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South Derbyshire Music Centre  
  

Policies and Procedures: Handbook 

  

This document brings together all the policies and procedures of our music centre into one 

easily-accessible handbook. It is the responsibility of all trustees, ensemble directors, tutors 

and parent-helpers to read each policy, and to abide by all the agreed policy decisions.  
  

Trustees seek to provide opportunities for children, young people and adults in South 

Derbyshire to make music to as high a standard of which they are capable; to enjoy their 

music-making opportunities; and for these activities to take place in a safe, positive and 

friendly environment.  
  

We want SDMC members to have excellent and enthusiastic attitudes towards learning, 

showing high levels of engagement and cooperation.    
  

In order for these aims to be achieved, we expect all ensemble directors and tutors to plan 

carefully for each rehearsal or lesson; to have high expectations of their pupils; and to make 

the sessions as interesting and enjoyable as possible.  
  

Trustees and ensemble directors value greatly the work of our parent-helpers who provide 

weekly support in a variety of ways to their designated group(s) in order that rehearsals can 

proceed with the minimum amount of fuss.  
  

Decision-making:   
  

The Trustees normally meet once each term in the school year.  The AGM is normally held in 

the first half of the autumn term.    
  

The Management Team occasionally meets on Friday evening in SDMC term time.  Trustees, 

ensemble directors and parent-helpers are welcome at any time to take part in these 

meetings, or to request for any points to be discussed.  Notes are circulated after each of 

these meetings.  
  

Ensemble directors, parent-helpers and trustees normally meet altogether each year in 

September at the beginning of the autumn term, and subsequently when necessary.  
 

 

 
 

 

 



3  

  

 

Health & Safety Policy Statement  
  

(Health & Safety at Work Act 1974)  

  
The Trustees regard the promotion of health and safety as a mutual objective for all persons undertaking work 
(both paid and unpaid) in connection with the South Derbyshire Music Centre.  
  

It is therefore SDMC policy to provide and maintain safe and healthy working conditions, with safe equipment 
and systems for work, and to provide such information, training and supervision as is needed for this purpose.  
We also accept our responsibility for the health and safety of other people who may be affected by our 
activities.  

  
In particular SDMC has a responsibility:  

  
• To provide and maintain safe and healthy working conditions taking account of any statutory requirements.  

  

• To provide training and instruction to enable ensemble directors, coordinator and parent helpers to perform 

their work safely and efficiently.  

  

• To make available all necessary safety devices, measures, procedures, protective equipment and to 

supervise their use.  

  

• To maintain a constant and continuing interest in health and safety matters applicable to the Centre’s 

activities, in particular by actively encouraging discussion and involvement from ensemble directors and 

parent-helpers wherever possible.   
  

Ensemble directors and parent-helpers have a duty to co-operate in the operation of this policy:  

  

• By working safely, efficiently and sensitively  

  

• By using any additional equipment provided, and by meeting statutory obligations  

  

• By reporting incidents that have led or may lead to injury or damage  

  

• By adhering to the centre’s procedures for securing a safe workplace  

  

• By assisting in the investigation of accidents with the object of introducing measures to prevent a 

recurrence.  

  

  

Transportation of children:  

Ensemble directors should not normally transport children, except at the direction of the Head of Centre and /or 

in wholly exceptional circumstances. Even then this should only take place if the member of staff so chooses 

and is fully covered by their own car insurance; it’s done with parental permission; and there are suitable car 

seats. 
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South Derbyshire Music Centre  

FIRE & EVACUATION NOTICE 
  

• In the event of fire, the fire alarm will sound – a continuous bell.  

• At least once every half term explain the fire procedure to your players/singers. 

Tell them to listen in silence as you read to them the following:  

• “When the fire alarm sounds leave all your belongings, including your instrument 

here.  

• Follow (name of parent helper/senior student), sensibly and quietly, out of school 

[via the nearest exit]  

• We will assemble in the bottom car park, by following the path all the way.  

• On no account come back into school until told to do so.  

• I will be at the back of the line.  

• When in the car park stand, don’t speak, and stay with (name of parent 

helper/senior student).  

 

• When I take the register and call your name please answer loudly and clearly.” 

 

It is important that you give this presentation to your ensemble every half term. Once a term 

Alan Fairbrother or Helen Smith will be in attendance and record the date and time of the 

presentation.  

 

Please treat this each time with the utmost seriousness – a child’s life could depend on it.  

 

PLEASE NOTE: an alternative assembly point, if the bottom car park is inaccessible, is to exit by the 

main school drive to the path onto Sunnyside. 

