
[image: image1.png]Belfast Model
7 School for Girls




 

Agreed by Board of Governors:   Sept 2020
To be reviewed:  Annually & in light of any new legislation
INTRODUCTION

Belfast Model School for Girls is committed to ensuring that children are treated with respect and dignity, free from all forms of abuse or mistreatment.  It is vitally important that, as a school, we adopt safe recruitment and selection procedures which help to deter, reject or identify people who might abuse the vulnerable.
The health, safety and welfare of all the people that work or learn at our school are also of fundamental importance.  We aim to provide a safe, secure and pleasant environment for everyone where the whole community is supported to fulfil their potential and where there is ‘Achievement for all’.  The governing body takes responsibility for the health & safety of all our pupils, members of staff and others who visit our 
premises.
This policy is drawn from:
· DE Circular 2012/19 

· Protection of Freedom Act 2012 

· Disclosure and Barring Arrangements from 10 September 2012, including changes to the definition of Regulated Activity in schools and the repeal of Controlled Activity.

· DE letter June 2017 NEW ARRANGEMENTS FOR ACCESS NI FOR PAID STAFF
PRE-EMPLOYMENT VETTING CHECKS ARE ALWAYS REQUIRED FOR THE FOLLOWING GROUPS OF STAFF:

1
PAID STAFF (TEACHING AND NON-TEACHING )
It is DE’s policy that all new paid teaching and non-teaching staff, being appointed to posts in schools, must undergo a pre-employment vetting check before taking up their post.  This is conducted by EA during the recruitment process.
Enhanced Disclosure applications for all schools and services that fall under the remit of the Education Authority, will now be processed across two AccessNI Units based in Armagh and Ballymena.  

· Applications for All Paid Staff will be completed by the AccessNI Unit, Armagh.  To facilitate the changes to the AccessNI process, new AccessNI PIN Notification & ID Validation Form for use for Paid Staff ONLY is located in the school office.

Guidance on using the new AccessNI PIN Notification & ID Validation Form
· Applicants must complete in full, pages 1 & 2 of the form, including making an online application; ensuring that the 10 digit AccessNI reference number is provided, the child protection question is answered and the declaration is signed and dated.

· The Principal/Line Manager must complete pages 3 & 4 with all information requested.

· If you are unsure if a current AccessNI Enhanced Check is in place, check with the AccessNI Unit.

PLEASE NOTE THAT, UNLESS A CURRENT ACCESS NI ENHANCED CHECK IS IN PLACE, PAYMENT FOR HOURS WORKED WILL NOT BE PROCESSED FOR AN EMPLOYEE UNTIL A COMPLETED PIN NOTIFICATION & ID VALIDATION FORM, ONLINE APPLICATION & PAYMENT HAS BEEN RECEIVED.

Please forward all completed PIN Notification & ID Validation forms for paid staff ONLY, either by post or email, to:
Access NI Unit

Education Authority

3 Charlemont Place

Armagh

BT61 9AX

Tel: 
028 3741 5410

Email:  accessni@eani.org.uk
Under the new Disclosure and Barring Arrangements, teachers and non-teaching staff are regarded as undertaking unsupervised Regulated Activities in a specified place such as a school.  The staff listed below, continue to require a vetting check to be carried out before they are employed in Belfast Model School for Girls.

· Full and part-time teachers; and

· Non-teaching staff such as:
· School classroom assistants
· School technical/lab assistants

· School librarians

· School office staff

· School caretakers

· School catering staff

· School cleaning staff

· School grounds staff

· School nurses

· School bursars

· Modern language assistants

· Personal Development Mentors

· Counselling services

· Exam Invigilators

· AMEY and other associated visitors

Enhanced Disclosure Certificates (EDCs) issued by AccessNI are only valid for each recruitment process that an individual undertakes.

The information contained in EDCs is only accurate on the date of issue and therefore is not valid for subsequent recruitment processes.

From April 2011 DE does not fund the cost of vetting checks for paid employees working in/for schools.  Paid employees are expected to pay the charge for their own EDC.

2
PREVIOUS EMPLOYMENT IN THE EDUCATION SECTOR
Due to the unique features of the education sector, where staff move between schools, the academic year and its vacation periods (in particular the extended summer break), a school may be in a position where it recruits a paid member of staff who had previously worked at another school until the end of the preceding term.

