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Guidance on The Employment of One to One Tutors
In 2009 One to One tuition was introduced by the Government and funded centrally. The central funding ceased in 2011, however some schools have continued to use one to one tuition to support pupils. Under the government funded programme one to one tuition had to be delivered by qualified teachers, this condition no longer applies. Schools have adapted the programme to suit the needs of their pupils. This guidance is intended to assist schools and employees in understanding what their pay, terms and conditions will be when someone is employed as a one to one tutor as a separate arrangement.
The tuition normally lasts for 10 hours and the tutor should have 2 hours paid preparation time. If the 10 hours tutoring is not completed then the tutor will be paid for those hours worked and where evidenced paid for the 2 hours preparation time. It is important to document with the tutor the nature of the agreement using the points below for guidance, a copy of this guidance should be given to the tutor.
Employment Checks: The employment is subject to the normal pre-employment and safeguarding clearance such as the Disclosure and Barring Service and the New Starter Health Assessment. 
Professional Code and Policies: The same professional standards and policies apply to all teachers or support staff (as appropriate) and these can be found through the School’s intranet or via the school. 
Tuition Arrangements: The sessions will be agreed by the tutor, the school and the pupil; if the pupil is absent or the tutor absent then the tutor needs to notify the school. There is an obligation to provide the number of sessions agreed, however as shown above the timing of these sessions remains flexible. If the pupil is absent then the expectation will normally be that it is re-arranged, however if it is cancelled by the school or pupil on the day of the tuition then the tutor should claim for this session. If the tutor is absent through illness then the session will need to be rearranged.
Payment: Tuition should be recorded and submitted on the one to one tutors claim form that is available from the school. Payment should either be monthly or at the end of the tuition period. If claiming monthly the 2 hours for preparation should normally be split between the first and last claim.

Qualified Teachers - if tuition is outside of the school day tutors will be paid £25 per hour in respect of these hours, this includes payment for statutory annual leave entitlement. Tutors operating during the school day should be employed according to the pay-scales and conditions set out in the school’s pay policy. Annual leave for those working during the school day is included in the rate of pay as determined by the School Teachers Pay and Conditions Document. 
Support Staff – Tuition is considered to be working as a Higher Level Teaching Assistant (HLTA) and therefore should be paid in line with this role which has been job evaluated at Grade 8. Guidance on the employment of HLTAs shows how this role can be used to provide one to one tuition and where guidance from a teacher or Headteacher may be required.

Pension (Teacher): Employment as a tutor for a teacher falls within the scope of the Teachers' Pension Scheme (TPS). Whether the employment is (i) solely as a part-time tutor or (ii) concurrent with other employment within the local authority or (iii) multiple employment (where a person has contracts with more than one TPS employer), it is pensionable, unless:

(a) the tutor has formally opted out of the TPS (NB an opt-out would apply to all employment that falls within the TPS - a person cannot make a partial opt-out only in relation to employment as a tutor); or,

(b) the tutor is already in full-time pensionable employment with another TPS

Employer (this should be written by the tutor across the top of the claim form).

Pensions (Support Staff): This employment can be pensionable and will be automatically so for those already employed as HLTAs as this will constitute overtime. Those claiming casually can choose to opt in for these payments to be pensionable
If you have any questions or require further guidance please contact the Pay and Employment Information team by telephone on 0845 605 4175 or via e-mail at payandempinfo@oxfordshire.gov.uk
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