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1 Welcome to the Coaching Cumbria Guidance Documents
1.1 Introduction
This pack has been put together to help answer any questions you may have about your role and working within Cumbria.  Please take the time to read through all the sections and familiarise yourself with this folder.  

The document is designed to provide guidance and information within the sphere of coaching and is aimed at

· Sports coaches

· Those who employ sports coaches

· Sports coach managers

· People involved in the development of sports coaches and coaching

Please follow the contents guide below to find the relevant section of information. If you wish to discuss anything further or you query is not answered by this document please email richard.metcalf@cumbria.gov.uk

Please note this information is for guidance and each employing/ deploying manager/ organisation/ national governing body/ programme may utilise slight variations on these themes. With regards to safeguarding we have utilised the Child Protection in Sport Unit – Partnership Check and Challenge Toolkit as guidance. The full document can be found on the Active Cumbria website. However we have used exerts within this document, these are highlighted in bold and you should reference the full document and follow to endorsed procedures.
We hope this document will provide useful whether you are a coach, employer or coach manager within Cumbria, in ultimately creating a more professional environment for all concerned.

Kind Regards,
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“Coaching Cumbria”

2 Pre Delivery Stage 
2.1 Introduction

The provision of high quality sport and physical education makes a significant contribution to children’s well-being and development. It helps children to become healthy, active people, improving self-esteem and confidence through activities in school or college, in sports clubs and community settings. 

However, challenges can arise when two or more partners (e.g. a school, sports club, FE College, Local Authority Sports Development, County Sports Partnership or independent coaching provider) are involved in commissioning, funding and delivering a particular activity. 

Situations have arisen where children have been put at risk or actually harmed either because adequate safeguards were not in place or because partners were unclear about their respective responsibilities. It is therefore vital that everyone involved in this delivery process is confident that all appropriate steps have been taken to safeguard the children involved.  

2.2 Accountability

Accountability is at the core of all planning of activities for children and young people. As part of the planning process it is essential that all partners are clear who is responsible for each area. With regard to safeguarding it is particularly important that before the activity is delivered a clear plan is agreed to include steps to assess the deliverer’s suitability and how any safeguarding concerns that subsequently arise will be managed.

· Which Organisations are involved?

· Whose Safeguarding policies and procedures will be used?

· Who will be informed if concern arises?

· Is there a Service Level Agreement in place?

2.3 Recruitment

Anyone involved in the recruitment of coaches or organisations and volunteers who work or come into contact with children and young people need to be vetted and supported in their role.

· Is there an agreement about safe recruitment procedures?

· Have these been followed?

· Are CRB checks undertaken?

· Are relevant qualifications checked?

· Has the provider valid public liability insurance?

· Have deliverers undertaken safeguarding training?

Reference Material

· CPSU website - briefing on recruitment (www.thecpsu.org.uk). http://www.nspcc.org.uk/Inform/cpsu/resources/briefings/safe_recruitment_and_selection_procedures_wdf67399.pdf 

· Seal (Dudley Sport and Physical Activity Providers Associations) model. For further information (www.dudley.gov.uk/seal).

· Children’s Workforce Development Council (CWDC) – Recruiting safely guidance (www.cwdcouncil.org.uk). http://www.cwdcouncil.org.uk/safeguarding/safer-recruitment/resources
2.4 Induction

Induction of all staff and volunteers will prepare them for their role and ensure that they have all the information available in order to effectively keep children and young people safe. As staff and volunteers are employed/engaged/deployed by different agencies it is important that it is clear from the outset who is responsible for each area of their induction.

· Which organisation is responsible for the staff induction?

· Is there an induction plan which addresses:

· Health and safety?

· Lines of Management/ Supervisory/ Accountability?

· Who to report concerns to?

· Codes of Conduct?

· Safe working practice guidance?

· Who has operational responsibility for the activity?

Reference Material

· Children’s Workforce Development Council (CWDC) - Induction Standards (www.cwdcouncil.org.uk). http://www.cwdcouncil.org.uk/assets/0000/9436/CWN_Induction_Vision_and_Principles.pdf 
· Children’s Workforce Development Council (CWDC) - Induction materials (www.cwdcouncil.org.uk). http://www.cwdcouncil.org.uk/induction-standards/materials
2.5 Effective Recruitment and Minimum Standards for Deployment

	Minimum Standards for deployment with each level of Performer

	Definition of Coach Role
	Children
	Participation
	Talent

 Development
	High 

Performance

	Assistant Coach 

Will assist a coach with a session, they will receive instructions for their specific role in sessions from the coach supervising the event / session to support delivery. 
	· NGB Level 1 qualification

· Insurance (see guidance) 

· Age 16+

· Supervised by coach 
	· NGB Level 1 qualification

· Insurance 

· Age 16+

· Supervised by coach
	Specific NGB recommendations

 to be consulted 



	Coach 

The coach / lead coach will be responsible for general coaching practices including session planning, delivery and evaluation procedures. 
	· Current and active host organisation CRB

· NGB Level 2 qualification 

· Insurance 

· Safeguarding & Child Protection training

· First aid 

· Willing to be observed 
	· Current and active host organisation CRB

· NGB Level 2 qualification 

· Insurance

· Safeguarding & Child Protection training

· First aid 


	Specific NGB recommendations

 to be consulted 

	Senior Coach 

The coach will be responsible for general coaching practices including session planning, delivery and evaluation procedures. 

They may also be responsible for designating tasks to any additional adults / assistant coaches present at sessions. 

Senior coaches will be able to contribute to development of additional young people / adults within their coaching setting. 

They will be able to pass knowledge onto other coaches as a part of CPD / act as mentors for young leaders.
	· Current and active host organisation CRB

· NGB Level 2 qualification 

· Insurance

· Safeguarding & Child Protection training

· First aid 

· Willing to be observed and to observe/feedback on others
	· Current and active host organisation CRB

· NGB Level 2 qualification 

· Insurance

· Safeguarding & Child Protection training

· First aid 

· Willing to be observed and to observe/feedback on others
	Specific NGB recommendations

 to be consulted 


Further guidance on the standards above can be found on the following pages

2.5.1 CRB Information

The Criminal Records Bureau (CRB), an Executive Agency of the Home Office, provides wider access to criminal record information through its checking service. This service enables organisations in the public, private and voluntary sectors to make safer recruitment decisions by identifying candidates who may be unsuitable for certain work, especially that involve children or vulnerable adults. 

It is mandatory that all people working within organisations that serve the public undertake a CRB check, also known as a record of disclosure. 

