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TEMPLATE
Briefing Document 

Activity and Purpose: Activity One 

· To be responsible for ………………………………………………………………….

Physical Education as outlined in the school scheme of work to Year…………..
· Planning and lesson objectives to be written jointly with the class teacher,……………. at a pre-arranged meeting which is mutually convenient to both parties.
· Planning to highlight role of ……………………………….. within lessons.
· Learner’s progress and attainment to be recorded on planning documents in-line with school policy.
Responsibilities

· To lead and manage the lesson supported by ………………………………………
· To identify arrangements for assessment for learning within all planning documentation.
· To transfer responsibility for the learners back to the class teacher at the end of the lesson within the classroom environment.
Security arrangements (signing in, badge wearing etc)

To report to the …………………. on each visit and sign the visitors book on arrival and again on leaving. To wear a visitors badge at all times when on the school premises.

Changing (pre/post)
Organised by the class teacher prior to start / end time.

Equipment 

To supplement the school’s equipment with specialised equipment and other resources as approved by the NGB. All external equipment and resources to be seen and approved by School Contact………………………
First aid and dealing with emergency situations

· All accidents MUST be reported in the …………………which is kept in………………….
· All injuries and emergencies should be managed in accordance with the school policies which have been read and of which you have a copy.
· There are….. First Aiders in school. …………………………………………………….

· On no account should the class be left unsupervised.
Dealing with discipline

· Sanctions and procedures are explained in the school policy “Rewards and Sanctions”.
· You are encouraged to reward learners for positive behaviour and progress.
Dealing with parents

All contact with parents must be made through the Headteacher or designated member of staff for AOTTSL.
Safeguarding children (child protection)
ANY concerns MUST be reported to your school contact: ………………………………… immediately.

Risk assessment

· Whilst all areas of the school undergo an annual risk assessment you are expected to undertake a visual check at the start of each session.
· Safety issues for activities should be highlighted within the planning document for the session.
· All external equipment must conform to NGB requirements and should be checked with the school contact: ……………………………..
Payment procedures

· Payment will be at the agreed rate of ………… per lesson which includes remuneration for planning and review. 

· You will be paid ……………………………………..tax and insurance will be deducted at source.
· Arrangements have been made and confirmed for you to attend the……………………... Costs for this course have been met by the school. Attendance on this course is a compulsory part of this agreement.
Transportation

There are no requirements for transportation within this agreement.

Monitoring Arrangements

· First session to be observed by ……………………………………………….and review meeting undertaken at end of the lesson.
Please note: The level of supervision permitted will be determined following this initial observation.

· Self review notes to be made at end of each lesson within planning documents.
· Further monitoring may be undertaken as required by the school at any time but this will always be negotiated with ……………………….. to confirm purpose and process.
· An exit meeting will take place with the class teacher to confirm outcomes and identify future needs of learners.
Transfer of responsibility

Responsibility for the learners should be handed to the class teacher on return to the classroom or to parents on completion of the out of hours activity. On no account should you leave the learners until the class teacher/parent is present.
NOTES:
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