 

A copy of this Fire & Evacuation Notice is available on a laminated sheet in each ensemble director’s 

folder.  The Trustees request that you keep this notice in your folder and handy at every rehearsal.  
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Fire Procedure 

Roles and Responsibilities 

 
Member of staff: 

• At the sound of the fire alarm ask your group to line up by the door 

• Be the last person to leave your room taking with you the register and ensuring that everyone 

has left the room 

• Follow your group around to the car park 

• Take the register by calling out each child’s name 

• Inform the Coordinator that everyone from your group is present 

• Wait for the all clear before leading your group back into school 

 

Parent helper/senior student 

• At the sound of the fire alarm wait for your group to line up before leading them out to the car 

park by following the path all the way around to your group’s designated area (for Tuesday 

evenings see below) 

 

 

 

 

 

 

 

 

 

 

 

 

• In the car park line the children up and keep your group together.  

• Assist the member of staff to take the register by ensuring the children are quiet and that they 

answer their name when called. 

• Stay with your group at all times unless otherwise instructed by the member of staff. 

 

Tuck shop helpers 

• Stop all cars from entering the school car park where the children will assemble 

 

Coordinator 

• Be the last person to leave the reception area and take the register of visitors to car park 

• Call names on the visitor register 

• Wait by the car park entrance to be told by staff members if all are present 

• Liaise with Fire Warden re: all present and when to return to school building 

 

Fire Warden  

• The Fire Warden is a school member of staff, usually the caretaker. He/she will check all rooms, 

including toilets, to ensure that all rooms have been evacuated and will inform the Coordinator 

when the all-clear has been given. 

Youth Choir 
Family Brass 
Band 

Club Band Junior Band 

Other Staff/Parent Helpers 

and Visitors 
Junior Voices 

Path 
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Special Needs Policy  
  

Introduction:  

The Music Centre works closely with the Derby & Derbyshire Music Hub; therefore this policy will be 

maintained and monitored in line with Local Authority Guidelines.  

  

Aim:  

The aim of the Music Centre is to support and promote ensemble music-making opportunities for young 

people in the area, where they can make music together in a friendly and purposeful atmosphere 

regardless of race, gender and disability.  

  

We aim to remove barriers to participation that may hinder or exclude individuals or groups of students.  

  

We aim to give all students the opportunity to succeed and reach the highest level of personal 

achievement. Student progress is tracked to ensure progress is being made appropriate to the individual. 

  

Disabilities:  

We aim to meet the needs of any student or tutor / ensemble director with additional needs, and all 

reasonable steps are taken to ensure that they are not placed at a disadvantage compared to non-disabled 

students or tutor / ensemble director.  

  

Wherever possible, SDMC provides an environment that allows the physically disabled full access to all 

Centre areas, rehearsal rooms and concert venues. Room entrances are wide enough for wheelchair 

access and the designated points of entry also allow wheelchair access.  Various SDMC staff are trained in 

other additional needs, including autism, ADHD and dyslexia and will endeavour to accommodate these 

needs as far as practicable.  

 

Parents / students are encouraged to discuss any needs with their ensemble director / parent helper, to 

ensure that any possible barriers can be reduced.  All discussions are held within our Data Protection 

policy.  

  

Summary:  

Trustees are responsible for ensuring that all students are treated fairly and equally, using advice and 

guidance supplied through liaison with external bodies, such as the Local Authority, other Music Centres 

and the Regional Arts Board.  

  

  

Confidentiality Statement 
 

South Derbyshire Music Trust requires its trustees, staff and parent helpers/volunteers to observe the highest 
level of confidentiality with respect to the information they may learn about our members, parents and 
colleagues.  This is information not already covered by the Data Protection Policy and GDPR. 

 
Our members’ records, contact details and any other information of a private or sensitive nature are 
considered confidential and as such should not be read or discussed by any trustee, staff or parent 
helper/volunteer unless pertaining to a music centre issue and are required to do so in order to support that 
member.  
 
This information should not be disclosed to anyone under any circumstances, except to the extent necessary 

for music centre requirements in order to meet a member’s needs or in relation to a safeguarding concern.  It is 

also their duty to maintain confidentiality after they are no longer working in or for the music centre. 
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Child Protection Policy  
                (To be read with Safeguarding Children Policy)   

  

SDMC Children’s rights and child abuse prevention  

  

Our vision is of an environment free from abuse.  

  

The child protection policy and procedures aim to translate this commitment to children’s rights into a practical 

reality through our work with children. We also endorse and will follow the online procedures for  

Derby and Derbyshire Safeguarding Children Partnership. 

https://derbyshirescbs.proceduresonline.com/index.htm 

 

The Derby and Derbyshire Safeguarding Children Procedures  
 

http://derbyshirescbs.proceduresonline.com/index.htm 
 
Through its emphasis on prevention, the policy aims to minimise the risks of children being abused.  
  

SDMC will also do all it can to ensure that children who are being abused, or who are at risk of abuse, are 

supported and given protection.  

  

The policy demands the highest standards of professional practice in work with children and describes the 

values and principles that must underpin our approach to children.  

  

SDMC child protection policy covers all contact with children and ensures that all ensemble directors and 

parent-helpers  

  

• have current DBS (Disclosure and Barring Service) checks following eligibility guidelines 

• are aware of the problem of child abuse  

• safeguard children from abuse through good practice  

• report all concerns about possible abuse  

• respond appropriately when abuse is discovered or suspected.  

