FROM DEVON CURRICULUM SERVICES DRUGS EDUCATION GUIDANCE 

APPENDIX B: GUIDELINES ON THE USE OF VISITORS 

AND OUTSIDE AGENCIES

Health education is a shared responsibility for the whole community: what is learned at school/college can and should be supported by experiences at home and in the community. It is therefore sometimes appropriate to involve visitors from outside agencies, not to undertake the above, but to support it.

Before involving visitors in drug education, or any aspect of health education, schools/colleges should ensure that:

· The visitor shares the school’s/college’s values and approach to health education.

· The contribution is consistent with the school’s/college’s own theory and practice and the information impartial.

· An outsider’s input is being sought for sound educational reasons and that the particular visitor is the most appropriate source of that input.

· The contribution from the visitor is an integrated element of the curriculum; with appropriate planning, preparatory and follow-up work

· The visitor understands the emotional and intellectual levels of the children or young people involved and can communicate at the appropriate level.

· The legal implications of having and using visitors in school/college in respect of child protection and the Children Act 1989 are addressed.

· The visitor is known to and recommended by Devon LEA.

Visitors should never be left alone to work with pupils.  The teacher must be part of the experience so he/she can provide appropriate follow up work.

The teacher must remain responsible for the class at all times; and for all pupil discipline issues.

The programme co-ordinator should negotiate with the teacher and visitor.

· What are the aims of the session?

· How will this agency’s contributions enhance the students’ experience?

· What drug education have the pupils already experienced?

· What will they experience in the future?

· How will be session be followed up?

· What is the nature of the group with whom they will work?

The guidelines for the use of outside visitors, which are agreed by the school/college, should also be forwarded to the respective agencies and visitors who are invited in to the school/college.

We are pleased to be able to include an example of a college’s response to the above guidelines. Please see the attached document ‘Notes for Visitors to Sidmouth College, reproduced with the kind permission of Martin Long, Sidmouth Community College.

Notes For Visitors to Sidmouth College

Thank you for agreeing to visit Sidmouth College, to take part in the activity described in your invitation. In order for your visit, or your work with us, to be a success, there are questions you may wish to ask us, and there are a few things we need to tell you about. We hope that this information sheet will cover most of the important points. If you have any further questions, they should be addressed in the first instance to the member of staff who invited you, to the co-ordinator of Citizenship, Personal, Social and Health Education, or to the Principal.

What is the College trying to achieve?

Our aims are through working in partnership with families and the Community, to:- 

• Ensure that a challenging and relevant education takes place for all our students in a happy and caring environment, where all kinds of achievement are recognised and celebrated.

• enable individuals to develop their potential and to find maximum fulfillment now and in the future

• promote high standards of work, behaviour, self-esteem and courtesy

• enable students to acquire the knowledge, skills and personal qualities needed to succeed in a fast-changing world.

The introduction to our CPSHE Policy says this:

Personal, social and health education (PSHE) helps to give pupils the knowledge, skills and understanding they need to lead confident, healthy, independent lives and to become informed, active, responsible citizens. Pupils are encouraged to take part in a wide range of activities and experiences across and beyond the curriculum, contributing fully to the life of their school and communities. In doing so they learn to recognise their own worth, work well with others and become increasingly responsible for their own learning. 

They reflect on their experiences and understand how they are developing personally and socially, tackling many of the spiritual, moral, social and cultural issues that are part of growing up. They also find out about the main political and social institutions that affect their lives and about their responsibilities, rights and duties as individuals and members of communities. They learn to understand and respect our common humanity, diversity and differences so that they can go on to form the effective, fulfilling relationships that are an essential part of life and learning.

What should I be told in advance?

Before your visit takes place, you should expect to be told:

• The time and day(s) involved.

• Where you should report (normally the College Office).

• The age and number of pupils involved, and where necessary something about their ability level.

• The aims of your visit - How it will help the pupils concerned.

• How your visit fits into the work the pupils are doing, and how your visit will be followed up.

Please let us know if there is any equipment or special facilities you need for your visit - such as a television, overhead projector. Also it is useful if you can tell us if you have any special needs we need to bear in mind in making your visit a success - such a mobility problems that might make reaching some classrooms difficult.

What is expected of me?

• You will always work with a teacher in the classroom. You will not be left on your own.

