NOTES AND GUIDANCE FOR PRIMARY SCHOOL BURSAR’S/FINANCE OFFICERS IF  PRIMARY SSCHOOLS ARE EMPLOYING SPORTS COACHES/TEACHERS/TEACHING  ASSISTANTS FOR
RE:

Big Lottery Fund Multi-Sports or Multi-Skills Out of School Hours Learning (OSHL) clubs

organised through the Howard School Sport Partnership – (HSSP) as per Activity Schedules 10 and 11 including a Service Level Agreement(S.L.A.) between appropriately named primary school and Howard School Sport Partnership)

1. Employment of 2 Teacher’s/Teaching Assistants/Sports Coaches as Multi-Skill Coaches for 12 weeks in total, 1 hour per week delivering the Out of School Hours Learning Club (OSHL) club.
Multi-Skill sports coaches should be paid as per the Activity Schedule (10 and 11) which is:

£15.00 per hour for project year one (2007-8 academic year)

£15.37 per hour for project year two (2008-9 academic year)

£15.75 per hour for project year three (2009-10 academic year)
This rate is before Tax, National insurance and any other relevant on costs.  Please note there maybe extra charges incurred by Medway Council/your school or other payroll provider, for setting up new starters/additional members of staff onto the payroll/issuing wage slips.  However, the hourly rate stated above is the exact amount your primary school can claim in arrears monthly/six weekly or upon completion of the 12 week club from the Howard Partnership.  Your Primary School should pay the Teachers/ T.A.’s/Coaches through your primary school’s staff/temporary school code as they are the employer.  Then claim this amount back (as per the hourly rate above) through the Howard School Sport Partnership. Claim form (copy attached) downloadable on the following website:
www.howardssp.org.uk click on the Teachers page and under the Big Lottery Fund title.
2. This high quality OSHL sports club should be organised and promoted in the usual safe and effective manner following the Medway Council recommended ‘Sports Code of Practice’.  Your P.E. Co-ordinator or Primary Link Teacher should have a pack on this, if not see website:

www.medway.gov.uk/sportscodeofpractice
Here are some very useful templates to make the running of your club much easier in terms of recruiting and screening sports coaches and co-ordinating the health, safety, promotion and administration of the club.  

3. Your primary school must carry out the essential screening and employment procedures for recruiting new staff.  If you are going to employ a sports coach through the Medway Council Sports Coach database (please contact Chloe Leech Medway Council Sports Development Team 01634 338761, in the mornings, to gain a password/login for your school to access this database with 100 plus sports coaches and their details from a range of different sports/activities, or check with your P.E. Co-ordinator to see if they already have a password), most of the recruitment procedures have been undertaken for the benefit of school’s to reduce administration e.g. enhanced CRB, references, qualifications etc.  However, Primary Schools will still have to interview, view the coach in action with a targeted age group/ability etc and follow up with some of these recruitment procedures to ensure they are happy to employ these sports coaches at their school. 
· If this sports coach is new to the school, you will have to get them to complete a NEW STARTER FORM (example copy attached) in order to get them onto the Medway Council payroll/your school payroll and under take the usual recruitment procedures.  They will be a Casual Sports Coach at £15.00 per hour (12 weeks per year at one hour per week), with a temporary contract i.e. three years, if they can commit to this length of time. 
· If this is an existing member of school staff (Teacher/T.A.) already on the payroll, then you will need to ask them to complete an ADDITIONAL POST FORM (see example copy attached).  They will be a Casual Sports Coach at £15.00 per hour (12 weeks per year at one hour per week), with a temporary contract i.e. three years, if they can commit to this length of time. 
4. The activity schedule for primary school’s is attached, this can also be found on the website:
www.howardssp.org.uk (click on the Teachers page and under the title The Big Lottery Fund).  This activity schedule, with several columns, states the exact details required of the club over the next three years i.e. the number of sessions (12), the number of paid coaches (2) and the number of volunteers (1).  School’s can claim for 1 hour per week for two coaches, once these coaches have carried out the work and been paid by your school.  Then your school can claim it back from the HSSP.  Your school must use and claim for 2 sports coaches to deliver the club, if you only use 1 sports coaches then your school cannot expect to claim and receive the money for two. 
School’s can also claim £50 for the one volunteer assisting with the club and for them completing the full 12 weeks voluntarily.  This would ideally be a voucher that your school purchases as a ‘thank you’ for their services.  This can be claimed in arrears using the usual HSSP Claim Form (copy attached and downloadable on the www.howardssp.org.uk website under the teacher’s page) after the club has been completed.  Volunteers must be screened to work in schools with pupils in the usual manner. 
5. There is a Service Level Agreement (S.L.A.) about to be signed by all Primary Schools in the Howard School Sport Partnership area that wish to take up the Big Lottery Fund money for OSHL clubs.  Your Head Teacher and P.E. Co-ordinator/Primary Link Teacher (PLT) have already signed or are about to sign this agreement.  For copies please see your Teacher’s direct or the Howard Partnership can supply you with a photo copy.

