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Guidelines for the Use of Adults Other Than Teachers (AOTTs) in PE & School Sport

Introduction

Many sporting organisations wish to develop partnerships with schools to encourage youngsters to extend their involvement in physical education and school sport. These partnerships can provide greater opportunities for the pupils but must be well managed within a structured framework. 

Workforce reform is challenging schools to provide the most effective teaching and learning to raise standards. Subsequently some schools are seeking to employ sports coaches and instructors to support the delivery of their physical education and school sport programmes.

Schools  (in particular the Headteacher) must determine, through risk assessment, that the non teaching staff (AOTTs) they use have the relevant experience, expertise and training for the work they wish them to carry out.

This information provides guidance for the schools on the use of adults other than teachers (AOTTs) in the school’s physical education curriculum and extra curricular programmes.  It promotes good practice in the recruitment, deployment and monitoring of AOTTs.  This information supplements the Baalpe/DfES (2004) guidance entitled ‘The Use of Volunteers and Sports Coaches in Physical Education and School Sport’. 

Whilst this paper provides advice, it is impossible to cover every situation. Schools will need to think about the issues and assess the risks carefully. Schools should take advice from a range of agencies where appropriate.

Definition of AOTTs

These are people who do not hold a recognised teaching qualification but operate in schools with the permission of the head teacher. 

AOTTs include:

· Trainees in initial teacher training:

· Sports Development Officers (SDOs);

· Paid coaches and instructors;  

· Volunteers e.g parents, helpers, sports coaches

· Teaching Assistants, Higher Level Teaching Assistants, Special Needs Assistants, Nursery Nurses;

· Technical and administrative support staff ;

· Professional sportsmen and women.

These adults may be used to:

· Support the delivery of the curriculum in lesson time;

· As a volunteer

· As a paid coach or instructor

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

· As a volunteer

· As a paid coach or instructor

· Deliver off-site activities in the presence of a member of school staff;

· As a volunteer

· As a paid coach or instructor

Role of the School 

Recruitment

Schools must check the suitability of the AOTT to ensure they are appropriately qualified and experienced to work with young people and that they are competent in the activity they will deliver. All AOTTs should ideally work under the supervision of a designated teacher. However the level of direct supervision may vary according to the competence of the AOTT. The specific competence of any AOTT should be established prior to their work in school.  

It is good practice to inform the parents and gain the approval of governors when AOTTs are being deployed.

Recruitment of paid coaches/instructors

Where a school is employing or contracting a coach/instructor to provide a service, the school should check that they have:

· a current national Governing Body qualification in the activity they wish to deliver  (i.e. the level of award that the national governing body recommends a coach can work independently - usually Level 2 );


· undertaken appropriate Child Protection training;

· undertaken Education Awareness Training;

· current public liability insurance cover 

· enhanced CRB clearance;

· appropriate experience of working with young people;

· two character references (one of which should be from a local sports association or governing body.

Where the school is contracting an agency for services the school should set out a clear and detailed contract for these services and be satisfied that the agency’s liability insurance cover is satisfactory. The contract should place a requirement on the agency to find a replacement coach if the agreed standards are not met. It is the role of the agency to guarantee their AOTTs meet the standards set out in this document.
Recruitment of Volunteers

Sports clubs place coaches in schools and many parents are keen to help with school sport. Such volunteers would normally work directly alongside a member of the school staff under the direction of a teacher. There may be situations where a volunteer might work at some distance from a teacher, however this volunteer would have to have clear expertise. In such situations the school would undertake a risk assessment to establish the volunteers relationships with pupils, knowledge of the pupils, pupil management, expertise in the activity and observational and analysis skills.

It is important for the school to meet with the AOTT prior to the delivery of the programme to discuss these issues and to be satisfied that the AOTT is competent to carry out the agreed work. 

Role of the School – Induction, Planning and Delivery

It is good practise for AOTT’s to have the benefit of an induction programme. The school should ideally appoint a designated teacher, known to the AOTT, who retains overall responsibility the work of the AOTT. The school retains responsibility for the health and safety of pupils.