The host organisation for which you are working, in Cumbria will process your application and have responsibility for the following: 
· Check and validate the information provided by the applicant on the application form 

· Establish the true identity of the applicant, through the examination of a range of documents using guidance provided by the CRB 

· Ensure the application form is fully completed and the information it contains is accurate 

· Countersign applications to confirm that the organisation has an entitlement to access criminal record information 

· Comply with the CRB’s Code of Practice 
It is the responsibility of the person undergoing a CRB check to disclose any information that may delay their application or prevent them from being given clearance from the CRB. 

2.5.2 NGB Qualifications

National Governing Body UKCC level 1 qualifications typically qualify to assistant coach level. This allows the assistant coach to support a level2+ qualified coach with their session, deliver to smaller group numbers, but always under supervision. 

National Governing Body UKCC level 2 qualifications allow coaches to lead sessions unsupervised, therefore allow for employment opportunities. Once qualified, the holder will be able to coach groups of participants of a range of abilities.

NGB qualifications need to be current and active; this means that the person coaching is an active coach, or has recently qualified or updated modules to validate their coaching license. To ensure your NGB qualification is valid and up to date, so you are covered during coaching you should present an updated certificate; this can be obtained from your NGB.
2.5.3 Safeguarding & Protecting Children Training

Safeguarding & protecting children training is now a module within some NGB training courses for level 1 and/or 2. sportscoach UK also offer a workshop in Safeguarding & Protecting Children (SPC), in two parts, which is recognised by most NGB’s. Safeguarding and Protecting Children 1 or equivalent must be no more than 3 years old. SPC2 can be taken to update information learnt in the first workshop, and will allow for the opportunity to share with other coaches and learn from their experiences. 

Once both courses have been attended, the SPC2 certificate should be updated every 3 years to remain valid. Both NGB and scUK Safeguarding & Protecting Children training courses are recognized across Cumbria.  

2.5.4 Insurance for Coaching

The following types of insurance exist for sports coaches. It is recommended that coaches look into the detail of their insurance cover to ensure they have the right level of the following areas for their practices.

Public Liability Insurance

Public Liability Insurance offers cover for the following eventualities: -

· Damages or awards made to a third party 

· Legal fees and expenses incurred in your defence 

· Third party medical costs where the NHS is entitled to a claim 

The recommendation is that coaches should have a minimum of £5million of Public Liability Insurance

Professional Indemnity

Professional Indemnity insurance protects your against claims arising from your legal liability for errors or mistakes in the professional advice or services you provide.

Professional indemnity insurance ensures that any claims made against you arising from a negligent error or mistakes in the advice or services you provide to a customer or client are covered. 

Sports or Personal Accident Insurance

Sports Accident Insurance (sometimes referred to as Personal Accident Insurance) ensures that should an accident occur whilst carrying out the activities for which you are insured that results in you being unable to continue to fulfil your role as a coach or trainer your policy would entitle you to compensation.

Whilst Public Liability is the minimum expectation of a coach (and for an employer to ensure a coach possesses it), we would expect a coach to take out a suitable level of insurance for the activities they are delivering.

2.6 Coaching Expectations of Partners within Cumbria

As a coach in Cumbria we expect you:

· To treat all individuals in sport with respect at all times, to not to discriminate or condone discrimination on the grounds of gender, marital status, race, colour, disability, sexual identity, age, occupation, religious beliefs or political opinion

· To meet all the minimum standards outlined in this induction pack before and during your delivery within Cumbria (Including but not limited to an active and suitable Criminal Records Bureau Check)

· To communicate with, and provide feedback to, participants in a manner which reflects respect and care.

· To ensure that physical contact is appropriate and necessary and is carried out within recommended guidelines.

· To know, understand and adhere to the relevant employer/ deployer child protection/safeguarding policies and procedures and adhere to them. 

· To encourage participants to take responsibility for their own development and actions and to allow performers to discuss and participate in the decision-making process.

· To display high standards in use of language, manner, punctuality, preparation and presentation and encourage participants to display the same qualities. 

· To display control, respect, dignity and professionalism to all involved in your sport.

· To plan all sessions so they meet the needs of the participants and are progressive and appropriate and to maintain appropriate records of your participants.

· To demonstrate commitment to Continuing Professional Development (CPD) by undertaking/attending learning opportunities to maintain up-to-date knowledge of technical developments in your sport.

· To practice in an open and transparent fashion that encourages other coaches to contribute to or learn from your knowledge and experience.

· Carry a folder of all required information on your person during all work in Cumbria

As a coach working in Cumbria, you can expect the following from your employer/ deployer:

· A structured induction process that is consistent across Cumbria:

Each Coach will receive an induction. This will include; 

· The roles and responsibilities.

· A list of all relevant internal staff and external organisations.

· Copies of the relevant policies, including Child Protection Policy, Health and Safety Guidance, Equal Opportunities and Diversity and Conflict Management.

· Induction training and details of ongoing training where appropriate.

Each coach must attend this induction, which may be both one-to-one and where appropriate, in groups. Induction needs may vary according to the previous experience of the individual.

· A consistent rate of pay in school and council deployments

· A nominated point of contact within the organisation in which you are coaching

· Access to a programme of Continual Professional Development

· Links to the wider coaching network across Cumbria

· Access to paid and voluntary coaching opportunities

· Standardised forms for planning, delivery and evaluation of sessions. These forms can be found in the appendix of this pack.

· To be listened to and involved in the development coaching programmes within Cumbria

· A safe environment in which to deliver high quality coaching sessions.

· Access to information regarding operating procedures within the host agency.

· References for future employment.

· To be treated fairly and with respect at all times.

· Access to the appropriate first aid equipment at every coaching session.

· Opportunities to access mentoring support

· Feedback from your coaching sessions and from managers

2.7 Roles and Responsibilities within Coaching

For clarity the definitions below will serve to define the role of, assistant coach, senior coach, employer and coach manager 

Assistant Coach

· An assistant coach is expected to work in a supportive role to a Coach or Senior Coach, 

· Tasks and actions undertaken by an assistant coach will typically be guided by the Coach or Senior Coach or a person supervising the session. 

· An Assistant Coach should be aware and understand the planning process to a session and should work collaboratively with other coaches to deliver the aims of the session’s plans. 

· An Assistant Coach should have a basic knowledge of coaching and should be qualified at NGB recognised Level 1 

Coach

· A coach is expected work in either a supportive role or in most cases taking the lead on the delivery of sessions. 

· A coach should be able to plan, implement and deliver sessions with the assistance of an Assistant Coach if available. 

· A coach should be able to monitor and evaluate their delivery and provide monitoring information if and when requested. 

· A Coach could be responsible for supervising Assistant Coaches and be able delegate tasks accordingly. 

· A coach should have a good working knowledge of coaching and should be qualified at NGB recognised Level 2.

Senior Coach (Head Coach)

· A Senior Coach is expected to lead sessions and be responsible for supervising Coaches and Assistant Coaches and be able to delegate tasks accordingly. 