• The welfare and discipline of the pupils will always remain the responsibility of the teacher

• Whilst you may be visiting the College to provide an alternative viewpoint, or to provide expertise on a controversial topic or one outside the normal curriculum, the College expects that you will follow the same guidelines as the staff. In particular:

· Beware of offering one point of view on a controversial topic as if it were the only one

· Be sensitive to issues of Equal Opportunities, and prejudice on the grounds of race, religion, gender, sexual orientation, age, disability etc.

· Be aware and follow any College policies governing the subject of your visit, e.g. on Sex and Relationships Education, CPSHE or Drugs Education. Where necessary you will be sent a copy of such policies; please read them. They refer to approaches to be used that have been agreed between College staff, governors and the Local Education Authority or Health Authority where appropriate.

• If you are taking part in a question and answer session, it is OK to say "pass" on questions you do not feel are appropriate, or which you feel uncomfortable answering.

• If in the course of a session, a pupil makes a disclosure which has Child Protection implications, it is the responsibility of the teacher concerned to follow this up, except where this is specifically covered by the nature of the visit (e.g. by a visiting Health Professional). 

• Visitors should not offer counselling, advice or support to individual pupils (except as indicated above). The College has links with many agencies, through whom pupils can make referrals themselves or through parents or carers.

Will the College have to make a Police check about me?

Schools are now expected to take all reasonable steps to assess the suitability of all visitors invited to work with pupils in school. In some circumstances this may need a full police check.

As a matter of course, anyone on the Sex Offenders Register should not seek to take part as a visitor in school, or accept such an invitation if unknowingly made. Child Protection is our paramount concern, and where necessary appropriate checks must be made.

Many agencies working with us in College will have completed all the necessary checks as part of the appointment process for their staff. This includes Health Professionals and members of educational projects such as Drug Education teams, and advisory staff. Where an individual or group is known to the Local Education Authority there is no problem. We ask you to bear with us, however, if we need to ask a few questions about you, to obtain any clearance. We are sure you understand the importance of this.

Conclusion

We hope that you enjoy your visit. We welcome any feed back and constructive criticism of how we handled your visit. This can addressed to:

• The teacher who invited you

• The CPSHE Co-ordinator

• The Principal

Thank you

Appendix C: Planning form for external contributor to school drug education

The school has responsibility for what is taught.  Content should be negotiated and agreed between school and agency, together with aims and criteria for assessing success.  The teacher should be present throughout.

	School contact details

School:

School contact:

Telephone:

Fax:

E-mail:
	
	Agency contact details

Agency:

Agency contact:

Telephone:

Fax:

E-mail:

	
	
	

	Session(s) to be delivered

Date(s):

Time(s):

Target group:
	
	Meeting arrangements on arrival

	
	
	

	How session(s) fit (within drug education, PSHE/Citizenship and local Healthy School Programmes)



	
	
	

	Agreed aims of session(s)


	
	Brief description of programme and methods



	
	
	

	Intended learning outcomes

(should be measurable)
	
	Feedback and evaluation state how this will be conducted, and reporting responsibilities




	Checklist

Have all materials been viewed?
	Yes
	No
	Comment/action

	Have confidentiality issues been discussed?
	
	
	

	Have behaviour management issues been discussed?
	
	
	

	Has follow-up work been planned?
	
	
	


	Signed for school:







Signed for agency:
                         Date:                                                                               Date:


Provide copies for school and for agency

Adapted with permission from an original published in Sutton LEA
          Photocopiable. (DfES, 2003

Appendix D: External contribution to school drug education – feedback form

To the external contributor:

Please fill in this form and return a copy to the school as soon as practicable after the contribution is complete.  Please give feedback that summarises your view of how the session(s) went, and any recommendations you can make about how the school might follow up your work with the same pupils.

	Name of school:







Contributing agency:

Date(s) of sessions:






Class:


The external contribution was completed as planned



yes / no

Overall I feel the session(s) went (please tick):

	1
	
	2
	
	3
	
	4
	
	5
	

	Very well
	Well
	Satisfactorily
	Not very well
	Badly


	My comments on the sessions are:



	

	To follow up this input, I recommend that the school:



	

	
Signed:


Date:


(DfES 2004: ‘Drugs Guidance for Schools’ DRAFT)

