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Key Stage 3 Contract

2011/2012

Purpose

The purpose of this KS3 contract is to clarify the operational and financial arrangements of Involve with your school. These guidelines reflect our commitment to work together and to provide high quality 11-14 off site learning opportunities.

Contract

Between: Involve 

And:
      __________________________________________ (school name).

Duty of Care

The prime ‘duty of care’ for learners lies with the home school, however:

Involve has a legal responsibility to ensure the health, safety and welfare of a learner whilst in their charge. Schools retain their statutory responsibility for the learners, including responsibility for special educational needs.
Our Ethos

1. Involve is committed to equal opportunities ensuring there is no unlawful discrimination against learners, on the grounds of race, sexuality, disability, gender, religion and belief or marital status.

2. Involve has published policies on race, disability and gender equality. We also meet specific duties in race relations and race equality. 

3. Involve is committed to meeting the requirements of the general duty and the specific duties in the Race Relations (Amendment) Act 2000, the Commission for Racial Equality (CRE) code of practice, the general duty and the specific

duties in the Disability Discrimination Act 2005 and the Disability Rights

Commission (DRC) code of practice and the Equalities Act 2006 and the Equal Opportunities Commission (EOC) code of practice.

4. Involve meets the requirements of Part 4 of the Disability Discrimination Act 1995 (DDA) and any subsequent requirements including those pertaining to the DRC code of practice for schools (2002).

5. Involve is committed to ensuring the health and safety of both learners and staff. We have qualified officers who ensure the environment for learning is of the highest quality.

6. Involve has comprehensive child protection and safeguarding policies and procedures in place and all staff have enhanced CRB status. Involve meets the government requirements regarding safeguarding as set out in the DCSF guidance Safeguarding Children and Safer Recruitment in Education.
7. Involve has appropriate positive behaviour, disciplinary and anti bullying policies and procedures. 

Commitment to Quality Assurance

Involve:

1. Involve is an approved provider with Education Leeds. 

2. Will provide schools, learners, parents / carers with all relevant programme details as outlined in both attached appendices.

Health and Safety

Involve:

1. Will provide an induction booklet for learners to be issued with health and safety guidelines therein.

2. Will provide tools, equipment and material for all practical and classroom based areas of the programme, including personal protective equipment (PPE) and relevant health and safety training.

3. Will notify all parties involved of any learning activities taking place outside of normal school curriculum time.

4. Complies with the Local Authority’s ’Handbook for Educational Visits’ guidelines, and continually ensure that all necessary documentation is completed when arranging activities away from Provider’s premises.

5. Is committed to completing appropriate risk assessments in all sites and for all activities.

6. Will ensure parents/carers are fully informed of all arrangements and have
received their prior consent for all activities and programmes of study,

including travel arrangements and pointed out any associated risk.

7. Ensures that the LSC’s Safe Learner Blueprint is incorporated in both the

policy and practice of off site provision.

School:

1. The arrangement of transport of learners to and from the provider remains the

responsibility of the home school. A risk assessment to cover this should be

completed by the school and copies available for parents / carers and any

other relevant party.

If transport fails to collect or pick up the young person within 25 minutes    
of the appropriate time, Involve will arrange transport and charge the 
school.


2. Will ensure that all documentation regarding trips and visits associated with the learner’s programme of study is completed, adhering to Local Authority’s

‘Handbook for Educational Visits’ guidelines.




Insurance and Liability

Both school and Involve:

1. Will have in place adequate and suitable insurance to cover all statutory obligati[image: image1]ons, including employer’s and public liability insurance. Schools and Involve will conform to the basic principle of disclosing to the insurer material facts that may affect the terms of the policy.

Financial Arrangements

Involve:

1. The cost is a £89/day. A place represents a full day from 9.45am to 2.15pm. 

2. The cost includes accreditation fees, refreshments, lunch, tailored tuition and support, education materials and PPE required.
3. A minimum commitment of 15 weeks is required. Involve will invoice the school every half term for the provision. 30 days will be allocated to pay the balance. Late payment of invoices are liable to interest and compensation charges.

4. In the event of a non-attendance the school will be invoiced for the place.
School:

1. Will settle invoices for the agreed payment within the specified time. 

2. Will commit to the agreed payment schedule of the programme including when learners are withdrawn or fail to attend.

Support for Learners

Involve:

1. If a learner withdraws from the course Involve offers the opportunity to schools to refill the place in agreement with Involve.

2. Welcomes arrangements with individual schools for review meetings. A review meeting will take place once a term unless an alternative is agreed between both parties, to ensure that the learner is being adequately supported.
3. Qualified tutors support learners to gain a variety of accredited and unaccredited pieces of work. Involve takes responsibility for the monitoring and evaluation of the learners on the programme. 

4. Is able to provide bespoke learning support in conjunction with the home school.

5. Is committed to the development of ILPs and IBPs to communicate relevant information to the home school.

School:

1. A named person is to be identified in school and with Involve to be responsible for managing the programme and arranging on-going support and guidance to learners, including mentor support where required. Contact details must be communicated to both parties.

2. Where learners receive one to one support in school, schools must ensure 

 that the learners continue to receive adequate support whilst in learning off 

 site, in negotiation with Involve. 