· Senior Coaches should be able to deliver a high level of session planning and implementation. 

· Senior Coaches should have skills and experience to supervise a number of individuals and work collaboratively with Coaches and Assistant to deliver a quality coaching experience. 

· A senior coach should have an excellent knowledge of coaching and should be qualified at NGB Level 3 (Or Level 2 with significant Levels of experience (More than 2 years) 

Employer

Within Sport, an employer is defined as someone who:

· Employs a coach to work full time, part time or casually in specific coaching environments or 

· Deploys a voluntary or self employed coach

Coach Manager

The prime function of a coach manager is to Plan, Recruit, Induct, Develop, Deploy and Retain (PRIDDR) the right coaches to coach in the right environment. They have this responsibility to all coaches under their direct management.

Many Coach Managers in Sport have this role embedded into other roles, for example:

· A Partnership Development Manager in a School Sport Partnership.

· A Coaching Development Manager within a County Sports Partnership

· In a local authority context a Coach Manager could be a head coach, sport development officer or leisure centre manager.

3 DELIVERY STAGE
3.1 Duty of care

Duty of care refers to the responsibility of all those in a position of responsibility for children and young people. In essence it means that a sports organisation or individual coach or volunteer needs to take such measures as are reasonable in the circumstances to ensure that participants will be safe to take part in an activity in which they can legitimately engage.

· Do your operating procedures include:

· Consent forms for the activity (e.g. medical and photography consent)?
· Participant registration and record keeping?

· First Aid arrangements?

· Late collections procedures and guidance?

· Clarification that Under 18’s should not be in sole responsibility for groups of children?

Reference Material
· Children’s Workforce Development Council (CWDC) - Induction Standards (www.cwdcouncil.org.uk). http://www.cwdcouncil.org.uk/assets/0000/9436/CWN_Induction_Vision_and_Principles.pdf 
· Children’s Workforce Development Council (CWDC) - Induction materials (www.cwdcouncil.org.uk). http://www.cwdcouncil.org.uk/induction-standards/materials
3.2 Managing Allegations and Concerns

Managing allegations and concerns will follow the set procedures of the identified lead organisation. It is therefore essential that unambiguous plans are in place from the outset so that all parties are clear whose procedures will be followed in the event of concerns arising and what their responsibilities are. 

· Do procedures cover concerns raised:

· During school hours?

· Out of school hours?

· Do the safeguarding procedures include:

· Responding to allegations against staff/ volunteers?

· When and how to include the LADO (Local Authority Designated Officer)?

· Clear guidance about reporting to police and Children’s Social Care?

· Guidance about informing partner organisations?

· Arrangements to support whistle blowers?

Reference Material

· Working Together to Safeguard Children (2010)*

· What to do if you’re worried a child is being abused

· CPSU website – How do I report a concern? (www.thecpsu.org.uk). http://www.nspcc.org.uk/Inform/cpsu/helpandadvice/organisations/report_a_concern/how_do_i_report_a_concern_wda67768.html
3.3 Health and Safety in Coaching

3.3.1 Child Protection

Active Cumbria recognises that we must take reasonable steps to protect children and young people from possible harm, discrimination, or degrading treatment, whilst they are using our services. We recommend that all organisations and line mangers utilise the CPSU Partnership Check and Challenge Toolkit. If these simple procedures are followed it will ensure that all sessions and the children and young people involved within those sessions will be safe.

Listed below is information on good practice and appropriate responses.

All individuals working within Cumbria, both paid and voluntary, should follow these procedures.

a) Good practice guidelines

· Treat all children and young people with respect and dignity
· Always be publicly open when working with children and young people
· Avoid working on your own with children and young people
· Never spend excessive amounts of time with, or favour, one individual over others
· Never do things of a personal nature that the person can do for themselves
· Never make sexually suggestive comments, even as a joke
· Never allow the use of inappropriate language or behaviour to go unchallenged
· Always report and record allegations
b) Responding to accidental incidents

· If a child or young person is accidentally hurt or upset by a staff member or volunteer, report this to your Programme Coordinator immediately
· If present, the parents or carers should be informed
· If they are not present, they should be informed by the Programme Coordinator as soon as possible
c) Responding to incidents of abuse / harm

· If you suspect a child or young person is being abused or harmed, or receive an allegation of abuse, you must report this to your Programme Coordinator immediately
· If you see an assault, you should report it to the police straight away
d) Responding to a disclosure of abuse

· If a child or young person tells you about abuse, stay calm
· Believe them and reassure them
· Allow them to talk if they wish, but do not question them for details
· DO NOT PROMISE TO KEEP A SECRET
· Write down your version the incident in as much details as possible as soon as you can 
· Report immediately to your Programme Coordinator
e) Respond to allegations of abuse against workers

· If an allegation of abuse is made against a worker, including yourself, you must inform your Programme Coordinator immediately

· In all cases the child’s or young person’s need for protection should be the first consideration, all other considerations are secondary to this

3.3.2 Reporting Accidents and Incidents

· All incidents should be reported verbally to the Programme Coordinator immediately
· In all cases you must make a written record of the incident and actions taken as soon as possible (on the same working day), dated, signed, and copied to the Programme Coordinator
· As a coach working in Cumbria, you have a legal duty to record all accidents in the course of your work.  Where accidents are of a specific serious nature organisations have a duty to inform the Health and Safety Executive.  
· All accidents and incidents should be recorded on Accident or Incident Report Forms (whichever are utilised by the host facility or organisation). 
· Anyone can report an accident/incident but typically this is done by the injured person, a first aider who was involved, Responsible Adult working on behalf of partners e.g. coach or the manager with responsibility for the area or activity.
· The completed form is normally signed off by the appropriate Senior Manager or Coach Manager. The form is then kept by the service/department and logged at a local level. 
· It is good practice to investigate the causes of all accidents/incidents; however the level of details and time needed will depend on the severity of the accident. 
3.3.3 ACTIVE CUMBRIA
ACCIDENT/ INCIDENT REPORT FORM

	Date and Time of Accident / Incident


	Place of Accident / Incident

	Full Name of Injured Person


	Address of Injured Person

	Date of Birth of Injured Person

if under 18


	School Attended (if pupil)

	Did the Accident / Incident result in injury?  If so, what was injury and to which part of body?


	Name and address of injured person’s doctor

	Was first aid given and by whom?


	Was injured person taken to hospital?

	Description of what happened.  Please provide full details of how injury was sustained, before, during and after the event.



	Please provide full name and address of witness


	Please provide full name and address of witness

	Signed by Injured party
	Or Signed on behalf of Injured party



	Please Print name


	Please Print name


3.3.4 Risk Assessment

Before the delivery of a session takes place, coaches must ensure the area that they are going to be working in is a safe environment.

