Burnham Copse Primary School 

Policy for Supply Teachers

Aims:
To ensure that procedures, expectations and practices are fully communicated to temporary members of staff.

For temporary Teachers to feel valued and involved in the school community.

Supply teachers are brought into the school to cover for absences of regular staff and as such are temporary members of the team, with the expectation upon them to operate within the parameters of our normal procedures. These procedures are full explained in the front of the staff brochure, which is to be found in the vicinity of the “teacher” chair in each room.

Supply teachers should report to the school office on arrival and present their blue form for recording of pay and cover detail codes. Pay is normally forwarded from the County Treasurer

at the beginning of the month following that in which supply work is undertaken.

Supply Teachers are greeted and taken to their operational base by the Headteacher or a senior member of staff. At this point any variation in the normal daily routine will be communicated. If the classteacher has not prepared work for the supply teacher, some detail  of the class, ability groupings and personalities is given to aid the supply teacher in planning and setting work of a suitable nature.

The register marking policy is to be found at the front of the register and all other relevant policies are to be found in the staff brochure. Procedures in the event of a fire are found by each fire point and all fire exits are clearly marked.

Classroom assistants are well trained and able to give every assistance in keeping routines as normal as possible for the children whilst acknowledging the role of the supply teacher as adult in charge. In the case of any queries not immediately solved, the class teacher next door will always assist. 

Supply teachers are not expected to cover a playground duty on their first day in the school. If the absent teacher has a duty, the Headteacher should be alerted and a replacement will be found.

Our children are generally well behaved and we have high expectations of them in all respects. Should any child fail to meet the desired standard, they are to be sent or taken to the Headteacher immediately.

Our expectation is that any temporary teacher will be welcomed into the school and given every assistance in teaching the class of children in her/his care and ensuring that everyone has a happy and profitable day.
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