GUIDELINES FOR SUPPLY TEACHERS

Times

We pay our supply staff for 5.5 hours in a normal school day. These hours translate to the following times:

9.00a.m. – 12.30p.m.  and   1.30p.m. – 3.30p.m.

Please inform a member of staff when you are leaving the school at the end of the day.

Pupil hours

School hours are as follows:

Primaries 1-3: 

9.15a.m. – 10.45a.m.

11.00a.m. – 12.15p.m. 

1.30p.m. – 3.00p.m.

Primaries 4-7: 

9.00a.m. – 10.45a.m.

11.00a.m.- 12.30p.m.

1.30p.m. – 3.15p.m.

Nursery – 

Morning session:                                 Afternoon session:

9.00a.m. – 11.30a.m.                           12.30p.m. – 3.00p.m.

Introduction

Welcome to our school. The staff at the school are very approachable so supply teachers should not hesitate in speaking to someone if they have any problems or difficulties. Supply teachers will be assigned a particular member of staff working close by who can be consulted if the need should arise. A copy of the school handbook and school policies are held in each classroom if additional information is sought.

Registration

The daily register sheet in contained in a yellow folder in each classroom. Registers must be taken twice a day. This is particularly important for teachers who don’t know the pupils well. A marking code for type of absence can be found at the foot of the register sheet.

Information on pupils individual needs

There is a sheet at the front of the class  register folder that contains information on medical or physical conditions that staff need to be aware of e.g. ADHD, nut allergy, autism, dyslexia etc. All supply staff should consult this.

Lunches

Pupils requiring school meals should take their money down to the cook first thing in the morning. A primary 7 monitor will come round and collect in the school dinner numbers and packed lunch numbers at 9.30a.m. We have a system where the numbers for each category are written on laminated sheets on the outside of the classroom door on a daily basis so the class is not disturbed when the monitor comes round for the numbers. If a supply teacher wishes a school lunch this also should be indicated on the laminated sheet. The cost of a school meal for staff is £2.75 and is paid directly to the cook. 

Teachers forward plans

If the absence is planned e.g. staff out on a prearranged training day, a teaching plan will be left for you to work from. A folder containing weekly and termly plans will always be available in the classroom to provide guidance for short-term absence. Supply teachers should follow these whenever possible to ensure continuity for the pupils. If the absence extends into a further teaching block, the supply teacher should liaise with Head Teacher/Management with regard to planning.

Classroom Organisation

Short term supply staff are asked to retain the classroom organisation put in place by the class teacher. Completed work should be corrected before leaving the school. Classrooms should be left tidy and organised at the end of a day. School policies and routines should be adhered to as far as it is possible. Timetables for whole school activities, Support for Learning staff and visiting teachers are displayed in the classrooms.

Fire rules and procedures for evacuating the school

A copy of the fire rules and procedures for evacuation are on the wall in each room and should be consulted.

School security system

As a security measure, all exterior doors are locked and alarmed while the staff and pupils are within the school. This system works on a timer and the alarms are switched off during break times. 

If staff wish to go outside during class time they should take their class out via the front door so the alarms are not set off. When staff are outside with a class they should carry the mobile ‘panic button’ which when pressed will alert the staff in the office that assistance is required.

Staffroom and other facilities

The keys to the classrooms are kept in the key cupboard in the janitor’s office in the administrative block. The staffroom and toilets are also situated in the administration block. 

Resources

Necessary resources are situated in the lower and upper resource areas and there is a teacher’s resource area in the staffroom.  Please return any of the school’s resources prior to leaving the school.

Staff INSET and Collective Activity Time

Long term supply cover are expected to attend our programme of C.A.T. sessions and INSET days and attend parents evenings if applicable.

Photocopying

The photocopier  and paper for photocopying is held in the secretary’s office. The secretary will explain the procedures for photocopying. 

Discipline

If supply staff are not able to resolve any behaviour or discipline difficulties they should seek advice from Head Teacher/Management Team. Further advice on procedures for behaviour is contained within the Promoting Positive Behaviour Policy in the policy folder in each classroom. 

Thank you for your valuable work at the school.

