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GTA Name:
School:

This assignment schedule confirms the hours agreed between you and the School, for the period stated below.  Whilst engaged on assignment, the terms and conditions stated in the document, University of St Andrews Terms and Conditions of Employment as a Graduate Teaching Assistant, will apply for the duration of this assignment schedule.

1. School Contact Details
	Head of School
	
	Director of Teaching
	

	School Manager
	
	School Office Point of Contact
	

	Module Co-ordinator(s)
	
	
	



2. Assignment Details
	Start Date
	Click or tap to enter a date.	End Date
	Click or tap to enter a date.


	ROLE 1: GTA TUTOR
	POST NUMBER 
	

	TOTAL HOURS
	
	ANNUAL SALARY, FULL TIME EQUIVALENT (FTE) GRADE & SCALE POINT
	

G5, SCALE POINT 23
	FRACTIONAL FTE FOR PERIOD OF ASSIGNMENT
	
	HOLIDAY PAY PERCENTAGE ACCRUAL
	

15.04%


	ROLE 1: BREAKDOWN OF HOURS

	PREPARATION TIME
	
	CONTACT TIME
	

	MARKING (B AND A)
	
	MARKING (B AND B)
	

	MARKING ( BAND C)
	
	OFFICE HOURS
	

	MANDATORY TRAINING
	
	SCHOOL SPECIFIC TRAINING REQUIREMENTS
	



	ROLE 2: GTA LEAD DEMONSTRATOR
	POST NUMBER 
	

	TOTAL HOURS
	
	ANNUAL SALARY, FULL TIME EQUIVALENT (FTE) GRADE & SCALE POINT
	

G5, SCALE POINT 23
	FRACTIONAL FTE FOR PERIOD OF ASSIGNMENT
	
	HOLIDAY PAY PERCENTAGE ACCRUAL
	

15.04%


	ROLE 2: BREAKDOWN OF HOURS

	PREPARATION TIME
	
	CONTACT TIME
	

	MARKING (B AND A)
	
	MARKING (B AND B)
	

	MARKING ( BAND C)
	
	OFFICE HOURS
	

	MANDATORY TRAINING
	
	SCHOOL SPECIFIC TRAINING REQUIREMENTS
	




	ROLE 3: GTA ASSISTANT DEMONSTRATOR
	POST NUMBER
	

	TOTAL HOURS
	
	ANNUAL SALARY, FULL TIME EQUIVALENT (FTE) GRADE & SCALE POINT
	

G4, SCALE POINT 17
	FRACTIONAL FTE FOR PERIOD OF ASSIGNMENT
	
	HOLIDAY PAY PERCENTAGE ACCRUAL
	

13.04%


	ROLE 3: BREAKDOWN OF HOURS

	PREPARATION TIME
	
	CONTACT TIME
	

	MARKING (B AND A)
	
	MARKING (B AND B)
	

	MARKING ( BAND C)
	
	OFFICE HOURS
	

	MANDATORY TRAINING
	
	SCHOOL SPECIFIC TRAINING REQUIREMENTS
	



You will be issued one assignment schedule for each School which will detail the type of work and the hours offered to you (i.e. Tutor, Lead Demonstrator, and Assistant Demonstrator). Any amendments to these hours will be confirmed to you by email.
Information on how your working hours are calculated can be found in the Pay rates and arrangements for hourly paid teaching staff (including PGR tutors) policy.

2.	YOUR EMPLOYMENT

You will be issued a document confirming the terms and conditions of employment which apply to all Graduate Teaching Assistants (GTA) along with your first assignment schedule.  If you do not already have the GTA terms and conditions, please contact the school office point of contact who will arrange for this to be issued to you.  Please ensure that you have received and signed the GTA terms and conditions before undertaking work under this assignment schedule. 

Please read through the GTA terms and conditions and contact your HR Business Partner if you have any queries.

3.	YOUR PAY

You will be paid by monthly instalments for the duration of this assignment, pro-rated for part months worked.

You must notify your line manager at the earliest opportunity if you are unable to work the hours agreed in this assignment schedule.  Please note that your monthly salary may be reduced accordingly if you are unavailable to undertake the work for reasons other than sickness absence, maternity, paternity, shared parental leave or some other form of authorised paid special leave.

4.	OTHER INFORMATION ABOUT YOUR ASSIGNMENT

If your studies are funded by an external grant funding body, it is your responsibility to ensure that you adhere to the requirements set down by your funding agency.

If you are a student visa holder, your total working hours for all employment must not exceed the restrictions on working hours stated in your visa.  You are responsible for ensuring that you remain complaint with these conditions.   

The hours provided under this assignment schedule are guaranteed as a minimum number of working hours to be paid over the duration of the assignment period.   Please note that if you are unable to 
work the hours offered under this assignment, with the exception of the reasons listed above, your salary may be reduced accordingly.

5.	CONTACT INFORMATION

Further information is available on our web pages  UNDER DEVELOPMENT

If you have queries about your GTA terms and conditions, assignment, pay or allocation of hours please speak to your line manager in the first instance, or contact your HR Business Partner.

6.	ACCEPTANCE
 	 	 	
I hereby accept the appointment as Graduate Teaching Assistant set out in this Assignment Schedule.  Furthermore I will comply with the terms and conditions of employment set out in the Graduate Teaching Assistant Terms and Conditions of Employment which apply to each and every GTA assignment I accept during the period covered by that agreement.


Signed ......................................…….............……………………     Date Click or tap to enter a date.

Name	…………………………………………………………………………. (PLEASE PRINT)

Matriculation number ................................................
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