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OUR PROCEDURE for PROVIDING TEACHERS with CLIENT INFORMATION

DAY-to-DAY:

When a school/client requests a daily supply teacher the following aspects of the job need to be clarified:

· Directions and location of school

· Induction information (on registers, fire drills, violent pupils, assemblies, dinner-monies, first aid etc.)

· Starting and finishing time of assignment

· Subjects/year groups being taught

· Contact details at school (line management)

· Any Special Educational Needs (SEN) requirements in the specified class and whether trained teaching assistants will be present or if the requested supply teacher needs to have been trained in SEN.

· Any additional information that the teacher may require eg work set 

· Very importantly, there is a requirement for schools to give – and consultants to pass on – and information about specific risks within the school. 

Once this information has been gathered and a teacher informed of the assignment then the above information is relayed to the teacher over the telephone.

LONG-TERM:

When a school/client requests a long term supply teacher the following information is gathered:

· School location and directions

· Starting date and length of assignment

· Subject and classes taught

· Any other specific needs the school requires of the teachers

· Very importantly, there is a requirement for schools to give – and consultants to pass on – and information about specific risks within the school.

We will then select suitable candidates for the job, inform them and fax their CVs to the school in question to be considered for the position.

If the school wishes to interview one of our candidates the teacher will then be contacted by us for a briefing in which they will be given all the information we have regarding the school and the assignment to prepare them.

Any additional aspects of the job regarding things such as SEN, line management etc. will be discussed at the schools interview stage. A contract will be drawn up to suit the position including the length of contract, the pay, extra-curricular activities and all other duties expected. 
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