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	Please reply to:
	Christiana Michael

	
	
	

	
	E-mail :
	Christiana.michael@enfield.gov.uk

	
	Phone :
	020 8379 3319

	
	Textphone :
	

	
	Fax :
	

	
	My Ref :
	PSSP/CM

	
	Your Ref :
	

	
	Date :
	


Dear Applicant
Primary Schools’ Supply Pool – Guide for Applicants (Teachers)
Thank you for your recent enquiry.  I am pleased to attach guidance for applicants wishing to join the Primary Schools’ Supply Pool (PSSP).  The guidance includes information on prerequisites, our commitment to equal opportunities for all, the application and interview processes, making a conditional offer of work, acceptance onto the PSSP, pay and what the PSSP and Enfield schools expect of Supply teachers. Please ensure that you read this information before completing and submitting an application to ensure that you understand the requirements.

You should note that we are looking for teachers to cover school staff on a casual ‘as when and required’ basis.  This may be on a day to day cover, one-week bookings or sometimes longer.  However, we are unable to guarantee the amount of work that may be available. 

Thank you for the interest you have shown in becoming a Supply Teacher in Enfield.  If you have any queries about the information provided or submitting an application, please do not hesitate to contact me, as detailed above.
Yours faithfully
Christiana Michael

Supply Pool Manager
Primary Schools’ Supply Pool

SCHOOLS PERSONNEL SERVICE
Primary Schools’ Supply Pool:

Recruitment Information and Guide for Applicants (Teachers)

Prerequisites

To be eligible for interview as a Supply Teacher the requirements that need to be satisfied are that the person:

· has Qualified Teacher Status (QTS) in England and Wales; and
· at least one year’s Primary Teaching background in England or Wales, in addition to his/her induction year; or
· has been working in an Enfield primary school for a minimum of a term and is recommended to the Primary Schools’ Supply Pool (PSSP) by the Head teacher of that school.
Equal Opportunities for All
The Council has a legal duty to provide all service, employment and other opportunities fairly and without discrimination under the Equality Act 2010. 

In any event, Enfield Council, including the PSSP and its Schools and Units, is committed to working towards equal opportunities for all and devotes energies and resources towards the achievement of this aim.  Enfield strives to eliminate all forms of discrimination and takes steps to ensure that discrimination does not take place in recruitment on the grounds of age, disability, gender reassignment, race, religion or belief, sex, sexual orientation, marriage and civil partnership, pregnancy and maternity, or any other grounds irrelevant to the role.

Accordingly, the PSSP takes all possible steps to avoid unlawful discrimination in its recruitment processes. Prerequisites for the role of Supply Teacher are limited to those that are necessary for the effective performance of the tasks that the role entails. Acceptance onto the PSSP is based solely on merit and suitability for the work involved. 
Applying to the PSSP

Application Form, Job Description, Teachers’ Standards and Person 

Specification

An application form, job description, person specification for the role of Supply Teacher, as well as a copy of the Teachers’ Standards, can be obtained from the London Borough of Enfield’s website at: www.enfieldschools.co.uk 

Click on the ‘Primary Schools’ Supply Pool’ box and follow the links on that page. 

Completing the application form
The application form is the only information we have about you, and it is up to you to demonstrate on the form that you meet our requirements.  
It is important that you complete all sections of the form, detailing gaps in background, e.g. bringing up a family, time spent travelling, periods of unemployment.  This is essential for safeguarding purposes, as well as for carrying out an accurate salary assessment.  

You should address your statement in support of the application to the criteria listed in the Person Specification.  This sets out the attributes of the ideal person we are looking for to join our Supply Pool.  

It is important that you complete all sections of the application form in full.  Please note that the PSSP does not accept CVs.
Receipt of application forms
When an application form is received, it will be acknowledged via email. Short-listed candidates will be notified by telephone in due course, as interviews are planned in conjunction with Head teachers, to suit their requirements and availability. 

