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MUST DO LIST – IF WE’RE TO GET THAT QUALITY MARK and KEEP IT!!!

STANDARD 01: VETTING

CONFIRM ID

PREVIOUS ADDRESSES and CONTINUATION SHEET for CRB

EMPLOYMENT HISTORY FORM, TEACHING EXPERIENCE and GAPS in EMPLOYMENT

REFERENCE FORM

TEACHER APPLICATION FORM

DISCLOSURE APPLICATION FORM

CONFIRM QUALIFIED TEACHER STATUS

DECLARATION of CRIMINAL RECORD

SPECIMEN QUESTIONS for INTERVIEW and CANDIDATE INTERVIEW SHEET

RECORD ALL DOCUMENTS in HAND

DON’T TAKE CHANCES. DON’T TAKE ANYTHING for GRANTED.

STANDARD 02: INTERVIEWS

ORIGINAL DOCUMENTS REQUIRED at INTERVIEW

INTERVIEW DISCUSSION FORM

RECORD of INTERVIEW

FORM to GET Department for Education and GTC NUMBERS

STANDARD 03: INDUCTION MATERIALS

CONFIRM TEACHER’s REGISTRATION with AGENCY

PHOTO ID FORM

CONTRACT for SERVICES

GTC REGISTRATION

ADVICE on PHYSICAL CONTACT

PRIVATE PENSIONS ADVICE

STANDARD 04: REFERENCES

TESTIMONIALS

QUALIFICATIONS

REFERENCES

SCREEN REFEREES THEMSELVES

TICK-SHEET
STANDARD 05: ASSIGNMENT BRIEFINGS
TRAVEL DIRECTION HANDLING

SCHOOL PROFILE and FAMILIARISATION HANDLING

ENSURE THAT ASSIGNMENT BRIEFING IS SENTTO TEACHER BY END OF 3rd DAY

STANDARD 06: OVERSEAS RECRUITMENT

VETTING OQTs OVER THE PHONE

IDENTIFYING EU TEACHERS and OTHERS
STANDARD 07: SOLICITING SCHOOL FEEDBACK

ASK QUESTIONS

GIVE FEEDBACK FORM

CHASE as NECESSARY

KEEP RECORDS

STANDARD 08: EMPLOYING SCHOOL FEEDBACK

TELL TEACHERS WHAT’S BEEN SAID

USE INFORMATION to IMPROVE TEACHER and AGENCY PERFORMANCE

STANDARD 09: TERMINATIONS

MISCONDUCT

TERMINATIONS

IN EITHER CASE ALL PARTIES MUST BE FULLY INFORMED

USE DOCUMENTS PROVIDED for PURPOSE

STANDARD 10: N/A (LEAs ONLY)

STANDARD 11: PROFESSIONAL DEVELOPMENT

SEND LETTERS REGULARLY REGARDING INSET ETC

OFFER CPD INFORMATION (FROM LEAs ETC)

OFFER COURSES IF POSSIBLE 

STANDARD 12: TEACHER PREPARATION

CLIENT INFORMATION to TEACHERS

OFFER LESSON PLAN and FACILITIES HELP

STANDARD 13: CONTINUOUS PROFESSIONAL DEVELOPMENT

REQUEST THAT TEACHERS RETURN CPD INFORMATION

ANNUAL RECORD OF CPD

STANDARD 14: EDUCATIONAL INITIATIVES

CREATE CPD OPPORTUNITIES

LOG RESULTS OF CPD

GET TIMES EDUCATIONAL SUPPLEMENT EVERY WEEK AND READ MAIN STORIES!
STANDARD 15: NEWLY QUALIFIED TEACHERS

ASK SCHOOLS to SUPPORT NQTs and OQTs

ENSURE MENTORS are AVAILABLE

TRY to PROVIDE LONG-TERM BOOKINGS in HAPPIER SCHOOLS

PROVIDE HELP with BANKS, ACCOMMODATION, TAXES, PENSIONS etc

STANDARD 16: TEACHER PROFILES

CHASE OUT-OF-DATE CRB CHECKS

REVISE DATABASE REGULARLY

PUSH for GTC REGISTRATION

KEEP TEACHER FILES UP-TO-DATE

ENSURE FEEDBACK IS EVIDENT

STANDARD 17: OPERATIONAL TRANSPARENCY

READILY SHARE PROCEDURES (SEE FLOW-CHART) with SCHOOLS and TEACHERS

TERMS and CONDITIONS

CONTRACTS for SUPPLY SERVICES

MAKE the COMPLAINT SYSTEM WORK EFFICIENTLY

CONFIRM FACE-TO-FACE INTERVIEWS

CHECK and INFORM of TEACHER AVAILABILITY

CONFIRM BOOKINGS

HANDLE ALL DATA as REQUIRED by LAWS

STANDARD 18: FINANCIAL TRANSPARENCY
FULLY NOTIFY TEACHERS of BUY-IN COSTS (USE CARD)

FULLY INFORM SCHOOLS of CHARGE RATES (USE CARD)

TERMS of BUSINESS (REF CONVERSIONS to LONG-TERM / PERM PLACEMENTS)

TIMESHEETS

PAYMENT for CRB CHECKS

STANDARD 19: COMPLAINTS PROCEDURES
SHARE COMPLAINTS PROCESSES with ALL PARTIES (FLOW CHARTS)

REPORT INCIDENTS

CHILD SAFETY OVERRRIDES EVERYTHING
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