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Addressee

Address line 1

Address line 2

Address line 3

Address line 4

Postcode

Date:


Dear ,

CONGRATULATIONS on COMPLETING YOUR REGISTRATION with OUR AGENCY

First of all I want to thank you for taking the time to register with our agency. We have processed all the information you have given us, your references are back, and your registration is now complete.

From this point we start putting you forward for assignments with our partner schools. We pay in line with the Common Pay Spine, linked to your teaching experience. Holiday pay is factored into your daily rate. We will evaluate your experience in placing you on the scale. We tend to be conservative so as not to overcharge schools.

Enclosed with this letter, you will find the following:

· Your new ID card – please take this with you on every assignment.

· Two blank timesheets – to be photocopied & used for every assignment completed.

To ensure that our working relationship gets off to the smoothest possible start, please note that:

· You must ensure that your timesheets are authorized by the school and arrive in the office no later than noon on the Monday following the week in which work was completed. Failure to do so may delay pay.

· Office hours are: 7am – 9pm Monday to Thursday & 7am – 6pm on a Friday. Outside of these hours, consultants are on call to handle urgent matters such as confirming, declining or pulling out of a booking.

· Once confirmed on an assignment, if you cannot attend for whatever reason, you must tell us at the earliest opportunity and no later than 7.15am for same-day assignments.

I want you to feel like you’re part of our team. Please stay in touch so that I know your availability for work. If I’m unable to take your call, my colleagues will be happy to help. We are all looking forward to working with you. 

Yours sincerely,

for the agency

Enclosures: Photo ID card and timesheets
[image: image2.wmf] 

Professional Educators Direct

 

Trading as PE DIRECT

 

16 North Parade

 

Lincoln

 

Lincolnshire LN1 1LB

 

Tel: 

 

Fax:

 

24/7 

Mobile:

 

Email:

 

Website:

 

01522 533 311

 

01673 844 011

 

07917 146 896

 

info@professiona

leducatorsdirect.co.uk

 

www.professionaleducatorsdirect.co.uk

 

 

Company No:

 

VAT No:

 

06894992

 

886 3791 63

 

 

 

System ©

 

Copyright BORG

-

online 2004

-

2012

 

 

 

  BORGDOCT0306

[image: image1.wmf][image: image2.wmf]_1407501825.unknown

_1407501824.unknown

