
Process Map for Short- and Long-Term Primary Teacher Cover  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*Processing Payment (Supply and part-time staff ONLY) 

To process payment for additional hours worked the hours should be claimed by the staff 

member via MySelf and approved by the Head Teacher, further guidance can be found here: 
Payment Process (Temporary Teachers & Associated Professionals) – My NL 

**If the staff member providing the cover is permanent pool or has an existing fixed term 

contract, their pay will be automatically processed via iTrent. 

Is the cover required for 20 

working days or more? 

You can offer this work to 

existing part time staff or 

Click Here to request the 

most up to date Supply 

Availability* 

NO 

Click Here to submit your 

long term cover  

requirements. 

YES 

HRBP Team will review this 

requirement and contact you 

directly advising of next 

steps. Is the cover required 

for a permanent staff 

member? 

NO 
The HRBP Team will be in 

touch directly, to advise that 

you can offer this work to 

existing part time staff or 

source cover from the most up 

to date Supply Availability* 

YES 

Once you have identified 

the cover you must click 

here to submit the relevant 

information for a Fixed 

Term contract to be issued. 

The HRBP will be in touch 

with your directly to advise 

who will be providing this 

cover** 

If this cover continues 

beyond 2days you must click 

here to submit the relevant 

information for a Fixed Term 

Contract to be issued. 

https://mynl.co.uk/knowledge-base/new-pyol23-process-temporary-supply-teachers/
https://forms.office.com/e/f15N62th57
https://forms.office.com/e/f15N62th57
https://forms.office.com/e/f15N62th57
https://forms.office.com/e/f15N62th57
https://forms.office.com/e/f15N62th57
https://forms.office.com/e/f15N62th57

