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TIMESHEET








	TO BE COMPLETED BY THE TEACHER:

	TEACHER SURNAME 

	FIRST NAME

	SIGNATURE


	ELITE EMPLOYEE REF NO (initials)

	TO BE COMPLETED BY THE SCHOOL:

	SCHOOL NAME/STAMP


	(Please tick appropriate box)

	
	MON
	TUES
	WED


	THURS
	FRI
	

	DATES


	
	
	
	
	
	TOTAL DAYS WORKED

	FULL DAY
	
	
	
	
	
	

	AM
	
	
	
	
	
	

	PM
	
	
	
	
	
	

	I confirm that the total number of days worked are correct and will accept that Elite Personnel Ltd Accounts for the chargeable days at the agreed rate. I also accept Elite Personnel Ltd Terms and Conditions of Business.

	NAME:
	POSITION

	SIGNATURE:
	DATE:




PLEASE SEND COPY BACK TO US AS SOON AS IT HAS BEEN SIGNED OFF
(If photocopying this document please make sure T&C are on reverse)

ELITE TEACHING PERSONNEL 

5 High St, Sutton Coldfield, West Midlands B72 1XH

Tel:354 6684, Fax:354 6629, Web: www.elitep.co.uk, email: recruitment@elitep.co.uk
REG no 2919148, VAT 614412575
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Terms & Conditions of Business
1. The terms set out below constitute a contract for services between Elite Teaching Personnel  and the Temporary worker and govern each and every assignment unless written agreement is provided by Elite Teaching Personnel to the contrary.

No contact shall exist between Elite Teaching Personnel and the Temporary worker between assignments.  For the avoidance of doubt, these terms shall not give rise to a contract of employment between Elite Teaching Personnel and the Temporary worker.

2. Elite Teaching Personnel agrees to offer the Temporary worker opportunities to work as a Supply Teacher where there are suitable assignments with a school, requiring such a temporary worker.

The temporary worker agrees that suitability shall be determined solely by Elite Teaching Personnel; and that Elite Teaching Personnel shall incur no liability to the Temporary worker should it fail to offer opportunities to work in the above category.

If during the course of an assignment or within 2 terms after the end of an assignment the Client wishes to employ the temporary worker direct, the temporary worker acknowledges that Elite teaching Personnel will be entitled either to charge the client an introduction fee or to agree and extension of the hiring period with the Client at the end of which the Temporary worker may be employed direct by the client without further charge to the client.

The Temporary worker is not to accept direct offers of work from a school where Elite Teaching Personnel made the introduction, without prior written permission from Elite Teaching Personnel.

3. Elite Teaching Personnel shall pay to the temporary worker remuneration calculated at a half-day or full day, to be paid weekly in arrears, this rate will be no less than the National Minimum Wage as per the National minimal wage act 1988 as amended by such later regulations.   The actual rate will be notified on a per assignment basis.  This is subject to deductions in respect of PAYE and national insurance contributions and any other deductions, which Elite Teaching Personnel may be required to make by law.  

Subject to any statutory entitlement under the relevant legislation, the temporary worker is not entitled to receive payment Education or Clients for time not spent on assignment, whether in respect of holidays, illness or absence for any other reason unless otherwise engaged.

4.  Under the Working time Regulations 1998 the temporary Worker is entitled to 28 days paid leave accruable at the rate of 10.6% of pay.  All entitlement to leave must be taken during the course of the leave year in which it accrues and none may be carried forward to the following year.  Our Leave year runs from January to December.  In addition holiday is only to be taken during the school holidays.  Leave can be taken and paid (once accrued) at the rate of full or half days only.
5. The temporary Worker may be eligible for Statutory Sick pay provided that all relevant statutory criteria are met.

6. At the end of each week of an Assignment   the temporary Worker shall deliver to Elite Teaching Personnel time sheets duly completed to indicate the number of days or half days worked during the preceding week and signed by an authorised representative of the client.  Failure to submit all time sheets  may delay payment.

7. The Temporary worker is not obliged to accept any assignment offered, but in so doing, during every assignment and afterwards where appropriate, will: 
a) Co-operate with the clients reasonable instructions and accept the direction, supervision and control of any responsible person in the client’s organisation;

b) Observe any relevant rules and regulations of the clients establishment to which attention has been drawn or which the temporary worker might reasonably be expected to ascertain.

c) Take all reasonable steps to safeguard their own health and safety and that of any other person who my be present or be affected by their actions on the assignment and comply with the Health and safety policies ad procedures of the client;

d) Not engage in any conduct detrimental to the interests of the client

e) Not at any time divulge to any person, nor use for their own or any other persons benefit any confidential information relating to the clients employment business.
8. If the temporary worker is unable for any reason to attend work during the course of an assignment the Temporary worker should inform Elite Teaching Personnel prior to the commencement of the assignment, or day thereof.
9. Elite Teaching Personnel or the client may, without prior notice or liability, terminate the temporary workers assignment at any time. The temporary worker may terminate an assignment at any time without prior notice or liability.
10. These terms are governed by the law of England and Wales and are subject to the exclusive jurisdiction of the courts of England and Wales.
11. Enhanced disclosures will be requested from the Criminal Records Bureau.
12. Elite Teaching Personnel is a trading name of Elite Personnel Ltd
SUPPLY TEACHERS   TIME SHEET








