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1

Introduction

Ealing Music Service strives to become the Employer of Choice for music teachers in the borough. We
therefore aim to:
•
•
•
•

Challenge staff to be the best at what they do
Support staff in the development of skills and knowledge
Pay staff fairly, recognising and rewarding excellence
Ensure Job Satisfaction through comprehensive performance management and a variety of
provision offer

This document sets out the key principles of the relationship between EMS and its teachers.
1.1

Ealing Music Partnership

Ealing Music Service (EMS) is the lead organisation of Ealing Music Partnership (the Music Education
Hub for Ealing Borough). Our work is directed by the Ealing Music Strategy Group which plays a central
role in shaping priorities and aims to make the most efficient and effective use of the various funding
sources and resources for music education in and out of school. The work of the Ealing Music
Partnership is a fully traded service and its work is funded by the Music Education Hub grant from Arts
Council England, which supports services to schools at subsidised rates, and earned income from
schools.
Our Mission
Ealing Music Partnership will secure a rich musical legacy for all our children and young people
maximizing the potential of every child through collaborative music making, rejuvenating professional
learning to secure confidence in the workforce and accelerating progression pathways for our most
talented young musicians.

I wish to provide all relevant information to enable EMS staff provide their pupils with high quality
learner experiences. I would like to wish you and your pupils an extremely exciting and productive
year ahead.

Yogesh Dattani
Head of Ealing Music Partnership
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1.2
Definitions
1.2.1 Small Group Tuition
Tuition to small groups (alongside individuals) by EMS specialist music teachers in line with the needs
of the school. Schools request teachers on an hourly basis (usually a minimum 2 hours) and are
charged directly by EMS. Most schools choose recoup some or all of the costs from parents as
necessary. Once requested, provision continues until cancelled in line with section 7.6.4.
1.2.2 Individual Tuition
In line with section 1.2.1.
1.2.3 Whole Class Ensemble Tuition (WCET) – known as Spark! from 2016
Tuition to whole classes on one or more related instruments, as required by the National Plan for
Music Education (NPME). Provision is delivered by one lead teacher and one assistant teacher (SBA).
EMS provide either or both of these specialist music teachers in line with the needs of the school.
Schools request WCET provision on a yearly basis. The cost of the programme is subsidised for all
classes in the year group of the school’s choice.
Programme Overview:
• Whole class music learning that enables every child to play a musical instrument
• CPD for class teacher or music coordinator by learning alongside the children under the
guidance of an EMS instrumental music teacher
• 45-60 minute lessons for 30 weeks per academic year
• Learning focussed on practical music making, instrumental technique and general musicianship
skills and knowledge, which complements the National Curriculum
• Instruments for every pupil to take home and practise
• Performance opportunities for every child within their school
• Access to other performance opportunities within Ealing
• Quality assurance, advice and monitoring from EMS Senior Leadership Team
• Schools choose a programme in consultation with Lee Marchant
• Minimum number of staff required to deliver each programme is two (Lead and Assistant)
• 3 performances per year, 2 to be open to the public.
1.2.4 School Ensembles
Leading of school ensembles (orchestra, bands, choirs) by EMS specialist music teachers in line with the
needs of the school. Schools request teachers on an hourly basis (usually for a minimum of 2 hours)
and are charged directly by EMS. Once requested, provision continues until cancelled in line with
section 7.6.4.
1.2.5 Instrument Hire
The hiring of musical instruments belonging to Ealing Music Service to pupils (via parent contracts),
schools and partner organisations.
1.2.6 Syndicate Primary Music Specialist
A primary music specialist to provide curriculum music teaching and/or music making in schools for a
set number of half days per week. Schools buy into the Syndicate Primary Music Specialist for a
minimum of 2 academic years.
1.2.7 EMS Teacher
Any teacher who delivers music tuition for Ealing Music Service, whether employed or on a selfemployed basis.
5
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2

Responsibilities

Ealing Music Service provides specialist music teachers to schools for a variety of provisions. In order to
ensure the smooth running of all provision all EMS teachers are expected to adopt the following
responsibilities.
2.1
Teachers
It is the EMS teachers’ responsibility to:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Maintain good communication with schools and the EMS office
Teach for 10 sessions on average each term (30 weeks per year) ensuring all schools have a
copy of your teaching days in advance (via EMS202)
Teach lessons on the same day each week
Assist each school in timetabling of lessons
Make regular assessments of all pupils and maintain records of each pupil’s progress
Provide termly registers, and annual reports to EMS and make other records available by
specific deadlines.
Be aware of the developments in classroom music including National Curriculum requirements
Take all possible measures to ensure that pupils attend lessons by following up absences
Be punctual at all times and notify the school and EMS of any absence.
Ensure that lessons begin on time and pupils receive their full entitlement
Take responsibility for resources and materials used during teaching including assistance with
instrument repairs where necessary
Adhere to the EMS Equal Opportunities Policy
Attend a minimum of two Twilight Teacher Training sessions in a calendar year
Dress in a manner which is both appropriate and acceptable to schools
Give notice of at least one half term plus a week to EMS of intention to stop teaching a
provision

2.2
Schools
It is the schools’ responsibility to:
• Maintain good communication with the EMS teacher, providing a named contact
• Provide a room of sufficient size where there is little interruption but where teachers can be
seen from outside
• Provide music stands where necessary
• Take responsibility for ensuring teacher’s timetables are to the school’s satisfaction
• Ensure teaching spaces are ready for the provision each week
• Provide a signing-in procedure for all EMS staff. This will be used as proof of attendance
• Report any issues promptly to EMS
• Manage waiting lists
• Inform EMS of pupils taking part in tuition and inform changes and cancellations in good time
• Complete annual Arts Council Data Returns (summer term) in good time
• Pay EMS for the provision on a termly basis
• Recoup costs from parents as necessary
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2.3
EMS
It is EMS’s responsibility to:
• pay the teacher as appropriate
• complete performance management on EMS teachers
• ensure quality of provision in conjunction with the school
• liaise with Arts Council England regarding funding
• communicate with schools, parents and teachers appropriately and in good time
2.4
Parents
It is the parents’ responsibility to:
• support pupils in their learning by encouraging practice at home
• ensure availability of a suitable instrument to learn with
• provide resources when necessary, including reeds, strings & musical scores
• pay for any provision on time and to the appropriate organisation

