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Purpose of the Guidance Notes

This guidance addresses the roles, responsibilities and levels of supervision appropriate for those who work in physical education and school sport who are not qualified teachers.  This guidance has been prepared to clarify the legal position and identify good practice in the use of volunteers and paid coaches in physical education and out of hours provision for school sport. Whilst advice and examples are provided every situation cannot be covered.  Schools need to think about the issues and weigh the risks carefully in order to make the right decisions.

Its purpose is to:

· Recognise the value that people who are not trained teachers can bring to the experiences of young people;

· Help schools to make effective use of volunteers and paid coaches in offering a broad and challenging programme of physical education and school sport;

· Help adults working with children keep themselves safe as well as safeguarding children’s rights.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           
These notes offer guidance for schools using or planning to use Volunteers or Paid Coaches:

· To support and extend curricular or extra curricular programme for physical education. 

· They will also be of use to School Sports Co-ordinator Partnerships and other organisations; 

· To establish links or ongoing partnership work to promote and sustain quality practice in their work with schools.

Alan Wallis

Adviser (Physical Education and Sport)
Introduction

Many schools are receiving approaches from individuals and organisations offering their services to support the development of PE and school sport. It is important that schools make informed decisions about any work they plan to do using these people to ensure that it fits with their own development needs and curriculum objectives.

Appropriate use of volunteers and paid coaches can enhance pupil experiences and make a valuable contribution to the range and standard of physical education within lessons and out of hours activities.  They may work in schools in a variety of ways and a variety of circumstances.  

Volunteers and paid coaches are recognised as:

· Any adult not on the school staff who works with pupils with the permission of the Headteacher. In physical education and school sport this may include:

         Coaches, instructors, parents and other helpers; Sports development officers;

         Sports leaders; Trainees in initial teacher training.

· These adults may be used to:

         i)    Support the delivery of the curriculum in lesson time;

         ii)   Develop school clubs and teams on the school site out of lesson time;

         iii)  Deliver off-site activities in the presence of a member of the school staff.  

The employer must always determine the conditions within which all volunteers and paid coaches operate.  This is because the employer holds legal responsibility for the health and safety of employees and visitors (pupils and other adults on the premises).  In schools this duty is discharged via the school’s line management.
Volunteers will usually work directly alongside a competent teacher.  In some circumstances the employer may determine that paid coaches (contractors) will also always work under the direct supervision – i.e. alongside – a teacher.  In other situations, following induction, direct supervision, thorough risk assessment and possibly some continuing professional development, many paid coaches (contractors) and some volunteers will be deemed to be competent to work at some distance from the teacher subject to child protection measures being in place.  In such instances regular and systematic monitoring and evaluation of the work will be necessary.

Many schools have raised queries about using the services of adult volunteers and paid coaches who are not trained teachers to run sessions and clubs both within and outside the curriculum.  As there is an increased likelihood of injury arising from poorly or inappropriately supervised activities this a cause for some considerable concern.  Furthermore, there is a significant possibility that such activities could increase the incidence of civil claims in the event of an injury and this makes the County Council’s position even more vulnerable.  It is very important that if schools elect to utilise the services of adults, as volunteers or paid coaches, they apply a high standard of care.  

Though the range of extra-curricular activities extends beyond PE and sports activities, the best guidance on this matter has been issued by BAALPE in their publication “Safe Practice in Physical Education” (of which the school should have a copy).  This should be strictly followed.  A relevant extract is given below:

“the help of an adult in school may be considered provided they have the appropriate experience to assist with the activity in which they offer their support and meet the requirements of the Children Act 1989.  They should always work under the supervision of a teacher, for it is a teacher who remains in loco parentis at all times.  No adult other than a teacher should be left totally on his or her own with young people.  This will apply equally to either a curricular or an extra-curricular activity.  Care should be taken to ensure that the insurance arrangements are adequate to cover the adult in this role”.  

The guidance is consistent with that provided in recent Department for Education and Skills (DfES) documents and within the context of modernising the school workforce.


