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Welcome

Congratulations on joining Defence Children Services (DCS) as a supply teacher. You are
stepping into one of the most rewarding roles in education, contributing to the learning and
development of Service Children across the forces world.

DCS has a long history of providing education to Service Children, dating back to 1674. Today,
we operate 14 schools and 7 nursery settings across 10 countries worldwide.

As a supply teacher, you will play a vital role in ensuring continuity of education for our pupils,
particularly during times of staff absence.

This handbook is designed to provide you with the key information you need to succeed in your
role as a supply teacher within DCS.

Purpose, vision and values

Purpose

Educate the Child, Support the Family, Defend the Nation.

Vision
Demonstrating best practice for the education and care of military children.

Values
« Integrity: Putting the obligations of public service above personal interests.
e Honesty: Being truthful and open.
« Objectivity: Basing advice and decisions on evidence.
o Impartiality: Acting solely on the merits of the case and serving all governments equally.

Your role as a supply teacher

As a supply teacher, you are an integral part of the DCS Schools and Settings Service. You will
be stepping into classrooms to ensure that high quality education continues seamlessly in the
absence of regular teaching staft.

Key Responsibilities:
o Deliver pre-prepared lesson plans and ensure continuity of learning.

« Maintain a safe, well-managed, and stimulating learning environment (if your supply
period lasts for more than half a term.
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Provide active feedback and assessment to support pupil progress in line with the
schools feedback and marking policy.

Uphold the National Teachers’ Standards and the Civil Service Code of Conduct.

Safeguard and promote the welfare of all pupils at all times.

Characteristics of excellence

As a supply teacher, you are expected to demonstrate the following:

Professional expertise: Stay current in subject knowledge and pedagogy.
Good and outstanding lessons: Deliver engaging, innovative, and well-managed lessons.
Lead by example: Uphold professional standards and act as a role model.

Reflective practice: Continuously seek opportunities for personal and professional
growth.

Develop the whole child: Support the academic, social, and emotional development of
every pupil.

Share the vision: Commit to the DCS vision and values.

Adaptability: Be flexible and responsive to the unique challenges of working in a military
environment.

Expectations

What you can expect from leaders and managers:

A safe and supportive working environment
Clear communication and consultation
Access to training and development opportunities

Fair and respectful treatment

What we expect from you:

Prioritise safeguarding and act on concerns immediately
Be proactive in understanding your role and responsibilities
Maintain high standards of professionalism and integrity

Work collaboratively with colleagues and contribute to the school community
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Be flexible and adaptable to the needs of the school

Wellbeing and support

DCS is committed to staff wellbeing and has signed the Education Staff Wellbeing Charter.

The five pillars of teacher wellbeing are:

Workload: Ensuring a manageable workload

Work-life balance: Promoting a healthy balance between work and personal life
Mental health: Supporting mental health and providing access to resources
Physical health: Encouraging physical wellbeing

Culture: Fostering a positive and supportive workplace culture

Support available:

Regular communication from leadership

Access to Continuing Professional Development (CPD).

Opportunities to contribute to school improvement and policies

A Wellbeing Leader in each school to support staff health and wellbeing

Strive for success in everything you do and be flexible in supporting the changing needs
of the school

Code of conduct

As a supply teacher, you are expected to:

Maintain high standards of attendance and punctuality.

Treat pupils, colleagues, and parents with respect and dignity.

Adhere to the National Teachers’ Standards and Civil Service Code of Conduct.
Avoid inappropriate relationships or interactions with pupils.

Follow safeguarding policies and report any concerns immediately.

Use technology responsibly and maintain confidentiality.

Safeguarding

Staff have a duty to safeguard pupils from harm, and to report any concerns they have. This
includes physical, emotional and sexual abuse, and neglect.
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Staff will familiarise themselves with:

e Familiarise yourself with the DCS Child Protection and Safeguarding Directives.
e Be aware of the Prevent Initiative.
e Report any concerns about a child’s welfare immediately.

Your new line manager and / or Head Teacher will show you how to report a concern based on
the schools reporting procedures.

General guidance

e Arrival: Arrive at least 15 minutes before the start of the school day. Report to the school
office to sign in and collect your ID badge.

e Lesson plans: Follow the lesson plans provided by the regular teacher. If plans are
unavailable, liaise with the Head Teacher or a senior member of staff for guidance.

e Classroom management: Maintain a positive and safe learning environment. Follow the
school’s behaviour policy.

e Break and lunchtime: Ensure pupils are supervised at all times. Do not leave children
unattended at any time.

e End of day: Ensure the classroom is tidy and leave a brief note for the regular teacher
about the day’s activities and any issue

Health and safety

e Always wear your ID badge and DCS lanyard on site.

e Ensure children are supervised at all times, both indoors and outdoors.

e Report any safety concerns or incidents to the Head Teacher or designated staff
member.