When the application form is received it is checked to ensure that the minimum requirements are met. If they are not, then an ‘Unsuccessful’ letter will be sent.
If the minimum requirements are met, a date for interview will be arranged with a school. The supply teacher will be contacted by phone and an ‘Invitation to Interview’ letter will then be sent to confirm the details.
References
You will note that the application form requires you to provide details of two referees.  References will be taken up prior to interview unless you indicate otherwise on the application form.  You should provide details of referees who can comment on your skills and abilities to carry out the duties of the role.  One of these must be your current or last employer. If your employer is/was a school, the referee provided must be the Head teacher. The application form sets out full details relating to referee requirements and the type of information that will be sought from them.
Asylum & Immigration Act 
Under the Immigration, Asylum and Nationality Act 2006, and any subsequent amendments, we are also required to establish that applicants are eligible to undertake work in the United Kingdom and, if successful in your application, you will be required to submit an original document for checking.  This check is carried out at the interview stage. A list of relevant documents to satisfy this requirement will be provided in the invitation to interview letter.

The Interview Process

Panel: At least Head/Deputy Head Teacher and Personnel Officer from the PSSP or another member of staff from the Schools’ Personnel Service.

The interview includes an observed lesson and a formal interview. The applicant is advised what the topic is for the lesson before they arrive. It usually last 20-30 minutes and often takes place before the formal interview.
During the observation lesson a member of staff will record their comments onto an Observation Sheet.  
During the formal interview the panel will question the candidate to assess suitability.  The basic questions are standard to the Supply teacher role and provided by PSSP.  However, candidates may be asked additional questions about their own application and any related information provided. 
You should note that the interview will also be used to assess candidates’ command of spoken English to ensure that it is sufficient for the role.

At the end of the interview process the Panel will obtain feedback and the Observation Sheet from the observing member of staff and come to a decision on whether the candidate has been successful or not.  
Following the conclusion of the interview process, a representative of the PSSP will telephone candidates to inform them whether or not they have been successful.    Unsuccessful candidates will be provided with feedback on the telephone.  

Where the candidate has been unsuccessful, the records will be retained for six months and then destroyed.

Where a candidate has been successful at the interview, the PSSP will send him/her a conditional Offer Letter and Information Pack.
Making a Conditional Offer of Work - Requirement for Satisfactory Checks

At this stage, a conditional offer of casual work on an ‘as and when required’ basis will be made subject to the receipt of a variety of further satisfactory checks, as appropriate (e.g. Identity check, a check of Criminal Records through the Disclosure and Barring Service [DBS], relevant status checks, medical assessment, as well as references where they have not already been received). 

In addition to relevant forms for completion, the offer pack will also include useful information for the supply teacher, such as the PSSP Handbook of Information and Procedures, a map showing the location of the Borough’s Schools, a school telephone list, guidance on safer working practices, relevant information from the DfE’s statutory guidance document ‘Keeping Children Safe in Education’, advice for practitioners on ‘what to do if you are worried a child is being abused’ pay information and the latest PSSP newsletter for supply workers. 
Proof of Identity 

The PSSP will normally require current photographic ID and proof of address.

Disclosure and Barring Service (DBS) Checks

It is a requirement that no newly recruited workers commence their engagement until a satisfactory Children’s Barred List check has been received from the DBS.  
Government guidelines allow an individual to commence work before the outcome of a full Enhanced with Children’s Barred List check has been received, provided that a check on Barred list(s) of people considered to be unsuitable to work with children and/or vulnerable adults has first been undertaken and no match found.  In these circumstances, the individual must be supervised pending receipt of the full Enhanced check. However, applicants should note that the PSSP’s normal practice is that the full Enhanced with Barred List check must have been received and found to be satisfactory before any work is offered.

Application for an Enhanced with Children’s Barred List Check is made on-line and candidates will receive guidance notes to read before completing the electronic application process.  

The Childcare Act 2006 and the Childcare (Disqualification) Regulations 2009  

Any supply teaching offered by the PSSP will also be subject to a teacher not being disqualified from relevant work with children under the above Act and Regulations.

