


Staff FTE Pay data collection 2024:
Guidance notes for Local Authority data suppliers


This collection is completed online via the ProcXed site data collection and validation platform.
 
Please contact us with any questions by emailing: scotxed@gov.scot

1. Coverage is of all staff covered by the SNCT Pay deal, and no-one else. This includes:

Teachers: 
· Head and Depute Head Teacher
· Principal Teacher
· Chartered Teacher
· Teacher
· Lead Teacher – School Based
· Lead Teacher – Local Authority
· Lead Teacher – Regional or National
· Assimilated ST/APT

And associated professionals:
· Senior Educational Psychologist
· Principal and Depute Principal Educational Psychologist
· Educational Psychologist
· Music Instructor
· QIO Manager (Senior Advisor)
· QIO (Advisor)
· Education Support Officer (Assistant Advisor)

Pay scales for 2024 data collection are presented as of April 2024.

The return should cover employees paid as of the Census week (week commencing 9 September 2024). It is, therefore, a “snapshot” as at a particular point in time.  

The deadline for submitting your completed return is Friday 1 November 2024.

Include:
· all permanent and temporary staff employed in areas covered by the SNCT pay deal only, whether employed in schools (including pre-schools) or centrally;

· those on maternity/paternity leave, those on long-term sick leave or training, and their long-term replacements, and seconded replacements;

· permanent supply pool staff, i.e. those paid irrespective of whether teaching during census week. Also include any long-term supply staff.

Exclude:
· staff who are not covered by the SNCT pay deal but whose salaries have been linked to pay scales within the pay-deal (for example, any student inductees not yet officially registered as probationers);

· daily rate supply teachers, volunteers, staff seconded out to another post not covered by the SNCT agreement (although if seconded to certain posts in the education authority they may be included there). Do not include vacancies;

· any on supply lists and others not employed at the Census week;

· staff on long term sick leave who are no longer being paid.

· those on career break who are not being paid.


2. Collection Guidance
Pay data for the Staff collection is being collected through ProcXed.

General notes on the completion of this data collection:

· Data should be entered according to current pay grade and not substantive job.

· Many teachers are on conserved salaries. Please ensure that these are recorded separately. And that teachers are recorded under the correct cash conserved salary scale.

· Possible values of pay point depend on grade and whether it is a conserved salary. For conserved salaries of assistant principal teachers (APTs) and senior teachers (STs), record staff under ‘TA – Assimilated ST/APT’. This is a conserved salary scale for teachers who were senior teachers and assistant principal teachers. During the reorganisation of teacher grades these disappeared but with salaries equal to the 3rd point of the Chartered teacher scale at the time.

· For teachers, a standard week of 35 hours is used to equate to one full-time equivalent (FTE). Express the hours worked by part-time staff as a proportion of either this or the standard week for your authority, if that differs. Where possible, the FTE for each staff grade should match that obtained from the centrally employed staff or school data.

Amended validation checks for the 2024 Collection

Previous data collections have prompted a validation error when total staff FTE has increased more than 5% or decreased more than 5% since the previous year’s collection. This check on total staff FTE will be removed, and will be replaced by similar checks for a greater than 5% increase or decrease in the FTE of:

· Main Grade Teachers – T07
· Head and Depute Head Teachers - T08
· Principal Teachers – T04

The checks on Head and Depute Head Teachers and Principal Teachers compare total staff FTE excluding cash conserved teachers. The additional validation checks for any increase in the number of chartered teachers (T06) or assimilated teachers (TA) will remain unchanged.

Additional data required for the 2024 Collection

· The 2024 data collection will again resemble those from recent years. That is, it will again ask for the additional breakdowns introduced in 2019 to support the work of the SNCT.