Areas to consider for evaluation are (this is not an exclusive list):

· Lights – area must have sufficient lighting for the activity to take place. 

· Floor – the flooring of the area has to be a safe non-slip surface.  Check the area for spillages or damage to the flooring.  If there is a problem with the flooring it may be appropriate to cordon off the area so the class are safe.

· Equipment – check that all the equipment that is going to be used in the session is in a safe and workable condition.  Defective equipment should not be used in any circumstances. Also ensure that any equipment you are not using is kept out with the activity area.

· Fire Exit – Coaches must make sure that they are aware of the location of the fire exits within the facility and ensure these are clear and can be accessed.

· Telephone – Coaches must make themselves aware of the nearest telephone in case of an emergency.

· First Aid – Coaches should be aware of the location of the first aid kit and/ or the appropriately trained first aider.

See sample and blank Risk Assessment Forms on the following pages. 
3.3.5 Sample Risk Assessment Form
Activity: Basketball




Venue:  St Samuels School Gym





Date: 31.07.11

	What are the hazards?


	Likelihood – Who might be harmed and how?
	Risk: Low / Medium / High?


	What are you doing to reduce the likelihood of harm? What further action is required?



	· Slipping, tripping and falling
· Equipment not tidied away, for example children’s bags, water bottles, mats etc
· Children bumping into each other

· Injury as a result of inappropriate behaviour

· Harm caused through dehydration

· Injury to child, for example muscle strains or tears
	Children by tripping over equipment, untied shoe laces or each other

Children by tripping over equipment

Children bumping into each other during games or if class numbers are too high

Children, volunteers and staff as a result of any reckless or inappropriate behaviour

Children, volunteers and staff as a result of insufficient water breaks

Children as a result of no warm up / cool down
	Medium

Medium

Medium

Low

Low

Low
	Ensure all equipment not being used is tidied away and the activity is run as safely as possible

Ensure all equipment not being used is tidied away

Ensure practice is run as safely as possible and class numbers suitable to the activity / venue.  Make sure 1st Aid kit is available and nearby

After school club code of conduct reinforced to children and children aware of school discipline procedures. Where possible time out area set aside for children to calm down

Encourage children to bring water bottles to all sessions and ensure sufficient water breaks

Always incorporate warm ups and cool downs within each session delivered


3.3.6 Blank Risk Assessment Form
Activity: __________________________________________

Venue: _________________________

Date: _________

	What are the hazards?


	Likelihood – Who might be harmed and why?
	Risk: Low / Medium / High?


	What are you doing to reduce the likelihood of harm? What further action is required?



	
	
	
	


3.3.7 First Aid Policy 

First aid can save lives and prevents minor injuries becoming major ones. The Health and Safety First Aid Regulations (1981) require employers to assess the risks which may lead to the need for first aid and to provide accordingly. Provision extends to:

· Appropriate equipment and facilities

· Personnel trained in first aid i.e.: someone who holds a current valid certificate in either First Aid at work (FAW) or Emergency First Aid At work (EFAW) 

· Information for employees

· Efficient arrangements for summoning emergency services

The regulations apply directly to facilities for employees. However codes of practice in support of the regulations recommend that the council should consider the needs of non-employees when carrying out a risk assessment. Therefore the possible presence of visitors, contractors or members of the public needs to be taken into account.

First Aid Personnel 

As a Coach, or Senior Coach you should have undergone First Aid training

A First Aider is someone who holds a current and valid certificate in a recognised HSC First Aid qualification. Once qualified a first aider can provide first aid to those who are injures or taken ill while at work in accordance with the training they have received.

On successful completion of the course candidates are issued with a certificate that lasts for three years. Coaches should provide a copy of a valid first aid certificate prior to commencing employment 

First aid materials, equipment and facilities

There should be provision made for ensuring equipment is available at all times. It should be accessible and clearly marked usually with a white cross on a green background. On arrival at a sports venue the coach must ensure that first aid equipment is available. 

3.3.8 Complaints Procedure

A coach is often the first point of contact for a member of the public who wishes to complain.  It is therefore essential that all coaches are aware of how to deal with complaints from members of the public.  The following are guidelines in how to deal with any complaints that arise.

Listen to the complaint

Allow the member of the public to describe the nature of the complaint.  Always be courteous and listen to the complaint before deciding how to respond.

If you feel confident of answering the complaint

Respond to the member of the public in a calm but authoritative manner, answering all their queries.  Remember that you are representing the delivery organisation, Active Cumbria, funders and sponsors in doing so.

If you do not feel confident of answering the complaint or the member of public is not satisfied by your answer

Inform them that the complaint will be dealt with by your Programme Co-ordinator/ Coach Manager/ Line Manager.    Give your Programme Co-ordinator’s name and phone number to the member of public if they so desire.

If the member of the public is unsatisfied by the offer of speaking to your Programme Co-ordinator

Inform them that they could make a written complaint to the Programme Co-ordinator.  It is preferable and advisable if they contact the Programme Co-ordinator verbally first.  However, if they do not want to do so, give them your Programme Co-ordinator’s name and address.

In all cases

Inform your Programme Co-ordinator immediately of the complaint and how you dealt with it.  Your Programme Co-ordinator will wish to know the circumstances of the complaint and will deal with any complaint in a fair and equitable manner.

Remember

No matter who makes the complaint, you must speak to them in a courteous and measured tone at all times.

3.3.9 Appropriate Levels of Contact for Coaches

Many sports require a degree of physical contact between sports staff and children or young people. Coaches and staff may need to use it to instruct, encourage, protect or comfort. 

Physical contact during sport should always be intended to meet the child's needs, NOT the adult's. 

The adult should only use physical contact if their aim is to:

· develop sports skills or techniques

· treat an injury

· prevent an injury

· Meet the requirements of the sport.

The adult or individual leading the session should always explain the reason for the physical contact to the child. Unless the situation is an emergency, the adult should ask the child for permission. 

The contact should not involve touching genital areas, buttocks or breasts.

Physical contact should not take place in secret or out of sight of others.

All injuries should be fully recorded by staff; an accident/ incident report form is included at page 14 of this guidance booklet.

3.4 General Safeguarding information

Cumbria partners are committed to ensuring that sport delivered within the county is both safe and inclusive.

Cumbria partners promote the safety and welfare of children and young people engaged in sporting activities locally.

What to do if you need help

When you as a coach (or anyone) become aware that a young person may be at risk or suffering from abuse or neglect, they have to do something about it.