3

Professional Behaviour

EMS expects all Teachers to conduct themselves in a professional manner appropriate to the situation
in which they are teaching.
3.1
Discipline & Behaviour
All disciplinary matters should be referred to the appropriate teacher in the school. Unless a child is in
danger of injuring him/herself or another person, EMS teachers should not intervene in the first
instance. Teachers should be aware of what the school expects in such circumstances by ensuring they
have a copy of each school’s behaviour policy.
3.2
Appropriate Dress
EMS Teachers should dress appropriately for the provision that is being taught. Teachers should dress
smartly, but remain comfortable. It is the EMS Teacher’s responsibility to make themselves aware of
and adhere to the dress code of each of the schools they teach in.
3.4
Punctuality
Teachers are expected to arrive at each school or centre with time to prepare for their teaching. In the
event of unforeseen circumstances, teachers are expected to inform schools as soon as it is apparent
that they will be arriving late. If teachers are absent, they are required to contact both the EMS office
and the relevant school – see section 8 for details
3.5
Mobile Phones
EMS staff must keep mobile phones switched off or silent during lessons. Any use of portable devices
used for the delivery of lessons, must be brought to the attention and agreed with the music contact
person of the relevant school. The exception is the use of EMS provided iPads for the purpose of
assisting teaching which are monitored by EMS. No other personal devices are allowed.
3.6
Emergency Contact
You are permitted to provide a list of all schools/times/days to family and/or close friends in case of
emergencies.
3.7
Communications regarding change of provision initiated by Teachers
Any communications relating to proposed changes of provisions especially where this relates to
teachers proposing to resign must be progressed through EMS and NOT with the school, pupils or
parents.
7
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4

Safeguarding

Teachers have a duty to ensure that pupils remain safe and
protected from maltreatment whilst in their care.
4.1
Child Protection Policy
All new members of staff will be required to sign and agree to
adhere to this policy. This is a statutory requirement and no
member of staff will be allowed to teach in Ealing schools
before this document is signed. The current Child Protection
Policy can be found at: ealingmusicservice.com/staff

EMS Contacts
Senior Manager:
Yogesh Dattani
Head of Service
ydattani@ealing.gov.uk
Web:
ealingmusicservice.com/schools

4.2
Designated Teachers for Child Protection
In line with Ofsted requirements, all staff will be expected to know who the Designated Teacher for
Child Protection is in every school that they teach. The current list can be found at:
ealingmusicservice.com/staff
4.3
Identification
Teachers are expected to confirm their identity to school staff. Any member of staff that is refused
entry to a school on the grounds that they are unable to confirm their identity will not be paid for
missed lessons. A Photo ID, Passport, ID card or a driving licence can be used for identification.
4.4
DBS Status
EMS will initiate a DBS check for all Teachers on recruitment and then every three years. Teachers are
requested to provide the necessary documentation for these checks in a timely manner to ensure
smooth running of the scheme.
EMS will make available to schools upon request Safeguarding Children details of relevant EMS staff.
The data that we hold includes:
• CRB/DBS Certificate No
• Date of Child Protection Training attended
• Child Protection Policy signed
• Designated Child Protection Officers list sent
In addition to DBS checks, EMS require all staff working with children to complete a Childcare
Disqualification Declaration (EMS807)
4.5
Physical Contact Advice
As a guide, EMS advises teachers not to make physical contact with children.
Any time when demonstration of body movements requires physical contact with the pupil such as
correction of posture, hands, fingers, and embouchure – the movements should be carefully explained
first. Only when this is insufficient should physical contact be an additional course of action and
permission sought first.
Following any incident where a teacher feels any actions have been or may have been misconstrued a
written report of the matter should be submitted to the Head Teacher of the school and Head of EMS
immediately. This includes cases where a teacher has to restrain a pupil physically to prevent him/her
from inflicting injury to self or others.
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4.6
Social Media & Electronic Communication
In order to safeguard both EMS Teachers and pupils, EMS does not allow teachers to interact in any
way with pupils through unmonitored channels (email, text etc.) and in any social area including but
not limited to Facebook, Twitter, Instagram, Vine and YouTube. The only exception is lessons being
delivered online remotely via Zoom. Please refer to our Online Safeguarding Policy for details.

5

Communication

5.1
Responding to Communications
In order to run an effective Music Service, EMS staff are expected to respond to communications from
the EMS Team or relevant schools in an appropriate and timely manner.
5.1.1 When? Replies should be sent within at least 72 hours of receiving any request.
5.1.2 How? Replies should be made by the most efficient means. This is often by email but could be a
phone call if the nature of the request is complex. Email communications must be made during London
Grid for Learning (LGfL) email accounts which are provided for all staff (ask the Music Hub
Administrator for details).
5.1.3 Who? If teachers are unsure of whom to present a question to, always contact the office
directly, either by phone or to the general EMS email: ealingmusicservice@ealing.gov.uk
To help, EMS Key Staff and their responsibilities are shown at section 11.2
5.2
Inappropriate Communications
As stated in section 4, in order to safeguard both EMS Teachers and pupils, EMS does not allow
teachers to interact in any way with pupils through unmonitored channels (email, text etc.) and in any
social area including but not limited to Facebook, Twitter, Instagram, Vine and YouTube. More details
can be found in EMS711 Social Media Policy.
5.4
Rescheduling/Cancellation of Specific Lessons
Teachers or Schools that need to reschedule one-off specific lessons may do so by providing the
relevant parties (School, Teacher & EMS) with 10 school days’ notice as long as they are able to provide
an alternative date during the same academic year that is agreeable by all parties.
Schools unable to provide 10 schools days’ notice will be invoiced and the teacher will be paid for the
missed lesson.
5.5
Council Email accounts
All EMS teaching staff will be provided a London Grid for Learning (LGfL) email account and are
expected to use this account for all communications with EMS, parents and schools.
5.6
Parental Communication
When communicating with parents, teachers should use the practice book in the first instance and
communicate through this channel and not verbally with the pupil. If communication via e-mail is
necessary, teachers much use their LGfL account. If this does not work, a letter home via the pupil
should be the next course of action and then a letter sent to the parent via the school.
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6

Teaching and Learning

EMS teachers are required to undertake certain professional
duties, these duties are detailed below:

EMS Contacts

6.1
Planning
Staff do not have to submit planning (only in the case of a
lesson observation) but are required to plan lessons (short term
and medium term and must produce them if required by to
both EMS and relevant schools. Lessons should be planned inline with Spark! Handbooks and Small Group Handbooks. Found
in Resources – Ealing Music Service