What are the responsibilities?

The LEA, Governors or Trustees are responsible for:

Health and Safety Policy;

Monitoring the application of the policy by schools. 

The implementation of the Health and Safety Policy is delegated to the headteacher who is turn may delegate another member of the teaching staff;

· Schools should ensure that their policies reflect those of their employer (LEA);

The school’s governing body has a duty of care for all activities involving pupils;

The school has the responsibility of checking the suitability of staff and volunteers before they are deployed in schools.

Who has the responsibility for Insurance?

The County Council’s Public Liability Policy indemnifies volunteers (including governors and parents) while under the direct control and supervision of the Local Education Authority.  This insurance cover, however, is subject to the LEA exercising care in the selection and supervision of employees and volunteers, and requires all parties concerned to take reasonable steps to prevent accidents and injuries.  

This would include:

· Undertaking an appropriate risk assessment exercise in relation to the safety and adequacy of equipment and/or materials used;

· Evaluating the competency and suitability of the volunteers;

· Giving due consideration to their qualifications, experience and fitness to undertake the task.

As an example, if a parent wished to undertake the voluntary role of a football coach the following would have to be addressed:

· The volunteer will have to possess an appropriate coaching qualification endorsed by the Football Association;

· The coaching can only be undertaken in the presence of a teacher to ensure the school’s duty in ‘loco parentis’  is effectively discharged;

· A risk assessment detailing the hazards, risks and control measures in place will have to be carried out.   

Paid coaches whether employed by a reputable organisation or self-employed would be expected to have their own insurance.  

· They should be appropriately qualified;

Risk assessments will have to be undertaken for activities that coaches run and the sessions will have to take place in the presence of a teacher.

In addition, colleagues should be aware that the requirement to undertake criminal checks (disclosures) now extends to cover volunteers and paid coaches and it will, therefore, be necessary to make arrangements to have these persons vetted by the Criminal Records Bureau (CRB).  Colleagues should consult the guidance previously issued by The Director of Education with regard to this particular aspect.

Who has responsibility for Supervision? 

The school maintains the overall responsibility for the pupils and the work of the volunteer or paid coach AT ALL TIMES.

As stated, this responsibility is delegated to the Headteacher who in turn may delegate to a teacher. The teacher will maintain responsibility for all aspects of pupil learning, health and safety. 

The school’s governing body has a duty of care that operates for any activity in which pupils are engaged.  Teachers cannot transfer this duty.  Governing bodies and Headteachers must, therefore, ensure that volunteers and paid coaches work alongside teachers.  

Supervision by teachers is necessary to ensure that the:

Opportunities provided enhance the requirements of the National Curriculum and enrich both the curriculum and school-based out of hours (OOH) activities;

Opportunities provided are appropriately matched and differentiated to meet the range of needs and abilities within any group;

Facilities and equipment used are safe, in good repair and appropriately match to the abilities, needs and ages of pupils;

Principles, common to all physical education activities, are emphasised where appropriate rather than specific skills, tactics or strategies;

Pupils are given opportunities to engage in the processes of decision-making, problem-solving and evaluating, as well as performing, and that pupils’ knowledge and understanding of fitness and health are developed;

Assessment and feedback of pupils attainment and progress are accurate;

Monitoring and evaluation of the performance of volunteer or paid coach is accurate;

· Monitoring and evaluation of the effectiveness of the programme is accurate.
What does supervision mean?

There are two relevant types of supervision:

Direct supervision, which involves working alongside the teacher where the teacher may intervene at any given time.

Distant supervision, which would allow for the volunteer or paid coach to work at some distance from the teacher, possibly out of sight or in a different facility.

Which type of supervision is most appropriate?