3. A member of school staff must accompany the learner to Involve at the start of the program, and must visit on a regular basis in order to ensure they are effectively supported both during their time at Involve and during re-integration into school. 
4. The achievement of learners will be celebrated through attendance certificates, certificates of achievement and awards ceremonies.
5. Involve will issue a Code of Conduct (behaviour) agreement for learners and parents/carers to sign clearly outlining Involves’ policies and procedures. Where this code is not adhered to and all stages of a disciplinary process are exhausted, Involve is within their right to withdraw that learner from the course and expect the home school to take responsibility for their learning.
6. Occasionally it may be necessary to remove learners from off site provision at short notice. It remains the responsibility of the home school, which retains

the primary duty of care for learners, to support that learner during the

academic day.

Data Protection/Confidentiality

Both school and Involve:

1. Will obtain consent to share relevant background information on learners, including Individual Learning Plan, Careers Action Plan, details of medical issues, statement of Special Educational Needs, behaviour, attendance, details of any specific learning difficulties, details of any convictions or pending court appearances. 

     All information regarding learners provided by either partner will be treated 

     with an appropriate level of discretion and confidentiality and where 

     appropriate an individual risk assessment jointly completed. Data protection 

     policies will be followed for the transfer of this information and this should be 

     completed prior to a learner starting a course.

Involve:

1. Is registered with the Information Commissioners Office.
School:

1. Will obtain consent from the learner and in some cases the parent/carer for the transfer of the data referred to under dual party responsibilities point 1.
Supervision

Involve:

1. Provides a designated area where learners can have their lunch / breaks. Involve provides supervision enabling young people to stay on site during the provision. At no point during the day are learners left unsupervised.

2. In the case of an exclusion Involve will inform the parents and the school. The learner will then leave the premises by the appropriate transport.

3. In the case of a learner leaving the premises Involve will inform the school and the parents.
Recruitment and Selection:

Involve:

1. Will consider each case on an individual basis to ensure the needs of the learner can and will be met.
2. Will meet with each learner and their parents/carer prior to acceptance on the programme to ensure the suitability of the Involve programme for the learner.
3. Provision is for key stage 3 learners.
4. Provision is suitable for learners where there is a likelihood of permanent or temporary exclusion from school.
5. Provision is suitable for learners where existing school strategies have been implemented with limited success.

6. Where a learner faces personal or social difficulties which may prevent them from excelling at school Involve can provide individually tailored support and provision.
7. Learners who have a record of extreme behaviour including truancy, poor attendance and disruptive, unmanageable behaviour may benefit from Involve’s programme.
8. Involve will inform school of the cut off date for new referrals each term. For example it is preferable for new referrals not to start close to the end of a term. The actual dates are agreed with schools each year.
School:

1. Will select appropriate learners to be considered for the Involve programme.

2. Will ensure that a copy of the school Individual Learning Plan, Learner Background form, Risk Assessment for consent of parents, Behaviour Support Plan, Pupil Pastoral Support Plan and Individual Learner Medical Information are passed to Involve during the selection process.

Attendance and Monitoring
Involve:

1. Will report daily to the home school via email to the designated officer to confirm attendance. This measure is undertaken before 10.30 am every day of the provision. In the case of non-attendance a phone call to the designated officer as identified in Appendix B will also be conducted. 

2. Will notify the home school in advance of any significant timetable or programme alterations. 

3. Records learner attendance, attainment and achievement. This is fed back to the designated officer by email termly. The review meetings (arranged every term) further this monitoring into qualitative analysis. Involve will contact parents/carers to update them on the progress and learning development of the learner at least once a term.

4. Is committed to consistent provision. In the case of INSET days Involve will remain operational offering bespoke provision to learners throughout the school term. School will provide Involve with an academic calendar prior to the start of the academic year.

5. In the case of staff absence Involve will take responsibility to ensure adequate staff presence or cancel the provision before 10am. 

6. Is dedicated to assisting and supporting those learners who find attending and achieving a challenge. Involve will arrange meetings with the home school and parent/carer to develop a flexible curriculum to ensure struggling learners are accommodated. In the case of a very able learner Involve recommends a more intensive provision or in some cases reintegration back into the home school. These decisions are to be made in full consultation with learners, schools and parents/carers where appropriate. 
School

1. Will advise Involve of any prior known learner absence where possible.
2. Will inform Involve immediately if a learner is to be withdrawn from or replaced on the programme. A withdrawal form stipulating the reason will be completed and returned to Involve.
3. Will inform Involve of any issues arising with learners which may have safeguarding implications. Any resulting risk assessments will be carried out in conjunction with Involve.

Termination

Any breach of this contract will, in the first instance, attempt to be resolved by Involve and the home school.

Should this breach not be resolved, then either partner may wish to withdraw from the provision. This may be terminated by six months notice in writing.

Involve:

On behalf of Involve, I have read and understood this contract. I will ensure that the content is disseminated to relevant staff within my organisation and they have access to a copy.

In signing this document, my organisation agrees to abide by its terms and conditions.

School:

On behalf of ________________, I have read and understood this contract. I will ensure that the content is disseminated to relevant staff within my organisation and they have access to a copy.

In signing this document, my organisation agrees to abide by its terms and conditions and also the attached Appendix A (Specific Course Details) and Appendix B (Supply of Information)
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