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GUIDANCE on OPERATIONAL PROCEDURES for NEW RECRUITS:

Now that you have registered with us it is our aim to develop a long - term partnership with you, to enable us to provide an honest and professional service to schools and nurseries throughout the region.

How do we operate?

· When you are given an assignment, you will be informed of the exact job title, the location, whom to report to, the pay rate and the starting date and time.

· If you find that you are going to be late or unable to attend the assignment, it is vital that you telephone us immediately - we can be contacted 24 hours a day, seven days a week.  If for any reason you have difficulty contacting us, then please make the school aware of your situation.
· When you arrive at the school it is up to you to ensure that you have the induction information required to perform professionally. That may have already been made available on the agency website. Check. In particular each teacher should be made aware of any specific risks that they face at that particular school. The teacher should therefore ask of such risks, the school is obliged to conduct periodic risk assessments, and the school should relate such risks before the teaching day begins.
· When you register with us your consultant will explain the timesheet system. Please ensure that you comply with instructions.
Please help us to provide the highest quality of service we can by keeping us up to date with your availability each week.

How will you be paid?

· In order for us to process your wages efficiently please ensure your timesheet arrives with us on time.
· You will be paid directly into your bank account by BACS, one week in arrears on the Friday following the week you have worked.

· Your wage slips will be forwarded to you by post.
· If you do have any queries regarding your wages, please contact us as soon as possible.  Personnel will do all they can to answer any queries and resolve any problems as soon as they are able to.

What about Tax and National Insurance?

· You will be asked to provide us with your National Insurance Number when you register with us. Tax and National Insurance will be deducted from your wages each week and paid to the relevant authorities.
· You will be asked to send us your P45 in order to ensure that you do not pay too much tax.  If you do not yet have your P45 then you must complete a P46.
Assignments

· Our agency expects you to look both smart and professional whilst at work.

· Please note that your personal belongings are not covered by the school’s/nursery’s insurance, therefore if you do need to take any valuables into school, please ask if there is somewhere safe for you to place them.

· You are asked to arrive at school no later than 8.30, or earlier if a private nursery requires you to do so. You should report to the school office where a permanent member of staff will advise you on the following:

 School procedures and rules

 Your timetable/location for the assignment

 Whether work has been left by the teacher

 Any resources/equipment which you will need and where to find them

 The name of who to contact in the event of any problems or emergencies

Working Practices

We do expect our teachers to arrive at school with prepared work, however if when you arrive at school the work has been set by the teacher, this should take precedent.  Once you have finished your assignment you should leave a report for the teacher concerned.

Please also:

 Abide by the no corporal punishment policy

 Carry out all duties which would be undertaken by the class teacher

 Mark all work which has been completed during your cover period

 Ensure that the classroom is left tidy at the end of each day
 For teachers involved in sports, ensure that all standard safe practices are adhered to. 
   Please do not:

 Leave pupils unattended at any time

 Allow pupils to run in corridors

 Dismiss pupils at the end of the school day before the school bell has rung

Incidents or Accidents at School

Any incidents or accidents involving you or your pupils should be reported to the headteacher immediately, as well as your agency consultant. Whether the incident or accident is inside school or outside on the playground, you are involved directly or indirectly, it is vital that it is documented.
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