Where someone other than a teacher may be undertaking ‘specified work’, paragraph 10(2)(c) of Schedule 2 of the Education (Specified Work and Registration) (England) Regulations 2003 provides that a school’s head teacher has to satisfy him/herself as to a person’s skills, expertise and experience.  A system of supervision is required for any member of ‘staff’ who undertakes the ‘specified work’ set out in the Regulations.  The system should not be bureaucratic and may build on a school’s existing arrangements where appropriate.  It should include:

1)
Which elements of the ‘specified work’ can be carried out by the particular member of 
staff;

2)
Which teacher is responsible for supervising that work and how that supervision will be 
delivered (the supervision arrangements).

Good practice suggests that, in the first instance, a teacher or other member of the school staff should always directly supervise a volunteer or paid coach (contractor) and evaluate their competence.  

At a later stage the level of supervision may vary for paid coaches, and in some instances volunteers also, according to the competence and level of responsibility given.  This decision should be based on a thorough risk assessment of the specific circumstances.  This should include consideration of the age, behaviour and ability of the pupils.

Good practice suggests that volunteers and paid coaches should have the benefit of an induction programme, opportunities for continuous professional development (CPD) and regular, systematic monitoring which addresses both whole school, physical education and sport specific issues.

The teacher should be present when any activity involving higher risk is taking place or for any activity off-site.

In accordance with DfES circular 10/95 “Child Protection:  The Role of the Education Service”, all schools should have a senior teacher with designated responsibility for child protection and robust child protection procedures in place that comply with Local Education Authority and Area Child Protection Committee guidance.  Everyone working with children in, or on behalf of, a school should be aware of these procedures and operate in accordance with them.  

Procedures need to be established so that all understand their responsibilities and roles within the system.

The Education (Specified Work the Registration) (England) Regulations 2003

Specified Work

The above regulations came into force on 1 August.  Schools will no doubt have been considering which of their staff can undertake the ‘specified work’ based on their skills, expertise and experience – using the higher-level teaching assistants (HLTAs) standards developed by the Teacher Training Agency (TTA) as an indicator of the required levels.  Schools will also need to consider the level of supervision needed by each member of staff undertaking the ‘specified work’, using the information set out in the guidance document produced by the DfES and available on the Teachernet website.

It is likely that the majority of support staff who are undertaking more challenging aspects of the ‘specified work’ with pupils will be HLTAs and a training programme to help individuals meet those standards is now in place.

Purpose of the Regulations

The underlying policy aim is to safeguard standards in the classroom and preserve the role, status and overall responsibility of qualified teachers in schools.

The respective roles of qualified teachers and other staff in schools are clarified, and the circumstances under which certain kinds of staff without qualified teacher status (QTS) can undertake specified work are set out.  The latter are usually support staff who may carry out ‘specified work’ related to teaching and learning, including requirements for appropriate supervision of support staff by a qualified teacher are also identified.

By National Agreement HLTAs will be expected to undertake an enhanced role in the classroom.  Other adults who undertake ‘specified work’ at different levels are also covered.

Instructors may carry out the ‘specified work’ in a school provided that the LEA or Governing Body is satisfied that he/she has the relevant qualifications or experience or both.

What does specified work mean?

The following activities are identified as specified work:

a)
Planning and preparing lessons and courses for pupils;

b)
Delivering lessons to pupils.  This includes delivery via distance learning or computer 
aided techniques;

c)
Assessing the development, progress and attainment of pupils;

d)
Reporting on the development, progress and attainment of pupils.

The above list does not attempt to include all of the duties that may be required of classroom teachers.

Who can undertake ‘Specified Work’?

There are, broadly, three groups of people that may carry out the ‘specified work’, namely:

1)
Qualified teachers (provided they are registered with the General Teaching Council);

2)
Teachers without QTS (for example trainee teachers, instructors and overseas trained 
teachers);

3)
Support staff, who may undertake the ‘specified work’ subject to a number of 
Conditions:



a)
The support staff member must carry out the ‘specified work’ in order to assist 



or support the work of a qualified teacher in the school;



b)
The support staff member must be subject to the direction and supervision of 



a qualified teacher in accordance with arrangements made by the 





headteacher of the school; and;



c)
The headteacher must be satisfied that the support staff member has the 




skills, expertise and experience required to carry out the ‘specified work’.

