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Service Level Agreement 

Teacher Recruitment Service (TRS) 2014– 2015 

Important notes: 

1. Schools which subscribe to the TRS are entitled to a 20% discount on their
subscription to the Suffolk Appropriate Body NQT Induction Service.

2. There is a discounted charge for federated schools.

3. The interest-free advance of salary which has previously only been available to
NQTs will be extended so that other teachers are eligible (see appendix 1). (T&C
apply)

4. For the first time in five years we have had to increase our service charge. This will
allow the TRS to invest in a new on-line application system for teachers.

This document contains information on core services available to all schools, as well 
as subscription services available only to schools which subscribe. 

Sections 1 and 2, and then 4 to 9 in this document constitute the Service Level 
Agreement for 2014-15 

A separate charging structure is in place for non-maintained schools; see section 5 

List of Contents 

1. Introduction
2. Contacts
3. Core service
4. Subscription service
5. Non-maintained schools
6. Suffolk Appropriate Body NQT Induction Service – discount available to TRS

schools
7. Termination of contract
8. Quality assurance
9. Monitoring
10. Complaints
11. Appendix 1: Financial assistance scheme for teachers 2014-15.

1. Introduction

The Suffolk Teacher Recruitment Service (TRS) aims to ensure that schools have as 
wide a choice as possible of high quality teachers to fill vacancies.  
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The overarching commitment of the TRS is to work with schools to raise the 
standards of the children and young people in Suffolk - the recruitment of good and 
outstanding teachers is essential if we are to be successful. 

Recruiting high quality teachers begins from the point at which people first consider 
becoming teachers, through selection onto training programmes, at the time of ‘first 
appointment’ and thereafter through the recruitment of experienced teachers. 

This range of provision within the TRS is administered and managed by an Adviser 
from the Learning and Improvement Service (LIS).  

Since April 2010 the TRS has had two strands of service provision: 

(i) A core service provided through the Learning & Improvement Service (LIS).

(ii) A subscription service funded through individual schools opting into the
TRS. Subscriptions from schools will be offered as a package from 1st April
2014 to 31st March 2015. The service will be available to maintained and
non-maintained schools.

2. Contacts:

The TRS can be contacted through: 

Janet Galloway 

Business Support Officer, Professional Development 
E-mail: teachsuffolk@suffolk.gov.uk
Tel: 01473 263952
Fax: 01473 263990

Web: www.suffolk.gov.uk/teach 

Suffolk County Council 
Teacher Recruitment Service 
Pauls’ Road Centre 
Paul’s Road 
IPSWICH 
IP2 0AN 

mailto:neil.bartlett@suffolk.gov.uk
mailto:teachsuffolk@suffolk.gov.uk
http://www.suffolk.gov.uk/teach
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3. Core service elements

i. These are elements of the TRS that benefit all schools and are therefore
available to all schools

The TRS aims to: 

 Promote teaching in Suffolk as a flexible and rewarding career

 Increase the number of high quality teachers working in Suffolk

 Support schools in the recruitment and retention of teachers

These aims will be achieved through a wide range of activities including: 

 Promoting Suffolk as a good place to work and live

 Representing Suffolk’s interests in regional and national forums

 Recruiting NQTs to Suffolk

 Encouraging experienced teachers to seek careers in Suffolk

 Providing advice and support to career break teachers e.g. via Returners’
Course/s

 Providing advice and information to potential teachers and career
changers

 Providing advice and support to Overseas Trained Teachers (OTTs) and
employing schools in collaboration with SNITT

 Providing Secondary Shortage Subject Teaching Taster Course/s (subject
to funding and demand*)

 Providing Teaching Taster courses to raise the profile of teaching among
under-represented groups (subject to funding and demand*)

 Advising schools and potential trainees about routes into teaching

 Providing information to school and higher education students considering
teaching as a career

 Undertaking research into recruitment and retention issues

ii. Details regarding the core service:

b) Promoting the good name of education in Suffolk
The TRS will promote teaching in Suffolk by the production and distribution of
high quality printed and internet based recruitment material and through
participation in recruitment events, including:

 ‘Teaching in Suffolk’ information leaflets

 Talks to trainees at local training providers

 Attendance at NQT recruitment fairs (held at ITT providers across
England and Wales)

 Representing Suffolk’s interests in regional and national forums

 Promote teacher vacancies on Twitter @teachsuffolk

c) Recruiting NQTs to Suffolk
In order to attract high quality newly qualified teachers to fill vacancies in
Suffolk schools, the TRS will:
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 Promote teaching in Suffolk in national and regional newspapers and
publications