If you ever feel uncomfortable around a safeguarding issue and want to talk to someone about it then Active Cumbria Sports Partnership had a designated officer you can talk to:

Name: Richard Johnston

Contact Telephone Number: 01228 221255

Contact email:  richard.johnston@cumbria.gov.uk

National Contact Information

If you would like to talk to someone or get some information from a national helpline, please see below:

	Organisation Name
	Details
	Contact Number

	NSPCC (National Society for the Prevention of Cruelty to Children)
	The UK’s leading children’s charity. They campaign for children’s rights and safety and lobby key decision makers who can affect children’s lives
	0800 800 5000

	CPSU (Child Protection in Sport Unit)
	A partnership between the NSPCC and the 4 home country sports councils. The CPSU’s mission is to safeguard the welfare of children and young people under 18 in sport and to promote their well-being
	0116 234 7278

cpsu@nspcc.org.uk

	Childline
	The free helpline for children and young people in the UK. Children and young people can call them to talk about any problems.
	0800 11 11


3.4.1 Participant: Coach ratios

	Sport
	NGB Guidelines

	Angling
	1:12

	Archery
	1:08

	Athletics
	1:12

	Badminton
	1:16

	Baseball & Softball
	1:15

	Basketball
	1:16

	Canoeing
	1:8

	Cricket
	Nets 1:8, 

Groups 1:24 or 1:12, 

Matches 2 per team, 

Hard ball 1:16

	Cycling
	1:20 road

1:7 off road

	Disability Sport 
	Risk assessment undertaken to ensure all athletes are catered for appropriately. In some instances 1:1.

	Fencing
	1:12

	Football
	1:16, lower for U8’s

	Golf
	1: 12 to 20 

	Gymnastics
	1:16 for low level activity i.e warm up

1:8 for each apparatus station. 

1:20 for pre school sessions where an adult / parent  is also in attendance.

	Handball
	1:15

	Hockey
	1:10

	Judo
	1:20

	Lacrosse
	1:12

	Netball
	1:10

	Orienteering
	1:20 with at least one other adult helper 

	Rugby Union
	1:10

	Rugby League
	1:20

	Squash
	1:04

	Swimming
	1:12 beginners and non-swimmers

1:20 improvers and advanced swimmers

	Table Tennis
	1:12

	Taekwondo
	1:15

	Tennis
	4 years - 1:4

5-6 years - 1:6

7-8 years – 1:8

8-9 years 1:10

10+ years  - 1:12

Performance groups 1:4 – 1:6

	Triathlon
	1:15 

	Volleyball
	1:12 to 15

	Wrestling 
	1:30  warm ups; 1;16 technique skills training; 1:2 matches


3.5 Standards of Coaching and Expected Behaviours

When referring to standards the term “coaches” encompasses the roles of Assistant, Coaches and Senior Coaches

Coaches’ personal standards

Coaches;

· Must be equitable, fair and considerate to performers and others in their sport.

· Must be a positive role model at all times and should convey an image of professionalism 

Coaches’ professional standards

Coaches;

· Should ensure the environment being used is safe and should attempt to minimise all potential risks to themselves and their performers.

· Need to actively promote the use of safe and correct practice for their sport.

· Should act professionally and be ready to accept responsibility for their actions.

· Need to commit to always provide a quality service to their performers.

· Should actively promote the positive benefits of taking part in sports and physical activity and try to impart this knowledge on their performers through their coaching.

· Should add to the development of coaching through shared experience, transfer of knowledge and attendance at local coaching forums.

· Need to actively engage in improving their knowledge and seek to obtain the relevant skills and qualifications needed to enhance their delivery. 

3.5.1 Observations 

All Cumbria coaches should show a willingness to be observed and receive feedback to inform their coaching processes and practices. Coach observations will be specific to the environment and feedback will contribute to all coaches Continuing Professional Development. Coach Observation tools can be found on Pages XX. Coaches should also continually self reflect on their practice to keep a continuous cycle of improvement and refinement. A Self Reflection tool is on Page XX
3.5.2 Monitoring

With most funded programmes and those utilised to address either gaps in provision or to attract disadvantaged groups and sectors monitoring is both essential and a statutory function of the coach and delivery organisation. Generally, registration forms will include al the relevant information that should be collated. In most cases this includes, contact details, phone numbers, email addresses, date of birth, gender, disabilities. In more recent cases Sport England are looking to track participants beyond the initial block of work. There “Intention Studies” may be undertaken. 

In our quest to continually deliver high quality coaching/ instruction it will be appropriate to collect feedback from participants, parents, teachers, other coaches etc. At the end of each block of sessions participants and coaches should complete the appropriate feedback forms, copies of which can be found in section 4 on Page 34 and 35 of this folder.  Evaluation and monitoring is an essential aspect of working in Cumbria so as to improve quality provision.

3.5.3 Register

Registers should be used for all delivery irrespective of venues.  This will include parental consent / emergency contact numbers.  A register must be taken at the start of every session.  Due to Data Protection, all the above documentation must remain within school or as the property of the deliverer at all times. Examples can be found on 25
3.5.4 Activity/ Session Plans

It is the coach’s responsibility to complete an activity planner for each session delivered.  Copies of activity planners can be found on Page 26 of this document. These should be progressive, both within each session and across the programme. Coaches should include activities that are challenging and relevant to the needs of the participants. This should include differentiation for the differing abilities.

3.5.5 Call-off Procedure

Reporting Procedure

In the case of sickness or being unable to make the session for any other reason, in the first instance it is essential that you contact your Programme Co-ordinator to see if cover can be arranged.  If not, contact the venue directly and as far in advance of the session as possible.  The call off procedure is for your own protection.
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	3.5.7 Blank Activity/ Session Planner

	Date: 
	Venue: 

	Time:
	Duration:

	Age-Group:
	Number in session:

	Aim of session:



	Time:
	

	
	Warm-Up / Introduction



	
	Main Content



	
	Cool-Down / Summary



	Injuries


	Evaluation


3.5.8 High Quality Coaching Observation Checklist
	Did you observe the coach do or consider the following?  Tick appropriate column and add comments if necessary:


	Demonstrated

(( if yes)
	Comments

	Planning



	· Produces session plan
	
	

	· Checks venue / environment / equipment
	
	

	· Checks participants
	
	


	Introduction


	
	

	· Introduces self
	
	

	· Identifies session aims / learning outcomes & reinforced at end of session
	
	


	Organisation


	
	

	· Uses space effectively
	
	

	· Maintains involvement of all participants throughout
	
	

	· Enough equipment for participants
	
	


	Communication 


	
	

	· Gains attention of all participants throughout
	
	

	· All participants able to see and hear coach
	
	

	· Communicates clearly and concisely 
	
	

	· Uses language appropriate to the age and level of the participants
	
	

	· Uses questions to encourage intrinsic feedback and learning
	
	

	· Offers instructive feedback
	
	

	· Offers encouragement
	
	

	· Seeks and listens to contributions of participants
	
	


	Developing Skills


	
	

	· Provides effective demonstrations
	
	

	· Identifies key coaching points
	
	

	· Able to differentiate skills based on ability of participants
	
	

	· Activities demonstrate appropriate progression 
	
	

	· Maintains good activity level throughout including adequate time to practise skills
	
	

	· Positions him/herself to allow observation of all participants from various angles
	
	

	· Able to advise and correct technique as required
	
	


	Coach Attributes


	
	

	· Makes session fun
	
	

	· Demonstrates enthusiasm
	
	

	· Professional appearance
	
	

	· Makes individual contact with all participants
	
	


To help with profiling and goal setting each section could be scored out of 5:

Example ratings rating out of 5:

1
=
Poor quality

2
=
Below required standard of quality

3
=
Satisfactory quality

4
=
Good quality

5
=
High quality
This can then be used continually to plan and develop high quality delivery.