The category of “support staff” covered in the guidance, ranges from teaching assistants, nursery nurses, librarians and technical support staff to business persons or members of the emergency services, who may from time to time engage with pupils.  It may be that these individuals undertake the ‘specified work’ for only a fraction of their time in school but, in doing so, they must meet the conditions set out in the regulations.  Where appropriate, this may be achieved through building on existing supervision arrangements within the school.

A key responsibility of the headteacher will be to ensure that the support staff member has the skills, experience and expertise required to carry out the ‘specified work’ and the level of challenge in the work being undertaken.  This will enable them to determine the levels of supervision that are needed.  They should also consider whether the support staff member has undergone relevant training.

‘Specified work’ may cover a range of activities at different levels – including, for some support staff, work with whole classes.  Where more demanding aspects of the ‘specified work’ are carried out by support staff, and particularly where they are working with whole classes, it is strongly recommended that the headteacher should have regard to the standards for HLTAs in determining whether those staff have the necessary level of skills and expertise.  Details of the HLTA standards and training are available from the Teacher Training Agency (www.ttta.gov.uk).

Teachers and support staff such as HLTAs are not interchangeable.  The fact that HLTAs may be working with whole classes for some of the time does not make them substitutes for those occasions when pupils need a qualified teacher, bringing the extra range, experience and complexity of understanding reflected in their greater professional training.

Support Staff are not prevented from undertaking more challenging activities.  Teachers, using their professional judgement, are best placed to determine which activities can be delegated to members of the support staff that have been identified as appropriately skilled by the headteacher.  Accountability for the overall learning outcomes of a particular pupil will rest with that pupil’s qualified teacher.

Defining a System of Supervision

The headteacher should determine which of the activities within the ‘specified work’ fall within the competence of each member of support staff and should ensure that an appropriate arrangement for supervising those tasks is in place.  The arrangements should not be bureaucratic and must be consistent with the objective of the National Agreement in making progressive reductions in teachers’ overall workload and may build on existing arrangements where appropriate.   It should include:

· Which elements of the ‘specified work’ can be carried out by the particular 



member of staff (the job description);

· Which qualified  teacher is responsible for supervising that work and how that 



supervision will be delivered (the supervision arrangements).

It is inevitable that different members of support staff will undertake the ‘specified work’ to different levels, depending on their skills and experience.  The level at which they are working should determine the level of supervision and support needed from a teacher with regard to the materials to be used and the nature of the tasks they can undertake with pupils.  For example, an inexperienced teaching assistant would require direct supervision and should not be left alone with a class, while an experienced teaching assistant who has undergone training and meets the national standards for higher level teaching assistants would not require the qualified teacher assigned to that class to be present at all times.  Experienced support staff, with appropriate training and qualifications, may be given greater autonomy to identify suitable materials and manage tasks within the framework set by the qualified teacher.

Establishing the System of Supervision

Many of the support staff carrying out ‘specified work’ will already be employed by the school.  Others may be newly appointed and as for all new support staff, the headteacher will need to ensure that the standard checks for anybody working in a school are carried out.  It is strongly recommended that an enhanced disclosure is requested from the Criminal Records Bureau.

In addition, the headteacher should ensure that each member of the support staff is aware of his/her responsibilities relating to health and safety and the duty of care towards the pupils.  This could include the provision of training in first aid and the safe use of equipment within the school – of particular importance for those undertaking practical work with pupils.  Other training, in behaviour management and in the use of physical contact and when and how restraint should be used, will also be appropriate.

Extra-Curricular Activities Led by Support Staff

The regulated system of supervision needed as part of delivering the curriculum is not required for extra-curricular activities.  Schools will need to ensure that extra-curricular activities are of high quality and add value.  The member of support staff undertaking these activities will need to be aware of their responsibilities for the health, safety and welfare of the pupils.


