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TERMS AND CONDITIONS

T 4 TEACHERS LIMITED (‘T 4 Teachers’) uses its extensive contacts in the education field to find supply teachers and instructors for temporary assignments with primary and secondary schools.

An ‘Assignment’ is a period of temporary supply teaching work. You brief T 4 TEACHERS LIMITED with details of the skill and experience of teacher required, the times required and the work involved. T 4 TEACHERS LIMITED aim to locate a supply teacher

for the Assignment as soon as possible (often on less than 24 hours notice). T 4 TEACHERS LIMITED are also able to provide you with high quality candidates for permanent teaching positions.

These Terms and Conditions together with an ‘Assignment Confirmation’ letter – confirming the details of your briefing, the identity of the teacher located and T 4 TEACHERS LIMITED’ fee for supplying the teacher, comprise an Agreement for the Assignment which is deemed to be accepted by you when agreed in writing or when the teacher begins the Assignment.

This Agreement has been prepared in accordance with the Conduct of Employment Agencies Business Regulations 2003 (CEABR2003). We are able to provide you with a copy of the Regulations for your information on request.

T 4 Teachers Agrees the Following:

1. T 4 TEACHERS LIMITED will provide ‘Supply Teachers’ (including qualified teaching staff, newly qualified teachers, instructors and final year students) to the School in accordance with the School’s Assignment briefing. T 4 TEACHERS LIMITED will also provide Supply Teachers as ‘Candidates’ for permanent employment by the School in accordance with the Schools reasonable requests. Provision of Supply Teachers and Candidates is subject to availability.

2. Supply Teachers provided by T 4 TEACHERS LIMITED are paid rates based on the Common Pay Spine. The amount a school pays will be proportional to the teacher’s experience in accordance with that teacher’s LEA rating (or equivalent). The Supply Teacher’s daily rate will be set out in the Assignment Confirmation letter.

3. No fee for providing Supply Teachers to the School is chargeable unless the School has requested a Supply Teacher and that Supply Teacher attends at the School to commence the Assignment. No fee is charged for the search for suitable Candidates or for putting forward a Candidate for consideration against vacancy criteria.

4. T 4 TEACHERS LIMITED assume full responsibility for paying Supply Teachers including PAYE, National Insurance contributions and a paid holiday allowance for all work undertaken by that Supply Teacher on Assignments with the School.

5. T 4 TEACHERS LIMITED will invoice the School at the end of each calendar week. T 4 TEACHERS LIMITED invoices are payable within 14 days of the date on the invoice. T 4 TEACHERS LIMITED is entitled to charge the School interest on any unpaid overdue invoice in accordance with the provisions of the Late Payment of Commercial Debt Regulations 2002 and reserves the right to charge the School with all costs incurred in pursuing payment on a full indemnity basis.

6. T 4 TEACHERS LIMITED will maintain £5,000,000 in public liability insurance throughout the period of this Agreement.

7. T 4 TEACHERS LIMITED confirms that for all Supply Teachers and Candidates provided to the School:-

· An interview has been completed to confirm relevant supporting skills, past employment and experience

· List 99 and PoCal checks have been passed

· Confidential referencing with at least two recent employers have been taken up and judged acceptable or better and that identification has been confirmed with the same referees

· Qualifications have been verified

· Registration with the professional body (GTC) where appropriate has been completed

· Occupational health questionnaire has been completed

· An enhanced CRB check has been completed or is underway.

The above points are in accordance with DfES guidelines and will change from time to time in line with changes to these guidelines or other legislation.

8. T 4 TEACHERS LIMITED does not accept any liability for loss, expense and or damage incurred due to conduct or negligence of any of its Supply Teachers. T 4 TEACHERS LIMITED will not be liable for its own negligence save where such negligence results in personal injury or death. No rebates will be payable in respect of any fees charged by Step Teachers.

9. T 4 TEACHERS LIMITED will pass on the Assignment briefing obtained from the School to the Supply Teacher prior to the start of the Assignment providing that the briefing is received at least twelve (12) hours prior to the start of the Assignment.

The School Agrees the Following:

10. The School will provide full details of the position for which a Supply Teacher or Candidate is required, including:-

(i) the dates and times a Supply Teacher is required for

(ii) the level of experience necessary

(iii) whether or not work is set for the period in question

(iv) whether or not any extra duties are part of the specified work.

11. The School confirms it will not request Supply Teachers to perform the work of someone who is on official strike action or someone who has been transferred to perform the duties of a person on strike or taking industrial action.