Depending on an individual’s circumstances and employment history a new vetting check may not be required for paid teaching and non-teaching staff, if their previous employment history within the education sector can be verified, their break in employment in the education sector is no longer than three months, it can be confirmed that a vetting check was in place before they finished working at their previous school and it can be confirmed by the previous Principal that there is no reason why our school should not employ them in a regulated position.  This decision will be referred to the EA Human Resources.

3
SUBSTITUTE TEACHERS

Teachers employed from the Northern Ireland Substitute Teachers Register (NISTR) are normally vetted every 2 Years as part of their registration with NISTR. Principals engaging the services of substitute teachers from the NISTR should therefore expect that they have been appropriately vetted by virtue of being on the Register.

4
EMERGENCY COVER FOR NON-TEACHING STAFF
In addition, situations will arise unexpectedly, where non-teaching staff are required to cover for permanent non-teaching staff in the case of an emergency.  It may be necessary that, in these circumstances, temporary arrangements have to be quickly put in place for such staff before a vetting check can be carried out.

In situations where it is not possible to obtain a vetting check in advance, Principals must carry out a risk assessment and in such circumstances all necessary steps should be taken to ensure the safeguarding of children and young people.  In such emergency situations, the new staff member must not be left unsupervised with young people.  It is the policy of this school that these arrangements will be put in place in extraordinary circumstances.

5
EXAMINATION INVIGILATORS

It is the school’s responsibility to ensure that examination invigilators and scribes are vetted appropriately before they take up their post (DE Circular 2013/01.  From April 2011, as paid employees, invigilators are required to pay for their own vetting checks.

Schools engaging the services of invigilators who work in a number of examination centres during one examination series (e.g. the summer GCSE/A Level exams) should carry out a risk assessment to consider whether they are satisfied that an EDC issued to the invigilator in advance of that particular examination session is sufficient.  (Appendix 1 sets out in full the roles and responsibilities for the vetting of invigilators).
6
TRANSPORT TO SCHOOLS


· Private arrangements made by schools
Only taxi/bus/private coach firms/school mini-bus and their named and vetted drivers, contracted to the relevant Employing Authority to provide home to school transport services, should be used to transport pupils. Private arrangements between parents/guardians/relatives are not subject to formal vetting requirements.

· Transport services provided by the Education Authority (EA) drivers and assistants providing EA transport services to schools are vetted by the EA.

7
SPORTS COACHES AND ASSISTANTS
Sporting organisations such as the Irish Football Association, Gaelic Athletic Association and Irish Rugby Football Union often provide coaches. Such coaches should be considered as ‘volunteers’ if not paid and the Designated Teacher should assess the vetting need as per DE Circular 2012/19.  Where schools enter into a private voluntary arrangement with a parent providing coaching for example, the guidance for volunteers in DE Circular 2012/19 would apply in this situation.  Whether such coaching is regarded as Regulated Activity or not would depend on the level of supervision provided by the school.

8
Non-UK Nationals from Outside NI/ROI working in/for companies providing services to schools in Northern Ireland

Staff from outside the UK (overseas) working in/for companies providing services to schools in NI must undergo an AccessNI vetting check (as per DE Circular 2013/01).
Consequently, it is the responsibility of the employer to consider and evaluate the risks involved in the circumstances outlined above.

Further guidance on vetting non-UK nationals from outside NI is available from AccessNI.
VISITORS TO SCHOOLS
Additional protocols in relation to COVID-19

Visitors refers to:

· Parents

· Students from other schools

· Subsitute teachers

· Counsellors

· Mentors

· Community organisations

· Statutory supports eg SPSS, EWS

The following procedure is to be followed:

1. Appointments MUST be made. Visitors cannot arrive on site expecting to speak to a member of staff.  

2. If an appointment is made the office staff must be made aware of the

· Name of the visitor

· Expected time of arrival

· Date of appointment

· Who the appointment is with.

3. Visitors must sign in with the office and are not permitted to enter the foyer until the member of staff they are seeing arrives.