To implement a process for successful practice with volunteers and coaches working in your school you should consider each stage of the process:

1)
Pre-contract;

2)
When the programme has been agreed;

3)
When the programme begins;

4)
Monitoring and reviewing quality of provision.

1)
Pre-Contract

Before taking on the services of a volunteer or paid coach the school should:

Communicate intentions to the employer (LEA or governing body);

Establish conditions of service;

· Clarify arrangements for liability insurance cover;

· Check the suitability of the employee/volunteer by completing the screening process.


Clearly define the work to be undertaken as part of the agreement on their roles and responsibilities.  There will need to be a clear and mutual understanding between the school and the volunteer or paid coach in respect of:

The area of activity involved e.g. gymnastics; invasion games;

The purpose of the partnership and the aims of the programme;

The relevant scheme of work, in the case of curricular activities, and the part of that scheme of work that the volunteer or paid coach is responsible for delivering;

The previous experience and present needs of the pupils;

Facility requirements and regulations;

Equipment and resource requirements, regulations and procedures;

Expectations with regard to session planning, and the recording and evaluation of session plans;

The nature and level of involvement of teaching staff in session planning and evaluation;

The nature and level of involvement of teaching staff in the delivery of the programme.

2)      When the programme has been agreed

· The Head of Department/Subject Co-ordinator should provide information about relevant school procedures and policies.   The volunteer or paid coach should be given the opportunity to have access to schemes of work and other relevant documentation which cover the following issues:

· Travel Off-Site; 

· Not engaging in physical activity as a participant in a game with pupils;

· Child Protection;

· Dealing with parents, behaviour, confidentiality, accidents and emergencies.

Coaches should also have access to the following:

· The Head of Department/Subject Co-ordinator should provide the volunteer or coach the opportunity to observe the pupils prior to working with them;

· The Head of Department/Subject Co-ordinator should ensure that any planning of work should be under the direct supervision of a designated teacher.  The subject leader or teacher should ensure individual and joint planning of the work under the direct supervision of a designated teacher is undertaken;

· The Headteacher should  inform the employer (LEA/Governors) and parents that procedures are underway with a view to deploying volunteers or paid coaches;

The employer should establish the conditions of service with the contractor or volunteer;

The Headteacher/Governors should clarify the arrangements for liability insurance cover;
The Volunteer or paid coach should obtain any necessary level of disclosure certificate;

The Subject leader or teacher should establish that the volunteer’s or paid coach’s level of competence is appropriate to the demands of the pupils and the activity/activities to be delivered;

The Subject leader or teacher should have a contingency plan available in the event that the volunteer or paid coach not arrive for the planned session.

3)
 When the programme begins

	Paid Coach


	Volunteers


	This should be compatible with Health and Safety practice and should be determined by competency.

THIS MAY INVOLVE WORKING ALONGSIDE THE PAID COACH OR EVENTUALLY AT SOME DISTANCE.  


	The Head of Department/Subject Co-ordinator should undertake DIRECT supervision of the volunteer at all times until the teacher deems the volunteer is capable and safe to operate at some distance from the teacher.   

	The Head of Department/Subject Co-ordinator should ensure that risk assessment procedures are fully implemented and regularly updated (Ref Guidance Notes for Managing Risk in PE).




4)
Monitoring and reviewing the quality of provision 

Volunteers and paid coaches (contractors) should be assessed on their suitability to work with children;

· Volunteers should be encouraged to develop the competences listed below whilst working alongside the teacher;

· Paid coaches (contractors) and any particular volunteers should be judged on the following competences to determine the eventual level of direct or distant teacher supervision required.

All teachers will be able to judge competence in:

1)
Relationships

2)
Knowledge of pupils and

3)
Pupil management

Where necessary, guidance could be sought from a specialist LEA representative, consultant, senior management or teacher colleague in the school network to help judge competence in:

4)
Knowledge of the activity and

5)
Observation/analysis

	Competencies of Volunteers and Paid Coaches




Quality of relationships:

	1. Value, care for and respect all children

· Present an appropriate role model – e.g. use of language, dress, fair play, equality;

· Seek to promote the ethos of the school;

· Work well with the school staff.



