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The Education Centre

School & Governor Support
Administration Team Service Standards

· We will aim to answer all telephone calls within 5 rings

· We will acknowledge emails within 1 working day and respond in full within 10 working days

· We will respond to letters within 10 working days
· We shall ensure all room booking requirements and delegate special requests are established and met, including specific room layouts and loading IT presentations prior to event

· We shall ensure customers are aware of our Room Booking Cancellation Policy

· We shall endeavour our Meet & Greet service is applied to all users of the centre

· We shall provide IT support where necessary 

· We shall communicate room hire charges and catering prices effective 1st April each year

· We shall provide full administrative support to Consultants, Curriculum Advisers and School & Governor Support Officers

· We shall distribute and issue S&GSS papers within set guidelines

· We shall issue and coordinate Governor training sessions in line with training programme

· We shall ensure New Governor paperwork is current, clear and available to all.

· We shall coordinate recruitment of New Governors in line with government legislation. 
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