Guidance on the Supervision of Support Staff, Volunteers and Contractors in Delivering Specified Work in Schools

1.
 Introduction

1.1 This document provides guidance on a system of supervision for support staff, volunteers and contractors (such as paid coaches) supporting school activities and performing specified work under the Section 133 Regulations.

1.2 This document is based on:

· Guidance accompanying the Section 133 Regulations issued under the Education Act 2002 (DfES/0538/2003) Guidance Accompanying the Section 133 Regulations; and

· the publication written by the British Association of Advisers and Lecturers in Physical Education (BAALPE), Safe Practice in Physical Education and School Sport, September 2004. A full copy of this publication can be ordered at www.1st4sport.com
1.3 This guidance is provided in response to issues that school may face in remodelling their workforce, specifically in providing teachers with guaranteed planning, preparation and assessment time.

1.4 Accountability for overall learning outcomes of a particular pupil during the school day rests at all times with that pupil’s assigned qualified teacher. This guidance considers the use of adults other than qualified teachers in providing for pupils’ learning.  

2.
Adults other than Teachers

2.1
Adults working in schools usually fit into one of the following categories:

a) employee – a member of the school staff paid under their contract of employment. This also includes persons undertaking work experience;

b) contractor/consultant – a person external to the school staff with whom the school/employer has a contract for the provision of services and who is paid under the terms of the contract (e.g. paid coach for specific services). Such an individual must have £5 million Public Liability Insurance;

c) volunteer – a person external to the school staff who is not paid by the school/employer and therefore does not have a contract, but who is under the direction and control of the Headteacher  (e.g. trainee teacher in higher education, sports development officer, NGB coach, parent).

All adults working in schools must follow Oxfordshire County Council’s policies, procedures and arrangements when operating in schools.

2.2 Contractors/consultants and volunteers may be used to:

a)
support the delivery of the National Curriculum during curriculum time;

b)
develop out of school hours clubs activities on the school site;

d) deliver off-site activities, usually in the presence of a member of school staff. The headteacher will determine who this member of staff will be and this will form part of the headteacher’s risk assessment and the school’s system of supervision of the contractor/consultant.

2.3
It is best practice for volunteers and paid coaches to benefit from an induction programme (Induction Checklist at Appendix 2), opportunities for professional development and regular, systematic monitoring (Monitoring Record at Appendix 3) which addresses whole school and curriculum-specific issues.

2.4
A minor (i.e. under 18 years of age) cannot carry the legal responsibility for a group of children. Anyone under 18 years of age, whatever their expertise and qualifications, should always work alongside a member of the school staff in a situation where the adult would be able to directly monitor and intervene immediately at any time.

3. 
Support Staff, Volunteers and Contractors

3.1 A member of support staff is an employee of the school who is not employed under the School Teachers’ Pay and Conditions Document.

3.2 Volunteers and contractors (such as paid coaches) are defined as any adults external to the school staff who work with pupils with the permission of the headteacher. For activities outside of the school day made available by external providers (i.e. the relationship with the school is a letting arrangement) the liability for the actions of adults used by this provider rest with them and not the school.

3.3 Parents should be informed when volunteers and contractors are used to enhance learning programmes.

3.4 It is good practice for schools to keep a register of any volunteers and contractors used, including contact details and work undertaken, for future reference.

4.
 Specified Work
4.1 Support staff, volunteers and contractors (under the Section 133 Regulations 2002) may undertake specified work subject to a number of conditions

4.3
Specified work includes:

· Planning and preparing lessons and courses for pupils;

· Delivering lessons to pupils. This includes: distance learning or computer aided techniques; and the setting and clearing up of the learning environment;

· Assessing the development, progress and attainment of pupils; and

· Reporting on the development, progress and attainment of pupils.