 Promote Suffolk in publications of the teachers’ professional associations
which are targeted at trainee teachers

 Promote and signpost induction support for NQTs

 Establish and maintain strong links with Initial Teacher Training providers
by:
o Promoting Suffolk at their recruitment events
o Sending them recruitment packs
o Forming close working relationships with the local teacher training

providers (UEA, Faculty of Education at Cambridge, Anglia Ruskin
University and the Suffolk & Norfolk ITT programmes)

 Advertise the ‘pool’ arrangements nationally

 Provide information to teachers appointed to Suffolk schools on issues
such as the Key Worker Living scheme and the relevant County induction
programme

 Review arrangements annually, following feedback from Headteachers,
pool applicants, ITT providers and others.

d) Recruiting experienced teachers to Suffolk
To attract high quality experienced teachers the TRS will:

 Promote teaching in Suffolk in national media

 Maintain and regularly update a database on SchoolSurf of experienced
teachers who have indicated an interest in teaching in Suffolk

 Provide access to that database to schools which subscribe to the TRS

e) Promoting opportunities for career-break teachers
An important element in teacher recruitment is the opportunity for schools to
attract qualified teachers who have taken a career break and who are
available to fill temporary vacancies, at short notice, or to return to full or part-
time employment.  To assist this process and to up-date and enhance the
skills of such teachers the TRS will:

 Assist in arranging school placements for potential ‘returners’

 Organise ‘Return to Teaching’ course/s, in collaboration with the
Teaching Schools

 Signpost potential participants to additional support provided by the
Department for Education and the National College for Teaching &
Leadership.

 Signpost the Suffolk Supply Teacher Service.

f) Providing advice and information to potential teachers
To encourage potential teachers to make an informed choice about teaching
as a career and to encourage those suitably qualified to train for Qualified
Teacher Status, the TRS will:

 Provide information about routes into teaching to those considering a
career in teaching

 Advise schools and potential trainees about the various routes into
teaching, including the employment based routes

 Organise ‘Teaching Taster’ courses for potential teachers of secondary
shortage subjects and under-represented groups (subject to funding and
demand)
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 Work in partnership with Suffolk’s Teaching Schools

 Be available to discuss individual queries and provide guidance on ITT
applications and processes

g) Providing advice and information to school students considering a
teaching career
To enable school students to make an informed choice about teaching as a
career and help provide a long term supply of teachers, the TRS will be
available to:

 Attend school careers events

 Give talks on teaching as a career

 Discuss individual queries and provide guidance on ITT applications and
processes

h) Undertaking research in areas related to teacher recruitment, retention
and supply
The TRS will collect and analyse data in order to identify, for example:

 Trends in recruitment at a local and regional level

 Teacher vacancies

 Availability of teachers according to subject and phase

 The profile of the Suffolk teaching force

 Retention post-NQT induction*

 Why teachers chose Suffolk (Entry Questionnaire)

 Why teachers leave Suffolk (Exit Questionnaire)

The results of such research will be used to target appropriate recruitment and 
retention activities aimed at improving the service to schools and others. 

----------------------------------------------------------------------------------------------------------------- 

The services described in sections 1, 2, 4, 5, 6, 7 and 8 constitute the 
Service Level Agreement for 2014-15 

4. Subscription service

In addition to the Core service elements, the TRS will provide additional services 
which will be available to those schools which subscribe.  

a. The subscription service elements are:

i. The NQT Pool and email alerts - for all phases of schools

The Pool process is an efficient and cost-effective method of ensuring that a large 
number of trainee teachers are available to teach in Suffolk’s schools. The Pool 
will operate for all school phases. 

The TRS will: 
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 Promote the pool to trainee teachers through attendance at ITT recruitment
fairs; in national advertising (e.g. in the Times Educational Supplement); in
publications aimed at trainee teachers; on the County website.

 Request references for applicants

 Assess and grade all primary applicants

 Short-list the best primary candidates across all phases, if they apply by 31
January 2015

 Organise ‘pool’ interviews for the best primary candidates

 Send email alerts to all applicants when schools have vacancies suitable for
NQTs

 Prepare and distribute to schools, a list of names and basic details, including
any grade/s awarded, of all applicants to the pool

 Maintain and regularly up-date an electronic database of pool applicants,
available only to subscribing schools

 Review arrangements annually, following feedback from Headteachers, pool
applicants and others.

ii. Providing financial support to teachers

Note: this incentive has, until now, only been available to NQTs. It is being 
extended so it is available to other teachers (subject to certain eligibility criteria; 
see appendix 1). 

