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GUIDELINES FOR TEACHERS

We very much appreciate your efforts in following the guidelines; we accept that many of the points raised below will be second nature to you but, in the search to provide the best possible service, it doesn’t do any harm to revisit these basic principles.

Please ensure that you:

· NEVER 
have any physical contact with a pupil.

· NEVER 
verbally abuse or insult pupils, or say anything that could be interpreted as racist.

· NEVER
have any correspondence with a pupil, via phone and social networking sites; please ensure your privacy settings are set.
· ALWAYS 
arrive on time, ideally by 8/8.15am.
· ALWAYS 
dress appropriately.

· ALWAYS 
conduct yourself professionally; ensuring mobile phones are used only in the staff room.
· ALWAYS 
inform us immediately if anything untoward happens on your assignment.

In response to the ‘Safeguarding Children and Safer Recruitment in Education’ document, it is important you understand the following procedures:

· When you attend a school for the first time, Focus Education will provide the school with the following information relating to you, by fax or e-mail:

o Full name and photograph;
o DfE Teacher Number and date of QTS;
o DBS disclosure number, issue date and confirmation of any Police Records;

o Date of Children’s Barred List check;

o NCTL Teacher Services check, confirming of any sanctions, QTS date and Induction status;

o Confirmation of proofs of identity and certificates copied, along with date copied;
o Paragraph about your qualifications, experience and references.

· When attending a school for the first time you will need to produce the following items upon arrival:

o Photo ID: Driving Licence or Passport;
o DBS Disclosure.

TEACHERS’ STANDARDS
New Teachers' Standards were introduced by the Department for Education (DfE) in September 2012; the standards set a clear baseline of expectations for the professional practice and conduct of teachers. 

The Standards cover what is expected of your teaching, and your personal and professional conduct. All teachers need to be aware of and follow the new Teachers’ Standards; you can find the publication by following below:

1. Go to our website – www.focuseducation.co.uk 

2. Click “Information for Teachers”, then “Resource Links”

3. From the list click the link to the Department for Education 

4. To find the publication enter “Teachers Standards” in to the search box, and click the relevant links.

PUNCTUALITY AND TIMEKEEPING
All schools have slightly different start and finish times, we feel, that you should always aim to arrive early when it’s a school you have not worked in before, allowing plenty of time to familiarise yourself with their policies, attend morning briefing and receive information regarding the class(es) you will be teaching, and the work pupils will be required to do.

It is equally important to fulfil your duties at the end of the day, ensuring that rooms in which you have taught are left clean and tidy, that any marking required is completed and ensuring pupils are seen off the premises safely. 
If you are unable to attend an assignment for any reason, it is essential to contact Lynne preferably the evening before or by 7.30 on the day of the assignment, so alternative arrangements can be made. If you are going to be late please call your local office as soon as possible, so we can inform the school.
DISCIPLINE AND CONDUCT
If the school has a Code of Conduct or similar disciplinary procedure in place please make sure you follow it. If the school does not inform you of its disciplinary procedures when you arrive, make sure you ask the responsible member of staff to explain them to you at the start of your placement.

Remember that you are as accountable for your actions in the classroom as a full-time member of staff. The way you deal with the children in your care must reflect this; you cannot, for instance, use any form of physical contact or verbal abuse to exercise control over pupils. 

ROLES AND DUTIES OF A SUPPLY TEACHER
There are certain obligations that cannot and should not be placed on supply teachers. A supply teacher is likely to be expected to carry out work in the same way as any teacher. This could include break duties, seeing pupils on and off the premises and supervising classes other than the ones s/he was expecting to teach, because of the absence of another teacher. If a supply teacher is in school for only a few days, it is unlikely that s/he will be required to attend any staff meetings, parents’ evenings, or any of the other activities which form part of the directed time of teachers. 

TEACHING
Please make every effort to cover the work that has been set for the classes you take. Please also deliver this work in as meaningful a manner as possible, to maximise the learning that takes place under your supervision. 

Please bear in mind that the school has booked a teacher; therefore this is what they expect to receive. They have not booked a child minder or classroom supervisor.

It is a good idea, especially if you are working in a Primary School, to have some suitable classroom resources with you. Whilst schools make every effort to set work when regular teachers are absent, this is not always possible. In this eventuality it is as well to be prepared; should you require access to materials (National Curriculum documents), and equipment (PC’s, printers and photocopiers), please do not hesitate to contact your local office to arrange this. 
Pupils are all too quick to take advantage of supply teachers, but you are not there to be abused, ignored or insulted. You have every right to be treated as well as any other member of staff, and if you are not then you should seek support from Heads of Department or Senior Staff.

EXPECTATIONS
Supply teachers are expected to:

· co-operate with all members of staff at the school;
· accept the supervision and reasonable instruction of an appropriate ‘line manager’;
· observe the rules applicable at the school; if you have any concerns (for example, about pupil discipline) you should identify these rules as quickly as possible (by liaison with the ‘line manager’);
· work the normal hours of work at the school (subject to any specific contractual arrangements to the contrary);
· take reasonable steps to safeguard the health and safety of yourself, other members of staff at the school and, of course, the pupils. If you have any concerns about health and safety you should, locate the health and safety policy and ensure that you comply with its contents act in a manner that is not detrimental to the school;
· keep confidential any information you acquire in your work in relation to the school or supply agency.

ON ARRIVAL AT THE SCHOOL
You may find some of the following questions useful to ask upon arrival at the school:

· Are there any special instructions about gaining entry to the school premises?

· What are the arrangements for assembly and registration; do you call a register every lesson?

· Are you ‘expected’ to do extra duties, e.g. yard duty; bus duty? 

· Is there somewhere where you can store your personal belongings safely and securely?

· Does the school have a lesson routine? For example, are classrooms locked at the end of a school session?

· Is there a seating plan for the classroom or are pupils able to choose their own seats?

· Do pupils record their work in exercise books, on paper, or in some other way?

· Is there any guidance about marking, recording and assessment (if this is appropriate to the supply assignment)? 
· Are any ancillary or support staff to work in the classroom while you teach? Are they in the classroom to support a specific pupil, or are they to be deployed as you deem appropriate?
· Do any pupils in the class have special educational needs, or medical conditions of which you should be aware?
· What are the arrangements when a child is sick; for wet weather during outside activities; if there is an emergency, e.g. a fire?
DECLARATION
I confirm that I have read and understand the above Guidelines for Teachers information, and am aware that if these basic rules are not followed, Focus Education may refuse to offer further assignments.

Signature: 

Name: 

Date: 
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