4. Visitors must wear a face mask at all times 

5. Visitors must sanitise their hand when entering and leaving the building.

6. Maintain a social distancing of 2 metres at all times

7. Toilet facilities will not be available for parents

8. Visitors are not permitted to leave the foyer area – dedicated parent room or other agreed venue to be used.

9. Students from other schools are to adhere to the student rules as detailed in the Student protocols leaflet.

10. Parents who are collecting a student from the ‘safe room’ or a student who is unwell are requested to remain in their vehicle and the student will be brought out to them.

11. Parents are requested not to enter the school site in the morning or afternoon.  Students must be left at the school gate.

Visitors to school to attend meetings or events during the school day (i.e. when pupils are on site) or to deliver goods or carry out maintenance tasks do not routinely need to be vetted before being allowed onto school premises.  However, such visitors should be managed by school staff and their access to areas and movement within the school should be restricted.  They should (as required):

· Report to the school reception;

· Sign in and out of the school by the school office;

· Display visitors lanyard issued by the office;
· Be met/directed by school staff/representatives;

· If appropriate, be given restricted access to only specific areas of the school;

· Where possible, they should be escorted around the school premises by a member of staff;

If left unattended, visitors should be clearly identified with visitor/contractor passes; their access to pupils restricted to the purpose of their visit, and

If delivering goods or carrying out building, maintenance or repair tasks work area should be cordoned off from pupils for health and safety reasons.


Professional Services Provided By The Education Authority Such As:
Education Welfare Officers

EA Education Welfare Officers who work in schools are vetted by the EANI.

Peripatetic Teachers

EA Peripatetic Teachers who work in schools are vetted by the EANI.

Education Psychologists

EA Education Psychologists who work in schools are vetted by the EANI.
Music Tutors

EA Music Tutors who work in schools are vetted by the EANI. Where a school employs or uses the services of a music tutor that is not employed by the EA then the school is responsible for requesting Enhanced AccessNI checks.

Careers Advisors

Careers Advisers who work in schools are vetted by the Department for Employment and Learning.

These staff are required to sign in and out at the main reception.
Access To The Building


No access via swipe cards is permitted to staff other than those employed permanently on the school site.  All visitors must sign in to the building.  This includes visitors from EA and other services involved in the maintenance and running of the school and its community wing.


Contract workers are signed in and supervised by the Amey FM team.  The Mini Model day care manager (located on the site of the BMSG) signs in each day to the school’s finger printing system and thus is permitted entry to the school via the community doors using a swipe card.  This swipe card should not be used by any other persons.

There is a reciprocal arrangement for the mini-model day care to use school facilities for the daily walk of children on wet days and the use of sports facilities.  Access for this is via a time-controlled access card which is to be locked in the day-care office and used for this purpose only.  This arrangement is subject to suitable risk assessment and relies on the Mini Model Day Care Management to allow only Access NI vetted staff (under their own arrangements) into the school building for this purpose only.


PUPIL EXCHANGE ARRANGEMENTS/HOST FAMILIES
It is recommended that schools should ensure that vetting checks are undertaken for members of local host families who will be responsible for caring for or supervising the exchange pupil(s) in the host home for the duration of the school exchange arrangement.  This would normally be the parent(s)/guardians(s) of the host pupil.  Under the new Vetting and Barring Arrangements this caring/supervisory function qualifies as Regulated Activity and as such, vetted parent(s)/guardian(s) would be responsible for supervising other children in the household.  Consequently, other children in the household do not need to be vetted, so long as they do not perform a caring/supervisory function during the visit.  However, other adults in the household may need to be vetted, if they perform a caring/supervisory function during the exchange arrangement.  Otherwise, vetted parent(s)/guardian(s) should ensure that all family members/visitors observe appropriate behaviours for the duration of the visit and that suitable privacy arrangements for visiting pupils are in place in the home.

The Department of Education views parent(s)/guardian(s) as volunteers and as such the Department will meet the costs of their vetting checks.  These checks should be processed, as those for other volunteers are.

Schools arranging exchange trips for their pupils with other families should ensure, as far as possible, that appropriate safeguarding measures are put in place in the host country, by the host school/facilitator.  These may vary from country to country so close liaison between the “sending” and “receiving” schools and/or facilitator in advance and during the exchange is essential.