  

To this end:  

• We are committed to safeguard children from abuse and to ensure that action is taken to 

support and protect children wherever and whenever abuse is suspected  

  

• All Ensemble Directors and others in contact with children should follow the Code of Practice 

(drawn from the Music Partnership Instrumental Teachers’ Handbook) describing 

expectations and standards in working with children  

  

• Procedures for raising and reporting concerns - there is a mandatory requirement to raise any 

concerns within SDMC.   

 

What are my Responsibilities under this Policy?  

  

All adults who work/help within Music Centre must be familiar with this policy and be aware of the problem of 

abuse and the risks to children.   

  

Everyone’s prime responsibility is to prevent child abuse. This means raising any concerns you may have 

about the safety of children and/or the behaviour of adults.  

https://derbyshirescbs.proceduresonline.com/index.htm
http://derbyshirescbs.proceduresonline.com/index.htm
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It also involves making sure contact with children is consistent with the Code of Practice contained in the 

policy.  

  

  

What should I do if I see or suspect possible abuse?  

  

A child is anyone under 18 years old.  

  

There are many categories of abuse in the current procedures. The main categories are sexual, physical, 

emotional and neglect.   

  

Concerns for the safety and well-being of children can arise in a variety ways and in the whole range of 

different settings in which SDMC works. For example, a child may tell you or display signs that they are being 

abused; someone may hint that a child is at risk or that a colleague is an abuser; you may witness or hear 

about abuse in centre, in school or another organisation. Gain the basic information.  Do not ask the child  in 

depth for detail after they have disclosed information to you. It may jeopardise any investigation by police and 

social care.   

   

It is your individual responsibility to report your concerns. In the first instance to the head of centre, centre co-

coordinator or chairman of the trustees. They will discuss the situation with you and report any concerns 

appropriately.  The person you report the concern to will keep you informed as to their actions.  If you feel that 

they have not responded appropriately you must challenge the action and ask for an explanation.  

  

Should you need further information or guidance, consult and be familiar with the Derby and Derbyshire 

Safeguarding Children procedures  

  

  

  

The Important thing is to act on your concerns!  

  

Referral Process  

• Concern comes to your attention  

• Immediately report this to Head of Centre, Centre Coordinator or Chairman of trustees  

• Head of Centre and Chairman of trustees provide feedback to appropriate contacts as necessary.  

  

  

  

 

 

 

 

http://derbyshirescbs.proceduresonline.com/index.htm
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Safeguarding Children Policy  
  
This policy applies to all adults, including volunteers, working in or on behalf of the South Derbyshire 

Music Centre.  

  

Everyone working in or for our music centre shares an objective to help keep children and young people safe 

by contributing to:  

  

• providing a safe environment for children and young people to learn and develop in the music centre 

setting, and  

• identifying children and young people who are suffering or likely to suffer significant harm, and taking 

appropriate action with the aim of making sure they are kept safe both at home and in our music centre 

setting.  

Commitment  

  

SDMC is committed to Safeguarding and Promoting the Welfare of all of its students. Each student’s welfare is 

of paramount importance.   

  

Safe Practice  

  

Music Centre will comply with the current Safe Practice guidance to be found in Derby and Derbyshire 

Safeguarding Procedures at: 
https://derbyshirescbs.proceduresonline.com/index.htm   

Support is also available from ‘Call Derbyshire’:01629 533190 

 

Partnership with others  

  

Music Centre recognises that it is essential to establish positive and effective working relationships with other 

agencies who are partners in the Derby and Derbyshire Safeguarding Children Partnership. There is a 

joint responsibility on all these agencies to share information to ensure the safeguarding of all children.  

Procedures include the essential principles embodied in the Children Act 1989 and Working Together to 

Safeguard Children Guidance 2015 and take into account the best working practice.  They also provide key 

information about coronavirus safeguarding arrangements: 

https://www.derbyshirescb.org.uk/professionals/professionals-and-volunteers.aspx 

 
 

 

 

 

 

 

 

https://derbyshirescbs.proceduresonline.com/index.htm
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Anti-Bullying Policy  
  
  
Commitment  

We are committed to providing a caring, friendly and safe environment for all of our students so they can learn 

in a relaxed and secure atmosphere. Bullying of any kind is unacceptable at our Centre.  If bullying does occur, 

all students should be able to report it and know that incidents will be dealt with promptly and effectively.  

  

What is Bullying?  

Bullying is the use of aggression with the intention of hurting another person.  Bullying results in pain and 

distress to the victim.  

  

Bullying can be:  

• Emotional  being unfriendly, excluding, tormenting (e.g. hiding music, threatening gestures)  

• Physical  pushing, kicking, hitting, punching or any use of violence  

• Racist   racial taunts, graffiti, gestures  

• Sexual  unwanted physical contact or sexually abusive comments  

• Homophobic  because of, or focusing on the issue of sexuality  

• Verbal   name-calling, sarcasm, spreading rumours, teasing  

• Cyber   all areas of internet, such as email and internet chat room misuse, mobile phone threats 

by text messaging & calls  

• Misuse of associated technology  e.g. camera and video facilities  

  

Why is it Important to Respond to Bullying?  