	2. Knowledge of the pupils:

· Levels of confidence;

· Ability;

· Special educational needs;

· Medical needs;

· Behaviour;

· Age/development stage.



	3. Pupil management:

· Use common and approved practice;

· Match pupils’ confidence, strength and ability in pair and group tasks;

· Maximise participation;

· Have strategies for effective pupil control and motivation;

· Apply the school’s stand and procedures and routines – e.g. child protection, emergency action, removal of jewellery, handling and carrying equipment.



	4.      Knowledge of the activities:

· Understand where and how their work fulfils or complements the relevant National Curriculum Programme of Study and/or wider curriculum;

· Demonstrate the appropriate level of expertise to enable learning ot take place in the activity/ies being delivered;

· Demonstrate an understanding of the overall needs of the age group with whom  the volunteer or paid coach is working;

· Use:

· Suitable space for the group;

· Differentiated equipment;

· Differentiated practice;

· Effective progression.

· Know and apply rules.



	5.      Obs  5.     Observation and analytical skills:
· Provide a safe working and learning environment;

· Identify faults and establish strategies for improvement.




Monitoring the Programme

Programmes should be monitored and evaluated to assess the competence of the volunteer and paid coach and the effectiveness of the programme.  

They must be clearly defined as part of the agreement on their roles and responsibilities.  There will need to be a clear and mutual understanding between the school and the volunteer or paid coach in respect of:

· The area of activity involved e.g. gymnastics; invasion games;

· The purpose of the partnership and the aims of the programme;

· The relevant scheme of work, in the case of curricular activities, and the part of that scheme of work the volunteer is responsible for delivering;

· The previous experience and present needs of the pupils;

· Facility requirements and regulations;

· Equipment and resource requirements, regulations and procedures;

· Expectation with regard to session planning, and the recording and evaluation of session plans;

· The nature and level involvement of teaching staff in session planning and evaluation;

· The nature and level of involvement of teaching staff in the delivery of the programme.

What should the school provide?

· A register of the pupils that they will be working with;

· Information on those pupils with medical problems including allergies and, where relevant, guidance on preventive and remedial action;

· Information on pupils with learning difficulties or other special needs;

· The names of able and talented pupils. 

What should the school do?

· Review the learning outcomes of the programme against the agreed learning objectives, during and at the conclusion of the programme;

· Observe the volunteer or paid coach working with pupils;

· Have regular discussions with the volunteer or paid coach;

· Consider pupils’ attitudes towards and responses to the work in which they have been/are being involved;

· Produce a written report to be discussed by the headteacher and volunteer or paid coach;

· A school that takes full responsibility for the volunteers and paid coaches it deploys may wish to gain feedback in order to help it to evaluate the effectiveness of the support it provides and the quality of the liaison.  


The purpose of this section is to provide further guidance and documentation to support and enhance the process in your school.

The proformas included can be edited and used to suite the needs of your school.   

Preparation and Induction

It is essential that representatives of the school and the volunteer or paid coach meet in advance of the programmes being delivered to ensure that the following aspects are discussed, understood and, where appropriate, agreed: 

· The school’s educational objectives and policies:

· Equal opportunities

· Girls in sport

· Review, monitoring and evaluation of PE and sport

· Adults other than teachers

· Out of hours PE and sport, where appropriate

· Behaviour, rewards and sanctions

· Assessment and recording of attainment and progress in Physical Education

· The school’s procedures relating to:

· Emergencies

· Accidents

· First Aid

· Reporting Incidents

· Recording Attendance

· Medical Needs

· LEA and school health and safety regulations;

· The principle of duty of care and supervision;

· Compliance with the code of conduct of the relevant governing body of sport or the NCF ‘Code of Ethics and Conduct for Sports Coaches’;

· The job description, roles and/or the responsibilities of both the teaching staff and the volunteer or paid coach;

· Payment arrangements, if applicable, including expenses;

Following the meeting and prior to the start of the programme, the school should write to the volunteer or paid coach clearly outlining the agreed roles and responsibilities.  The volunteer or paid coach should accept these in writing, if in agreement. 