6. a.  Your Primary School, after both sports coaches have completed their hours either for the month/6 weeks or for the full 12 weeks, must complete a timesheet (example attached) including the appropriate hourly rate and number of hours undertaken, as stated in point 1.  For e.g. year one (2007-8) £15.00 per hour.  
b. This timesheet should be coded to a temporary/staff code at your school and signed by your HEAD TEACHER. Your Head Teacher must sign off both coach’s timesheets, as they are responsible for employing and overseeing/supervising this work.  As in some cases it may be the P.E. Co-ordinator/Primary Link Teacher carrying out the OSHL as a sports coach and this must be with the full agreement/understanding of the Head Teacher. 
c. Usually Medway Council need to receive the fully authorised and coded timesheet by the 5th of the month in which the sports coach will receive the payment on the 25th of the same month in a monthly salary slip.
7. Once the timesheet has been processed and the sports coach paid your primary school can then claim for this amount paid through the HSSP claim form (copy attached).  This can be done monthly/6 weekly or after completion of all 12 weeks.  Please send your form (with copies of the timesheet) in the post to:

Claire Moore/Jackie Mason

The Howard School

The Howard School Sport Partnership (HSSP)
Derwent Way

Rainham, Gillingham

Kent ME8 OBX

Fax: 01634 388558
8. Please note that the following items, specified in the activity schedule, will be purchased centrally through the Howard School Sport Partnership  (HSSP)and delivered to your primary school:

· equipment (multi-skill and speed stacks) or multi-sport equipment as requested/to be agreed 
· tee shirts

· certificates

· medals (if your school decides to run 2x6 week OSHL club’s, totalling more than 24 children involved, please remember there is still only enough grant for 24 tee shirts, 24 medals and 24 certificates, therefore you will need to be careful on the fair distribution of prizes/rewards to all children.) 
· training (multi-skill and other Dance/Multi Sport to be agreed) Please remember that beyond the three years of Big Lottery funding the clubs or similar activities are looking towards becoming sustainable.  Therefore if staff/volunteers/sports coaches are trained, then there is a chance that this activity could become sustainable in the future  
Therefore your school can only claim for the following items as specified in the activity schedule:

· 2 hourly Sports Coaches fees once per week for 12 weeks, at the amount specified in years 1,2, and 3

· 1 volunteers expenses/thank you voucher £50 after completing the 12 week club in years 1,2 and 3
· 1 lot of marketing costs at £25 at the end of the 12 weeks in years 1,2 and 3

9. If your Head Teacher decides that they cannot justify PAYING their Primary P.E. Co-ordinator/Primary Link Teacher to deliver the OSHL club, due to setting a president, the Big Lottery Fund have said that:

· ‘if a primary school does not claim the sports coach’s fees, they CANNOT CLAIM this funding and THEN USE IT ELSEWHERE AT ALL in the school, it must be used solely for the purpose of sports coaches fees for that specified OSHL club i.e. to be spent on where the Big Lottery Fund grant was intended’.

Also if a Primary School does not claim both the sports coach’s fees, the HSSP grant will remain under-spent and can only being used for the purpose of the Lottery application. 
THEREFORE, WE ACTIVELY ENCOURAGE SCHOOL’S TO PAY SPORTS COACHES/TEACHERS for this specified Lottery funded work/project.

· The Big Lottery Fund have said that if the sports coaches fees are paid to the Primary P.E. Co-ordinator/T.A. and then the Teacher decides/agrees at a later date with the Head Teacher to voluntarily pay some of that earned money through a personal cheque, back into the school – this is totally down to the discretion of the staff and head teacher in charge.  This is the best way to secure the Big Lottery funding, if your Head Teacher does not want to pay their staff to deliver it i.e. they must pay them first and then ask for a donation in return.  Basically after the Teacher has been paid, where the money ends up after this point is none of the Big Lottery’s business. 
· Or Head Teacher’s agree to pay P.E. Co-ordinators/Primary Link Teachers/T.A.’s for delivering this specified high quality club, as it is yet another additional responsibility and a one off externally funded project/club, working with a specific targeted set of pupils to help improve their motivation to attend OSHL and to improve their P.E./Co-ordination, balance and movement skills for 12 weeks. 

THE DECISION ON EMPLOYMENT AND PAYMENT OF SPORTS COACHES, TEACHERS AND T.A.’s to deliver this ANNUAL OSHL MULTI-SKILL/MULTI-SPORT CLUB GRANT AIDED BY THE BIG LOTTERY FUND IS TOTALLY DOWN TO YOUR HEAD TEACHER.
If you have any further queries or need clarification on any issues please contact:

Jackie Mason/Claire Moore

The Howard School

The Howard School Sport Partnership

Derwent Way

Rainham, Gillingham

Kent ME8 OBX

Tel: 01634 388765 ex.228

Fax: 01634 388558

Tel: 07725724393mob.Email: masoj010@medway.org.uk
www.howardssp.org.uk
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