Bullying hurts.  No one deserves to be a victim of bullying.  Everybody has the right to be treated with respect. 

Students who are bullying need to learn different ways of behaving.  

  

We have a responsibility to respond promptly and effectively to issues of bullying.  

  

Objectives of this Policy  

• To emphasise that bullying will not be tolerated.  

• To ensure all ensemble directors and parent-helpers know what the Centre policy is on bullying, and 

follow it when bullying is reported.  

• To assure children, young people and parents that they will be supported when bullying is reported.  

  

  

Signs and Symptoms  

A child or young person may indicate by signs or behaviour that he or she is being bullied.   

Adults should be aware of these possible signs and that they should investigate if a student:  

• is frightened of walking to or from Centre  

• changes their usual routine  

• is unwilling to attend Centre  

• becomes withdrawn anxious, or lacking in confidence  

• starts stammering  

• cries themselves to sleep at night or has nightmares  

• feels ill in the morning  
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• comes home with clothes torn or books damaged  

• has possessions which are damaged or " go missing"  

• asks for money or starts stealing money (to pay bully)  

• has unexplained cuts or bruises  

• becomes aggressive, disruptive or unreasonable  

• is bullying other children or siblings  

• stops eating  

• is frightened to say what's wrong  

• gives improbable excuses for any of the above  

• is afraid to use the internet or mobile phone  

• is nervous and jumpy when a cyber message is received  

  

These signs and behaviours could indicate other problems, but bullying should be considered a possibility and 

should be investigated  

  

Procedures  

1. Parents and students to report bullying incidents to their ensemble director, head of centre, any trustee, 

or the co-coordinator.  

2. In cases of serious bullying, the incidents will be recorded by whoever the parent or student discusses 

this with.  

3. In serious cases parents will be informed and will be asked to come in to a meeting to discuss the 

problem  

4. The bullying behaviour or threats of bullying must be investigated and the bullying stopped quickly.  

5. An attempt will be made to help the bully (bullies) change their behaviour  

  

  

Outcomes  

 

In consultation with parents/carers: 

  

1. The bully (bullies) may be asked to genuinely apologise. Other consequences may take place.  

2. In serious cases, suspension or even exclusion will be considered.  

3. If possible, the students will be reconciled.  

4. After the incident / incidents have been investigated and dealt with, each case will be monitored to 

ensure repeated bullying does not take place.  

5. If necessary and appropriate, police will be consulted.  

  

HELP ORGANISATIONS:  

Childline 

NSPCC 

 

Advisory Centre for Education  

https://www.childline.org.uk/info-advice/bullying-abuse-safety/ 

https://www.nspcc.org.uk/what-is-child-abuse/types-of-abuse/bullying-and-

cyberbullying/ 

http://www.ace-ed.org.uk 

 

Children's Legal Centre  http://www.childrenslegalcentre.com  

KIDSCAPE Parents Helpline  https://www.kidscape.org.uk/about-kidscape/contact-us/  

Family Lives (Parentline Plus)  0808 800 2222 http://www.familylives.org.uk  

Youth Access  http://www.youthaccess.org.uk  

Bullying Online  http://www.bullyonline.org 

 

 

 

  

https://www.childline.org.uk/info-advice/bullying-abuse-safety/
https://www.nspcc.org.uk/what-is-child-abuse/types-of-abuse/bullying-and-cyberbullying/
https://www.nspcc.org.uk/what-is-child-abuse/types-of-abuse/bullying-and-cyberbullying/
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Equal Opportunities Policy  
  

Purpose  

  

SDMC supports the principle of equal opportunities and opposes all forms of unlawful or unfair discrimination 

on the grounds of age, colour, race, nationality, ethnic origin, religious beliefs, political beliefs, gender, marital 

status, disability, sexual orientation and economic status or class.  

  

Our aim is that all those actively involved with SDMC (young people, parent helpers, tutors and ensemble 

directors) regardless of their background or social situation, are treated fairly and have equality 

of opportunity in accessing our work in music and education. This is achieved by:  

 

• Advice, information, discussion and training being given to all members of the organisation to avoid 

unlawful discrimination.  

• Monitoring policies and practices to avoid possible indirect discrimination.  

  

All members, irrespective of their position within SDMC, will have some measure of responsibility for the 

effective operation of the policy.  

  

General Considerations  

  

The Music Centre is open to any young person who has a basic playing/singing knowledge through to those 

who are extremely competent and play/sing at an advanced and/or senior level.  The Centre is advertised 

widely, including the use of open days, invitation concerts, and instrument family parties all of which are open 

to all young people interested in playing/singing. 

  

The school where the Centre is based is well-equipped for disabled access.  For example, wheel chair users 

are welcome to attend the Music Centre as a player/singer or observer.    