4.4 Support staff, volunteers and contractors can undertake specified work if:

· They are assisting or supporting the work of a qualified teacher;

· They are subject to the direction and supervision of a qualified teacher in accordance with the arrangements made by the headteacher of the school. A qualified teacher cannot directly supervise other adults during their Planning Preparation and Assessment (PPA) time; and

· The headteacher is satisfied that the adult has the skills, expertise and experience to carry out the specified work. In reaching this judgement the headteacher should have regard for the Higher Level Teaching Assistant (HLTA) standards in determining whether those adults have the necessary level of skills and expertise, as issued by the Training and Development  Agency (TDA) HLTA Standards.

4.5 Schools will need to consider which adults can undertake the ‘specified work’ based on their skills, expertise and experience – using the HLTA standards as an indicator of the required levels. They will also need to consider the level of supervision needed by each adult undertaking the ‘specified work’. It is anticipated that the adult undertaking more challenging aspects of ‘specified work’ with pupils will meet the standards for Higher Level Teaching Assistants (HLTAs).

4.6 It may be that support staff undertake ‘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 and be paid appropriately for that work. Guidance on levels of pay is available at Support Staff in New Roles - Guidance on Employment.
4.7 There should be a clear line of management for support staff and they should be integrated into the school’s appraisal arrangements.

4.8 The Section 133 Regulations cover adults that carry out specified work as part of the delivery of the National Curriculum during the school’s curriculum time whether in school or away from school.

6. 
System of Supervision for All School Activities

6.1 The following advice relates to school activities including specified work that are provided by adults other than teachers. 

6.2 A system of supervision should meet the school’s standards of expertise, discipline, relationships and risk management expected of all adults working with pupils. These standards need to be consistent with providing a safe environment and apply at all times and to all on- and off-site school-related activities.

7. 
Determining levels of supervision 

7.1 A system of supervision is required for each adult who works in school that identifies who is responsible for the supervision and how the supervision will be delivered. A qualified teacher should supervise adults providing specified work .
7.2 It is inevitable that different adults will undertake work to different levels depending on their skills and experience. The level at which they are working should determine the level of supervision needed. For example an inexperienced teaching assistant would require direct supervision and should not be left alone with a class, whilst an experienced teaching assistant who has undergone training and meets the national standards for higher level teaching assistants and is delivering specified work  would not require the qualified teacher assigned to that class to be present at all times. The headteacher should determine which of the activities within the ‘specified work’ fall within the competence of each adult and should ensure that an appropriate arrangement for supervising those tasks is in place. 

7.3 For those undertaking specified work, especially where this includes delivery of lessons to whole classes the headteacher should have regard to the standards for HLTAs and whether the individual has received training to meet those standards.

7.4 In the first instance teachers should directly supervise school support staff, volunteers and contractors at all times in order to evaluate their competence. Direct supervision involves school support staff, volunteers and paid coaches working alongside a teacher in a supporting role, whereby the teacher can intervene at any time if necessary. Any period of direct supervision by a teacher cannot be during the supervising teacher’s PPA time.

7.5 At a later stage, distant supervision may be appropriate for school support staff, and in some cases volunteers and paid coaches according to their competence and the level of responsibility assigned to them. This would allow them to work at some distance from a teacher, possibly out of sight or in a different facility. Frequent monitoring by the teacher is essential. An effective method of communicating with the school and/or supervising teaching needs to be established. Special attention should be given to areas of higher risk such as PE.

7.6 The level of supervision required for school support staff, volunteers and paid coaches should be determined through a risk assessment based on their competence. A schedule of expected competencies is attached at Appendix 1. 

7.7 Direct supervision by school staff is always required when volunteers who are minors (young people under the age of 18 e.g. junior sports leaders) assist with the delivery of activities. Regardless of their experience and qualifications, minors cannot be legally responsible for a group of children and should therefore always work alongside a member of school staff, who is able to monitor them and intervene if necessary. 

7.8 Headteachers need to ensure that volunteers and paid coaches are appropriately managed at all times.

8. 
Supervision of Pupils

8.1 There is no statutory requirement for pupils to be supervised at all times. However, analysis of case law provides a clear indication that the incidence of injury is much higher during unsupervised activities than supervised ones.