Status Checks  
For certain work, including teaching, the PSSP is also required to make status checks of lists held by the National College for Teaching and Leadership, on behalf of the DfE, on the GOV.UK website. In this respect, any offer of work will be subject to:

· you not at any time being subject to a prohibition order or an interim prohibition order; 

· you not being sanctioned in another EEA Member State.

And, should it be applicable in exceptional circumstances,

· confirmation that you are not subject to a section 128 Barring Direction (prohibits or restricts a person from taking part in the management of an independent school).
In general, any offer of work is also subject to you not at any time being barred, either totally or to a limited extent, from work involving regular contact children, young persons or other vulnerable people, nor to any other relevant prohibitions, sanctions, restrictions or disqualifications being applied to you or your work.

Medical
Applicants made a conditional offer of work will need to complete an Occupational Health assessment questionnaire and, if necessary, undergo a medical examination, before it can be determined that they are medically fit. 
Other checks

Additional checks may be undertaken where you have lived or worked outside of the UK.

English Language Requirement

You should note also that it will be an ongoing condition of the offer of work that you demonstrate, and maintain at all times, a command of spoken English that is sufficient for the role. 

Joining the PSSP from a School, or after a Break

A Supply Teacher can transfer from a post in a school to the PSSP. Where the Head teacher is happy to recommend the Supply Teacher then s/he will be accepted, at the Supply Pool Manager’s discretion, to the PSSP without interview. However, where the Head teacher has concerns, the application process outlined above will be followed. Any interview that takes place will be conducted in a school other than the one in which s/he has been working. 
Where a Supply Teacher has left a post in a school and wishes to join the PSSP, or where s/he has left the PSSP and wishes to re-join, it may be necessary for one or more checks to be carried out again. The check(s) to be undertaken will depend upon the length of the break between engagements and/or any relevant statutory requirements.
Acceptance onto the PSSP

Once the Supply Teacher has successfully completed the recruitment process, and the necessary checks have been carried out to the satisfaction of the PSSP manager, s/he is deemed to be formally accepted onto the PSSP.  S/he is then in a position to start when any suitable work becomes available. 

If, however, any of the forms or information returned indicate that there may be concerns regarding either his/her fitness or suitability for work, the matter will be investigated. The findings of the investigation will be referred to the Head of the Schools’ Personnel Service for a decision about whether or not the offer of work with the PSSP should be withdrawn.   A decision by the Head of the Schools’ Personnel Service to withdraw a conditional offer of work will be final.

Pay

Pay will be based upon the pay structure for qualified classroom teachers and calculated in the accordance with the criteria and provisions laid down in the current national School Teachers’ Pay and Conditions Document.  The rates payable within Enfield are those applicable to the Outer London area. 

Expectations of the PSSP and Enfield Schools
Full details of the Supply teacher role and its requirements are described in the job Description.  However, in order to highlight a few important points, applicants to the PSSP should be aware that Supply teachers are expected to:
· Be willing and able to travel to a number of Primary Schools within the Enfield Borough at short notice

· Be prepared to be at the school in good time to prepare for the day.
· Report to the school at the time requested.

· Use materials appropriate to the year group, or implement curriculum plans left by the absent teacher where the absence is a known one.

· Have the ability to establish ground rules and ensure that the pupils understand these expectations.
· Have a clear knowledge of Literacy and Numeracy requirements and associated materials.
· Mark pupils work and leave the classroom tidy at the end of the day.

· Carry out playground duties as required

· Demonstrate a calm and positive approach to communication with the pupils.
· Exercise confidentiality and professionalism at all times
· Demonstrate a keen awareness of the issues of Health and Safety, including the handling of violent or disruptive pupils
· Demonstrate their commitment to the safeguarding and well-being of the children at all times 

· Report to the designated member of staff any issues that may concern parents or the school. 

IMPORTANT – Register for an Enfield Connected account today, it will make it easier for you to access services online – www.enfield.gov.uk/connected
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