  

We positively encourage all who can play a musical instrument to join us if they wish.  We also operate a policy 

of reduced or waived membership subs for those children whose parents or carers are unable to afford the 

cost for their child(ren).  

  

Implementation of the Equal Opportunities Policy  

  

The Trustees will ensure that all aspects of the policy and practice are being observed by:  

• Marketing our activities to maximise public benefit through promotion to community organisations, 

schools, local authorities etc, taking consideration of concert/workshop times which may affect children 

and elderly persons including communities who do not traditionally attend our activities. 

 

• Take into consideration the needs of people with disabilities when organising and managing our events.   

 

• When undertaking joint projects with other groups, SDMC will apply the same level of equal 

opportunities practice as we would within our own membership. 
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Data Protection Policy  
  

  
The South Derbyshire Music Trust promises that we will:  

  

1. Value the personal information entrusted to us and make sure we respect that trust;   

  

2. Go further than just the letter of the law when it comes to handling personal information, and adopt good 

practice standards;  

  

3. Consider and address the privacy risks first when we are planning to use or hold personal information in 

new ways, such as when introducing new systems;  

  

4. Be open with individuals about how we use their information and who we give it to;  

  

5. Make it easy for individuals to access and correct their personal information;  

  

6. Keep personal information to the minimum necessary and delete it when we no longer need it;  

  

7. Have effective safeguards in place to make sure personal information is kept securely and does not fall into 

the wrong hands;  

  

8. Provide training to staff who handle personal information and treat it as a disciplinary matter if they misuse 

or don’t look after personal information properly;   

  

9. Put appropriate financial and human resources into looking after personal information to make sure we can 

live up to our promises;   

  

10. Regularly check that we are living up to our promises and report on how we are doing.   

 
The following are authorised by the Trustees to access the Music Centre Database: 

 
Head of Centre      Centre Coordinator     Trustee responsible for Gift Aid returns     Membership Secretary 

 

  

  

Freedom of Information Policy  
  

  
1. The Trustees are responsible for ensuring that the Music Centre complies with the Freedom of Information 

Act 2000 (FoIA).    

  

2. Requests must be made in writing, (including email), and should include the enquirer’s name and 

correspondence address, and state what information they require.    

  

3. Trustees have a duty to respond to all requests, telling the enquirer whether or not the information is held, 
and supplying any information that is held, except where exemptions apply.    

  

4. There is a time limit of 20 days excluding school holidays for responding to the request. 
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Pay Policy  
  

Guiding Principles  

  

The Trustees should consider, when setting rates of remuneration, both national and local established rates as 

well as the constraints of the Music Centre budget.  

  

Commitment to Ensemble directors   

  

The Trustees are aware that Music Centre ensemble directors are its most important asset and they value the 

commitment, support and goodwill of all group leaders.  Trustees:  

  

• Agree that decisions about pay should be fair, justifiable and with agreed policies and procedures  

  

• Work to maintain harmonious industrial relations  

  

Particular Remuneration Details.  

  

Where an individual is legally classified as ‘Self Employed’ a rate of remuneration is established per hour, 

appropriate to experience.    

  

Payment periods are half-termly.  Payments are processed upon receipt of an invoice.  Payment will normally 

be made by bank transfer within thirty working days of receipt of the invoice.  Invoices received after the end of 

the half term will be dealt with as quickly as possible there after.  

  

Suggested wording for invoices of self-employed ensemble directors:  

  

This is a true and accurate record of my tutor / ensemble direction for the period (insert date period) 

_____________.  

   

I confirm that I have self-employed status registered with HMRC, and gross payment is required.  

  

Teacher Signature ____________________ Print Name___________________    
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 Purchasing Policy  
  

Control of Spending and Purchasing Policy Procedures  
  

Introduction  

SDMC Trustees are committed to this Purchasing Policy and the control of all its expenditure. The policy sets 
appropriate limits on all persons making purchases in the name of the Trust and Music Centre.  

We will follow good procurement practice and the principles of procurement management for all equipment, 
consumables and services for music, teaching and administration in order to gain best value.  

Value and Authority Definitions   

  

Value Definition for each payment  Authority required for each payment  

Low Cost – up to £100 Head of Centre or Coordinator 

Medium Cost – more than £100 

and up to £200  

Head of Centre and Coordinator or One 

Trustee  

High Cost – greater than £200 

and up to £800  
Chairman or Head of Centre plus one Trustee  

Major Expenditure – greater than 

£ 800  
Finance Team or Board of Trustees 

  

Petty Cash: small cash float to cover minor items such as stationery and stamps. 

Instrument Purchases:   new or used instruments are purchased usually through the Derby and Derbyshire 

Music Partnership scheme  

Instrument Repairs:  some instruments are owned by the pupils themselves and they are responsible for 
paying for any repairs.   

