Supply Teacher Time Data Collection Flow Chart



Supply teacher attends appointment   





Has the supply teacher got an active SAP Supply Teaching Personnel Number that can be used for making payment for this work?





NO





YES





Does the school have the ability to create a new pay record for the supply teacher directly onto SAP?





YES





Does the school have the ability to enter Time Data for the supply teacher directly onto SAP? 





School Creates a new pay record for the supply teacher on SAP and informs the supply teacher of their Personnel Number before they finish work on that day for the supply teacher to use at future appointments 





NO





School enters Time Data directly onto SAP (CAT2)   





Is SAP HR/Payroll open for input?





School enters Time Data  onto the schools weekly record of supply days form (ST/1) for entering onto SAP during the first week of the following month  








YES





NO NO o





YES





NO o





School advises supply teacher of decimal days worked for them to enter on their monthly record of supply days form (ST/2), supplied by school





Side two of SAP/TIME/03 completed by supply teacher and school as appropriate





Supply teacher completes side one of SAP/TIME/03





On the last working day of the month the supply teacher copies their SAP/TIME/03 and sends the original to Payroll Services for payment to be made at the end of the following month.





Supply teacher checks pay advice to ensure payments have been made correctly





School establishes if the supply teacher is working  at a school using SAP Time Data for the first time, if so school hands teacher note (ST/AO/NOTE) which explains the new process  





Does the school have its own PAYE reference?





NO





YES








School sends  claim to Payroll Services
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