Web:
ealingmusicservice.com/staff

Senior Managers:
Lee Marchant
Assistant Head of Service
marchantl@ealing.gov.uk

6.2
Assessment
Staff are required to assess the attainment level in music of all their pupils termly. This data will be
collected through submission of registers. Staff will be required to write Pupil Progress Evaluations on
all pupils (including those participating in EMS and school ensembles) during the start of each spring
term.
6.3
Performance Opportunities
All members of staff are expected to provide their pupils with regular performance opportunities termly if possible, but at least once a year.
6.4
Ensemble Participation
Staff should be aware of ensemble opportunities within the Borough and encourage their pupils where
appropriate to engage in at least one extra-curricular collaborative music-making activity. EMS
positively encourages teachers who wish to lead or set-up school based ensembles; please contact a
member of the SLT for more information.
A list of current Borough Ensembles can be found on the EMS website
(www.ealingmusicservice.com/ensembles)
6.5
Performance Management
EMS is committed to effective performance management as supportive approach to develop all
teachers with the aim of improving teaching and the learning experience for all children.
The Performance Management process is a shared responsibility between EMS and its teachers and
formulates the professional development and quality measures of our provision.
Please refer to EMS250 Performance Management Policy for more information.
6.6
CPD
EMS offers a range of CPD offers for teachers including:
6.6.1 Twilight Teacher Training
All EMS Teacher are required to attend at least 2 Twilight Teacher Training sessions each year. These
are held on the first Wednesday after half-term each term.
6.6.2 Mandatory Child Protection Training
All EMS teachers must attend an Ealing Child Protection Training Course within 3 months of starting
work for EMS. All staff are required to attend a further course every 3 years to ensure knowledge is
kept up to date.
10
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Provision Procedure
EMS Contacts

7.1
Requesting Small Groups & Individual Tuition
Schools who wish to obtain the services of an EMS
teacher to provide tuition to small groups or
individuals must complete EMS103 (New or Ad hoc
Provision Request form) and return it to EMS ideally
EMS103
at least half a term before provision is requested to
start.



Senior Manager:
Lee Marchant
Assistant Head of Service
marchantl@ealing.gov.uk
Support:
Olusola Adeniyi
Music Hub Administrator
adeniyio@ealing.gov.uk

Web:
On receipt of an EMS103, the EMS office will gather all the
ealingmusicservice.com/staff
information from the school and contact suitable EMS teachers
to deliver the provision. When an agreement is found, all details of the provision will be emailed to the
teacher and school.

7.2
Requesting Whole Class Ensemble Tuition
Schools must request WCET provision on an annual basis. Schools that are interested in running a
Spark! programme in their schools should request a meeting with Lee Marchant (Assistant Head of
Service) by emailing marchantl@ealing.gov.uk or going to www.ealingmusicservice.com/spark/
7.3
Requesting an Ensemble
Schools who wish to obtain the services of an EMS teacher to provide ensemble leading/assisting must
complete EMS103 (New or Ad hoc Provision Request form) as in section 7.1.
7.4
Provision Confirmation
When a teacher has agreed to take on a certain provision, they should initiate communication with the
school well before provision starts. Items that should be discussed are:
• suitability of teaching space
• suitability of pupils (minimum age etc.)
• ID required to enter school premises (DBS etc.)
• agreeing to timetabling
• agreeing first day of provision including timings
• agreeing of teaching dates for rest of academic year (30 per year) (using EMS202)
EMS teachers are required to negotiate and confirm with their named contact the 30 weeks
in which they intend to teach at each school for the academic year by the end of September
each year. This is done using EMS202 (Timetable Confirmation) a copy of which a school
representative will be required to sign to show that these dates have been agreed. Schools
are advised to take a copy of this form for their records.
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7.5
The First Week
On or before the first week of teaching, EMS teachers must obtain from the schools the following:
• The School’s SEND policy
• Details of the School’s designated child protection officer
• The School’s behaviour policy and explanation of how the school expects EMS teachers to deal
with inappropriate behaviour
• A timetable of their tuition together with pupil lists
• Any relevant Individual Education Plans
• Any dress code the school enforces
• Assurance that any new students have access to relevant musical instruments
• Contact details for any school staff involved in the delivery of any WCET programmes
• Staff should contact the EMS office if they have any difficulty obtaining this information.
7.6
The Rest of the Year
EMS aim for provision to run smoothly throughout the academic year. In order to maintain this, EMS
request EMS teachers assist them in the following:
7.6.1 Pupil Data
Teachers are expected to submit registers for all EMS provision at the end of each term. Registers must
be emailed to ealingmusicservice@ealing.gov.uk. See section 10.3, Submission Checklist.
It is each school’s responsibility to notify EMS by email of any change in pupil lists including new pupils
and pupils who stop having lessons.
7.6.2 Teacher Absence
Please see section 8 for all details relating to teacher absence and school closures.
7.6.3 Changes to Provision
Schools who would like to make any changes to Small Group & Individual Tuition must
complete and return an EMS102 (Change of Provision Request form) before the deadlines
EMS102
stated in section 7.6.4. Increases in tuition cannot be guaranteed by EMS and will be
allocated on a first come first served basis.
Schools are not required to sign up for Small Group & Individual Tuition provision each year, therefore
EMS will assume that provision will continue unless an EMS102 is received and receipt confirmed.



Schools sign up to WCET provision on an annual basis. Changes are only possible when signing up for
WCET provision each year.
7.6.4 Deadlines & Notice Periods
The following notice periods for changing / cancelling contact hours, days and times apply to both EMS
teachers and schools (including resignation):
Term
Cut off Date
For changes to provision Autumn 2021
EMS102 must be received by 24/05/2021
For changes to provision Spring 2022
EMS102 must be received by 29/10/2021
For changes to provision Summer 2022
EMS102 must be received by 18/02/2022
* The Friday of half-term for change to take effect from the following term
The dates listed apply to ALL EMS work which includes Out of School Settings like Saturday Music
Centres and before and after school provision.
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7.6.5 Ad hoc requests
Schools that wish to involve their EMS teacher in ad hoc activities such as concerts, parents’
evenings, open evenings, exams or other events will be charged at the current teaching
rate. Schools must firstly speak to the teacher and then jointly complete and return an
EMS103 (New & Ad hoc Provision Request form) to EMS. This form confirms that the school
is willing to pay for the request and firms up details relating to the request.
The EMS103 must be signed by a school budget holder and returned to EMS before the
concert/event. Once agreed by EMS and the teacher has attended the concert/event the
teacher must submit a “Non-teaching Claim” (EMS203) stating the contact hours and event
details. Once processed, the teacher will be paid in their next pay packet.