It is stressed that vetting is only one of a number of measures that can help safeguard pupils taking part in school pupils exchanges, which can include:

· Exchange pupils having a daily opportunity to contact their parents/home;

· Exchange pupils should be given a telephone number through which they have 24/7 access to a supervising teacher(s);

· Exchange pupils should be visited by a teacher/exchange organiser at the home where they are staying in the presence of the host family;

· All pupils on the exchange visit should meet together with the supervising teacher(s) during the visit on more than one occasion if possible;
· The school should meet parents, hosting pupils in their homes, in advance of the visit to outline do’s and don’ts, what’s expected, responsibilities, appropriate behaviour, possible religious/cultural differences, lines of communication, visits etc.  written guidance can be provided, and

· Parents are responsible for their households not schools, including the suitability of visitors who may visit their homes during the school exchange.  Such visitors are not required to be vetted, so parents must be responsible for visitors’ behaviour while in their home.

PUPILS ON WORK EXPERIENCE/SHADOWING PLACEMENTS
DE does not require pupils who are on work experience/shadowing placement (e.g. for a week) in a social care/health setting to have an AccessNI check carried out.  This is on the basis that pupils on such placements are neither qualified nor experienced to undertake any duties which would constitute Regulated Activity and should not be left unsupervised with children or vulnerable adults.

Social care and health settings may require an EDC, in which case schools should ensure that their pupils’ EDCs are applied for through their AccessNI Registered Body in advance of the placement (The teacher in charge of Childcare does this for BMSG’s Pupils).  DE currently funds the cost of EDCs for these pupils.  Schools/pupils should check if an EDC is required with the placement provider when arranging the placement.


PUPILS ON A LONG-TERM PLACEMENT AS PART OF A VOCATIONAL COURSE
Pupils undertaking a regular placement, as part of a vocational course, over the duration of a term or an academic year in a social care/health setting, are required to have an EDC.  This is because the pupil is likely to be engaged in Regulated Activity due to the regular nature of the placement and the likelihood that the pupil will, over the longer period of time, with experience, be asked to undertake some duties that would constitute Regulated Activity and is more likely than not to be unsupervised.  DE also funds the EDCs for these pupils.

EDCs required for voluntary placements, arranged privately outside of the curriculum, are not funded by the Department.

RETENTION AND RECORDING OF VETTING CHECKS
AccessNI’s Code of Practice advises employers not to retain EDCs or record any disclosure information contained within them for longer than is required for the purpose they were sought.  In general, this should be no later than 6 months after the date on which recruitment or other relevant decisions have been taken or after the date on which any dispute has been resolved.  This period should only be exceeded in very exceptional circumstances which justify retention for a longer period. Since 1 April 2015, no copy of the EDC is provided to the Employing Authority.  AccessNI declares if there is ‘nothing to declare’ in respect of each application and it is up to the employing authority to invite the applicant to come forward with their EDC, if they choose to continue with the application process for that particular role.
DE recommends that for each member of staff, schools should keep a note of:

The date an EDC application is sent to their Employing Authority/DE (Waterside) for processing:

· The date the EDC is received from AccessNI; and

· The EDC reference number,

· In the event of the school being asked for evidence that a member of staff has been appropriately vetted, the school can use the record of the date and EDC reference number to confirm when a vetting check was obtained.


MONITORING OF VETTING REQUIREMENTS
Role Of Education And Training Inspectorate
In all inspections, the Education and Training Inspectorate evaluate schools’ arrangements for child protection/safeguarding and compliance with DE guidelines.  As part of that evaluation both the Principal and the Chairperson of the Board of Governors are asked to give an assurance that both teaching and non-teaching staff, unsupervised volunteers, and extra curricular staff have been appropriately vetted.

ADVICE
The EA Child Protection Support Service for Schools (CPSSS) is available to offer Principals advice about child protection concerns, while the Employing Authority HR departments can advise about vetting requirements, procedures and issues.
Appendix 1

PRE-EMPLOYMENT VETTING CHECKS OF EXAMINATION INVIGILATORS

1. The purpose of this guidance is to clarify who is responsible for vetting both Chief and Assistant Invigilators (invigilators) that are engaged by schools for examinations and to explain how and when vetting checks are carried out.

2. While CCEA is the payment body for invigilators, employed to invigilate its examinations, CCEA does not recruit invigilators.  Schools recruit their own invigilators, often from an established pool, unique to each school, which they regularly call upon.

