
Entering Payments for Supply Teachers 
 
1. Supply teachers need to be set up with a Casual personnel number before they 
can be paid. 
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NB: You do not need to create a position for casual staff. Instead use Position 

Number 50708773 

2. Once complete you will see a personnel number for them in your Forms list 
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 3. You can now use this personnel number to enter a payment 

TILE PATHWAY 

 Schools Folder 
 Time and expenses 
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Enter the month of the claim you would like to process in Key Date and click apply. 
NB: the claim will have to be made for a date after they were set up, otherwise the 
system will not recognise them. 
Enter the personnel number (or use the search function) to populate the first cell of 
the grid – not the window below underneath apply which is for checking retrospective 
claims. 
 
Time data for supply teachers is entered on the system using 6.5 hours as the Full 
Time Equivalent (FTE) school day. When entering time data for a supply teacher, if a 
full day is worked enter 6.5 hours against each of the days worked. If a part day is 
worked, eg 0.4 calculate 6.5 x 0.4= 2.6hours, enter this number on the specific date. 
Enter the hourly rate for the supply work, which can be found here and on the 
Schools Intranet pages 

 
 

Top Tips:  

 If you put the last day of the month into Key date for the month of the claim 
you will ensure you pick up any new records you have created. 

 Put the personnel number into the grid not the top window above 

 Enter one claim at a time and submit to check it is error free and has been 
submitted correctly. 

 The same principal should be applied to contracted part time teachers 
 

http://schools.oxfordshire.gov.uk/cms/content/ibc-toolkit-schools


 You can look back at claims entered previously by

 
 
Entries made for that time period will be shown in the grid section. 