Teachers are eligible to apply for an interest free advance of salary of up to 
£2,000 (on taking up post in a TRS school)  

This element of the service is offered for the 2014 – 2015 financial year. 

b. Charges for 2014 – 2015 (for maintained schools)

Each school which subscribes to the service will be charged a base sum of 
£150 plus a per capita cost of £1.50 for each pupil on roll. 

For example a school with 650 pupils will be charged: 
Base sum =  £150 
Per capita pupil cost  650 @ £1.50 = £975 
Total subscription charge =      £1,125 

 Charges for federated schools

Where two or more schools are federated, then that federation will be treated 
as one institution; it will therefore only have to pay one base sum (£150) 

5. Non-maintained schools

The TRS is also available to non-maintained schools; schools which subscribe will be 
eligible for the same support and entitlements as maintained schools. 
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The charging structure is on the same basis as for maintained schools, except that 
the base sum is higher and that it also varies depending on whether or not the school 
is a partnership member of the Learning and Improvement Service (LIS) 

Charges for 2014 – 2015 (for non-maintained schools, such as 
Academies, Free Schools and Independent Schools) which are partners 
of the LIS 

Each school which subscribes to the service will be charged a base sum of 
£200 plus a per capita cost of £1.50 for each pupil on roll. 

For example a school with 650 pupils will be charged: 
Base sum  =  £200 
Per capita pupil cost  650 @ £1.50 = £975 
Total subscription charge =      £1,175 

Charges for 2014 – 2015 (for non-maintained schools, such as 
Academies, Free Schools and Independent Schools) which are not 
partners of the LIS 

Each school which subscribes to the service will be charged a base sum of 
£750 plus a per capita cost of £1.50 for each pupil on roll. 

For example a school with 650 pupils will be charged: 
Base sum  =  £750 
Per capita pupil cost  650 @ £1.50 = £975 
Total subscription charge =     £1, 725 

6. NQT induction – discount available to TRS schools
Suffolk LA is an Appropriate Body for NQT induction, for which a charge is made.
Schools which subscribe to the TRS are entitled to a 20% discount on their
subscription to the “Suffolk Appropriate Body NQT Induction Service”. That
service has its own Service Level Agreement, available on SchoolSurf.

7. Termination of contract
In order to guarantee continuity of provision and maximise the impact of recruitment
and retention initiatives, in subscribing to the TRS schools are required to give six
months notice should they wish to cease their subscription.

8. Quality assurance of the service
The views of headteachers and applicants to the ‘pool’, on the quality of service
provided, are obtained by means of an annual evaluation survey.

9. Monitoring
The work of the TRS is reported to the Line Manager in the Learning & Improvement
Service.
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10. Complaints
Formal complaints will be considered by the Assistant Director for Learning.

They should be addressed to: 

Assistant Director for Learning  
Children and Young People’s Services 
Endeavour House 
8 Russell Road 
Ipswich 
Suffolk IP1 2BX 
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11. APPENDIX 1:

Financial assistance for qualified teachers taking up a teaching appointment 
during the financial year 2014 - 2015. 

Advance of salary 
Eligibility: 

1. Teachers should hold Qualified Teacher Status (QTS) or Qualified Teaching
and Learning Status (QTLS) (with QTLS holders being members of the
Institute for Learning, IfL) and be recognised by the Department for Education
(DfE) and National College for Teaching and Leadership (NCTL).

2. Teachers should be:
a. NQTs taking up their first teaching post, and who are registered with

Suffolk LA as the Appropriate Body, or
b. Experienced teachers, who have successfully passed induction (if

appropriate) taking up a teaching post in Suffolk after having
immediately previously taught in a different Local Authority.

Eligible teachers may apply for an advance of salary of up to £2,000 before taking up 
post or during the first month of their employment. This advance must be repaid by 
20 equal monthly instalments and the teacher must complete an authorisation for 
appropriate deductions from their salary.  

For teachers who are on a temporary contract it may be necessary to adjust the 
amount of the salary advance and/or the number of instalments and/or the amount of 
each instalment; this will be done in consultation with the teacher. 

-------------------------------------------------------------------------------------------------------------------------- 


