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Welcome to The Staff Room! 
This guide will help you navigate through the next exciting phase of your 
teaching career, providing advice and support to ensure to get the most out 
of supply teaching. 

 
Our Contact Details: 
 

Address: Victory House 
400 Pavilion Drive 

  The Staff Room 
  Northampton 
  NN4 7PA 
 
Telephone:  01604 521055 
 
Website: www.thestaffroom.org.uk 
 
Email: info@thestaffroom.org.uk 
 
Opening  
Hours:                  Monday to Friday – 7.00am to 5.30pm

 
 
   

 
 

 
 
 

http://www.thestaffroom.org.uk/
mailto:info@thestaffroom.org.uk
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Agency credentials 
The best agencies will have the Education audited quality mark to show that they meet standards of good 
practice in managing and providing supply teachers and support staff to schools.  Some will also have ISO 
(International Standardisation of Organisations) accreditation, which is another quality mark.  Additionally, 
being a member of a recruitment trade/professional organisation is also helpful, and some agencies belong to 
the recruitment and employment confederation (REC). 
 
Getting the low down 
Ask how many schools they cater for in the area, and how many teachers and support staff they place per 
day. Have they got any candidates that they haven’t been able to place?  How do their pay rates compare to 
other agencies? 
 
Trained consultants 
Many recruitment consultants have worked in schools so are particularly well placed to understand the nature 
of teaching.  But even when they are not, consultants should be well trained and able to deliver a highly 
responsive service. 
 
Getting to know you 
Agencies need to get to know you, the person, and to build up a relationship with you.  It’s a really important 
stage of the registration process as this will allow trust and rapport to develop which in turn will lead to 
successful marketing.  It helps if consultants show a genuine interest in you, and take the time to understand 
your unique requirements such as the schools you would like to work in, the location, and subjects. 
 

Reliable payment 
As a supply teacher, it’s hard enough coping without pay when you’re sick or take leave, but when you’ve 
actually put in the hours, there can be no excuse for anything other than prompt payment.  Ask how payment is 
made as there are usually deadlines for submissions of completed timesheets.  Find out how often and which 
day of the week.  Ask how the payment will be made i.e. direct to bank account or cheque. 
 
Career development and support 
Feedback from any assignment is particularly important, and some agencies offer a 360 degree feedback which 
covers every aspect of your work.  All of this will have an impact on your future practice. Professional 
development is vital to enable you to keep in tune with current educational initiatives, and to develop your 
skills.  Most agencies will provide some form of free training, so find out what’s on offer!                                                                                                                       
 
Out of hours support 
Anything can happen, so if agencies have an on call service outside of office hours this will be useful.  
 
Keeping in touch 
A supply teacher’s availability can change from one day to the next, so good agencies will want weekly updates 
from you.  This way they can be more in tune with your needs and provide you with a tailored placement. 
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The Staff Room is the region’s only specialist primary educational recruiter, working with hundreds 
of primary schools in the Northamptonshire area. 
 

 We are the region's fastest growing teaching supply agency 

 Working with The Staff Room offers you great flexibility. Not only do you choose the days, 

mornings or afternoons you want to work, you also have the opportunity of working at different 

settings in your area.   

 We pay our teachers more than any other local agency 

 Subsidised DBS application for all new registrations 

 We offer both PAYE and umbrella payment options, paid weekly direct into your bank account 

 We work strictly within the Agency Workers Regulations (AWR), to provide our teachers with basic 

equal employment rights and conditions, to include equal pay after the qualifying period 

 We will work proactively on your behalf to place you into day to day, short or long-term bookings 

or seek suitable permanent posts for you. 