3.5.9 COACHING SELF RFLECTION LOG

	Date:

Reflection Focus (What were you trying to achieve within this session. This should be YOUR delivery/ coaching objectives, NOT the objectives of the participants. i.e. “I was trying to improve my demonstrations.”):

Context / situation:

Describe the coaching session / situation:

Describe a situation within the session in which you were effective and explain why (see prompt questions):

Describe a situation in which you were ineffective and explain why:

List the improvements you wish to make and suggest a plan of action and when you will implement them:

Note any changes you made based on a previous entry and any further action you may now want to take:

Note any other observations:

  


Questions to prompt self-reflection

General reflective questions:

What was I trying to achieve?

Why did I intervene as I did?

What were the consequences of my actions (for me, my performers, others)?

How did I feel about this experience when it was happening?

How did the performers feel about it?

How do I know how they felt about it?

What internal factors influenced my decisions?

What external factors influenced my decisions?

What knowledge should have influenced my decisions?

Could I have dealt better with the situation?

What other choices did I have?

What would be the consequences of these choices?

How do I feel now about the experience?

What have I learnt – about coaching in general, my ethical stance, about myself, about my performers?

How have I made sense of this experience?

How will it affect my future practice?

Specific questions:

Planning, organising and managing sessions

How do I plan my coaching sessions?

Do my sessions run smoothly?  Do they begin and end on time?  Are the transitions between the activities quick, smooth and efficient?  Do I use standard ways to do things so performers respond quickly?

How do I gain my performers’ attention?  Does it work?  Do I talk over the top of them until they attend?  Do I wait until they are quiet and watching?  Do I need to discipline my performers?  How do I deal with discipline problems?  Can I discipline a performer without putting them down?  Do I do it publicly or wait to speak to them after the session?  Why would I do it?

Do I do all the organising or do I delegate tasks to others?  Who is responsible for setting up and putting away equipment?  Do performers automatically start warming-up when they arrive or do they wait for my instruction?

What impression do I give?  What kind of role model am I?  Am I active and enthusiastic, punctual, appropriately dressed – tidy and smart?  Am I loud and bossy?  Am I gentle but assertive?  Am I too formal or informal?  How do my performers respond to me?

Am I sufficiently aware of safety considerations before, during and after the session?  Do I check the facilities beforehand?  Can I gain first aid when I need it?  Can I always gain access to a phone?

Communication

How do I communicate with my performers?  Do I rely on questions?  Do I use plenty of humour or sarcasm?  Do I laugh with my performers or at them?  Are my instructions clear and helpful?  How do I know my performers have understood?  Do I talk more than I ask or listen?  Do I encourage performers to contribute?  How well do I listen?  Can I counsel performers who come to me with problems effectively?  How well do I know each performer – home life as well as sporting life?

What verbal and non-verbal signs do I give people?  Do I have any potentially annoying or distracting non-verbal behaviours?  Does my non-verbal behaviour (gestures, facial expressions, posture, voice, tone, appearance) reflect my words?   Am I approachable?  Am I courteous and do I show my performers respect?

Am I fairly formal or quite relaxed in my general approach?  How would I describe my communication style?  Does my behaviour reflect my philosophy and beliefs?  Can I adapt my communication style to suit each situation and performer?

Are my demonstrations and explanations clear?  Do I offer more praise than criticism?  Do my performers gain sufficient and appropriate feedback to enable them to improve?

Teaching

Do I plan the way I will teach a technique or tactic?  Does it follow a pattern?  Do I provide the right amount of information, too little or too much?  Do I overload the performers with information?  Do I focus on just one or two coaching points?

Are my demonstrations clear and effective?  Are they visible to all my performers?  Do I do all the demonstrations or do I use my performers whenever possible?  Do I point out where they should focus their attention?  How do I know these points are the most appropriate?

Are my practices effective?  Do I give the performers time to practice before I intervene and provide additional instructions or feedback?  Do I give them time to process their intrinsic feedback before I provide additional information?  Are my practices challenging to all – even the most talented?  Do I focus on the more talented and ignore the less able?  Does every performer gain personal feedback every session?  How do I monitor drills to check they are effective?  How do my performers respond to my practices and feedback?

Do I use questioning as a coaching method?  What kind of questions do I ask?  Are they knowledge-based (how should you stop the ball?)?  Are they more demanding – perhaps asking why or requiring a decision (eg what could you do in this situation? How will you decide which option to take?)

3.6 Working in Schools

3.6.1 First Visit:

Whilst this section refers to working in schools, these principles should be adhered to when working in new environments. All of these procedures should have or will be covered if the relevant organisations utilise the CPSU Partnership Check and Challenge Toolkit.
Introduce yourself to reception staff and pick up the relevant paperwork which should contain. Samples are on the indicated pages:
· Register (page 25)
· Children’s Contact Details/ Parental Consent (page 30)
· Spare Letters

· Accident/ Incident Report Form (page 14)
· Risk Assessment Form (page 16)
· Policies and Procedures to include;

· Behavioural Policy

· Safeguarding

· Equity

· First Aid procedures

Find out who the appointed first aid person within the school is.

3.6.2 Health and Safety:

Emergency Procedures:

· The school/ venue will have a ‘School Emergency Procedure’ that you should familiarise yourself with on your first visit. You may wish to make a copy of this form and insert it in the back of this section.
· Be aware of fire exits.
· If a child is seriously injured ensure you stay with the child while you send another child to find a member of staff to help.
· If no other members of staff are present then dial ‘999’ and contact your emergency contact immediately. 
· If your emergency contact is not your Programme Co-ordinator please inform your Programme Co-ordinator of the accident. 
Accident Procedures:

Ensure you carry a first aid kit with you or have access to one at the school.
Inform the parent/carer of the incident either when they pick the child up or by phone after the session is finished.
Inform your Programme Co-ordinator of the incident.
Fill out an Accident/ Incident Report form (an example of this can be found in section 3, page 14 of this document) – certain organisations across the county may utilise their own reporting forms.
3.6.3 Discipline Policy:

Why do children come to the club?