Other instruments are owned either by the Trust or by the Music Partnership.  If any of these instruments need 
repairing, it is essential that the ensemble director, teacher or parent discusses this in the first instance either 
with the Head of Centre or with the Coordinator.  Only these two people can authorise payment.  The Music 
Centre will not be liable for any unauthorized expenditure on instrument repairs. 

Setup team:  This team of senior students sets up and packs away the equipment for each ensemble. They 
are paid a nominal remuneration at the same frequency as the ensemble directors.     

Grants:  The Music Centre receives funding from the Music Partnership and South Derbyshire District Council 

towards its running costs. 

.    

Additional admin and coordination fees may be paid for such extra activities as large concerts, music tours and 
examinations. These additional payments are factored into the initial budgets for these activities.  



16  

  

 

 

Accounts  

 

SDMC Subs Account      

This is a general account and is used for the collection of membership subscriptions, payments to ensemble 

directors  

40 43 30 Account Number 61128000   

Signatories: Simon Thomas, Alan Fairbrother, Roy Dolan and Christine Spare  

  
 

SDMC Holding Account  

This account receives monies (mainly from the Music Partnership) to pay for specific activities.  

  

Signatories: Simon Thomas, Alan Fairbrother, Roy Dolan and Christine Spare  

  

 

  

 

               Reserves policy  
  

Reserves Policy.  

  

• SDMC will at all times keep funds in reserve so as to ensure that in the event of either a total or partial 

revenue shortfall that would prevent the charity’s core activities from taking place, such a shortfall could 

be covered without effecting the core purpose activity.  

  

• The range of funds retained in reserve will always be a minimum of £3000.  

  
• The reserves will be reported in the Annual Accounts and will be monitored and reviewed on an annual 

basis.  
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The Role of a Parent-Helper at Music Centre 

 
The primary role of a Parent-Helper is to support the ensemble director in the smooth running 

of the rehearsal.  We have three categories of Parent-Helpers: 

   
Music Parent-Helpers who, depending on their own music knowledge and ability, support by working with 

individual members or sections – under the direction of the group’s conductor.   Music Parent-Helpers should 

also feel free to support Pastoral Parent-Helpers when necessary please. 

 
Pastoral Parent-Helpers who support the conductor and group in a range of ways. 

It’s impossible to list all the tasks which a pastoral parent-helper might undertake, but the following are offered 

as suggestions: 

 

• Be responsible for taking the register of attendance 
 

• Be responsible for all the music for your ensemble.  Players & singers should have their own folders 
with their own set of music.  Music which is no longer being used should be collected in filed.   

 

• Make additional copies of music during a rehearsal if these are required in emergency. 
 

• Deal with any player/singer who becomes ill or upset. 
 

• Relay any messages, problems, etc either to the ensemble director or to the coordinator at the end of 
the rehearsal. 

 

• Alert the ensemble director to absences which are causing concern  
 

• Ensure players/singers have been collected from the rehearsal. 
 

• Act as a mentor to younger players, under the direction of the Head of Centre 
 

…. and at concerts: 

 

• Help with registration, and health & safety issues 
 

• Help with preparations (uniform etc) before the performance 
 

• Support the ensemble director in ensuring the players/singers are in the correct places at the correct 
time, etc 

 
This is a most important role, and ideally, it is helpful to have a named parent-helper assigned to every group. 

 

General Helpers: 

 

Again it’s impossible to list all the many tasks which our team of General Helpers undertake, but these include: 

 

     Serving at the Tuck Shop      Keeping our music library in order     Maintenance of music stands etc 

 

(Revised September 2019) 
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Managing our Equipment Policy  
  

Manual Handling  
  
• Only those who have been appointed members of the Set-up Team should move, lift or handle any of the 

heavier equipment.  

  

• Music Stands are stored in boxes which hold approximately 10 stands each.  These should always be 

carried by two members of the team.  

  

• Tables in the classrooms should be moved by two members of the team.  

  

• Percussion equipment is stored in gig boxes, and should be moved only by the percussion players or 

members of the Set-up Team. 

  

Electrical Equipment  
  
• Electrical equipment is subject to annual PAT testing.  

  

Ladders/Steps  
    

The use of steps and /or ladders is only authorised for staff/helpers who have completed the required training. 

Assistance will be sought when needed.  
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Information for Parents regarding Absence 
 

We want all pupils to succeed with their playing and/ or singing, and we would therefore ask EVERYONE to 

make attendance at rehearsals and concerts a priority. 

 

Clearly it’s your decision whether your child joins the Music Centre, but if they do, we expect you to 

abide by these basic procedures please (particularly in relation to absence from concerts). 

 

Absence from Music Centre Rehearsals 

 

It’s inevitable that occasionally, your child may need to be absent from a music centre rehearsal.  When this is 

the case, we would appreciate it if you would let us know why they can’t be there, and also do ONE of the 

following: 

 

Explain to the conductor the week before if you know your child won’t be there. 

