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Policy Guide for supply staff

Policy Guide for Teachers working through QT Education 
This document details QT Education policy with regards to professional conduct, child protection and disciplinary issues relating to our teachers.
This document has been designed to support you whilst working for QT Education and to recognise our commitment to offer a high quality service to our supply staff and South West Schools.

Code of Conduct
Whilst working for QT Education please ensure you:

· Dress formally unless otherwise advised.

· Arrive at school no later than 8.30am (if you are booked in an emergency please 
give a realistic time of arrival so we may advise the school).

· Ring your Education Consultant no later than 7.30am on the morning of the booking if you cannot go in (even if you are on a long term placement) we are contactable 24 hours a day.

· Ring your Education Consultant if you are going to be late.

· Use school policies for discipline and rewards appropriately and familiarise yourself with them as soon as you get to your assignment.

· Be prepared with your own work in case no work is set.

· Leave each classroom tidy at the end of each lesson.

· Report any incidents to your cover contact as well as your Education Consultant.

For Long Term assignments, you will be required to:

· Set your own work based on the school’s programme of study.

· Mark any work set in accordance with school policies.

· Set and mark homework.

· Attend relevant out of school meetings e.g. staff meetings, inset days and parents evenings.
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As a supply teacher in South West schools, behaviour management will be of paramount importance to a school and the success of your work.  On arrival at a school, you should be provided with a policy guide towards the procedures of the school.  Following these consistent practices will help ensure learning environments are both well managed and productive.  For a high proportion of lessons, work will be set for you to deliver, it is your responsibility to engage young people into this work and offer help whilst pupils are on task.  If behaviour becomes a real issue, there will be a support structure in the school to offer assistance, always use this support if required during lessons.  

Child Protection Guidelines for Teachers
QT Education fully recognises its responsibility in preventing unsuitable people from working with children in accordance with Safeguarding Children and Safer Recruitment in Education Guidance January 2007.
At all times you should ensure that you do not place yourself in any potential compromising situations with pupils. QT Education insists that all teachers adhere to a strict no physical contact policy with pupils. This policy has no scope for deviation.

The no physical contact policy will protect you against any allegations that may occur.

If an incident occurs that you may feel will lead to an allegation or if an allegation is made against you, please adhere to the following guidelines:

· Advise the cover contact at the school.

· Log the incident or allegation in the staff record book at the school.

· Make a detailed report yourself at the school.

· Keep one copy and forward one to your Education Consultant at QT Education.

· Advise your QT Education Consultant immediately.

As a temporary member of staff it is essential that the above guidelines are followed. If there are no witnesses to the incident / allegation, it is essential that a written report is completed, we will then be in a stronger position to support you.

QT Education has a duty to cooperate with any investigation and will instigate its own child protection policy.

Decisions as to whether to continue to offer work will be made in consultation with the school. 
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Disciplinary Procedure
QT Education engage supply staff under contracts for services and not contracts of employment hence we do not operate a documented formal disciplinary procedure for supply staff.

We do however follow up all assignments for performance feedback and will report back comments to you good and bad. If we receive negative feedback, we will seek to implement support mechanisms to improve performance with the relevant supply staff.

Where we receive more than three separate complaints about the same element of an individual’s performance of behaviour, then all circumstances surrounding the placement will be reviewed. If the individual is not willing to address the issues raised then, in some circumstances under the terms of registration, we would be unable to offer further work.
QT Education aims to support teachers working in South West schools.  We appreciate feedback given by you the teacher, towards how our service can be improved for the future. Every effort will be made to secure you work that match your requirements whilst being registered by QT Education. 

Expectations:

All teachers represented by QT Education to work in South West Schools have a ‘duty of care’ to all pupils whilst in school. Whilst being represented by QT Education, it is your responsibility to ensure young people are kept safe.  

Please follow these guidelines to ensure safe practice when working in schools: 

Do: 

Provide a good example and positive role model by behaving in a mature, respectful, safe, fair and considerate manner. 

Treat all pupils equally - never build ‘special’ relationships 
Speak to a member of staff if you are concerned about a child. 

Stay calm and listen if a child discloses potential abuse - do not judge and interrogate. 

Record any disclosure immediately on a child protection form (as provided by the school) with date, times and sign it (using the pupil’s own words). 
Reassure the pupil that they have done the right thing in telling you. 

Tell them that you have to tell someone else. 

Always ensure that you pass on any concerns before you leave school for the day. 

Always sign in and out at reception each time you work
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Don’t:
Respond to verbal or physical contact from pupils. If this occurs, or you have any other concerns about a pupil’s behaviour then it should be reported immediately to the member of staff overseeing your time in the school.  

Give personal information to any pupil - for example your name, address, telephone number or email address. 

Accept or respond to a pupil attempting to give you their personal details. 

Accept physical or verbal abuse from a pupil. Do not respond but report it immediately to a member of staff at school. 

Take photographs of pupils unless given specific permission. 

If a pupil discloses abuse to you do not promise confidentiality. Report it immediately to the person overseeing your time in the school.  

Communicate with pupils on any form of social network. 

Give a pupil a gift of any kind without seeking advice from a member of staff. 
If you are ever unsure of the most appropriate action following a situation in school, please call a member of staff from QT Education before leaving the school for advice on the follow-up required. 

QT Education wishes to support teachers working in schools to ensure the well-being and safety of both staff and pupils alike.