To be with their friends

To try something new

To learn and develop skills

To experience success

To have fun

To ensure that children and coaches enjoy the sessions, rules and discipline procedures are necessary.  These procedures should be outlined to the children at the beginning of the first session.  An example ‘Child Code of Conduct’ form can be found on Page 32, you can use for your group to sign or alternatively you can also make up your own code of conduct with the children.

Outlined below is a possible discipline procedure that you may wish to follow.  We are aware that every situation is different though and may need a different response. Some educational establishments may have their own policy; request a copy before you start activity.
1. Warning (two warnings = a possible time out situation)

2. If misbehaviour continues the Class teacher/ venue lead or Programme Co-ordinator should be informed and the incident is recorded.

3. Head Teacher is to be notified and persistent behaviour may result in a temporary or permanent exclusion from the programme.

It is important to keep information on any incidents recorded so that they may be used to show Head Teachers, Class Teachers, Programme Co-ordinators and Parents if necessary.  On Page 31 you will find a Child Behaviour Form which you can use for this purpose.

3.6.4 Frequently Asked Questions (FAQs):

“What do I do if a parent is not there at the end of the session to pick up their child?”
Coaches must stay until the last child has left unless otherwise arranged with the Class Teacher, Venue Lead Officer or Programme Co-ordinator.
If the parent has not arrived 10 minutes after the end of the session then you can phone the parent using the information on the contact sheets.
Inform a member of staff within the school/ venue that no parent has arrived for that child.
“What happens if a child turns up to the club without a consent form?”

The first time a child turns up to the club without a consent form, give them a consent letter (in with your register) if there is space available in the session.  The letter must be filled out and returned the following week.  
Phone and check with the child’s parent to get verbal permission.  You may have to ask the office staff for a contact number for the child.
If the form is not returned the following week then they should not join the club.  As soon as the child brings the form back they can start to take part in the club/ session.
“What happens if a child leaves during the session without permission?”
Phone the parent and inform them immediately.
Let a member of staff know.
Phone your Programme Co-ordinator and inform them after the session is completed.
“What do I do if I turn up for a session and the gym hall / facility is unable to be used?”
Find out if there is an alternative indoor/outdoor space that can be used.
If there is no alternative space then phone your Programme Co-ordinator.
3.6.5 Sample Parent Letter
ST SAMUELS PRIMARY SCHOOL: Basketball Club

Dear Parent

These Basketball sessions have allowed children to enjoy and improve in their basketball skills.  If your child wishes to participate in this club, please read this letter and then complete and return the slip at the bottom.

The after school sessions are open to all Year 5 and 6 pupils and will take place in the Gym Hall on Thursday’s at 3.20 – 4.20.
The first session will be held on Thursday 28th September and the last session before the will be on Thursday 14th December.  These sessions will cost pupils £2.50 per session (please enclose payment of £27.50). 

A qualified, experienced instructor will come into the school to deliver the sessions.  

Children should wear PE kit i.e. tracksuit/shorts and t-shirt and trainers.  It would also be desirable for pupils to bring a filled water bottle.

If your child would like a place, please return the attached slip to the school office by Thur 21st September.
Active Cumbria is currently producing newsletters and a website to inform parents and pupils of the various activities happening.  As part of this we would like to put in photographs of current activities.  Please indicate below if you give permission for your child to be included in any such photography.

In the event of the club being cancelled due to coach illness or other unforeseeable circumstances, we will endeavour to contact you.  Please ensure you list an appropriate number below for us to contact you. Additionally, in the event of your child not receiving a place in the club, you will be notified by telephone or letter.

If you have any questions, please contact me.

Joe Bloggs
Programme Coordinator

Highbridge City Council

01243 123 456

------------------------(----------------------------------------------------------------------(-------------------------------

I give permission for my child to attend St Samuels Basketball sessions as detailed above.

Child name 


  Class




I give permission for the child named above to be included in photographs used for articles related to Active Schools (both paper-based and web-based)         
YES  (           NO  (
I have enclosed payment for these sessions (please tick):  cash(
 cheque(  (payable to ???????)

Signed 


Date 





Please give details of medications taken and any medical conditions that need to be known by the coach:
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Emergency Contact Name: 

Emergency Contact Number:

The child named above will (please tick as appropriate):

(   make their own way home after the club has finished  OR

(   be collected 

3.6.6 Blank Behaviour Incident Form
Coach’s Name:





Venue:





Activity:


	Child’s Name
	Date
	Incident
	Comments/Action Taken

	
	
	
	


3.6.7 PARTICIPANT CODE OF CONDUCT


I promise to……..


- be on time and appropriately dressed for the session


- listen to and follow the coach’s instructions
- speak to the coach before I leave the session for any reason
- look after and respect other members of the group
- look after and respect other people’s property
- work co-operatively with all members of the club
- help tidy away the equipment if I am asked

Signed:







Date:

4 POST DELIVERY STAGE

4.1 Evaluation

Evaluation and review of all projects involving children and young people should be ongoing to ensure that their views are sought and taken into consideration in planning. This will ensure that a more effective service is provided and that children and young people are at the heart of planning, decision making and activity delivery.

· How will the views of the children and young people be captured and used?

· How will any difficulties or disagreements within the partnership agreement be addressed?

Reference Material

· CPSU website – example of good practice review/monitoring/evaluation tools for use with stakeholders (www.thecpsu.org.uk). http://www.nspcc.org.uk/inform/cpsu/resources/sport_unlimited/coventry_csws_wdf79120.pdf 

4.1.1 Sample Coaches Feedback Form


4.1.2 Sample Participant Feedback Form
To ensure you get the most from your activity, we have to check that we are providing the best opportunities as possible!

Please be as honest as possible, and let us know what you think of the programme.

Remember, this is to help you! ☺

1. Was this the first time you have done this activity?

YES

NO

(circle your answer)

2. How did you feel before you first went to this activity?

Excited
Nervous
Happy

Worried
(circle your answer)

Write a sentence on why you think you felt this way:

3. What did you like best about this activity?

4. What did you like least about this activity?

5. What did you learn at this activity?

6. Would you like to continue with this activity?

YES

NO

(circle your answer)

Why?

4.2 Continuous Professional Development

Continuous Professional Development (CPD) is the term used in coaching and other professions to explain a large range of opportunities for coaches to undertake study and learning to improve their coaching delivery and understanding.

All partners in Cumbria strongly recommend that all coaches have regular access to CPD opportunities and also are given time to decide and access what CPD is most relevant for them.

How to assess what CPD a coach needs?

