shall recognize that there may be periods between assignments when no work is available.

The Supply Teacher shall not be obliged to accept an assignment offered by the agency. 

The Supply Teacher is entitled to secure work on his/ her own accord, or through any other employment business, agency or employer. 

6. 
TIMESHEETS

The Supply Teacher is responsible for completing a weekly timesheet indicating the hours, session or day (as appropriate) that has been worked for that week. This must then be signed by an authorized representative and then returned to the agency’s office by no later than 10 am on the following Monday. Failure to submit the timesheet for the hours worked may delay payment of those hours. For the purposes of the Working Time 

Regulations, the Supply Teacher working time shall not include those periods during which he/she is travelling to the client’s premises. Lunch breaks and other rest breaks shall count as part of the Supply Teacher’s working time. 

7. 
PAY

 The agency shall pay the Supply Teacher for the hours, sessions, days that he/she works on assignments, and is responsible for the deduction of Income Tax and National Insurance which the Employment Business is required by law.  The agency is deemed to include holiday pay into the daily rate.

The current daily rate shall be at £ _________
8. 
STATUTORY LEAVE

Payment in respect of the entitlement of paid leave shall be incorporated into the daily rate. The amount of the payment to which the supply Teacher is entitled in respect of such leave is calculated in accordance with and in proportion to the number of days, which he/ she works, on assignments. Any leave so accrued shall be taken during school holidays. 

9. 
OBLIGATION OF THE SUPPLY TEACHER
The Supply Teacher shall agree to:

· Co-operate with the client’s staff and accept the directions, supervision and instructions person in the client’s organization and conform to the normal hours of work currently in operation. 

· Prepare and mark work as required by the assignment. 

· Take all reasonable steps to safeguard his/her own safety and the safety of pupil, students and staff.

· Adhere to the Equal Opportunity Policy provided by the agency.

· Not engage in any conduct detrimental to the interests of the client.

· Inform the agency of any complaints by the client. 

10. 
CANCELLATION OF ASSIGNMENT
 The agency may at any time without notice and without liability instruct the Supply Teacher to end the assignment.

The Supply Teacher may, at any time without notice and without liability, be asked to be removed from the assignment and the register.

If the Supply Teacher is unable for any reason to work on an assignment, he/she must inform the agency by no later than 7.30 am on the first day of the absence to enable the agency to make alternative arrangements with the client. He/she must then inform the agency on their availability to work again as soon as possible.

I accept the Terms of Assignment outlined above. 

	Signed:
	___________________________
	Consultant:
	_____________________________

	Print name:
	___________________________
	Witness signature:
	_____________________________

	Dated:


	___________________________
	Witness print name:
	_____________________________
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