· The additional data shows a further breakdown of FTE staff at Head and Depute Head Teachers, and for Principal Teachers, by type of school:

Breakdown of FTEs on Head Teacher / Depute Head Teacher required:
Head Teacher - Primary
Head Teacher - Secondary
Head Teacher - Special
Head Teacher - Centrally Employed

Depute Head Teacher - Primary
Depute Head Teacher - Secondary
Depute Head Teacher - Special
Depute Head Teacher - Centrally Employed

Breakdown of FTEs on Principal Teachers:
Principal Teacher - Primary
Principal Teacher - Secondary
Principal Teacher - Special
Principal Teacher - Centrally Employed

· Please record those working in primary school nursery departments as Primary.

· Those in local authority standalone ELC settings should be recorded as Centrally Employed.

· These further splits of data are NOT REQUIRED for teachers on cash-conserved or life-conserved salaries.

· The 2024 data collection will again ask for Lead Teacher, the role introduced in 2021. FTE for this new role should be entered in the categories presented in the table below. At the time of this year’s data collection, there may be relatively few Lead Teachers in post. 

	Job Title                                                  Code           Salary 

	Lead Teacher - School based                  T09             £53,997

	Lead Teacher - Local Authority                T10             £68,742

	Lead Teacher - Regional or National       T11             £76,704 



Directions for completing the form online:

1. Go to the ProcXed and log in.  
· If you don’t already have a username, then contact scotxed@gov.scot.

2. Click on the Menu button and select ‘Data Returns’ then ‘Manage Data Returns’.

3. Select ‘Staff FTE Pay’ from as Data Collection Type.  Select ‘Staff FTE Pay 2024’ from the Data Collection drop down list.  A data return for your authority should appear: Click on the ‘Select’ button in the action column and then ‘Edit’ in the Data Return Component.  

4. The form is laid out in the same way as the spreadsheet in past years, as a grid of pay grades and pay points. For each valid combination of grade and point, the salary for that combination has been given (or is asked for where salary paid is one agreed outwith the current pay scale).

5. For each valid combination of pay grade and pay point, please enter the number of FTEs your authority employs in the box underneath the appropriate pay scale amount. FTE figures can be given to one decimal place. If you employ no staff on a given combination of grade and point, please enter 0.

6. Automatic validation checks are built into the form. When you click ‘Save’, the form will be validated and any errors highlighted. Should any error messages appear, you should check that the data provided has been correctly entered, and enter any corrections needed, or where appropriate, provide a reason explaining the error message, using the text balloon icon, and ‘clear’ by clicking the red cross. (Please also let us know if any previous years’ data submitted requires revising).

7. To submit the form, click ‘Save and Submit’ and when asked to confirm, 
click ‘Save and Submit’ again.  


3. Local Authority Validation

Including this data collection, there are three collections related to teacher numbers (all giving the FTE):
1. Teacher Census (teachers only);
2. Early Learning and Childcare Census; and
3. Staff FTE Pay data (this collection).

This data collection as compared to the Teacher Census data collection:

The total number of teachers counted in the Teacher Census is expected to be higher than that counted in this data collection, because the Teacher Census additionally includes teachers on all types of long-term leave.

The total number of associated professionals (not teachers) in the Teacher Census is expected to be lower or equal to that counted in this data collection. This is because the Teacher Census does not include those staff on all types of long-term leave.

For information, the following shows the scope of the two collections:

· Teacher Census counts the number of posts. It doesn’t double count teachers on leave (it counts either a teacher on leave or the replacement teacher). Information on support staff is also collected.

· Staff Pay counts the total number of FTEs of all teachers, including those in post and on leave. It doesn’t count teachers replacing short-term leave if they are daily cover rather than employed by the local authority. In addition to teachers, this collection counts other staff covered by the SNCT pay deal.

If you wish to find out who in your authority is responsible for the Teacher Census, please contact scotxed@gov.scot .

If you require any further assistance please do not hesitate to contact:

Jamie Hume					Dylan Hewer
Email: Jamie.Hume@gov.scot 		Email: Dylan.Hewer@gov.scot
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