	SCHOOL VOLUNTEER/PAID COACH PROFILE



	Name
	
	  Status                   
	    Paid Coach / Volunteer     

	Pre-Contract
	(

	Conditions of service
	Description:


	

	Arrangements liability insurance cover
	Covered by County Council
	

	
	Covered by own Insurance from:
	

	Necessary level of disclosure
	Certificate obtained
	

	Level of competence is appropriate to

the demands of the pupils and activities to be delivered
	Evidence:


	

	Strategies in place to ensure:

· Joint planning of work under direct 

            supervision of designated teacher
	Confirmation:


	

	· Coach/Volunteer has access to

            SOW and other relevant   
documentation and procedures
	
	

	· Coach/Volunteer has opportunity to 
observe pupils prior to working with 
them
	
	


	WHEN THE PROGRAMME BEGINS

	Agreed period and level of supervision
	Outcome
	Date
	Signed

	
	
	
	

	
	
	
	

	
	
	
	

	Procedures for Implementing

Risk assessment in place


	Description:


	Evidence


	MONITORING AND REVIEW OF PROVISION

	HOW?
	WHEN?
	BY WHOM?

	
	
	

	
	
	

	
	
	

	
	
	


Code of Conduct for Volunteers and Coaches

Working in  ………………………………………………….School

The essence of good ethical conduct and practice is summarised below.  

All adults other than teachers must:

· Consider the wellbeing and safety of pupils before the development of performance;

· Develop an appropriate working relationship with pupils, based on mutual trust and respect;

· Make sure all activities are appropriate to the age, ability and experience of those pupils taking part;

· Promote the positive aspects of the activity (e.g. fair play);

· Encourage pupils to value their performances and not just results;

· Display consistently high standards of behaviour and appearance;

· Follow all guidelines laid down by the relevant national governing body (NGB), the school and the LEA;

· Hold the appropriate, valid qualifications and insurance cover;

· Never exert undue influence over pupils to obtain personal benefit or reward;

· Never condone behaviour or actions which are contrary to NGB, LEA and school policies or school practices and procedures.

Signed  …………………………………Volunteer/Coach   
Date  ………………………

In the presence of Headteacher

Signed………………………………….Headteacher

Date  ……………………….

Feedback Form
…………………………………………………….. School

To help us improve the support we provide for volunteers and coaches the school welcomes feedback.  We should be grateful if you could complete this form.

Name



	Which pupils did you work with?


	What activity area were you working in e.g. dance; athletics


	What was the nature of the work e.g. series of lessons or OSHL sessions

	
	
	


Did you feel supported by the school?  …………………………………………………………………….

What other support would you have welcomed?  …………………………………………………………

…………………………………………………………………………………………………………………..

Were the administration procedures and the organisation connected with our partnership efficient?  

…………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………..

What aspects of your work do you feel went particularly well?  …………………………………………


……………

What aspects of your work do you feel could be improved?  …………………………………………….


……………

Signed  ………………………………………………………                  Date  …………………………….

Please feel free to make any other comments that may help the school to develop its support.  Use the reverse of this form for this purpose.