8.2 Direct supervision of pupils enables the adult in charge to intervene at any time. Decisions by the headteacher to supervise less strictly should not be taken lightly.

8.3 Where a degree of independence is required, progress towards remote supervision should be developed over time. The member of staff responsible for delivering a taught session (whether a qualified teacher or other adult) maintains the responsibility for the health and safety of the pupils regardless of whether he/she is present.

9. 
Safeguarding children and young people

9.1 All children and young people have the right to protection from abuse, regardless of their age, culture, disability, gender, language, racial origin, religious beliefs and sexual identity. They should be made aware of this right and also informed about where to seek help in relation to child abuse, including bullying.

9.2 All school staff should:

· promote a culture that ensures that children and young people are listened to and respected as individuals;

· know how to respond appropriately to concerns about children and young people;

· know how to respond appropriately to allegations of child abuse committed by other adults; and

· know how to respond appropriately to allegations of child abuse committed by other children and young people.
9.3 Schools are advised to follow the County Council’s Safeguarding Pupils Policy Safeguarding Pupils Policy. This policy supplements but does not replace Oxfordshire Area Child Protection Guidance which has been supplemented by the DfES on 6 September 2004.

10. 
The Responsibilities of Support Staff, Volunteers and Contractors

10.1 Adults other than teachers working in schools would be expected to:

· Read the school’s policies and codes of conduct;

· Have a relevant programme agreed with the assigned teacher to meet the needs of the pupils;

· Be well prepared for the session;

· Arrive at the school well in advance of their session and leave sufficient time to clear away;

· Be smart in appearance and suitably dressed for the planned activity;

· Be positive with the pupils and encourage good discipline;

· Learn pupils’ names;

· Take appropriate responsibility for pupil behaviour in their session;

· Not take part in physical contact activities with the pupils and take care when demonstrating such activities;

· Accept responsibility for his/her own conduct;

· Expect monitoring, observation and support; and

· Accept supervision at an appropriate level by the school.

10.2 In addition a Coach would be expected to:

· Produce appropriate and current National Governing Body qualifications; and

· Have a current First Aid qualification.

A Code of Practice for Sport Coaches is available (cost £2.50)  Order the Code of Practice.

10.3 In order to protect themselves against allegations of abuse, school staff, volunteers and contractors should act in an appropriate way that is unlikely to cause concern to other adults and/or harm children and young people. This should be in line with relevant published codes of conduct, good practice and ethics, and /or other guidance on expected and suitable behaviour towards children, young people and adults.

10.4 All disciplinary measures and sanctions should be non-violent and should not involve humiliating children and young people.

10.5 School staff, volunteers and contractors need to attend relevant training courses to raise their awareness of child protection issues.

11.
 Recruitment procedures

11.1 Schools are advised to follow the County Council’s Recruitment Guidelines. All schools should have clear procedures for the recruitment of school staff and other adults (e.g. volunteers and coaches) who will work with children and young people. These must include:

· Application;

· Qualifications and competence;

· Interview;

· References;

· Self declaration;

· Criminal Records Bureau (CRB) checks;

· Induction;

· Mentoring; and

· Review.

11.2 Schools need to satisfy themselves that all school staff, volunteers and contractors are suitable for work with children and young people, and should ensure that all necessary checks are carried out before any person takes up such a position. Further advice is available on TeacherNet Preventing Unsuitable People from Working with Children
12.
 Education and Training

12.1 All school staff, volunteers and contractors need to have access to appropriate guidance and suitable and sufficient training in the following areas:

· Expected and acceptable behaviour towards children and young people;

· Appropriate ratios of adults to children and gender specific supervision;

· Supporting and handling pupils;

· First aid;

· Risk Assessment;

· Journeys in cars, taxis and minibuses;

· Conduct on school visits; and

· Other relevant issues.