EMS103


EMS203

7.6.6 Awards
EMS administers many awards that students may be applicable to apply for. Teachers should be aware
of these awards and encourage students/parents to apply as appropriate. More details can be found at
www.ealingmusicservice.com/awards
7.6.7 Exams
If appropriate, teachers are encouraged to enter students for exams. Teachers are expected to enter
students themselves (or ask parents to do it themselves). EMS have an advice service with lots of info
here: www.ealingmusicservice.com/exams.
7.6.8 Change in hours
If a school wishes to change the hours you teach, they must complete an EMS102e. If the change is to
reduce hours, they will have to give the required notice (see 7.6.4) and the office will confirm when the
change will take place. If the change is an addition to your hours, then the teacher will be asked when
they are happy to teach the extra hours. Once this has been agreed, the teacher must complete a new
EMS202, have this signed by the school and return it to the office. This is the only way invoicing and
teacher pay will remain accurate.
7.7

The Year After

7.7.1 Continuation of Small Group & Individual Tuition provision
Schools are not required to sign up for Small Group & Individual Tuition provision each year, therefore
EMS will assume that provision will continue unless an EMS102 is received and receipt confirmed.
In following the procedures detailed above, Ealing Music Service trusts that schools will develop a
proactive relationship with their EMS teachers helping to develop a thriving musical scene in all
schools.
7.7.2 Annual Requests for WCET
Since WCET provision is subsidised by Arts Council England, EMS require schools to sign up to WCET
provision on an annual basis as detailed in section 7.2.
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8

Absence

In order to provide optimal continuity for pupils the following strategies have been established:
8.1
EMS Teacher Unplanned Absence
If an EMS teacher is unwell or, due to other unforeseen circumstances outside of their control, is
unable to deliver lessons on a certain day, they must inform both the school and EMS by 8.30am on the
morning of the absence.
In order to provide the best service for schools, all EMS teachers are required to inform EMS of any
unplanned absences via a link on the EMS website. The link is HERE. Please use this form even if you
plan to rearrange the session.
Staff are required to make-up missed lessons in the following order of priority:
1. Teacher to reschedule lesson during another week in the same term
2. Teacher to reschedule lesson during the following term
3. Teacher to provide a lesson during another day in the same week
4. EMS to arrange a cover make-up lesson at a later date, if possible
5. Refund the school for the relevant hours on their next invoice
EMS does not allow EMS teachers to send in temporary deputies to teach on their behalf due to strict
safeguarding rules.
8.2
EMS Teacher Planned Absence
EMS understands that since many EMS teachers are professional musicians, there may be rare
circumstances during which they may request a change in teaching schedule due to a professional
commitment. Teachers must apply for schedule changes directly to the schools they work in with at
least 4 weeks’ notice.
In order to provide optimal continuity for pupils teachers must be able to undertake one of the
following:
1. Teacher to reschedule lesson during another week during the same academic year
2. Teacher to provide a lesson during another day during the same academic year
3. Teacher to arrange for lessons to be covered by another EMS teacher
EMS does not allow EMS teachers to send in temporary non-EMS deputies to teach on their behalf due
to strict safeguarding rules.
8.3
Schools unable to accommodate lesson(s)
Schools that need to reschedule specific lessons may do so by providing the relevant teacher and EMS
with a minimum of 10 school days’ notice as long as it is able to provide an alternative date during the
same academic year that is agreeable with the EMS teacher. It is important to ensure that teacher do
not suffer financially. If schools are unable to provide 10 schools days’ notice then they will be invoiced
for the missed session and the teacher will be paid for the missed lesson.
8.4
Unplanned School closures
If schools are closed for any unplanned reason (i.e. strike action, adverse weather etc.) section 8.3
remains applicable. If 10 days’ notice is given teachers should attempt to make-up the lesson; if a
make-up is not possible, schools can apply for a rebate on their next EMS invoice.
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8.5
Accident & Incident Reporting
Please note the following procedure for reporting accidents & incidents which occur as part of your
role with Ealing Music Service.
•
•
•
•

•
•

•

9

All accidents or incidents that occur as part of your role (including travelling to and from your
place of work) must be recorded on the Council’s online incident system
Accidents or incidents that occur at home, or at someone else’s premises whilst performing
duties for work, should also be reported using the online incident system.
In the first instance, notify your Line Manager and Head of Service immediately and certainly
within 24 hours.
Your Line Manager or Head of Service, will agree with you which one of you will report the
accident / incident, depending on (1) who is best placed to do so (you have the right to request
that your Line Manager do so) and (2) whether you have access to the council’s online portal.
If you are reporting the accident/incident via the councils Online Incident System, it can be
found at Council Incidents (info-exchange.com).
If you don’t have access to the online portal and you are reporting the incident, you should use
the EMS Accident Report Form Accident Report – Ealing Music Service which is similar to the
council’s system.
Once completed, your line manager will then undertake the investigation process, including
recommending any changes that need to be made in order to minimise future risk.

Teaching Hours and Pay

9.1
Teaching Hours
All EMS teachers are paid on an hourly basis. EMS
place staff in schools for a minimum of two hours
per visit (unless otherwise agreed with both school
EMS202
and teacher).
Hours will be agreed by EMS, School and Teacher at the
beginning of each academic year and signed off using EMS202.
See sections 7.4 & 10.2.



EMS Contacts
Senior Manager:
Yogesh Dattani
Head of Service
ydattani@ealing.gov.uk
Support:
Olusola Adeniyi
Music Hub Administrator
adeniyio@ealing.gov.uk
Web:
ealingmusicservice.com/staff

9.2
Pay
All procedures applicable to EMS teacher pay can be found in the “EMS Teacher Pay Policy” which can
be found at Appendix 1. Sections to pay particular attention are:
8-18 : Basic Pay Rates
25-31 : Instrument Maintenance Payments
32-37 : Extra Payments
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9.3
Payslips
To view payslips, all employees should log onto “iTrent”. To log on, you will need to enter a username
and password.
• iTrent can be accessed by using the following link
https://lbealli.webitrent.com/lbealli_ess/ess/index.html#/login
• Your username is your seven digit employee number
• Your initial password is “lbe” plus your date of birth expressed in the format DDMMYY
eg if your birthday is 15 June 1978, please enter lbe150678
• You will be prompted to change your password after your first log in. You will also need to
complete your memorable information.
• Click on the ‘Payroll’ tab and then ‘Payslips’
If you experience any difficulty please contact the iTrent Support Team by dialing 020 8825 9000 and
then selecting options 3 (HR Shared Services Centre), 2 (Non-schools Enquiries) and then 4 (iTrent
Support Team) who will be happy to give you support over the phone.
This information can also be found at www.ealingmusicservice.com/staff
9.4
Report Writing Allowance
Payment for report writing is automatically paid to teachers by the July pay at the latest. Teachers will
be paid the following rates for writing small group and individual reports:
Number of pupils taught in small
group & individual lessons per week
Up to 30
31 to 45
46 -60
61 to 75
76 to 90
91 to 105
106 to 120
121 - 150
150 or more

Number of hours claimable
1
1.5
2
2.5
3
3.5
4
4.5
5

For WCET teaching, the higher rate of pay incudes time for report writing, therefore, no extra claim
should be made.
9.5
EMS Meeting Attendance
When attending official EMS meeting Teachers must ensure they sign in as evidence that they attended
the meeting. EMS will arrange payment based on attendance and confirmation by the relevant
member of the SLT.
9.6
Insurance
Teachers who are directly employed (PAYE) by the authority are coved by the council’s public liability
insurance policy. Teachers who are not directly employed through PAYE will need to ensure they are
covered by an appropriate policy. The Musicians Union can provide this.
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10

Schedules & Availability

10.1 Teacher Availability Form - EMS204
EMS teachers will be requested to submit a Teacher Availability Form (EMS204) during April
each year, detailing the times and days they are available to teach the following academic
year. This information will be used to plan teaching schedules for the next year. Information EMS204
submitted on EMS204 will be regarded as up-to-date until a replacement EMS204 is
received by EMS. Work will not be offered to teachers who have stated that they are unavailable.
These forms must be returned by the end of the second week of the summer term.



