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LEGAL REQUIREMENTS and RESPONSIBILITIES:

You are responsible for yourself and the pupils in your charge for the time you are within a school. The following information is very important so please read through it carefully:

Health and safety

· The Health and Safety at Work Act states ‘It shall be the duty of the employees while at work to take reasonable care for the health and safety of themselves and of other people who may be affected by their acts or omissions at work’

· Health and safety issues will be part of the induction of all temporary staff and supply teachers are responsible for finding out the specific policies of the school upon arrival. Please advise the agency if you have not had such an induction. 

· All supply teachers are advised that they must only undertake assignments for which they are fully qualified. Any qualified teacher may undertake general supervision. However, those required to cover practical lessons such as DT, food technology, laboratory science and PE must be qualified to do so and hold the relevant certificates. 

Fire and emergency procedures:
· All supply teachers, nursery nurses and support staff must ensure that they are made aware of the school’s specific procedures and of the location of all-relevant emergency exits and meeting points. 

First aid and accident procedures:

· All supply teachers, nursery nurses and support staff should ensure that they are made aware of the schools’ specific procedures and also of the name(s) and location(s) of the member(s) of staff responsible for first aid. Please advise the agency if this is not addressed. 

· All supply teachers, nursery nurses and support staff should establish where the first aid equipment is and ascertain the whereabouts of the member of staff who is qualified to administer treatment. 

· It is the responsibility of all teachers, nursery nurses and support staff to report any accidents and/or injury that occurs during their lesson or any period of supervision.

· All teachers should have rudimentary knowledge of first aid. If you do not have that then you may face a life-threatening incident in which you do not act and where blame for doing nothing could be attributed to you. So the agency advises you to take a course. And, if life-threatening circumstances arise, act in good faith rather than stand and do nothing.

Always remember that you are responsible for the pupils in your care. Do not leave them unattended, avoid risk at all times and always follow school procedures. It is your responsibility to report suspected or alleged abuse to the school. Under no circumstance should you intervene on your own. 

Avoiding risk:

Make every effort to understand the school’s discipline procedures and follow them. If you think that a situation is getting out of control:

· Don’t leave the class unattended

· Don’t attempt to restrain any pupil

· Send two responsible pupils to call the headteacher, deputy head or senior teacher. (If you cannot locate a senior member of staff then ask for any permanent class teacher.)

· Report the incident to the headteacher or deputy head and provide a written report.

· Please advise a the agency consultant what has happened. 

If you have any questions about the above information please do not hesitate to contact any member of the agency staff. 
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