12.2 In order to raise awareness of child abuse and overcome the barriers which children, young people and adults may experience reporting their concerns, all school staff, volunteers and paid coaches need to have access to appropriate training and guidance in the following areas:

· Recognising and responding to signs and indicators of child abuse; and

· Responding to a child or young person who reports an allegation of abuse.

13.
 Risk Assessment

13.1 The headteacher must ensure that he/she and any other staff undertaking risk assessments are appropriately trained. An Introduction to Risk Assessment is available at Introduction to Risk Assessment. A Risk Assessment Record for completion is available at Risk Assessment Record
13.2 The headteacher should ensure that any risk assessments made by the school are monitored.

14.
 Insurance

14.1 An employee of the County Council is covered by the County Council’s public liability insurance whilst acting within their employment, this includes support staff carrying out ‘specified work’.

14.2
A volunteer acting for Oxfordshire County Council (i.e. receiving no remuneration for providing the service) is covered by Oxfordshire County Council’s public liability insurance. For this insurance to be operative the headteacher must have completed a risk assessment on the individual and proposed activity and have put the necessary training, support and supervision in place. In relation to induction, training, risk assessment etc a volunteer should be treated in exactly the same way as an employee.
14.3 A person who is self employed and submits an invoice to the County Council for the provision of services is not covered by the County Council’s insurance and must arrange their own public liability insurance for at least £5 million and provide evidence of this cover.

14.4 Further information on insurance implications is available from the Insurance Section, Financial Services, Resources Directorate (01865 815435).

APPENDIX 1

DETERMINING LEVELS OF SUPERVISION

Schedule of Expected Competencies for Support Staff, Volunteers and Contractors for the Purpose of Risk Assessment

	Relationships with Pupils



	The degree to which the adult:

· values, cares and respects all pupils;

· acts as an appropriate role model;

· promotes equality and fair play;

· promotes the ethos of the school; and

· works well with members of the school staff.

	Knowledge of pupils



	The adult’s understanding of pupils’:

· levels of confidence;

· levels of ability;

· special educational needs;

· medical needs;

· behaviour; and

· age/development stage.

	Pupil Management



	The adult’s ability to:

· use common and approved practice;

· maximise participation;

· maintain effective pupil control and motivation;

· apply the school’s standard procedures and routines;

· understand how the activities undertaken fulfil or complement the relevant National Curriculum or Foundation Stage Programme of study;

· demonstrate an appropriate level of expertise to enable learning to take place during the activities undertaken;

· demonstrate understanding of the overall needs of the age group involved; and

· use suitable space for the group, differentiated practice and effective progression.

	Observation and Analysis Skills



	The adult’s capability to:

· provide a safe learning and working environment;

· identify strategies for improvement;

· undertake observations in order to respond to and plan for individual needs; and

· ensure appropriate records are maintained.


INDUCTION CHECKLIST












APPENDIX 2

	Area of Induction
	Has Seen
	Adult Retained Copy?
	Signature of Adult if applicable
	Date

	Good practice guide in curriculum area 
	
	
	
	

	Duty of care
	
	
	
	

	Child Protection
	
	
	
	

	Code of Conduct 
	
	
	
	

	Meet the Staff
	
	
	
	

	Staff Handbook
	
	
	
	

	School Policies:

· School Rules;

· Discipline & Sanctions;

· Behaviour;

· Dress Code (adults & pupils);

· Language & vocabulary;

· Equal opportunities & fair play.
	
	
	
	

	Procedures

· Health & Safety;

· Risk Assessment;

· Emergency Contact Details;

· Accident & emergency procedures;

· Supervision;

· Disciplinary procedures;

· Payment arrangements;

· First Aid
	
	
	
	

	Screening

· Self-declaration form

· CRB check

· Personal insurance cover (if appropriate)

· Public liability (if appropriate)

· Current first aid qualification (if appropriate)
	
	
	
	


MONITORING RECORD
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	Name:
	Volunteer/Specialist/Other

	Venue:
	Date
	Time

	Number of Pupils:
	Year Group: 

	Title of Session:



	Content:



	Observations:



	Signature of Observer:
	Post held:
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