
Authorisation 

Name: Position: 

Signature: Date: 

 

Time Claim Form (Support Staff) 
 

Name:  

Job Title:  

Location:  

Month Claiming:  

NB: If claim is being completed by someone without a contract they will also need to complete a bank 

details form 

 
 

CLAIM 

Week 

Ending 

M T W T F Total Plain Rate 

Time Worked: 

Hrs/mins (mins 
in decimal) 

Total time 

acting up 

Reason for claim 

and role if acting 

up 

         

         

         

         

         

Total:    

 
 

DEDUCTION (if acting up) 

Week Ending M T W T F Total time to be 

deducted 

Role being 

deducted 

        

        

        

        

        

Total:    

Signature: Date: 
 

 

 

Office Use Only 
 

 Deduction Claim 

Grade   

Pay Point   

Corporate Subjective Reference   



Guidance Notes 

• Purpose - This form is to be completed by all Support Staff who need to claim payment for 

additional hours worked or need to claim for hours that they have worked when ‘acting 

up’ into a different role at a different rate of pay. 

• Role - One form needs to be completed per contracted job role. I.e. if you are claiming 

additional hours for your role as a Midday Supervisor and your LSA role you will need to 

complete two forms. 

• Location – This is the school where the overtime was completed 

• Month Claiming – This is the month the overtime took place i.e. if you are submitting the 

claim in March for additional hours completed in February the month claiming would be 

February 

Example claim: 
 

CLAIM 

Week 

Ending 

M T W T F Total Plain Rate 

Time Worked: 

Hrs/mins (mins 
in decimal) 

Total time 

acting up 

Reason for claim 

and role if acting 

up 

01.04.19 2 2 3.5 2 0.15 6.16 3.5 Absence - Cover 

Supervisor 

 

 
Example Deduction: 

 

DEDUCTION (if acting up) 

Week Ending M T W T F Total time to be 

deducted 

Role being 

deducted 

01.04.19   3.5   3.5 LSA 

 
Authorisation - All claims need to be signed by the employee and authorised by the Headteacher 

prior to submission to payroll 
 