 First call for NQT's looking for their first permanent teaching post 

 You will be thoroughly supported by a very friendly, knowledgeable and helpful team 

 Your own dedicated consultant available 7 days a week 

 Free Safeguarding in Education Course for all new registrations 

 Ongoing CPD training to include free unlimited online courses, subsidised training days with lunch 

provided and free Safeguarding in Education training.  You will also be offered a subsidised 

subscription to Teach Primary magazine, the UK's No1 primary teaching publication.  No other 

agency offers this level of professional support for their teachers 

 Introduce a friend scheme. Recommend a teacher to The Staff Room and once they have worked 

10 days for us we will give you and the teacher £75 each! 
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We can provide day to day, short and long-term assignments for:  

 Fully qualified teachers 

 Newly qualified teachers 

 Fully qualified childcare practitioners 

 Teaching assistants / HLTA’s 

 SEN staff 

 School office and administration staff 

Whether you are newly-qualified or an experienced teacher or teaching assistant, perhaps you are returning to 
work or you just want a break from the pressures of a permanent role, we can offer you the work to suit your 
needs and circumstances. We can offer you: 

 Day to day assignments,  

 Short to long-term assignments, ranging from 1week to 3 terms.  Regular work, either full or part time 

providing a long-term guaranteed income 

 Permanent opportunities. We recruit on behalf of our schools for their permanent vacancies so if you 

are considering a new challenge please get in touch 

Day to Day Assignments 
Schools require teachers and support staff to cover courses, events, illness, etc. Most of the day to day supply 
work we receive is booked in advance, but daily supply suits a candidate who is not ready to make a longer term 
commitment, may be unsure of plans, wanting to travel or move, preferring to see a wide variety and range of 
schools and to gain what is often invaluable experience. This kind of supply work will give you complete 
flexibility. If you love teaching and want a better work-life balance, day to day supply teaching is a great way to 
fulfil your passion to teach, earn a regular income without all the extra work associated with a full time teaching 
role. 

 
Short to Long-Term Roles 
Longer-term supply posts can last from half a term to a year or more. This allows you to become part of school 
life. A teacher or teaching assistant in this position will be expected to take on all the responsibilities of a 
permanent member of staff. It does offer flexibility as either the candidate or the school can end the position 
with minimal notice. The daily rate will be discussed and negotiated with you and will take all extra 
responsibilities into account. 
 
Often longer-term positions stem from daily or short-term supply. If a candidate particularly enjoys a school and 
is often asked back, he or she may well end up staying at the school for as long as possible! 
 
Permanent Teaching and Support Staff Roles  
You may feel that the way forward for you is to commit to a permanent role at a school, being employed and 
paid direct by the school. If you think that the security of this kind of role is for you and it is time to make that 
commitment, then these posts are often advertised in newspapers and websites, so why go to an agency? 
 
Some schools prefer to reduce their advertising and administration and therefore pass these vacancies on to an 
agency. It is then up to us to find suitable candidates and put forward the most appropriate individuals for 
interview. The successful candidate is then employed on a direct contract by the school. 
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Call our friendly team on 01604 521055 (our office is open from 7am–5.30pm weekdays) or email: 
info@thestaffroom.org.uk and we will call you back. We will ask you some simple questions regarding your 
teaching / work experience and your requirements.  
 
An application pack will then be sent out to you via email or post, and a suitable appointment will be made for 
you to register with us.  During the Summer term we have evening and weekend registrations available, if you 
are unavailable during school hours. Registration takes between 1.5 to 2 hours. 
 
At registration, you will need to bring: 

 Proof of ID (Valid Passport or EU Identity Card or UK Photocard Driving Licence & Full UK Birth 

Certificate & Proof of National Insurance number) 

 Proof of Name Change 

 Proof of Address (2 x documents, i.e. bank statement, utility bill) 

 Qualification Certificates (Degree, PGCE, QTS, Induction) 

 Proof of NI Number 

 Proof of Current Pay Scale 

During registration (sometimes referred to as an interview) with one of our experienced consultants you will be 
asked about your requirements and what you want to achieve. 
 
When selecting teachers for schools, motivation and positive attitude are just as important as qualifications and 
your ability to do the job. If you provide us with a clear indication of the following, it will increase your chances 
of finding a role that suits you… perfectly! 

 Why you chose supply teaching – what’s your motivation? 

 Your strengths and weaknesses 

 What initiatives you have developed to encourage learning 

 Distance you are prepared to travel 

 Size of school you want to teach in 

 The minimum amount of days you are prepared to work 

You will be required to complete an Enhanced DBS disclosure application or provide us with an original copy of 
your DBS if you are registered with the up-date service. 
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At your interview with The Staff Room, your consultant will have discussed your preferences as well as your 
expectations and concerns. After the interview, vetting checks will be carried out and only after clearance will 
you be ready to work.  
 
