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GUIDANCE FOR TEACHERS  

We advise the following

· Purchase a book that can be used to record relevant school information.
· Record all teaching assignments in your book.
· On your first visit to a new school ask to speak with the member of staff responsible for the management of supply teachers.
· On your first visit to a new school request appropriate information about the school and the class assigned to you.
For example you may ask about the following

· The name/number of the class you will be taking.

· The number of children in the class.

· A class list.

· Individual pupil information.

· The learning programme for the day.

· Name and duty times of any other adults working with your assigned class.

· Start and finish times of the school day.

· Registration procedures.

· Arrangements for dinner money collection.

· Playtime routine and duties.

· Emergency /Fire Drill.

· Child Protection Policy

· School Behaviour Policy.

· Marking Policy.

· Map of the school.

· Information about any events scheduled for that day.

· On subsequent visits to a school we suggest that you ask for specific information about the class assigned to you.

· If you do not receive any written information in the form of a handbook or folder etc, then record any verbal information in your book.

· Always make a note to show that you have requested relevant information from all the schools you work in.

· If you need to speak with a child about their behaviour or deal with an incident then we once again encourage you to make a note in your book immediately. This will be useful if you are required to recall this information at a later date.

· If you need to speak with a child about their behaviour or deal with an incident try to do so within sight of other adults or children. If this is not possible always leave the door of your classroom open.

· The content of any discussions with parents should also be recorded in your book.

· Please carry your current Enhanced Disclosure when working in school and on your first visit to a school please carry a form of photo ID.

· When contacting schools prior to your placement please ask if there is a dress code. 

· Please remember that once you enter the classroom, your mobile phone should be switched off.

· When marking children’s work, please date and sign ‘Supply Teacher’.
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