There are many ways of assessing the CPD needs of coaches, which could include:

· 1-2-1 Sessions

· The completion of a training needs analysis (TNA)

· The completion of a Personal Development Plan (PDP)

· Identification of specific courses from materials

· Recommendations from National Governing Body of Sport

For more information and templates please email richard.metcalf@cumbria.gov.uk
What types of CPD are there available?

There are many types of CPD available to coaches that may include:

· Sport Specific courses – e.g. Hockey or Cricket coaching courses, both qualifications and developmental workshops

· Generic Coaching Courses – e.g. Coaching Disabled Performers, Safeguarding and Protecting Children or Multi skills

· Mentoring

· Reading material (both online and paper based)

· Visual media – DVD’s, website based (youtube etc)

Information on these can be gained by visiting the appropriate National Governing Body of Sport Website or Active Cumbria website or richard.metcalf@cumbria.gov.uk
4.2.1 Guidance on Cost of NGB Coaching Courses
	Sport
	Level 1
	Level 2
	Level 3
	Level 4

	Aikido
	£50
	TBC
	TBC
	TBC

	Angling
	£212.75
	£437
	TBC
	TBC

	Archery
	£50
	£60
	TBC
	TBC

	Athletics
	£60
	£140
	£240
	£320

	Badminton
	£195
	£350
	TBC
	TBC

	Basketball
	£60 - £100
	£110 - £150
	TBC
	TBC

	Boxing
	TBC
	TBC
	TBC
	TBC

	Canoeing
	£250
	£370
	TBC
	TBC

	Cricket
	£175
	£250
	TBC
	TBC

	Cycling
	£195
	£295
	£695
	TBC

	Equestrian
	TBC
	TBC
	TBC
	TBC

	Fencing
	£150
	£150
	£650

	Football
	£155
	£390
	£595
	TBC

	Golf
	£282
	£763.75
	TBC
	TBC

	Gymnastics
	£90
	£155
	TBC
	TBC

	Hockey
	£140
	£360
	£750
	TBC

	Judo
	£25
	£25
	£60
	TBC

	Lacrosse
	£50
	£95
	£200
	TBC

	Netball
	£170
	£360
	£1200
	TBC

	Orienteering
	£245
	£420
	TBC
	TBC

	Rowing
	£250 (indoor rowing)
	£325
	£1200 - £1500
	TBC

	Rugby League
	£130
	£180
	£800-£950
	TBC

	Rugby Union
	£100+VAT
	£176.25+VAT
	£750 
	£1750+VAT

	Squash
	£195 - £130
	£340 - £375
	TBC
	TBC

	Swimming
	£370
	£650
	TBC
	TBC

	Table Tennis
	£160
	£270
	TBC
	TBC

	Tennis
	£190
	£365
	TBC
	TBC

	Triathlon
	£300
	£470
	£910
	TBC

	Volleyball
	£150
	TBC
	TBC
	TBC


*Approximate costs as of March 2010.  

4.3 Coach Payment

Self Employed

Generally you will be required to submit an invoice on completion of the activity for fees due for coaching undertaken as part of the programme.  You must ensure that your invoices contain the following:

· It must be printed and addressed to the Programme Co-ordinator

· An invoice number

· Your name and contact details

· A unique tax reference number

· A national insurance number

· Details of the work that took place (where, what kind of work and the rate charged per hour)

· The payment terms.  For example ‘Please pay by BACS transfer to Account number: xxxxxxxx, Sort Code xxxxxxxx. Payment must be made within four weeks of receipt of this invoice’

At the back of this section you will find an example invoice (page 39) for your information.

Guidance on Rates of Pay

The exact rate within the band will be determined by each employer will be based on the experience of coach and the demands of the programme. All pay should be agreed before work commences, otherwise employers may use the table below as a guide on which to base your pay.

To receive the pay for a particular role, you must first meet the minimum standards for deployment criteria on Page 5. If you exceed the criteria, this does not mean you will receive a higher rate of pay, but you will be able to further negotiate rate of pay with your employer. Rates of pay have been set based on the target audience to which you will be delivering, not the qualifications of the coach.  For more information on the roles please see the minimum standards matrix on page 5.

	Level of Performers

	Coach Role
	Children, Participation & Talent Development
	High Performance and Challenging groups

	Assistant Coach


	£8-12
	£8-12

	Coach 


	£15-25
	£15-30

	Senior Coach


	£20-40
	£25+

	Master Coach 


	Rates of Pay will individually negotiated


4.3.1 Sample Coaches Invoice
To:

Never City Council

Active Co-ordinator

Lost Boys Cluster

c/o John Primary School

John Road

Neverland

NW2 4TX

Date: 4/ 5/ 2011

Name:



Peter Pan

Address:


19 Tinkerbell Street





Neverland

NV6 4JY

Email:



peter.pan@neverlandsquash.co.uk
Mobile:



01234567891

Invoice
Number:

NS1234

Tax Reference Number:
123/4567891011

National Insurance:

PP 12 34 56D

	Date
	Time
	Activity
	Venue
	Rate of Pay

	25 April 2011
	3.30-4.30pm
	Squash
	John Primary School
	£15.00



	26 April 2011
	3.30-4.30pm
	Squash
	Wendy Primary School
	£15.00

	02 May 2011
	3.30-4.30pm
	Squash
	John Primary School
	£15.00

	03 May 2011
	3.30-4.30pm
	Squash
	Wendy Primary School
	£15.00


Total for sessions completed = £60.00
Please ensure that payment is made into the following account within four weeks of receiving this invoice:

Bank of Neverland

Account Number: 01234567

Sort Code: 01-23-45

Read each statement and circle one letter opposite each statement.


Key: -





A = Agree Strongly


B = Agree


C = Neutral


D = Disagree


E = Disagree Strongly

















STATEMENTS�
CIRCLE ONE LETTER�
COMMENTS/CHANGES REQUIRED�
�
My role as coach/helper has been clearly explained to me.�



A   B   C   D   E


�
�
�



The programme is well organised.


�



A   B   C   D   E


�
�
�



Sufficient equipment and resources are supplied.�



A   B   C   D   E


�
�
�



The facilities are suitable and in good order.�



A   B   C   D   E


�
�
�



I am valued for the job I do.�



A   B   C   D   E


�
�
�



I am working as part of a team.�



A   B   C   D   E


�
�
�



The organiser is open to suggestions/comments.�



A   B   C   D   E


�
�
�



I have been offered training opportunities to further my Qualifications/ Personal Development.�



A   B   C   D   E


�
�
�



The selection procedures have been explained to me and implemented fairly.�



A   B   C   D   E


�
�
�



I have been advised on child protection issues and how I can protect myself from unjust accusations.�



A   B   C   D   E


�
�
�



I would be delighted to continue working on this programme.�



A   B   C   D   E


�
�
�
Any other comments





��������








_________





�
�
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