OR  

 

Contact Helen Smith (co-ordinator) in advance, and ideally before the practice session starts: 

 

Either by text or by phone:  07860 101417     Or by e-mail: coordinator@southderbyshiremusic.org 

(Helen may not be able to respond, but at least she will have your message) 

 

There are many reasons why we believe it’s important to do this, including the following: 

 

• Their safety and welfare are paramount.  If they’re not at music centre at the time we normally expect 

them to be there, we need to know you’re aware of this. 

• Playing or singing with others is a team effort, and each member is important.  Even though there may 

be 20 or 30 others there, the contribution made by your child is valued. 

• We also care about the progress of each individual member, and regular attendance helps to maintain 

this progress. 

• If a member misses two or more consecutive rehearsals without a good reason, it may be that a little 

problem has arisen, and that they might need some encouragement to attend.  

• It’s a common courtesy which will be important for them in later life: To make apologies for absence 

whatever organisation they are a member of. 

 

We may contact you by phone or text during a rehearsal if your child is absent and we haven’t 

heard from you.  
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Absence from Music Centre Concerts 
 

Throughout the year, all members of the Music Centre have the opportunity to play at events and concerts; 

these showcase their achievements and enable families, friends and the wider community to enjoy their music.  

 

Our commitment to you is that we will keep you informed via the website and via email of all dates and 

arrangements. We aim to give at least a term’s notice of concert commitments.  For our major performances, 

such as the Christmas Cracker and Summer Celebration Concerts, we make sure these dates are published 

months ahead. 

 

In return we would like you check availability and inform us immediately (ideally via email) if your child is 

unable to attend a particular concert. This should prevent last-minute panics. By giving notification in written 

form, a conductor is fully aware in advance and can plan accordingly.  It should be possible to alert us many 

weeks prior to a concert if there is a clash of dates. 

Obviously, any of your child’s school commitments would take priority but we would appreciate your co-

operation in still keeping us informed, if this is the case. 

 

 
 

 

 

 

Behaviour Policy (children and young people)  
  

Children and Young People in music centre are expected to behave in a sensible and responsible manner, as 

would normally be expected in a good school.  

  
The individual ensemble director is responsible for managing the good behaviour of the children and young 

people in their group.  Should there be cause for concern, the ensemble director should speak with the Head of 

Centre who would decide how best to deal with the issue(s).  Action may include a discussion with the child 

and perhaps contacting the parents to seek their support.  Any decision concerning the exclusion of a child or 

young person from the Centre would only be made following a meeting of the Trustees.  
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Disciplinary Policy (adults)  
  

The purpose of the disciplinary procedure is to ensure that any concerns over ensemble directors’ conduct or 

performance are handled in a fair, consistent and timely manner.  

  

The Trust reserves the right to suspend a member of staff from work, normally for no more than three weeks, 

while a disciplinary offence is investigated.  

Minor disciplinary offences  

Minor disciplinary offences and general issues of poor performance will be handled informally in the first 

instance, through discussion/counselling and informal warning(s).    

Serious disciplinary offences   

Where an informal approach fails to bring about the desired improvement, or where the offence is more 

serious, there will be a meeting with the Chairman and two other trustees.   

The Trust will:-  

• Give the person concerned a minimum of 24 hours’ advance notice of the meeting in writing, making it 
clear that the meeting is being held under the Trust’s formal disciplinary procedure and detailing the 
alleged misconduct  

• Remind the person concerned of their right to be accompanied at the meeting by a colleague or friend  

• Give the person concerned, at the meeting, a full explanation of the case against them  

• Give the person concerned, at the meeting, every opportunity to challenge allegations against them, 
state their case and put forward an explanation of their conduct and any mitigating factors  

• Take all relevant factors into account before reaching decisions about any disciplinary action  

• Confirm the outcome of the disciplinary hearing in writing within five working days, specifying the 
reason for any disciplinary action, the standards of conduct or work performance expected, details of 
any objectives and timescales agreed, the consequence of failing to achieve acceptable improvements, 
and the period after which any warning will be disregarded for disciplinary purposes;  

• Remind the person concerned of their right to appeal against any disciplinary action.  In the event of an 

appeal, the panel will consist of the Chairman, the SDDC trustee and a member of the Music 

Partnership’s Leadership Team.  Decisions reached at this meeting will be final.  

  

  

  

 

Complaints Procedure  

  
Parents who have cause for concern or complaint are invited in the first instance to speak with the ensemble 

director concerned, Head of Centre or Chairman of Trustees.  In the event of a serious complaint, they may 

make representation to the Trustees in writing, via the coordinator.    
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General Points  
  

Website and Publicity  

  
The Music Centre will, from time to time, take photographs of players and singers to use for publicity purposes.  

Parents should inform the coordinator in writing if they do not wish their child to 

appear in this publicity.  
  

  
Medical Information  

  

It is essential that our information regarding medical and health issues is continually updated. Parents are 

requested to help us to do this in occasional letters on the website.  

  

Medical information is accessible to ensemble directors and parent-helpers at all times, at the back of registers 

along with other essential information.  

