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The QUALITY MARK and ADMINISTRATIVE OVERHAUL – The PROCESS:

AIMS:


· Understand the shape and content of the Quality Mark, as well as how the agency has to prepare for the audit which will occur at the time the application is made.

· Learn to apply a new system which will improve the company’s image and efficiency.

· Integrate what is done on a day-to-day basis with the new disk-based brochures, which will generate new USPs (Unique Selling Propositions i.e. efficiency) for the company.

· Replace existing outdated and erroneous files and literature (with spelling errors etc.)

· Realise opportunity costs i.e. make money from revising previously sub-optimal processes.

· Share responsibility for getting up to speed around the office. Help each other!

· Make money. And security. This agency has a great new tool which will make life difficult for competitors!

PHASE 1:

· View your disk. 

· You will see that it has 19 main folders, which correspond to the 19 Quality Mark standards set by the REC and Department for Education. Each of those 19 folders contains 3 sub-folders, which are for School-Side, Agency-Side and Teacher-Side documents. Some folders are empty. Some can have as many as 40 documents in them. Most documents are in Word, but a few are JPEGs.

· There is also a folder called ‘Supportive Documents’ which contains the front-end stuff including the List of Contents and the Policy Statements (all the policy statements are in one electronic document, but they’re split up by standard in the hard copy in the folder). You do need to read these from start to finish. Odd responsibilities will be new to you, but most of it you know anyway.

· There is also a folder called Appendices. There’s loads of useful stuff in there, but none of it is actually printed off for the purposes of the Quality Mark application. The files are named in such a way as to save you having to open them to know what they contain.

· The contents of the Standards folders fall into categories which can be described as covering:

1.     Vetting

2.     Interviews

3.     Induction Materials

4.     References

5.     Assignment Briefing

6.     Overseas (Born / Trained) Recruitment – OQTs

7.     Soliciting School Feedback

8.     Employing School Feedback

9.     Terminations

10.     Not applicable – LEAs only

11.     Professional Development

12.     Teacher Preparation

13.    Continuous Professional Development (CPD)

14.    Educational Initiatives

15.    Newly Qualified Teachers (NQTs)

16.    Teacher Profiles

17.    Operational Transparency

18.    Financial Transparency

19.    Complaints Procedures

PHASE 2:

· Examine the files listed below. Consider them as a short-list. And try to use them as your introduction to the system. These are largely the most important files but some are listed here just to give you an idea of the sheer scope of what you have. Check each off this list as you look at it. If you want to know what it’s supposed to be, go back to the Contents List in the Supportive Documents folder and scroll down until you find it.

· Some of these documents are ones you’ll need every day. Some are contingency documents you may never need (i.e. the letter to the Secretary of State at the Department for Education informing them that you have fired a teacher after a major incident). Some files introduce new systems (e.g. they may get schools to give you travel directions on a once-and-for all basis, so you can stick them in a travel direction folder – listed by school name – on your computer, on the agency website, on a disk for office or teacher-side literature, or to email or fax to a teacher). Likewise a system allows schools to provide induction info (on dinner-money, registration, fire-alarms, violent kids etc.) Some files you can get on your screen to save you from having to rack your brains (e.g. the one which tells you what questions you should be asking OQTs when they make an initial telephone enquiry).

· BORGDOCA0108 is the agency’s Document Agency-Side Standard 1 Document 8. Easy!!! And every document in the Standards folders should have the index number printed on it. So you can go back and find it on the electronic version (on your computer or CD).

· All of the documents should contain the company logo and contact details. The templates should not be corrupted. And no names (of anyone who might leave) should ever be added to the electronic version. Simply call up the templates, save if you want to your teacher folders or whatever, and then insert specific details like teacher names.

· Your initial view-list is BORGDOCA0108, BORGDOCA0119, BORGDOC A0125, BORGDOCA0126, BORGDOCA0127, BORGDOCT0103, BORGDOCT0105, BORGDOCT0108, BORGDOCT0109, BORGDOCT0117 A-B.

· Now stop. BORGDOCA0201 is a template for all staff to complete separately (and then save as A, B, C, D versions etc. in your systems and as hard copies in the application). It is a doss-easy template to use, and tells the REC who you have working here (NB there’s a distinction between Interviewing and Non-Interviewing staff). New colleagues should complete these as soon as they arrive.

· Continue to look at BORGDOCA0203, BORGDOCT0209, BORGDOCT0401 (sometimes 2 files are similar, so you may drop one but agree as a team which one). BORGDOCA0801, BORGDOCT1003, BORGDOC S1201, BORGDOCA1401, BORGDOCT1502, BORGDOCS1713, BORGDOCT1801 and BORGDOCT1802. At the end of this you will have a pretty good idea of how it all works. You are just aiming for recognition!

PHASE 3:
· Your initial task, having seen these files, is to start to use them! Every day!

PHASE 4:

· Extend your familiarity. Now look at all the rest. Looking at one standard at a time is a good way. A lot of the latter standards have very little to them. One standard (Standard 10) is absolutely empty (because it is only for LEAs – and only one LEA in the entire country has the Quality Mark!)

PHASE 5:
· Clear the rubbish from your system. All the old stuff. Streamline what you do. All the old floppy disks, hard-drives etc should all be Spring-cleaned under supervision.
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