If you have expressed an interest in long-term or permanent positions, we will call you to discuss roles as they 
become available. You will be given as much information about a vacancy as possible and if you are interested 
your details will be sent to the school and we will try to arrange an interview or trial day. We will always speak 
to you before forwarding your details for a role, although, we will actively market your details to schools we 
consider suitable (if this has been discussed and agreed by you at interview). 
 
If you have opted to start with, or only cover daily or short-term supply posts, we will try and get you as much 
work as possible in advance.  Please note, on occasions you will be called early on the day of supply so please 
ensure you are ready to leave home promptly.   
 
We will try and provide you with as much information as possible when giving you the details of a booking.  A 
supply teacher has a key role in ensuring the pupil’s education continues with minimal interruption and this is 
best facilitated when you: 

 Have a basic knowledge of the school 

 Only teach age ranges and subjects you are trained and experienced in 

 Have knowledge of the National Curriculum requirements, the National Literacy and Numeracy 

Strategies 

 Are properly briefed about what should be taught and expectations 

 Have appropriate lesson plans 

 Have access to enough assessment information to enable you to match the work to the abilities of the 

pupils 

Supply teaching is a valuable and important role ensuring schools run smoothly and there is continuity in 
learning for the pupils.  
 
To be effective, basic information should be made available to you when you are first engaged by a school. 
This may include: 

 School Handbook or Handbook for Supply Teachers 

 Behaviour policy 

 Information on the support available via Teaching Assistants 

 Availability of resources 

 SEN arrangements 

 Child protection procedures 
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 Take the morning and afternoon register 

 Follow the lesson plan 

 Make sure all work is completed  

 Have a box of resources prepared in case planning is not set 

 Make the lesson yours  - a bored pupil is a naughty pupil 

 Follow the school behaviour management strategies 

 Ask about preferred marking strategies and complete marking for the class 

 Do not mark work during the lesson as you should be teaching 

 Leave a handover for every lesson 

 Leave the classroom tidy 

 It’s worth taking a PE kit just in case there’s a PE lesson during the day 

 Familiarise yourself with school policies 

 You may be required to provide support during break and lunch times 

 Allow time to say goodbye to the Head or other senior member of staff 

 For those in a long term role you will have to also plan lessons, mark work, attend parents 

evenings, open days and meetings and possibly involved in extracurricular activities 
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After graduating as a Newly Qualified Teacher you will most likely be looking for a permanent or long-term post 
giving you the opportunity to commence your induction programme.  

 
The Staff Room is the region’s only specialist primary educational recruiter, working with hundreds of primary 
schools in the Northamptonshire area.  Our consultants match NQTs to permanent roles in schools, help 
candidates gain long-term, full-time positions and find important, experience-building supply teaching jobs.  

 
We are continually looking for Newly Qualified Teachers to fill various permanent vacancies and would like to 
hear from anyone that’s considering a role in a Northamptonshire school.  

 
If you haven’t secured a permanent role or you are available immediately we’d like to hear from you.  
 
The induction period for an NQT with QTS lasts for the equivalent of 3 school terms and has to be successfully 
completed to teach in a maintained or non-maintained special school in England. 
 
We welcome Newly Qualified Teachers - but there are certain rules for NQTs that you need to be aware of when 
working as a supply teacher. 
 

Long-term Supply Teaching Posts (more than one term) 
A supply teaching contract can only count towards the induction period if it is clear from the outset that the 
contract will last for the required minimum period of one term. The Headteacher/Principal must also comply 
with all of the applicable requirements for hosting induction. 
 
Short-term Supply Teaching Posts (less than one term) 
Short-term supply placements of less than one term, or equivalent, cannot count towards induction, as such a 
post will not provide an NQT with the breadth of experience, support and assessment necessary to enable the 
NQT to demonstrate that they have met the core standards. If a short-term supply contract is extended beyond 
one term the induction programme cannot be backdated but should be put in place as soon as practicable, once 
it is agreed that the contract will last for a further term or more. 
 
NQTs working as supply teachers 
If you are placed in a school on a long-term position you can ask your consultant to approach the school to 
request working as part, or all of your induction year. From September 2012 you can now work through an 
agency for 5 years.  If after these 5 years you have still not started your induction year you will no longer be able 
to continue working for an agency. You can complete your induction year at a maximum of 3 different schools 
(1 school for each term) or all in one school. 
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Can NQTs make a significant contribution to the supply market? 
Yes! Schools will always value quality supply teachers because they provide the continuity for their children 
when their normal teacher is absent. Generally, NQTs in the supply world are valued, supported and 
appreciated by schools. Working as a supply teacher will provide you with valuable teaching experience in 
different teaching environments. 

I’m worried that supply is a lonely profession for NQTs? 
You won't feel on your own.  You will really enjoy meeting lots of different teachers and learning off each other. 
Remember, you may be offered a long term role, but even on day to day supply you will have a portfolio of 
schools which will request you back, so you'll get to know staff. Remember; Aim to work with an agency that 
offers regular training sessions where you can meet other NQTs and keep up to date with your CPD. 
  
Isn’t supply the last resort for NQTs who can't find a job? 
Not really.  Many schools recruiting for a permanent role prefer to trial an NQT on supply before offering them a 
contract. Supply means greater flexibility - you can benefit from being in the classroom without the 
responsibility of meetings, paperwork, preparing for tests and Ofsted etc.  You will also learn different 
teaching styles, planning methods, various displays and record keeping, but above all supply gives you the 
opportunity to see outstanding teachers in action. 
  
Where will I be teaching? 
The more flexible you are, the more work you will get, but no-one wants to teach in a school if they can't cope 
or do the best job possible. On top of that, while you wait for the agency to find you the ideal role they can keep 
you busy with day-to-day supply teaching, again choosing the schools you want to teach in. Many newly 
qualified teachers are offered a permanent job from the school they worked in as a supply teacher. 
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SEN in Mainstream Schools 
Supporting mainstream schools with staff where children have been identified as having a special educational 
need or requiring additional support is an ever increasing part of our business.  

Below are a few examples of the job opportunities we regularly have available supporting pupils with a special 
educational need in a mainstream school: 

SEN Teaching Assistant or Behaviour Support Worker (BSW)  
Supporting a young person or group of young people with the aim to maximise learning time. A child or class 
may have difficulty concentrating on the lesson or the activities going on around them and with the support of a 
BSW or teaching assistant will find it easier to stay on task and complete more activities. 

Specialist Teacher or Support  
This is likely to be a candidate that has specialist skills/experiences (e.g. Autism, Social Emotional Behaviour 
Difficulties or British Sign Language). This may be working within a unit attached to a school or for particular 
children that require the specialist intervention. 

One-to-One or Small Group Tuition  
Largely this is within the numeracy and literacy curriculum areas but can be across other subjects. This type of 
work is key to providing needed intervention and aim is to accelerate learning in that area. 

There are many other job roles within SEN in mainstream schools and if you feel that this is an area you have 
experience in or wish to work in, please contact us as soon as possible. 

Special Schools & SEN Services Providers 
There are many different types of established SEN schools and services across Northamptonshire. They range 
from maintained SEN schools, to non-maintained, charitable schools right through to the independent sector 
and alternative providers. 

Working and being successful in SEN schools requires candidates who possess a passion to make a difference as 
well as empathy and sensitivity. Teaching and support staff in SEN schools work largely with much smaller 
classes than in mainstream and usually with a significantly higher staff to student ratio. There are various types 
of SEN schools with most concentrating their focus on one or a small sector of SEN, for example: 

 SEBD - Social Emotional and Behavioural Difficulties 
 Short Stays/PRU - children that are unable to be in school including exclusions, health/injury, school 

phobia’s and school refusers to name a few. 
 ASC - Autistic Spectrum Condition 
 PMLD - Profound and Multiple Learning Difficulties 
 SLD - Severe Learning Difficulties 

 
These are just a few of the areas in the SEN sector with which we work and if you have experience of a desire to 
work in one of these 
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When working as a ‘Staff Room’ teacher or teaching assistant we request you work to the highest standards of 
professionalism at all times:   

 First day of Placement - Supply staff may be required to show the head teacher or designated member of staff, 

appropriate photographic identification and their current Staff Room DBS. Always take these documents with you, 

just in case you are asked to present them. 

 Preparation - Supply teachers need to arrive in school equipped for the task in hand. Make sure you check with 

your consultant if you need to prepare for lessons or whether planning will already be in place. 95% of the time 

planning will be provided for day to day assignments. Check if you will need any specialist equipment. 

 Mobile Phones - Mobile phones should be switched to silent during class.  The Staff Room consultants will contact 

you by text during school hours.  Always check your phone during break times and call or text back if we have left 

you a message. 

 Time Keeping - For pre-booked assignments, please arrive at the school so that you have time to meet ‘key staff’ 

and learn the timetable requirements and layout of the school. Unless otherwise notified, you should arrive at a 

school no later than 8.15am for an all-day or morning assignment and 12.30pm if it’s an afternoon assignment. For 

assignments organised on the day, try to arrive as early as possible.  

 Absence - If you find you cannot go into school or will be late, please call The Staff Room office as soon as 

possible.  (Do not notify us by text or email!) 

 School Rules - It is vitally important for supply teachers to familiarise themselves with a school’s Behaviour Policy. 

Serious disciplinary matters should be reported to senior school managers immediately.  We also require you to 

report them to The Staff Room as soon as practically possible. 

 Physical contact should be avoided at all times, please adhere to the school’s Hands Off Policy 

 Remember - It is important for Staff Room supply teachers to create a welcoming, caring environment during their 

placements. Supply teachers provide an essential contribution to the educational experience of a child, ensuring 

the happiness and well-being of a pupil whilst in school. 

 Dress Code - Teachers are professionals and should dress smartly. Dress options can be tailored appropriately to 

reflect the range of activities to be undertaken.  

 Curriculum - It is important that lessons should be commensurate with the age and ability of the pupils and in 

accordance with the school’s curriculum. For pre-arranged assignments, supply teachers should ensure that they 

are aware of the materials to be provided by the school. 

 Long-term Assignments - Where supply teacher assignments cover longer periods of work, good practice will 

include spending time talking with the school and the relevant teacher(s) about curriculum planning and 

expectations. 

 Day to Day Assignments - For assignments taken on the day, supply teachers are expected to teach the curriculum 

and use materials provided by the school, but even on these occasions, supply teachers are strongly advised to 

have their own backup materials available that are suitable to the age of the pupils. Please ensure set work is 

completed. 

 End of the Day - Supply teachers are expected to leave the classroom in a tidy condition, arranged as they found 

it. Before leaving the school, ensure that all the pupils under your care have left the school safely, complete with 

belongings. You should ensure notes are left for the regular teacher regarding work completed and any particular 

noticeable behaviour, both positive and negative are detailed on the Supply Teacher Feedback Form included in 

this pack. You are also required to complete any marking. When you feel confident that all tasks have been 

completed, let the head, senior staff member or office staff know that you are leaving the school. 

 Extra-Curricular Activities - Where longer-term assignments are taken by supply teachers or support staff, it 

would be good practice to assist in a range of professional activities which could include planning sessions, 

completing assessments and attending staff meetings. 

 Staff Room Feedback – Please let us know at the end of each assignment or if its long term, during assignment, 

your progress and any updates.   
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We expect all our supply teachers and support staff to be totally committed to child protection.  As part of our 
registration procedure you will be required to complete either complete our own in-house safeguarding in 
education course (free of charge) or provide evidence you have completed the course in the last 2 years.  All 
Staff Room teachers are required to re-train every 2 years. 
 
What to take to a school: 

 Your fully enhanced DBS disclosure  

 Proof of identity (Driving Licence or Passport) 

 The Staff Room ID Badge 

Reporting Concerns 
Please ensure that you raise any child protection concerns from your assignments with - firstly, the school child 
protection officer or Head teacher and secondly, your Staff Room recruitment consultant.  It doesn’t matter 
how insignificant these may appear to be, as you hold a position of trust, it is your duty. 

 
 
 
 
 

The Staff Room will need information on all the schools you work in where you provide preparation and 
planning, even if it’s just day to day assignments. This information will be kept confidentially.  It is to calculate 
the time you have worked at schools to ensure you are paid to scale, or in line with the schools’ pay and 
performance policy.  
 
Please refer to the Teachers section on our website www.thestaffroom.org.uk for more comprehensive 
information on AWR 
 

 
 
 

Yes - you are able to work with multiple agencies but this can get confusing if you work with more than two 
agencies on a regular basis.  Please note that it is vitally important you keep any information about The Staff 
Room confidential.   
 
The Staff Room Loyalty Scheme 
You may be offered our loyalty scheme where if you work solely for The Staff Room and no other agency we will 
offer you additional benefits.  Please ask your consultant for further information on this scheme. 
 
 
 
 
 
 
 
 
 

http://www.thestaffroom.org.uk/
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We provide ongoing CPD training to include free unlimited online courses, free and subsidised training days with 
lunch provided and free Safeguarding in Education training.  You will also be offered a subsidised subscription to 
Teach Primary magazine, the UK's No1 primary teaching publication.  You will be given further information on 
all the training courses we provide in your interview pack. 
 

 
 
 

 
The Staff Room operates an electronic timesheet facility with schools, so timesheets are processed by the 
school and your Staff Room consultant. 
 
Although we keep thorough records of your working, please ensure you sign in and out each day and notify us 
of any additional hours worked at the end of the week. 
 
Payment Options 
There are two payment options available to you. 
 

1. Standard PAYE - We operate our own in-house payroll department.  Your salary will be paid directly into 

your bank account on the Friday following the week you have worked. You will receive a payslip by 

email. Please note, the daily rate paid to you by The Staff Room will be inclusive of holiday pay. The 

Staff Room will deduct NI and tax as required.  

 

2. Other Payment Options - You can no longer claim back travel expenses but we do work with three 

payroll providers, namely RACs DSC, MyKey Pay and Orange Genie.  You will be given details of these 

companies on registration with the Staff Room. 

 
 
 

 
Once registered with The Staff Room, please ring your consultant regularly to check the status of your 
application.  The compliance team will endeavour to get your application signed off as quickly as possible.  In 
the meantime please keep in touch, check out our website, Facebook and Twitter page.  Don’t forget to follow 
us on Facebook so we can keep you up-to-date with Staff Room news and competitions. 
 
Website:  
www.thestaffroom.org.uk 
Facebook: 
The Staff Room 
Twitter: 
Twitter@The_staffroom 
 

Alternatively you can view our social media by visiting our website and click on the Facebook and Twitter logos. 

  
 
 
 

http://www.thestaffroom.org.uk/
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Do you want to talk to someone about The Staff Room service?  
Do you have a suggestion of how we can improve things or perhaps you would just like 
to give some feedback?   
 
Why not get in touch?  
 
Please call Chris Wood – Senior Manager at The Staff Room on 01604 521055 
 
Alternatively you can e-mail us at: info@thestaffroom.org.uk 
 
Please feel free to visit our website: www.thestaffroom.org.uk 
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Working on supply can be great. You get to see a range of schools, experience different routines, meet new 
people and work with lots of different children. However, it can also be very challenging for the same reasons. 
It’s a lot like having a first day every day that you visit a new school. Good news is that there are things that 
you can do to ensure that the day is a success, enjoyable and that the Head invites you back again. 
Having worked as a supply teacher, a classroom teacher and as the owner of a supply agency speaking to 
schools on a daily basis, here are some of my key pieces of advice. 

Tip 1 
Arrive on time. When possible, make sure that you arrive before 8 O’clock. This sounds obvious but there is 
nothing worse than rushing in late, trying to find your way around and figure out what you are doing for the 
day! Arriving early will create a good impression, enable you to be as prepared as possible for the day and even 
give you time to get a cup of tea in hand! Also, it is very frustrating as a class teacher if you have left planning 
for a supply teacher (which always takes twice as long as it has to be so much more detail for someone else) and 
the teacher covering rolls in at 8:30! You know that they don’t have time to read your notes as the children are 
arriving in 5 minutes! 
 
Tip 2 
Rules, rewards and sanctions. Make sure that you know the rules and the behaviour system that the school 
uses. You could ask the children to explain them to you at the start of the day so that they are aware that you 
know and will be following it. I did this with a class a few days ago, followed their strategies and made it clear 
that I expected the same behaviour and quality of work as their class teacher. At the end of the school day a boy 
who had tried pushing it a little said to me “you’re different because usually new teachers don’t know the rules 
but you do. I can get away with stuff with them but I can’t with you!”   
 
Tip 3 
Class information. Check with the office, TA or Head teacher whether there are any medical conditions, 
safeguarding issues or other important factors that you need to be made aware of within the class. If there is a 
child with a medical condition you will need to know the how severe it is, the procedure and if medication is 
given, who does this and when. 

 
Tip 4 
Marking. Find out what the school’s marking policy is and then mark all of the children’s work completed with 
you in line with this. I would make a start with marking at lunchtime as sometimes there can be a lot to do. After 
the lesson, get the children to self or peer assess their work against the success criteria that they have used. 
This way they will all already have some next steps in their learning. 

 
Tip 5 
Daily routine. Find out the timetable for the day e.g. when is the start of school, assembly, play, lunch and 
home time? Whilst there may be the sudden need to tidy up as you have Christmas songs to rehearse next 
door, it is a good idea to write down a basic time-table so that you are as prepared as possible. 
 
Tip 6 
Bag of tricks. Always have a bag of resources and lessons with you. Even if you are told that all of the planning 
will be done, for whatever reason there may not be anything there when you get there. Have a range of Maths, 
writing and reading activities/lessons ready to go at the drop of a hat. This way even if you need to plan 
something for the afternoon you have the morning sorted and can plan for the afternoon over lunch. 
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Tip 7  
Make a good impression. As a supply teacher it is unlikely that you will have time to spend all break time and 
lunch chatting in the staff room, however, it is great if you can spend 10-15 mins in the staff room and join in 
with conversations. Share a smile and say hello to all other members of staff around the school and say thank 
you and goodbye to the Head or reception staff before you leave. Head teachers often say to me that they are 
used to supply teachers leaving (at 3:30!) without a word (or having marked!). It makes a great impression if you 
have some presence and show that you care. 
 
Tip 8 
Handover. Leave a handover note for the class teacher. Most agencies will give you a template for this. It should 
include: what work the children did and how they got on, any notable behaviour (good or bad), any incidents 
(e.g. did someone bang their head) and any other information that the class teachers should know. 
 
Tip 9 
Learn the children’s names. Try to remember the children’s names as this will make it easier to bond with the 
children and give instructions. I like to ask them when I do the register what they would like to be known as e.g. 
“Is it Oliver or Ollie?” This shows the children that you care. You will inevitably learn the names of the 
‘characters’ in the class very quickly but try to take time to talk to all of them about their work and learn all of 
their name. 
 
Tip 10 
Contact the school. If you are booked in advance it shows initiative to contact the school and find out what the 
class topic is and if there is anything in particular that they would like you to cover. You can also use this 
opportunity to find out if there are any pupils in particular who you should know about in that class. 
 
Tip 11 
No loose sheets. Make sure that all work is either done in their books or is stuck into their books, unless 
instructed otherwise. It is very frustrating as a class teacher if you return to find a pile of work on your desk. 
Don’t expect the class teacher to trim and stick them all in! They will end up in the next doors bin! Also, work on 
sheets suggests to the child that it is separate from their other work. I found that often work completed on 
sheets by supply was of a lower quality. It was as if the children thought that I wouldn’t see it as it wasn’t in 
their book! 
 
Tip 12 
Leave the classroom tidy. It is so important to make sure that you leave the classroom as tidy if not even 
tidier than how you found it. It is your responsibility to make sure that the children tidy up any mess. 
 
Final thought… 
Supply teaching should be fun, interesting and varied. You can guarantee that as with any teaching, no two 
days will be the same. Make the most of being that new person who has the ability to excite, inspire and 
engage a class with something out of the ordinary, but remember to always follow the planning that has 
been left. 