  

Where a medical condition is of a serious or sensitive nature, this information is kept separately and 

communicated directly to staff.  

  

This information is also always accessible at events taking place outside the Centre.  

  

Insurances  

  

Insurance cover has been arranged through the Music Partnership, and copies of these policies may be seen 

on request via the Head of Centre.  
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The Personal Use of Social Networking Sites for all adults involved in SDMC 

(This guidance has been adapted from that provided by DCC)  

  

For the purposes of these guidelines, a social networking site is a type of interactive online media that allows 

parties to communicate instantly with each other or to share data in a public forum. This includes online social 

forums such as Twitter and Facebook. Social media also covers blogs, video and image-sharing websites 

such as YouTube and Flickr.  

  

SDMC Trustees recognise that some adults involved in the work of the Centre may make use of social 

networking sites in a personal capacity. While they are not acting on behalf of SDMC, they must be aware that 

they can damage the reputation of the organisation if they act inappropriately online and are recognised as 

being part of the Centre.  

 

Adults must be aware that there are many more examples of social networking sites that can be listed than 

here and this is a constantly changing area. They should follow these guidelines in relation to any social 

networking sites they use in order to protect themselves and the reputation of the Centre: 

 

• Protect your own privacy. To ensure that your Facebook account does not compromise your professional 

position; ensure that your privacy settings are correctly set. The more your personal life is exposed through 

social networking sites, the more likely it is that this could have a negative impact  

• Remember that anything you post online is public, even with the strictest privacy settings. Once something 

is online, it can be copied and redistributed making it easy to lose control of it.  Presume everything you post 

online will be permanent and can be shared.  

• Do not, under any circumstances, accept friend requests from a person you believe could be a service user.  

• Do not make disparaging remarks about your colleagues. Doing this in the presence of others may be 

deemed as bullying and/or harassment.  

• Do not discuss centre-related issues online.   

• If someone posts a photograph of you in their profile in which you are named, on Facebook, you can ‘untag’ 

yourself from the photograph. If you do find inappropriate references and/or images of you posted by a 

‘friend’ online you should contact them and the site to have the material removed.  

• Do not publish your date of birth and home address on Facebook. Identity theft is a crime on the rise, with 
criminals using such information to access your bank account or credit card.  

• Ensure that any comments and/or images could not be deemed defamatory or in breach of copyright 

legislation.  

• You can take action if you find yourself the target of complaints or abuse on social networking sites. You 

can remove someone from your friend list and block them from interacting with you. Most sites will include 

mechanisms to report abusive activity and provide support for users who are subject to abuse by others. If 

you are very concerned about someone else’s behaviour online, you should take steps to raise your 

concerns.  

 

There is more information on the Child Exploitation and Online Protection Centre (CEOPC) website: 

http://ceop.police.uk/  

  

  

 

 

http://ceop.police.uk/
http://ceop.police.uk/
http://ceop.police.uk/
http://ceop.police.uk/


24  

  

Communication Policy 
 

Introduction  
 

South Derbyshire Music Centre is committed to having clear and effective communications with all parents, 

students, staff and with the wider community. Effective communications enable the Centre to share important 

information as well as its aims and values.  

 

Communication and contact  
 

The trustees agree that the Music Centre website and Datacentre email services are its main focussed means 

of communication.  It is available for all conductors to use through the coordinator and is accessible via PC, 

Tablet or Smart phone. 

 

Social Media 
 

The trustees wish South Derbyshire Music Centre to be as inclusive as possible, so agree that media platforms 

such as Facebook, Instagram, and Twitter can be used as an additional means of publicising forthcoming 

Centre events and as an alternative for parents to initially contact Music Centre.  These are the only 

authorised communication routes which we will use. 

 

 

Any communication with students should be via the Datacentre email addresses or by the Bulletin Board which 

is available on the website, through the Centre Coordinator.  

 
Adopted November 2019 
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Virtual Meetings Policy and Protocols 
 

The safety and wellbeing of staff, parent helpers and music centre members is of paramount importance to 
South Derbyshire Music Trust, including when virtual meetings are being held. 
 
 It is therefore essential that we all adhere to the following: 
 

1. The parent/carer should, if possible, log on to the zoom session 5-10 minutes prior to the start of the 
session. This will ensure that all participants are allocated to their breakout room in time for the session 
to make a prompt start.  If a child is attending more than one zoom session, they should stay in the first 
one and they will automatically be transferred to the next one. 
 

2. The zoom session must be started with/by the parent/carer or a designated responsible adult and 
should be ended by them.   

 
3. The responsible adult is present throughout to supervise the child; if not in the room, then able to view 

the room through an open door.   
 

4. The usual music centre standard of behaviour is expected from all participants 
 

5. Zoom sessions must take place in a suitable area of the home in a shared space (e.g. kitchen, sitting 
room) and not in a private space (i.e. a bedroom) with the door open throughout and ideally with no 
personal items visible in the background. 

 
6. Ensure all distractions and disturbances are minimised. 

 
7. