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REQUEST FLOW CHART:

	Inbound telephone call (or e-mail; regular checking mandatory)




▼

	Teacher specification identified




▼
	Consult available hot-list




▼
	Scan database; teachers within area first, then those out of area if necessary




▼
	Consult school and confirm suitability




▼

	Ensure we have all we should have from the school – agreement, risk assessment etc




▼

	Ensure we have all we should for the teacher being deployed – CRB still valid, etc




▼
	Place teacher




▼
	Ensure all administration is in hand
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