10.2 Teaching Schedules – EMS 202
Ealing schools have opted to have 30 instrumental lessons during the year.



Staff timetables will be confirmed towards the end of each summer. Staff must submit
EMS202
EMS202 “Teacher Timetable Confirmation” form which outlines their intended teaching
weeks (10 per term). This will determine each teacher’s weekly pay and for which weeks they will be
paid. Teachers will need to refer to individual school websites or the Ealing Occasional & Training Days
booklet (to be circulated in September) to determine which days each school will be closed for training.
In addition to Teacher’s weekly teaching commitments, EMS require Teachers to complete
Safeguarding & Child Protection Training every 2 years and attend at least 2 out of 3 Twilight Teacher
Training sessions (see section 6.6). Staff will also be expected to be available for a reasonable period of
time to occasionally meet with a member of the EMS Team.
EMS reserve the right to allocate teachers where work is available and make considerable effort to
offer a balanced package of work. Teachers are encouraged to be open to working in a range of schools
across the Borough rather than a select few.
10.3 Submission Checklist
The following table provides a checklist of all information / data that EMS requires teachers to submit
by certain dates. The SLT will monitor, and report to the head of service, the submission of this
information on a termly basis.
Details
Teacher Timetable Confirmation (EMS202)

Deadline
End of September

Small Group Registers EMS205

Last Friday of each term

EMS Teacher Availability Form – EMS204

End of the second week of the
summer term

Pupil Progress Evaluations (reports)

March/April

Submission of LBE Declaration of Interest Form
– Accessed using iTrent (see section 9.3)

Annually each May

10.4 Change/Cancellation of Contact Hours
Teachers and schools must abide by the deadlines stated at section 7.6.4 when requesting the
following: change of contact day or time, change of contact hours, school cancellation of provision or
teacher wishes to resign.
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11. Contacting EMS
11.1

General enquiries
Ealing Music Service, Dominion Centre & Library,
112 The Green, Southall, UB2 4BQ
020 8843 9121

020 8574 4848

ealingmusicservice@ealing.gov.uk

www

@EalingMusic
11.2

www.ealingmusicservice.com/
WeAreEMS

EMS Key Staff
Yogesh Dattani - Head of Service & Ealing Music Partnership
Email: ydattani@ealing.gov.uk
Alexandra Buckle - Assistant Head of Service
Responsible for overall management of EMS Instrumental Teachers & services to Pupils including
Scholarships, Progression and WCET.
Email: TBC (Starting Soon)
Lee Marchant - Assistant Head of Service
Responsible for overall management of School Provisions & liaison with School Based Teachers
including Secondary, Primary, Ensembles, Singing Strategy, Early Years and CPD
Email: marchantl@ealing.gov.uk
Rita Judge - Business Development Manager
Responsible for Finance, Marketing, Administration and Operations.
Email: judger@ealing.gov.uk
Roger O’Grady-Walsh - Project and Resources Officer
All round administrative support with a focus on Instruments, Projects and Events.
Email: rwalsh@ealing.gov.uk
Caroline Swan – Music Leader - Ensemble
Development
Email: swanc@ealing.gov.uk
Mariana Nina – Music Leader – Instrumental
Progression
Email: ninam@ealing.gov.uk

Michal Wesolowski – Music Leader –
Instrumental Progression
Email: WesolowskiM@ealing.gov.uk
Juleka Nwanko –– Music Awards
Mentor
Email: Nwankwoj@ealing.gov.uk

Ross Kenning – Music Leader – Music
Technology & Pupil Achievement
Email: KenningR@ealing.gov.uk
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12 Agreement of these terms and conditions
The terms and conditions set out in this staff handbook (EMS201) are said to have been agreed on by
each teacher upon the completion of ONE of the following:
• delivering any kind of EMS provision for EMS during the academic year 2021-22
• submitting an EMS202 (Timetable Confirmation)

Signature:
Date:

1 September 2021

Name:

Yogesh Dattani

Position:

Head of Ealing Music Service

Relevant EMS Forms & Links
Please note that this SRN and all other forms are available on the EMS website at:
www.ealingmusicservice.com/links

EMS101 Service Level Agreement - Handbook for Schools
EMS102 Change of Provision Form
EMS103 New Provision Form
EMS201 Starting on the Right Note - Handbook for EMS Teachers
EMS202 Teacher Timetable Confirmation
EMS203 Non-teaching claim
EMS204 Teacher Availability
EMS205 Pupil Register
EMS400 Instrument Hire Policy
EMS803 Child Protection Policy
Ealing Schools Designated Child Protection Officers (DCPO)
Non-EMS links
London Borough of Ealing Code of Conduct
Statutory School Teachers’ Pay and Conditions Document
Education (Teachers) Regulations 1993
Burgundy Book
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Teacher Pay Policy
EMS240

Ealing Music Service Teacher Pay Policy, 2021-22
Ealing Music Service (EMS) first adopted this policy on 1 September 2014 and
reviewed it in September 2021
Updated with current payrates 1/10/2019

INTRODUCTION
1.

This policy sets out the framework for making decisions on teachers’ pay (Teacher here is
anyone who delivers music tuition for Ealing Music Service, whether employed or on a selfemployed basis). A copy of this policy and a copy of all relevant documents on pay and
conditions, will be made available to staff by the service.

2.

The aim of this pay policy is to:
• Ensure high quality learner experiences;
• support recruitment and retention and reward teachers appropriately; and
• ensure accountability, transparency, objectivity and equality of opportunity.

3.

Ealing Music Service (EMS) will maintain teachers’ previous pay entitlements and ensure that
teachers suffer no financial or professional detriment as a consequence of the changes to the
teachers' pay structure from September 2014 onwards.

4.

Pay decisions are made by the EMS Senior Leadership Team (SLT). The Head of Service shall
be responsible for the establishment and review of the pay policy and shall have full authority to
take pay decisions on behalf of EMS in accordance with this policy.

PAY REVIEWS
5.

The SLT will ensure that each teacher’s pay rate is reviewed bi-annually as part of the Performance
Management Review. Any recommended pay increase takes effect from the term following the
successful pay recommendation. All applicable teachers will be given a written statement setting out
their salary and any other financial benefits to which they are entitled.

6.

Reviews may take place at various times of year to reflect any changes in circumstances or job
description that lead to a change in the basis for calculating an individual’s pay. A written statement
will be given after any review and where applicable will give information about the basis on which it
was made.

7.

