THE EFFECTIVE USE OF EXTERNAL CONTRIBUTORS
A GOOD PRACTICE GUIDE
It is recognised that there is extensive use of external contributors in schools, and in order to ensure good practice it seems appropriate to support schools in this important area of work.

This guidance has been developed in conjunction with Education, Health, Youth and Careers Services and other organisations including Police, Fire and school nursing services.

The main aim of the guidance is to recommend good practice that ensures the effective use of external contributors in schools. It supports teachers who are responsible for organisation and liaison with external contributors and enables external contributors to develop effective working relationships with schools.  

It is essential that this guidance be seen in relation to Surrey County Council’s Child Protection Procedures

The guidance contains photocopiable checklists and appendices for both teachers and external contributors to ensure consistent practice. 

PLANNING FOR AN EFFECTIVE EXTERNAL CONTRIBUTOR SESSION

Checklist for Schools
	
	Activity

Have you:
	Tick Box

	1.
	Agreed the aims, objectives & content of the session with the external contributor?  


	

	2.
	Agreed the date, timings and size of group with the external contributor?


	

	3.
	Provided the external contributor with appropriate information on the target group of pupils including age, gender, ability, ethnicity and prior learning experience?


	

	4.
	Ensured the external contributor has a copy of relevant policies and termly planning?


	

	5. 
	Arranged availability of a suitable room, ensured that resources are booked and that the external contributor will be welcomed on the day and introduced to pupils?


	

	6.
	Ensured that the teacher stays in the session and that his/her role during the session is made clear (e.g. observing, participating, supporting a group of children) Strategies for classroom management, discipline and child protection issues have been agreed?


	

	7.
	Discussed the session with pupils in advance to clarify with them the content of the session and to think of relevant questions? (N.B. where appropriate pupils can be given responsibility for ‘looking after’ the external contributor)


	

	8. 
	Discussed follow- up work to ensure continuity and on-going support for pupils where required?


	

	9. 
	Planned to evaluate external contributor’s input to ensure appropriate future development?


	


PLANNING FOR AN EFFECTIVE EXTERNAL CONTRIBUTOR SESSION

Checklist for External Contributors
	
	Activity

Have you:
	Tick Box

	1.
	Agreed the aims, objectives & content of the session with the school/teacher?
	

	2.
	Agreed the date, timings of lessons & size of group?
	

	3.
	Checked with the school/teacher re; appropriate information on the target group of pupils including age, gender, ability, ethnicity and prior learning experience?
	

	4.
	Asked the school for copies of relevant policies and planning to ensure that you are working within the school’s ethos?
	

	5. 
	Confirmed with the school in advance which resources you will require and that they will be available and set up on the day in an appropriate room?
	

	6.
	Ensured that the teacher stays in the session and that his/her role during the session is made clear (e.g. observing, participating, supporting a group of children) Strategies for classroom management, discipline and child protection issues have been agreed?
	

	7.
	Prepared a lesson plan and made it available to the school in advance (and where appropriate given examples of resources/handouts & indicated a range of teaching and learning strategies e.g. role play, debate etc) ? 
	

	8.
	Used a service level agreement (where your service requires one) ?
	

	9.
	Discussed follow-up?  (N.B. this may include identification of individuals or agencies who could provide support/information on a longer term basis e.g. help line numbers, websites, drop-in’s, access to local services)
	

	10.
	Planned to evaluate the session?
	

	11.
	Agreed to report any incidents of concern in line with agreed protocol?
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Suggested Evaluation Form for Pupils

External contributors Guidance

Could be used for individual completion or for group discussion

	Name of session:
	Year group:

	Name of external contributor:
	Date:


	
	Yes
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	No
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	Not Sure

 ?
	Comments

	1. Did you enjoy this session?


	
	
	
	

	2. Did you understand the session?


	
	
	
	

	3. Did you learn anything new from the session?
	
	
	
	If yes, what?



	4. Would you like to know more about this subject?


	
	
	
	If yes, What would you like to know about?



	5. Anything else you would like to say?




Thank you!
Suggested Evaluation Form for External Contributor
External contributors Guidance 
	Name of session:
	School:

	Date:
	Year group:
	No of pupils:


	
	Yes/No
	Comments

	1. Were you welcomed and treated with courtesy?


	
	

	2.Were all the resources that you required available?


	
	

	3.Was the room appropriate for the session?


	
	

	4. Were you accompanied throughout the session by the class teacher?


	
	

	5. Were the aims and objectives of this session met?


	
	

	6. Were a range of teaching and learning strategies used?


	
	


	7. General comments on the session

What went well?

What, if anything, would you do differently?




Suggested Evaluation Form for Teachers

External contributors Guidance
	Name of session:
	Name of external contributor:

	Date:
	Year group:
	No of pupils:


	
	Yes/No
	Comments

	1. Were the aims and objectives of this session met?


	
	

	2. Was the session effectively delivered?


	
	

	3.Were pupils engaged in the session?


	
	

	4. Did you use a range of teaching and learning strategies?


	
	

	5. Were resources/ language age appropriate?


	
	

	6. Would it be useful to use this speaker again?  

Please comment.


	
	


	7. General comments on the session

What went well?

What, if anything, would you do differently?
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