Do not share gate codes or keys with anyone

Smoklng and vaping

DCS Schools and Settings are a non-smoking and non-vaping organisation. With this in mind
you are not permitted to smoke or vape in or around any of the school or setting buildings at any
time. Staff must check local policy to discern if they are able to smoke or vape on or in any
property managed by British Forces (DIO). Smoking or vaping whilst on the school or setting
premises may result in disciplinary action.
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Mobile phones

To protect our children, staff are not permitted to make or receive calls or texts during the
school day where children are present. Staff should ensure that mobiles are set to silent or off at
all times whilst in any learning environment where children are present.

No personal mobile device should be left on display at any time.

Staff are not permitted to use recording equipment on their personal mobile phones for any
reason.

Work mobiles

Some staff may be allocated a duty mobile phone for off site visits or residentials. These phones
will be on throughout the time away from the school or setting to ensure calls, text messages
and emails can be taken and responded to in a timely manner.

For more information please see the Mobile Phones Statement for Students and Mobile Phone
Statement for Staff which are on the DCS website and will be given to you at induction.

Conduct outside of work

As a supply teacher with Defence Children Services (DCS), your conduct outside of work is as
important as your professional behaviour within the school or setting. You are a representative
of DCS, the Civil Service, and the teaching profession at all times, and your actions should
reflect the high standards expected of you.

Professional boundaries and relationships

o Fraternising with pupils: Under no circumstances should you engage in any form of
social relationship with pupils outside of school. This includes, but is not limited to,
meeting pupils socially, communicating with them via personal social media accounts, or
exchanging personal contact details.

e Interactions with teens: Even if a pupil is above the age of consent, any form of
romantic or inappropriate relationship with a pupil is strictly prohibited and will result in
disciplinary action, including potential dismissal.

e Service families: While it is natural to interact with Service families as part of the wider
community, it is essential to maintain professional boundaries. Avoid situations where
your actions or words could be misinterpreted or compromise your professional integrity.
Be mindful of your role as a teacher and the influence you have within the community.



Educator induction: Supply teacher welcome

Confidentiality

You will often have access to sensitive and confidential information about pupils, their families,
and the school. It is your responsibility to handle this information with the utmost care and
discretion.

Do not disclose: Never share confidential information about pupils, families, or
colleagues with unauthorised individuals, including other members of the community,
unless required by law or with explicit consent.

Appropriate use: Ensure that any information you access is used solely for the purpose
it was intended and not for personal gain or to harm others.

Social media: Do not post or share any information, images, or comments on social
media that could identify pupils, their families, or colleagues. This includes photos of
school events, comments about school matters, or any information that could breach
confidentiality.

Reporting concerns: If you become aware of a breach of confidentiality or are
concerned about the conduct of a colleague, you must report this to the Head Teacher or
Designated Safeguarding Lead (DSL) immediately.

Social media and online conduct

Professional boundaries: Do not accept friend requests or follow requests from pupils
or their family members on social media.

Content: Avoid posting content that could be deemed inappropriate, offensive, or
unprofessional. This includes comments or images that could bring the school, DCS, the
garrison, or the teaching profession into disrepute.

Communication: Do not use social media or personal communication channels to
contact pupils or their families. All communication should be conducted through official
school channels.

General conduct

Criminal offences: Any criminal behaviour, including violence, sexual misconduct, or
substance abuse, will be treated seriously and may result in disciplinary action, including
dismissal.

Community behaviour: As a member of the DCS team, you are part of a close knit
military community. Your behaviour in the community should reflect the values of DCS
and the Civil Service. Avoid gossip, inappropriate relationships, or any actions that could
damage the reputation of the school, the garrison, or the wider Defence community.
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o Professionalism: Always act in a manner that upholds the reputation of DCS and the
teaching profession. This includes being respectful, courteous, and considerate in all
interactions, whether in person or online.

Conclusion

As a supply teacher, you are a valued member of the DCS team. Your role is crucial in ensuring
that Service Children receive the high quality education they deserve, even during times of staff
absence. We are here to support you in your role and encourage you to reach out to school
leaders or colleagues if you have any questions or concerns.

Thank you for your commitment to educating and supporting our Service Children.

Welcome to our team.