Where a pay determination leads or may lead to the start of a period of safeguarding, the Senior
Leadership Team will give the required notification as soon as possible and no later than one
month after the date of the determination.
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BASIC PAY RATES
8. Due to the fragmented nature of peripatetic music teaching, EMS pays teachers on an hourly
basis.
9. EMS pays teachers rates appropriate to the type of teaching being delivered.
10. Pay rates are subject to annual inflationary increases only
11. The EMS hourly rate is based on TP&C equivalent to 1072.5 annual hours (equivalent to 5.5
hours contact over 195 school days). This is the same basis on which Ealing supply teachers are
paid. EMS staff who undertook 1072.5 hours of tuition per annum would be paid the same
amount as a school teacher that was on the same scale. Thus, the hourly rate offered by EMS
includes holiday pay. Ealing Council’s payslips do not allow for the holiday pay element to be
expressed separately.
12. A full-time classroom teacher is required to undertake 1265 of Directed Hours annually. This is
the equivalent to approximately 6.5 hours per day - whereas the EMS hourly rate is based on 5.5
hours of contact per day. EMS rates therefore provide for approximately 1 hour of additional
directed duties per 5.5 hours of contact time.
In schools, the 10% statutory PPA entitlement is provided within Contact Hours and, therefore,
other activities (clubs, meetings etc.) take place within Directed Hours. However, because EMS
does not require its staff to undertake the level of additional activities as schools, the additional 1
hour per day of Directed Hours is appropriated, as follows:
13.
▪
▪
▪

PPA allowance (37 minutes per 5.5 hours of contact)
Any other duties, such as, meetings, admin etc. (23 minutes per 5.5 hours of contact)
Since teachers sign up to teach in various schools and agree to their timetables in
advance, these schools are classed as the teachers’ normal place of work and no
additional remuneration will be paid for travel time or expenses incurred between
schools.

14. Professional Duties include those duties (planning, preparation, assessment, marking, reportwriting etc.) that teachers are required to undertake that enable them to meet their teaching
duties.
15. The SLT will determine the pay rates as detailed below and appropriate annual inflationary
increases in line with Government recommendations..
16. As Ealing Council - unless they opt out - EMS will pay its staff the employer’s pension
contributions at the prevailing rate.
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Assistant Sessional Music Teacher posts
17. The SLT has established the following pay rates for EMS staff who do not yet have the necessary
experience to be employed as an EMS Sessional Music Teacher. These Assistant Sessional Music
Teacher posts are considered to be training roles and it is expected that teachers will only remain
on this pay scale whilst they gain sufficient experience to apply for an Instrumental Music Teacher
position (see section 19). Assistant Sessional Music Teachers will be paid within the following
pay scale which is derived from the National Teaching Assistant and Unqualified Teacher Pay
Ranges:
EMS Assistant Sessional Music Teacher Pay Scale 2021-22
The pay-scales below will be updated with any Government inflation increase for teachers once announced.

Hourly
rate

Equivalent
Annual Salary

EMSP01

£17.64

£18,916.25

EMSP02

£20.03

£21,487.28

EMSP03

£22.49

£24,123.96

EMSP04

£25.37

£27,209.20

EMSP05

£28.20

£30,239.74

EMSP06

£29.94

£32,110.58

Example Roles & Responsibilities

Trainee WCET or Ensemble Assistant (only paid
for first 6 months of service)

WCET Assistant or Ensemble Assistant

Instrumental Music Teacher
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18. The SLT will apply the principle of pay portability in making pay determinations for the teaching
of all new provision. When determining the pay rate for an assistant instrumental music teacher
for a certain provision, the Senior Leadership Team will pay the teacher on one of the EMS
Assistant Sessional Music Teacher Pay Rates and will determine the rate on the following basis:
18.1 The following job roles are examples of those paid on the EMS Assistant Sessional
Music Teacher Pay Rates:
Minimum
Pay Rate
Trainee
Assistant
WCET
Teacher

Trainee
Ensemble
Assistant

Main responsibilities
▪ develop own group teaching skills through assisting the Lead Music
Teacher in teaching whole class instrumental learning

EMSP01

▪ in liaison with Lead Music Teacher, support children’s learning (e.g.
tuning, finger/instrument positions, working with identified groups,
leading warm-up activities, demonstrating instrument technique)
▪ develop own ensemble leading skills by assisting the Ensemble
Leader in running the ensemble

EMSP01EMSP04

▪ in liaison with Lead Music Teacher, support children’s learning (e.g.
tuning, finger/instrument positions, working with identified groups,
leading warm-up activities, demonstrating instrument technique)
▪ assisting the Lead Music Teacher in teaching whole class instrumental
learning

Assistant
WCET
Teacher

EMSP02 –
EMSP04

▪ in liaison with Lead Music Teacher, support children’s learning (e.g.
tuning, finger/instrument positions, working with identified groups,
leading warm-up activities, demonstrating instrument technique)
▪ supporting the instrument set-up, audit and maintenance
▪ assisting the Ensemble Leader in running the ensemble

Ensemble
Assistant

EMSP02EMSP04

▪ in liaison with Lead Music Teacher, support children’s learning (e.g.
tuning, finger/instrument positions, working with identified groups,
leading warm-up activities, demonstrating instrument technique)
▪ supporting the instrument set-up, audit and maintenance

A breakdown of responsibilities for each role can be found in the EMS Sessional Music
Teacher Role Profile (EMS806).
18.2 The following may be taken into consideration when determining an appropriate pay
rate:
▪ qualified teacher status
▪ number of years of instrumental music teaching experience
▪ demonstrable proficiency on chosen instrument
▪ previous EMS performance appraisals
▪ relevant industry or commercial training
▪ relevant non-teaching experience
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Sessional Music Teacher posts
19. The Senior Leadership Team has established the following pay rates for Sessional Music Teacher
posts paid within the Main Pay Range and Upper Pay Range:
EMS Sessional Music Teacher Pay Scale 2021-22
The pay-scales below will be updated with any Government inflation increase for teachers once announced.

Hourly
rate

Equivalent Annual
Salary

EMSP05

£28.20

£30,239.74

EMSP06

£29.94

£32,110.58

EMSP07

£31.67

£33,970.48

EMSP08

£33.41

£35,830.37

EMSP09

£35.24

£37,799.68

EMSP10

£36.90

£39,572.05

EMSP11

£38.64

£41,442.89

EMSP12

£40.38

£43,302.79

EMSP13

£42.13

£45,184.56

EMSP14

£43.85

£47,033.52

Example Roles & Responsibilities
Instrumental Music Teacher

WCET Lead Teachers
Ensemble Leaders (except Cadenza
staff)

20. The Senior Leadership Team will apply the principle of pay portability in making pay
determinations for the teaching of all new provision. When determining the pay rate for an
instrumental music teacher for a certain provision, the Senior Leadership Team will pay the
teacher on one of the EMS Sessional Music Teacher Pay Rates
20.1
The Leadership Allowance previously paid separately before September 2014 is now
included in pay rates for WCET teachers.
20.2

The following responsibilities will earn a higher rate of pay as follows:
Minimum Pay
Rate

Lead WCET
Teacher

Ensemble
Leader

Main responsibilities

EMSP07

▪ lesson planning of progressive musical learning
▪ teaching whole class instrumental learning
▪ guiding the assistant music teacher and class teacher
▪ liaising with school on programme delivery including
performance opportunities
▪ organising instrument set-up, audit and maintenance

EMSP07

▪ session planning of progressive musical learning
▪ directing a music ensemble
▪ guiding any ensemble assistant and class teacher
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▪ liaising with EMS on ensemble delivery including
performance opportunities
▪ organising room set-up
▪ organising the pupil application process and receiving
of forms/payment
A complete breakdown of responsibilities for each role can be found in the EMS Sessional Music
Teacher Role Profile (EMS806).
20.3

The following may be taken into consideration when determining an appropriate pay
rate:
▪ qualified teacher status
▪ number of years of instrumental music teaching experience
▪ demonstrable proficiency on chosen instrument
▪ previous EMS performance appraisals
▪ relevant industry or commercial training
▪ relevant non-teaching experience
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BASIC PAY DETERMINATION ON APPOINTMENT
20 The Senior Leadership Team will determine the pay range for a vacancy prior to advertising it. On
appointment they will determine the starting pay rate(s) within that range to be offered to the
successful candidate.
21 In making such determinations, the Senior Leadership Team will apply the same criteria described
in sections 17-20:
22 When determining the starting pay rate for an instrumental music teacher who have previously worked
as a classroom teacher in an LA maintained school or academy in England and Wales, EMS makes no
guarantee to maintain the teacher’s previous pay entitlement or any pay progression which they would
have received had they remained in their previous post.

PAY PROGRESSION BASED ON PERFORMANCE
23 The arrangements for teacher appraisal are set out in EMS201, Starting on the Right Note.

24 Any decisions regarding pay progression up the EMS pay ranges will be made with reference to
the criteria described in sections 17-20.

SHORT NOTICE/SUPPLY TEACHERS
25 Teachers employed on a temporary or other short notice basis will be paid on the same basis as outlined
above for all EMS teachers.

26

EMS201 APPENDICES

INSTRUMENT MAINTENANCE ALLOWANCE
26 EMS understands that on certain occasions, teaching group sessions require a certain amount of
instrument maintenance that cannot occur during teaching time.
27 EMS defines the following instrument types:
▪ NON-MAINTAINED INSTRUMENTS: instruments that teachers do not generally need to
perform any weekly maintenance (tuning, powering up, organising headphones etc.). These
instruments may need some maintenance, but only on a termly basis.
▪ MAINTAINED INSTRUMENTS: instruments that tutors need to maintain (tuning,
powering up, organising headphones etc.) on a weekly basis.
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28 EMS categorises the following Whole Class Ensemble Tuition (WCET) instruments as follows:

NON-MAINTAINED
INSTRUMENTS

MAINTAINED
INSTRUMENTS

•

Recorder

•

Gamelan

•

Tabla

•

Taiko

•

Fife

•

African Drumming

•

Strings

•

Clarinet

•

Brass

•

Bassoon

•

Flute

•

Guitar

29 Lead WCET teachers who lead a session including maintained instruments are paid an extra
“Instrument Maintenance Allowance” to compensate for the additional time required either each
time the instruments are used or on a regular basis.
30 The Instrument Maintenance Allowance is currently paid to the WCET lead teacher at a rate of £200
per school per academic year.
31 The Instrumental Maintenance Allowance is paid on a weekly basis. 1/30th of the current annual
allowance will be paid as a proportion of the teacher’s WCET pay rate.
32 Lead WCET teachers who lead a session teaching non-maintained instruments may apply for
payment (no more than 1 hour per term) to maintain WCET instruments. This must be submitted on
form EMS203 (Non-teaching claim) and only undertaken once approval has been granted from
EMS.
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OTHER PAYMENTS
Continuing professional development.
33 The Senior Leadership Team will make available CPD events which are remunerated in line with
London Borough of Ealing policy. Each CPD course will be specified as one of the following categories:
Teacher pay for
Category
Description
Example
attending
Compulsory CPD for EMS
teachers. Course paid for by
Paid at an agreed EMS pay Twilight Teacher
EMS. Teacher paid an hourly
Paid CPD
rate
Training
rate to attend. EMS203 must
be used to claim.
Optional CPD for EMS
teachers. Course paid for by
Emergency First
Free CPD
No payment made
EMS. Teacher gives up own
Aid
time to attend.
Specific CPD. Teacher makes
a full contribution towards
ABRSM
Certificate for
Payable CPD cost of course. Teacher gives
No payment made
up own time to attend. EMS
Music Educators
flexible in allowing time off.
Attendance at Parents’ Evenings, Concerts & Ad Hoc Events
34 Payment for attendance at events outside of tutor’s normal contact hours will be charged to the
school. Therefore, agreement must be made between the teacher, relevant school and EMS in
advance via submission of section D of the “New & Ad-hoc Provision Request” form (EMS103).
35 Form EMS103 must be signed by the school and returned to EMS before the concert/event.
36 Teachers will be paid at an appropriate hourly rate to be agreed with a member of the EMS Senior
Leadership Team before agreeing to attend the event.
37 If agreed by EMS, once the teacher has attended the concert/event they must submit a “Non-teaching
Claim” (EMS203) stating the contact hours and event details.
Honoraria
38 EMS will not pay any bonus or honoraria to any member of the teaching staff for carrying out their
professional duties as a teacher, recognising that there is no provision within the 2013 STP&CD for
the payment of bonuses or honoraria in any circumstances.
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SAFEGUARDING
39 The Governing Body will operate salary safeguarding arrangements in line with the provisions of the
2013 STP&CD.

MONITORING THE IMPACT OF THE POLICY
40 The Senior Leadership Team will monitor the outcomes and impact of this policy on a regular basis
in conjunction with union representatives.
41
Forms referred to in this document can be found at:
www.ealingmusicservice.com/links
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Appendix 2 – EMS Sessional Music Teacher Role Profile
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Role Profile
Job Title:

Sessional Music Teacher

Grade:

Department:

Ealing Music Service

Post no:

Directorate:

School Effectiveness Team, Children
and Young People

Location:

Role reports to:

Assistant Head of Service (Staff & Pupils)

Direct Reports:

Assistant Music Teacher (where applicable)

Indirect Reports:

None

EMSP05-EMSP14

Various schools
within London
Borough of Ealing

This role profile is non-contractual and provided for guidance. It will be updated and amended from time to time in accordance with the
changing needs of the council and the requirements of the job.

JOB DESCRIPTION
Recruitment practices to safeguard and promote the welfare of children and/or vulnerable
adults apply to this post in addition to the possible requirement to obtain a Disclosure and
Barring Service (DBS) check.

PURPOSE OF ROLE:
• Sessional music teachers will be responsible for teaching high quality music lessons to children and young
people in schools and within the community of the London Borough of Ealing. This work may take the
form of small groups, whole classes or individual lessons. In addition, teachers may be required to lead
or assist with performances, demonstrations and workshops.

KEY ACCOUNTABILITIES:
1) To teach high quality music, instrumental and/or vocal lessons to pupils within Ealing
2) To ensure musical learning is taught through a holistic approach, including playing,
singing, listening and appraising
3) To be confident teaching with a thorough understanding of musical learning and
instrument(s) taught
4) To plan suitable, progressive lessons which are musical, inspiring, engaging and
challenging that meets the need of individual pupils
5) To assist in preparing, using and maintaining relevant teaching resources, schemes of
work and interactive programmes for Ealing Music Service
6) To assess, monitor and record details of pupil progress, achievements, behaviour and
general well-being
7) To establish supportive relationships through liaison with key staff within schools,
community centres and Ealing Music Service.
8) To establish a safe learning environment through appropriate and professional
relationships with pupils
9) To ensure pupils are given performance opportunities and support schools by
contributing to concerts and open evenings as appropriate.
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10) To provide clear pathways and opportunities for pupils to progress and access
ensembles, awards, examinations, festivals and competitions.
11) To maintain thorough current knowledge of developments in teaching and learning
within music education including national and local strategies.
12) To take responsibility for active participation in continued professional development
(CPD) of teaching and learning
13) To adhere to Ealing Council, schools' and Ealing Music Service's Code of Conduct,
policies and procedures
KEY PERFORMANCE INDICATORS:
1) All teaching is judged to be at least good
2) Evidence of pupil retention
3) Records of pupil progress and increased standards (e.g. pupil examinations)
4) Increase of pupil participation in ensembles
5) Submission of registers, lesson planning/assessments and concert dates (termly)
6) Submission of reports for schools and parents on pupil progress (annual)
7) Effectively communicate with a range of stakeholders (i.e. Headteachers, parents, music
leaders)

KEY RELATIONSHIPS (INTERNAL AND EXTERNAL):
• Internal: Senior Leadership Team, Admin Team and other EMS Teachers
•

External: Schools, Community Centres, Teachers, Parents

AUTHORITY LEVEL (PEOPLE, POLICY, FINANCIAL):
• Teaching children and young people
• Leading and directing Assistant Music Teachers (where applicable)
• Maintaining instruments (where applicable)
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Person Specification
Recruitment practices to safeguard and promote the welfare of children and/or vulnerable
adults apply to this post in addition to the possible requirement to obtain a Disclosure and
Barring Service (DBS) check.

ESSENTIALKNOWLEDGE, SKILLS & ABILITIES
1) Demonstrate the ability to plan, teach and assess progressive music lessons in
individual, small group or whole class settings
2) Successful experience of how to inspire and motivate pupils to continue their musical
learning
3) Knowledge of holistic approaches to musical learning
4) Successful experience of pupil achievement and standards e.g. attaining accredited
qualifications, examinations and/or competitive festivals
5) Knowledge of current national and local music education policies, including the National
Curriculum and recognised syllabuses
6) High standard of communication skills demonstrated by the ability to liaise effectively
with a number of stakeholders including parents, schools, teachers and music service
staff
7) Knowledge and understanding of the appropriate use of technology to enhance the
teaching and learning of music
8) Demonstrate an acute understanding of how to create a learning environment where
pupils are safe and able to achieve their full musical potential
9) Successful experience of continued professional development to enhance the skills of
teaching and learning
10) Ability to confidently lead and/or work as part of a team

ESSENTIAL QUALIFICATION(S), EXPERIENCE AND REGISTRATION (e.g. HCPC)
1) A university qualification or equivalent experience in music performance and/or
education
2) Experience of instrumental or vocal learning and/or performance (within schools or
wider community)
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Competency levels
The list below states the level needed in each competency for effective performance in a role.
1. Role requires a generally low level of competence. It may only require an awareness of this competency, or
may provide experience to operate at a higher level.
2. Role requires a moderate level of competence, the ability to cope with standard problems/common
situations, and competence at day-to-day application.
3. Role requires a high level of competence, the ability to cope with unusual/non-standard problems and issues,
and awareness of alternative options and approaches to situations. Requires ability to guide or advise others
in this area and is able to look ahead and anticipate future needs.
4. Role requires an exceptional level of competence and advanced application. Requires ability to develop
innovative approaches, stretch others’ thinking and challenge them to excel by setting exceptional
standards.
Results focus: Sets and delivers stretching targets, in line with the Corporate Plan & Priorities and with Ealing’s
standards and procedures; seeks and takes responsibility for enhancing performance; does what is necessary
to achieve the required output, rather than just performing a set of tasks. Level 2
Customer focus: Actively seeks to identify, understand and give priority to meeting customer needs. Acts in
accordance with the needs of customers (external or internal), partners and the wider community. . Level 2
Job expertise: Has the necessary technical and professional knowledge and expertise, and uses it effectively.
The areas of job expertise required vary significantly between services and between roles. The areas required
in any specific role must be discussed with individuals. . Level 3
Communication: Uses clear language that can be understood by mixed audiences. Communicates effectively
(speaking, listening, in writing and when presenting), as required. . Level 3
Change orientation: Looks for and proposes ways to improve service and will, if necessary, challenge the
status quo to produce improvement. Shows initiative, and adapts to change requirements, by continually
striving to improve processes, activities, and own performance. . Level 2
Managing self: Effectively organises self and projects as required, using Ealing systems, processes and policies.
Can describe own strengths, development needs, impact and approach. Takes personal responsibility for own
role and own development as a result. . Level 3
Working in teams: Co-operates with others, by working together, supporting and influencing colleagues,
and being a part of a range of teams as appropriate. Shares information with colleagues and partners to
enable them to carry out their roles more effectively. . Level 2
Managing people and business (For managers only): Manages the performance and development of all
staff who report to them in a way that supports the Ealing vision and values. Encourages and supports
staff and colleagues to develop to their full potential. Demonstrates sound financial, business and
resource management. . Level n/a
Leading in the organisation (For managers only): Leads change and ensures effective implementation through
programme and project delivery. Provides direction for the organisation and individual departments. Gains
commitment from stakeholders to the vision, strategy and the resources required. . Level n/a
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Appendix 3 – EMS202
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Appendix 4 – Peripatetic Teaching Risk Assessment
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Forms referred to in this document can be found at:
www.ealingmusicservice.com/downloads
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