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[image: image1.png]Detailed below is a summary of LB Education Personnel’s policies with regards to code of conduct, child protection and disciplinary issues relating to supply teachers/support staff.  It also contains information regarding Health and Safety and Equal opportunities.
These policies are designed to support you in the work you do and recognize our commitment as a company to following DfES guidelines when delivering a quality service to both supply staff and schools.

1. Code of conduct
During assignments with LB Education please remember to:

· Dress smartly

· Arrive in school by the appointed time and on your first day early enough to be properly briefed

· Let us know if you cannot go into school or will be late

· Be familiar with and use appropriates the schools policies, particularly for discipline and rewards.  New members of staff are often tested out by students: knowing the schools policies will increase confidence dealing with this

· Mark all work at the end of the day and leave a report for the teacher.

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

· Report any incidents to the class teacher as well as inform LB

· Always make sure you time sheet is completed at the end of your assignment.

Please be aware that for long-term contracts you will be required to:

· Set your own work based on the schools programme of study

· Mark any work set in accordance with schools policies

· Set and mark homework

· Attend relevant out-of-school meetings e.g. staff, key stages, year group meetings and parents evenings

Whilst long-term provide a guarantee and regularity they do require slightly more work. It is down to you as an individual to decide if long term assignments, which require slightly more work are for you. 

2. Child Protection: Guidelines for teachers and support staff
LB Education fully recognizes its responsibility in preventing unsuitable people from working with children in accordance with DfES guidelines 10/95, 11/95 and the protection of children act 1999.

Circular 10/95 sets out the responsibilities of LEAs, schools and teachers in protecting children from abuse and neglect.

The key points for the individual teachers are that:

· The schools must have a child protection policies and a designated person to liaise with statutory agencies.
· The policy must include procedures for handling suspected cases of abuse of pupils, including procedure to be followed should a member of staff be accused of abuse.

· You should know the designated person, be familiar with the procedures and be alert to any signs of potential abuse

· You must not investigate cased of alleged or suspected abuse but are bound to pass the concerns on to the designated person.

· You must never guarantee confidentiality to a pupil – if a pupil seeks to confide in you, then you must tell them sensitively that you cannot compromise secrecy, but  that only those who need to know would be told, and that everything will be done to help them.
· It is widely recognized as good practice that a teacher should avoid being alone with a pupil in confided and secluded areas.
· We operate (within reason) a non-contact policy.
3. Disciplinary Procedure
LB Education engage supply staff under contracts for services and not contracts of employment.  As such we do not operate a documented formal disciplinary procedure for supply staff.

However we do follow up all assignments for feedback and will report back to you all comments both good and bad.  Where we receive negative feedback, we will seek to work with all teachers to improve performance via support mechanisms and agreeing attendance at relevant training sessions.

Where we receive more than two separate complaints about the same element of an individual’s performance/behavior then all circumstances surrounding the placement will be reviewed.

If a person is not willing to work with us to address issues raised then in some circumstances, under the terms of registration, we would be unable to offer further work.

All such decisions would be confirmed in writing with the temporary worker.

4. Care and Safety of Pupils


             What are my responsibilities for health and safety?

The Health and safety at Work Act, 1974, treats schools in the same way as other places of work and its provisions     are wife.  As employers, the LEA or the governing body are legally responsible for securing the health and safety of both employees and non employees.  The head teacher is normally charged with its implementation, but schools do have a designated Health and Safety Office.  As a teacher, as with any other employee, you have a responsibility to be aware of the safety procedures and to draw attention to any shortcomings in safety arrangements of facilities.  You should, for example, be clear about the school’s policy on such matters as:
· The identity of the Health and Safety Office

· The fire drill and other emergency procedures

· Medical facilities
· Reporting and recording accidents

· PE equipment
· Health and safety routines
· Equipment and hazardous substances in specialist areas, such as science and design and technology

· School security

· Intruders
· Abusive and threatening visitors

· School visits

What is my ‘common law’ duty of care to pupils?

Although the LEA or governing body, as employers, have formal legal responsibility for health and safety, head teachers and teachers have a general duty of care toward pupils.  The notion of’ acting as any reasonably  prudent parent would be in the same circumstances’ has long been upheld in English courts as the duty of teachers deemed to be acting in loco parentis.  Case law has created precedents for judging most imaginable circumstances.

Teachers have to ensure that pupils are healthy and safe on school premises and during teacher-led activities off school premises, such as educational visits, schools outing of field trips.  Accidents, including serious ones, can happen, but the duty of care demands that you take steps to prevent what might reasonably be foreseen.  You should always assess the risks of an activity for pupils, considering such factors as their age; know health problems, skills and the level supervision available.

For many activities, which carry some obvious risk, such as swimming, outdoor activities or the use of sharp tools, schools and LEAs should have explicit guidelines.  You should adhere to these, both for safety of pupils and for your own protection.  If you are in any doubt as to the safety of an activity, you should err on the side of caution and seek appropriate advice.  You might also note that one of the OFSTED inspections points for observing lessons is whether the teacher ‘ensures health and safety, care and protection of all pupils’. 
5. Equal Opportunities

Although some level of educational inequality is an inescapable fact of life, schools in a democratic society must broaden the opportunities for all pupils to reach their individual potential.  The objective is not equality in the absolute sense of everybody achieving the same, but the removal of what are often referred to as ‘barriers’ to educational success

In its curriculum guidance, Qualifications and Curriculum Authority (QCA) refers to the importance of securing equal opportunities for pupils and OFSTED requires inspectors to take into accounts the extent to which a school is ‘socially inclusive’ and ensures equal access and opportunity for all.

Local authority policy statements commonly make reference to the promotion of equal opportunities and many have specific guidance for education.  Every school has an equal opportunities policy, and this places a responsibility on the individual teachers to uphold their principles.
The requirements for equal opportunities are underpinned by law.  Education authorities, governing bodies and teachers are bound by many of the provisions of human rights legislation.  The Human Rights Act, 1998, enshrines the European convention on Human rights in UK law.  More specificically, there are UK laws that outlaw discrimination on the grounds of race, gender and disability.

The equal opportunities commission was created under the terms of the SDA and has three main tasks:

· To work to end gender discrimination

· To promote equal opportunities for women and men

· To review and suggest improvements to the ‘se discrimination’ legislation.
6. Commission for Racial Equality
The commission for racial equality was set up under the RRA, its statutory duties are:

· To work toward the elimination of discrimination.

· To promote equality of opportunity, and good relations, between persons of different racial groups.

· To keep the working of the Act under review and to make proposals for amending it.

7. Pay and Benefits

Daily Rates: A rate of pay per day worked will be agreed between yourself and your consultant. Additionally some clients request staff on a half daily basis therefore rates of pay for both morning and afternoon sessions will be agreed.

Pension entitlement: as an Independent company we are not eligible to make contributions on your behalf into Teachers Pensions.  We do not have a facility to offer pensionable work therefore all assignment offered to you will not be subject to and deductions for a pension scheme.
However if you are interested in setting up stake holder pensions, we work with an independent FSA that can advise.

Threshold Payments: Schools are unable to claim from the government threshold payments made to teachers that are recruited via a private sector agency.  However whilst all supply work to be done via an agency cannot be paid at threshold levels, we will Endeavour to negotiate the best rates available for you when working in schools via LB Education.

Please remember at all times to return timesheets.  All time sheets must be in no later than the 4th of the following month for pay on the 10th.
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