The school should ideally ensure that; 

· the work of the AOTT follows the school programmes for curriculum and extra curricular activities;

· sessions are pre-planned with clear learning objectives, matched to the school scheme of work;

· the activities and equipment are suitable for the age, ability and size of the group;

· the activities are suitably differentiated and inclusive for the group;

· there is a formal record of sessions to aid future planning;

And for curriculum activities that:

· the programme of study for the physical education national curriculum is fulfilled;

· appropriate assessment of pupils’ progress is made in discussion with the AOTT;

· Appropriate reporting of pupils’ progress and attainment is made in discussion with the AOTT.

The school should ideally ensure that the AOTT is aware of relevant LEA and school procedures and policies. In particular:

· health and safety policy;

· first aid, accident and emergency procedures;

· behaviour management procedures;

· child protection procedures;

· dress (both pupils and AOTT).

The school should ideally ensure that;

· the roles and responsibilities of the AOTT and teachers are clearly defined;

· there is an agreed period of and level of supervision which is determined by competency;

· remuneration and method of payment is agreed (where applicable);

· that if the AOTT is using their vehicle to transport pupils all matters relating to insurance, taxation and road worthiness of the vehicles has been assured. The parents of the pupils involved in these journeys must have give written consent prior to the journey;

· the principle of Higher Duty of Care has been explained;

· the equipment and facilities are safe and in good repair; 

· the facility and equipment requirements regulations are confirmed;

· a review is scheduled to evaluate the success of the programme and the performance of the AOTT;

· the AOTT is informed of any relevant information about the young people involved in the activities (medical, emotional);

· for agency contracts the quality of provision is in line with the standards agreed in the contract.

Induction Checklist

	
	AOTT has seen
	AOTT has retained copy
	Signature 
	Date

	WELCOME TO THE SCHOOL
	
	
	
	

	Meeting the staff
	
	
	
	

	Designated (assigned) teacher
	
	
	
	

	School staff handbook
	
	
	
	

	POLICIES 
	
	
	
	

	School aims
	
	
	
	

	School rules
	
	
	
	

	Rewards / sanctions
	
	
	
	

	Behaviour management
	
	
	
	

	Health and safety
	
	
	
	

	PE policy
	
	
	
	

	SEN policy
	
	
	
	

	PROCEDURES
	
	
	
	

	Health and safety
	
	
	
	

	First aid accidents
	
	
	
	

	Payment arrangements (if applicable)
	
	
	
	

	Medical / consent forms
	
	
	
	

	Registers 
	
	
	
	

	Risk assessments
	
	
	
	

	Session plan
	
	
	
	

	Evaluation form
	
	
	
	

	Accident report form
	
	
	
	

	
	AOTT has presented
	School has retained a copy
	
	

	RECRUITMENT / SUPPORT
	
	
	
	

	CRB check / certification
	
	
	
	

	NGB qualifications
	
	
	
	

	Insurance
	
	
	
	

	Child protection training
	
	
	
	

	References 
	
	
	
	

	Contract where applicable
	
	
	
	

	
	
	
	
	


Role of the School – monitoring and evaluation

The school should ideally regularly monitor and evaluate the quality of the provision. It may be relevant to include parents and pupils in the evaluation process. The school should assist the AOTTs with any external monitoring  requirements.

The Role of the AOTT (paid coaches / instructors)

The AOTT should work to support the school’s physical education and extra curricular programmes. The AOTT ideally should:

· have an appropriate coaching qualification (minimum NGB Level 2 to lead a session);

· have current public liability insurance 

· be aware of and follow LEA and school policies; 

· understand the principle of higher duty of care;

· work within the sportscoach UK (or Governing Body equivalent) Code of Ethics and Conduct for Sports Coaches;

· visit the school prior to the delivery, meet the designated teacher and agree the programme;

· ensure the sessions are pre-planned with clear learning objectives, matched to the school scheme of work ;

· ensure the activities and equipment are suitable for the age, ability and size of the group;

· ensure the activities are suitably differentiated and inclusive for the group;

· keep a formal record of sessions to aid future planning;

· make sure the teaching environment (including any equipment they are providing) is safe for the activity to take place;

· provide information to the pupils about opportunities in the community to continue their involvement in the activity; eg exit routes, clubs etc

· participate fully in periods of supervision and monitoring activities;

· inform the school of any incidents which occur;

· complete school documentation when required e.g. registers, accident report forms.

The AOTT should ideally maintain a portfolio that includes;

· coaching certificates from National Governing Bodies or other awarding organisations (sportscoachUK)

· child protection accreditation

· education awareness training certificate

· a valid certificate of insurance

· enhanced CRB clearance

· a record of coaching activity with young people

· letters of reference

· NGB Licence or registration documentation

AOTTs should be prepared to show this to schools, Partnership Development Managers and Agencies on request.
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Guidelines for Adults Other Than Teachers (AOTTs) working in PE & Sport in schools.

1. Introduction

Sports clubs place coaches in schools, many parents are keen to help with school sport, and sporting organisations often wish to develop partnerships with schools to encourage youngsters to extend their involvement in physical education and school sport. These partnerships can provide greater opportunities for the pupils but must be well managed within a structured framework. 

Additionally, Workforce reform is challenging schools to provide the most effective teaching and learning to raise standards. Subsequently some schools are seeking to employ sports coaches and instructors to support the delivery of their physical education and school sport programmes.

2. Volunteers in PE & School Sport

Volunteers should normally work directly alongside a member of the school staff under the direction of a teacher. There may be situations where a volunteer might work at some distance from a teacher, however this volunteer would have to have clear expertise. In such situations the school should undertake a risk assessment to establish the volunteers relationships with pupils, knowledge of the pupils, pupil management, expertise in the activity and observational and analysis skills.

3. Paid coaches / sports instructors

Recruitment requirements

Schools will usually require paid AOTTs working with pupils in PE & School Sport to have obtained the following, either in conjunction with the employing school or individually, and to be able to supply evidence of such:

· CRB check / certification

· NGB qualifications

· Insurance cover

· Child protection training

· Contract

· References

· Continued Professional Development

The Role of the AOTT (paid coaches / instructors)

As an AOTT working in paid capacity in PE & school sport, you should work to support the school’s physical education and extra curricular programmes. You should ideally:

· Have an appropriate coaching qualification (minimum NGB Level 2 to lead a session);

· Have current public liability insurance 

· be aware of and follow LEA and school policies; 

· understand the principle of higher duty of care;

· work within the sportscoach UK (or Governing Body equivalent) Code of Ethics and Conduct for Sports Coaches;

· visit the school prior to the delivery, meet the designated teacher and agree the programme;

· ensure the sessions are pre-planned with clear learning objectives, matched to the school scheme of work ;

· ensure the activities and equipment are suitable for the age, ability and size of the group;

· ensure the activities are suitably differentiated and inclusive for the group;

· keep a formal record of sessions to aid future planning;

· make sure the teaching environment (including any equipment they are providing) is safe for the activity to take place;

· provide information to the pupils about opportunities in the community to continue their involvement in the activity; eg exit routes, clubs etc

· participate fully in periods of supervision and monitoring activities;

· inform the school of any incidents which occur;

· complete school documentation when required e.g. registers, accident report forms.

You should ideally maintain a portfolio that includes;

· coaching certificates from National Governing Bodies or other awarding organisations (sportscoachUK)

· child protection accreditation

· education awareness certificate

· a valid certificate of insurance

· enhanced CRB clearance

· a record of coaching activity with young people

· letters of reference

· NGB Licence or registration documentation
School Policies and Procedures

Before starting work in a school, familiarise yourself with the following school policies and procedures.  This should form part of an induction provided by the school:

A. Policies

· School rules / code of conduct

· Rewards and sanctions

· Behaviour management policy

· Health and safety policy

· PE or Physical Activity policy

· SEN policy

B. Procedures

· Registers

· Session plans

· Evaluation forms

· Accident report form

· Health and safety

· First aid, accidents etc

· Payments arrangements if necessary

· Medical list and consent forms

· Risk assessment

4. Sources of support

Please see details below of where you can get further support and guidance locally on working in PE & Sport, and in particular regarding training requirements / opportunities such as:

· Minimum operating standards

· First aid

· Achieving coaching qualifications

· Working with people with disabilities in sport.

· Equitable coaching. 

· Child protection.

National Governing Bodies of sport (NGB)

Local Authorities (LEA)

Local Sports Development Officers (SDO)

County Sports Partnership (CSP)

School Sports Partnerships (SSP)

Sport England

Youth Sports Trust

Sports Coach UK ( scUK)

British Association of advisors and lecturers in PE ( Baalpe)

5. Useful information for AOTT’s

You can find other useful information on working in PE & school sport in the following places:

www.sportscoachuk.org
Information on code of ethics and conduct for sports coaches.

www.coachingcertificate.org
Information on coach certification.

www.uksport.org
Contact details for all sports governing bodies.

www.baaple.org
Use of volunteers / sports coaches in PE and school sport. Guidance on fixtures and sports events. Safe practice in PE and school sport.

www.teachernet.gov.uk
criminal records bureau, managing the demands for disclosures.

www.youthsporttrust.org
www.standards.dfes.gov.uk
www.qca.org
www.teachernet.gov.uk
www.youth-sports.com
6.
Sample documents for use by AOTTs in schools.

Below you will find an example register, session plan, evaluation form and medical consent form you could use to support you work in schools.  Individual schools may have their own forms they would prefer you to use, however.
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SAMPLE REGISTER

REGISTER FOR :  Whitegates Primary

AOTT’S NAME:  Steve Beckham

ACTIVITY: Multi skills

AGE;

Number of pupils;

	PUPIL NAMES
	
	MEDICAL DETAILS
	
	DATE
	
	
	
	
	
	
	
	
	
	
	

	Joe Bloggs
	
	asthma
	
	√
	
	
	
	
	
	
	
	
	
	
	

	Karen Smith
	
	hayfever
	
	abs
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SAMPLE SESSION PLAN

NAME OF AOTT:

SCHOOL:

DATE:

ACTIVITY:





EQUIPMENT NEEDED:

NUMBER OF PUPILS:



AGE / GENDER:

	Previous learning


	Session learning outcomes



	Main session outline


	Main teaching points and key words

	Differentiation 


	Links to national Curriculum

	Evidence of achievement
	Where to next?
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SAMPLE EVALUATION OF SESSION FORM

	MAIN POINTS


	COMMENTS

	QUALITY OF RELATIONSHIPS

· Value, care and respect of pupils.

· Promote the ethos of the school.


	

	KNOWLEDGE OF THE PUPILS

The ability to identify and respond to;

· Levels of confidence

· Ability 

· SEN

· Medical needs

· Behaviour

· Age / developmental stage


	

	PUPIL MANAGEMENT

· Use approved practice

· Match ability, confidence in pair and group tasks

· Maximise participation

· Use strategies for pupil control and motivation

· Apply school procedures
	

	KNOWLEDGE OF ACTIVITY

· Knows where work links to NC if curriculum session

· Demonstrate levels of expertise to ensure learning takes place.

· Use suitable space

· Use differentiated kit where necessary.

· Use differentiated practice.

· Show effective progression.
	

	Where to next?
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SAMPLE MEDICAL CONSENT FORM

Dear Parent / Carer

Your son / daughter will be taking part in _____________.

This activity will be supervised by _______________. The activity will take place on ________ at ____________.

The School would be grateful if you could complete the attached slip and return it to school with your child.

Many thanks

Yours etc


We / I give permission for my / our child _______________ to take part in the __________activity.

Medical information regarding my child: __________________________________________________________________________________________________________

Emergency contact numbers;

1.                         for  ______________

2.                         for _______________

Parent / carer signature______________


_1188287205.bin