Thank You
The Responsibilities of a Volunteer or Coach in ……………………………. School

At ……………………………. School we aim to provide a programme of High Quality PE and 

Sport for our pupils.  We greatly value your contribution and support to help us achieve this 

aim and ask that you:

· Be appropriately qualified and experienced;

· Be insured;

· Provide confidential character references;

· Have an up to date first aid qualification;

· Understand the need for your work to be supervised;

· Fully understand your role within the duty of care;

· Be conversant with the LEA and school’s policies and practices, in particular those relating to:

· Curriculum and OSHL

· Equal opportunities, including girls in sport

· Review, monitoring and evaluation of PE and sport

· Volunteer or paid coach

· Behaviour, rewards and sanctions

· Assessment and recording attainment and progress in PE

· Health and Safety

· Dealing with and reporting accidents, emergencies and incidents
· Always adhere to the LEA and school’s policies and practices;

· Be familiar with the good practice advocated in the relevant national governing body’s code of conduct or NCF ‘Code of Ethics and Conduct for Sports Coaches’;

· Commit yourself to a code of practice agreed with the school;

· Clearly understand the extent and nature of your roles and responsibilities as agreed with the Headteacher and confirm this in writing;

· Plan your work in accordance with the school’s objectives and the needs of every pupil;

· Carry out safety check before the start of their sessions;

· Record and evaluate your work.
Qualifications and CPD Opportunities

· A programme of professional development for volunteers and coaches in physical education has been developed by BAALPE, PEA UK, sports coach UK and Sport England.  Further details may be obtained from sports coach UK at the following website (www.sportscoachuk.org);  

         The programme includes:

         1.  A school induction pack and

         2.  Specific physical education awareness courses for:

         a)  Stage 1 – volunteers without qualifications.

         b)  Stage 2 – coaches with formal qualifications, such as National Governing Body 
  
  
  awards and experienced volunteers who have progressed from Stage 1.  

· Professional development opportunities for volunteers and coaches are also available in Northumberland through the DfES National PE and School Sport Professional Development Programme.  The programme is available to all schools from April 2004.  Further details are available from Adviser for Physical Education and Sport;

· National Occupational Standards (NOS) for Teaching Assistants describe the knowledge and performance standards which can lead to NVQ qualifications at levels 2 and 3.  The purpose of the National Occupational Standards is to promote best practice in all schools.  The standards represent best practice explanations – the factors used to recognise competent performance.  Elements of these have been included in this guidance.  Full details may be found on the Local Government National Training Organisation (LGNTO) website (www.lgnto/pdfs/NOS-teachingassist/completedoc);

· Standards for higher level teaching assistants are being established.  These may be relevant to volunteers and coaches working in physical education and school sport.  Further information on the standards may be obtained from the Teacher Training Agency at the following website (www.tta.gov.yk/hlta).

     Relevant Documentation

	Learning through Physical Education and Sport: A Guide to the Physical Education, School Sport and Club Links Strategy


	DfES/LPTPES/2003

	Safe Keeping: good Practice Guidance for Health and Safety in Study Support


	DfEE 0197/2000

	Health and Safety of Pupils on Educational Visits (HASPEV)

Sale Management of Educational Off-Site Visits

HASPEV has a three part supplement as follows:

Standards for Local Education Authorities in Overseeing Education Visits

Standards for Adventure

A Handbook for Group Leaders 

Safe Practice in Physical Education

Protecting Children: A guide for sports people 

Health and Safety:   Responsibilities and Powers

Group Safety at Water Margins
	DfES/HSPV2/2001

Northumberland County Council (2001)

DfES/0564/2002

DfES/0565/2002

DfES/0566/2002

BAALPE 2004 

NSPCC/Sports Coach UK (2002)

DfES 0803/2001

DfES/CCPR
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PART ONE





RESPONSIBILITIES WHEN USING PAID COACHES AND VOLUNTEERS








PART TWO





THE PROCESS FOR SUCCESSFUL PRACTICE WITH ALL VOLUNTEERS AND PAID COACHES WORKING IN YOUR SCHOOL











PART 3





GUIDANCE, RECORD KEEPING AND OTHER DOCUMENTATION














Screening





This is the process of checking the suitability of the employee/volunteer prior to their deployment in school.  It will help ensure that they are suitably qualified and experienced to work with the pupils and enhance the standards in the school.  





It is advisable for the Headteacher to check with the PE Adviser and authenticate the qualifications and suitability of any volunteers or coaches before they are deployed.
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