12. The School agrees to have an authorized member of staff sign time sheets for Supply Teachers provided by T 4 TEACHERS LIMITED confirming the time worked in accordance with the Assignment Confirmation letter.

13. The School agrees to pay T 4 TEACHERS LIMITED invoices within fourteen (14) days of the date of the invoice.

14. The School will advise T 4 TEACHERS LIMITED of any risks to the health and safety of teachers at the School and its surrounding area and the steps taken by the School to prevent or control such risks. The School agrees to provide a copy of its Health and Safety Risk Assessment Certificate to T 4 TEACHERS LIMITED as recommended by the CEABR 2003 Regulations.

15. The School agrees that T 4 TEACHERS LIMITED is deemed to have introduced a Candidate or Supply Teacher to the School in the following circumstances:-

i) When the Candidate or Supply Teacher’s first attendance at the School has been arranged for by Step Teachers;

ii) When T 4 TEACHERS LIMITED has sent the Candidate or Supply Teacher to the School in accordance with the School’s request and that same Candidate or Supply Teacher has not worked at or attended at the School in the previous eight (8) weeks.

16. A ‘Permanent Placement Fee’ becomes payable in the following circumstances:-

i) When a Candidate or Supply Teacher introduced to the School by T 4 TEACHERS LIMITED enters into direct employment with the School.

ii) When a Candidate or Supply Teacher introduced to the School by T 4 TEACHERS LIMITED is referred by the School to a third party school or organization and enters into direct employment with that third party school or organization.

As an alternative to the Permanent Placement fee the School has the option of hiring the Candidate or Supply Teacher for a fixed hire period after which the School will be free to employ the Supply Teacher directly. T 4 TEACHERS LIMITED current charging rates for the teacher concerned are set out in the Assignment Confirmation letter for that teacher.

17. A ‘Referral Fee’ becomes payable when a Supply Teacher introduced to the School by T 4 TEACHERS LIMITED is referred by the School to a third party school or organization and that Supply Teacher then undertakes teaching work for that third party school or organization. The Referral fee is 25% of the Supply Teacher’s daily rate (as set out in the Assignment Confirmation letter for that teacher) for every day the Supply Teacher works for that third party school or organization.

18. If the School is dissatisfied with the level of service provided by T 4 TEACHERS LIMITED or with the performance the Supply Teacher, please contact T 4 TEACHERS LIMITED immediately and the complaint will be dealt with in accordance with the Complaints Procedure attached to this Agreement.

19. Any cancellations by the School of specified days within any Assignment must be made by 08:30 AM the previous school day or the full fee for that supply will be payable to T 4 TEACHERS LIMITED.

20. The School will comply with all statutes, laws, codes of practice and any other legal requirements with which the School is ordinarily required to comply in respect of the School’s own staff including maintaining adequate employer and public liability insurance. The School agrees to supply copies of current employer and public liability insurance certificates to T 4 TEACHERS LIMITED within 14 days.

21. The Supply Teacher is deemed to be under the control of the School from the time the teacher first attends the School and thereafter for the duration of the Assignment.

22. Either party to this Agreement may terminate the Agreement by giving twenty-four (24) hours notice in writing. Termination of this Agreement does not affect T 4 TEACHERS’ entitlement to charge a School for Assignments or charge a Permanent Placement Fee, alternative fixed hire period fee or a Referral Fee to a School as set out in clauses 16 and 17 above.

T 4 TEACHERS LIMITED COMPLAINTS PROCEDURE

1. If T 4 TEACHERS LIMITED receives or obtains a complaint or other information from the School or a third party that indicates or suggests that a Supply Teacher may be unsuitable for the Assignment, T 4 TEACHERS LIMITED will terminate that Assignment while the issue is being investigated.

2. If you wish to make a complaint about T 4 TEACHERS LIMITED performance please provide your complaint in writing setting our full details in relation to it.

3. Your complaint will be passed to a director of T 4 TEACHERS LIMITED who will investigate your complaint and provide you with a written response within 14 days of receiving your complaint setting out T 4 TEACHERS LIMITED evaluation of the complaint and the steps or measures T 4 TEACHERS LIMITED is undertaking in relation to the complaint.

4. If you are not satisfied with the response to your complaint, you may request a meeting with a director of T 4 TEACHERS LIMITED not previously involved with your complaint. At that meeting the director of T 4 TEACHERS LIMITED will consider your further representations and if appropriate explain the action being taken by T 4 TEACHERS LIMITED to ensure that the circumstances leading to your complaint are not repeated.