3. Schools provide CCEA with the identification details of those invigilators recruited and advise CCEA of their hours worked, so that CCEA can make the appropriate payment to each invigilator at the completion of each examination series.

4. However, CCEA is not a registered body with AccessNI and therefore CCEA does not undertake the vetting of invigilators.

5. Responsibility for the vetting of invigilators rests solely with the schools that recruit invigilators.
6. School should apply for an Enhanced Disclosure Certificate (EDC) for invigilators and the invigilator should provide the school with a £30 payment for the EDC.  School should forward the payment, together with the application form, to their Employing Authority (ELB,CCMS,TPPT – DE Waterside), which sends the application to AccessNI to be processed.  When the EDC is issued, AccessNI invoices the Employing Authority, who then makes the payment for all EDCs processed.  A copy of the EDC is issued to the school and the invigilate.

7. School will check with the Employing Authority as to which payment method is to be used as this can very between authorities.

8. It usually takes a minimum of 20 working days for AccessNI to process an EDC, so applications for EDCs should be made well in advance of the start of an examination series.  It is an unacceptable risk to let an invigilator work in schools without an appropriate vetting check having been undertaken.
9. EDCs do not have a set lifespan and are only accurate on the date of issue.  Schools should consider whether it is appropriate to obtain a new EDC for an invigilator for each separate examination series worked (the cost of which should be met by the individual invigilator each time) or whether an EDC for each invigilator per academic year, to cover the series of examination sessions worked during that period (September – June), is adequate based on a risk assessment of their particular circumstances and needs.

10. However, it is stressed that previous employment as an invigilator in your school, or personal or past knowledge of individuals alone is not sufficient evidence of suitability for child protection and safeguarding purposes.

11. Schools should advise their invigilators of the need for pre-employment vetting checks and the cost of an EDC in advance of their recruitment for the next examination series, particularly if vetting checks have not been obtained in the past or recently.  If, as a result of this requirement, some invigilators withdraw their services, schools should take appropriate steps to expand their pool of potential invigilators.

12. Schools employing invigilators to invigilate examinations set by other awarding bodies should ensure that those invigilators are vetted appropriately and to their satisfaction too.


13. At Belfast Model School for Girls, the Examination Officer is responsible for this.

VOLUNTEERS
Section 1
Following a Government led review of vetting and barring arrangements a number of changes to the pre-employment vetting requirements in the education sector came into effect from 10 September 2012 as part of new Disclosure and Barring Arrangements (DBA).

SCHOOL VOLUNTEERS

Under the new DBA the law regarding the vetting of school volunteers has changed.  There will now be two types of volunteers working in schools:

· Those who work unsupervised
and 

· Those who work under supervision
Whether a volunteer is supervised will determine if he/she is working in Regulated Activity or not, which will then decide if an Enhanced Disclosure Certificate (EDC) from AccessNI is required.  It will be a matter for schools/organisations to determine whether the level of supervision meets the statutory standard.
NEW DEFINITION OF REGULATED ACTIVITY

An important difference for schools will be the changes the new DBA makes to the definition and scope of Regulated Activity with Children.

Under the new DBA the scope of Regulated Activity will include unsupervised activities including:
· Teaching

· Training

· Instructing

· Caring for or supervising children

· Providing advice/guidance on well-being

· Driving a vehicle only for children

and
· Regulated Activity is defined as unsupervised activity in a limited range of establishments (Specified Places), with the opportunity for contact with children, such as schools and childcare premises including pre-school establishments.

· In addition, in order to be regarded as Regulated Activity such unsupervised activity performed at such a specified place must be done regularly.  Regularly means carried out by the same person frequently (once a week or more often), or on four or more days in a 30 day period (or in some cases, overnight)

· Regulated Activity still excludes family arrangements and personal non-commercial arrangements.

ACTIVITIES THAT ARE NO LONGER REGARDED AS REGULATED ACTIVITY UNDER THE NEW DBA INCLUDE:
· Activities performed by volunteers that are supervised at a reasonable day to day level, and

· Occasional or temporary services such as maintenance or repairs.

VOLUNTEERS WHO WORK UNSUPERVISED
Volunteers who are not supervised are still regarded as working in Regulated Activity and therefore an EDC from AccessNI is still required.  The school must ensure that you apply to AccessNI for the appropriate check which includes a check of the barred lists.  
VOLUNTEERS WHO WORK UNDER SUPERVISION
Volunteers who are not supervised are still regarded as working in Regulated Activity and therefore an EDC from AccessNI is still required.  The school must ensure that you apply to AccessNI for the appropriate check which includes a check of the barred lists.  

VOLUNTEERS WHO WORK UNDER SUPERVISION
If a volunteer is supervised then under the new DBA they are not regarded as working in Regulated Activity and therefore a school is not required to obtain an EDC.  However, a school is still entitled to obtain an EDC if it so wishes but it will be unlawful for a school to seek a barred list check in these circumstances.  The school must ensure that you apply to AccessNI for the appropriate type of check which would not include a check of the barred lists.  

FUNDING OF CHECKS FOR VOLUNTEERS

DE will continue to fund the costs of EDCs for Volunteers.  Employing authorities and schools will be notified in advance of any change to this policy.

SUPERVISION
We start with a presumption of trust and confidence in those who work with children and the good sense and judgement of their managers; that appropriate training is undertaken and that safeguarding practices and procedures are in place.  This guidance applies when the school decides to supervise with the aim that the supervised work will not be Regulated Activity (when it would be, if not so supervised).  In such a case, the law makes three main points:

· there must be supervision by a person who is in Regulated Activity;

· the supervision must be regular and day to day; and

· the supervision must be “reasonable in all the circumstances to ensure the protection of children”.

The school must have regard to this guidance.  While the precise nature and level of supervision will vary from case to case, guidance on the main legal points above is as follows.

Volunteers working in schools are no longer regarded as being in Regulated Activity, if they are reasonably supervised while undertaking their duties.  The law is that supervision must be regular and day to day, which gives local managers the flexibility to determine what is reasonable for their circumstances.  In law, the school/organisation does not have an entitlement to do a barred list check on a volunteer who, because they are supervised, is not in Regulated Activity.

Neither does the law place on the school a duty to require an EDC, but the school is entitled to, if it chooses to do so.

The precise nature and level of supervision will vary from case to case.  The statutory duty means that organisations must ensure that the supervision is place is sufficient, in their judgement, to provide reasonable assurance for the protection of the children concerned.

Supervision by a person in Regulated Activity/regular and day to day: supervisors must be in Regulated Activity themselves.  The duty that supervision must take place “on a regular basis” means that supervision must not, for example, be concentrated during the first few weeks of an activity and then tail off thereafter, becoming the exception not the rule.  It must take place on an ongoing basis, whether the volunteer has just started or has been doing the activity for some time.

Reasonable supervision in the circumstances: within the statutory duty, the level of supervision may differ, depending on all the circumstances of a case.  The school should consider the following factors in deciding the specific level of supervision the organisation will require in an individual case:

· Ages of the children, including whether their ages differ widely:

· Number of children that the individual is working with;

· Whether or not other workers are helping to look after the children;

· The nature of the individual’s work (or, in a specified place such as a school, the individual’s opportunity for contact with children);

· How vulnerable the children are (the more they are, the more an organisation might opt for workers to be in Regulated Activity);

· How many workers should be supervised by each supervising worker

While the law does not place a statutory duty on the school to require an EDC on a volunteer not engaging in Regulated Activity because supervision is in place, if, in their judgement, local school staff are concerned that an adequate level of supervision cannot be consistently maintained, then the school is entitled to apply for an EDC, without a barred list check.

LOCAL ASSESSMENT, JUDGMENT AND DECISION

DE cannot adjudicate or determine as to what is regarded as adequate supervision as situations and circumstances will vary from school to school.  It is for local school staff to decide if the level of supervision they can provide meets the statutory standard and is sufficient, in their judgement, to provide reasonable assurance for the protection of children in their care.
CONTROLLED ACTIVITY: MEMBERS OF BOARDS OF GOVERNORS
As a result of the repeal of Controlled Activity in the new DBA, members of Boards of Governors are no longer required to have an EDC as a condition of their appointment.  From 10 September 2012, schools will no longer be able to check whether people working Controlled Activity are barred.  However, schools still have an option to request an EDC, without barred list check.

Appendix 1
EXAMPLES AND PROCESS (From DE Circular 2012/19)
EXAMPLES

Volunteers, in a specified place e.g. school

1
Mrs Moore, a new volunteer, helps children with reading at a local school for two mornings a week.  Mrs Moore is generally based in the classroom, in sight of the teacher.  Sometimes, Mrs Moore takes some of the children to a separate room to listen to their reading, where Mrs Moore is supervised by a paid classroom assistant, who is in that room for most of the time.  The teacher and classroom assistant are both in Regulated Activity.  The Head Teacher decides whether their supervision is such that Mrs Moor is not in Regulated Activity.
2
Mr O’Brien, a new volunteer, assists the school PE teacher with the coaching of children at the school sports pitches.  The children are divided into small groups, with assistant coaches such as Mr O’Brien assigned to each group.  The PE teacher oversees the coaching, spends time with each of the groups, and has sight of all the groups (and the assistant coaches) for most of the time.  The PE teacher is in Regulated Activity.  The school decides whether the PE teacher’s supervision is such that Mr O’Brien is not in Regulated Activity.
PROCESS
In each example, the school uses the following steps when deciding whether a new worker will be supervised to such a level that the new worker is not in Regulated Activity:

1. Consider whether the worker is doing work that, if unsupervised, would be Regulated Activity.  If the worker is not, the remaining steps are unnecessary;
2. Consider whether the worker will be supervised by a person in Regulated Activity, bearing in mind paragraph 10 DE Circular 2012/19;
3. Consider whether the supervision will be regular and day to day, bearing in mind paragraph 10 DE Circular 2012/19;
4. Consider whether the supervision will be reasonable in all the circumstances to ensure the protection of children, bearing in mind the factors set out in paragraph 11 of DE Circular 2012/19 and if it is a specified place such as a school.
5. Consider whether the supervised worker is a volunteer
The flow chart below from DE Circular 2012/19 outlines the process and the factors that schools need to consider in respect of the supervision of volunteers.




Appendix 2 Procedures for Paid Staff (teaching & non-teaching) and Visitors & Volunteers (unpaid)

Access NI and Visitors into School Policy








School decides can it provide reasonable supervision?





A supervisor should be in close proximity to the volunteer for most of the time;


A supervisor should usually be able to see the volunteer;


A supervisor should be in Regulated Activity themselves;


Supervision should be “day to day” and ongoing.








YES


Then a school cannot obtain a Barred List Check but it is still entitled in law to request an EDC if it wishes to, although it is not mandatory to do so.





NO


Then a volunteer is in Regulated Activity and the school should request an EDC with a Barred List Check.





VOLUNTEER WORKING IN A SCHOOL





(Unregulated)


Visitors


E.g. Parent, Visitors at meetings





Procedures to follow





* Be met/directed by school staff/representatives;�* Signed in and out of school by the school office�* Visitor lanyard issued by the office�* if appropriate, be given restricted access to only specific areas of the school;�* Where possible, they should be escorted around the school premises by a member of staff;�* if left unattended, visitors should be clearly identified with visitor/contractor passes; their access to pupils restricted to the purpose of their visit, and�*if delivering goods or carrying out building, maintenance or repair tasks work area should be cordoned off from pupils for health and safety reasons.





GMS staff member organises visitor





DesTeacher and Office Informed (visit recorded in Office)





Designated teachers informed before confirmation is given





CP training given and recorded





Principal decides if AccessNI needed. *Barred list cannot be checked


(DE will fund)





Date and Number recorded in Office





Supervised





(Regulated)





AccessNI required


� HYPERLINK "http://www.dojni.gov.uk/accessni" �www.dojni.gov.uk/accessni�


(DE will fund)





Unsupervised (Regulated)


Once a week or more �4 or more days in a 30 day period or overnight





Volunteers


Agencies, Parents (works with pupils, PTA)





Sub Teachers


CP Card issued by CW/Office





CP induction and training given and recorded in Office





EDC Number & Date recorded in Office





Designated Teachers Informed of Staff Members (EW/CW)





Pre-Employment AccessNI and Barring Check to be conducted through EA Belfast Region recruitment procedures (paid by applicant) – Break in Service for 3+ months new EDC required (re-apply)





Paid staff – (unsupervised Regulated)


Teaching/Non-teaching


EWO’s, Ed Psch’s, Music Tutors, Peripatetic Teachers�Careers Advisors Board – Already Vetted
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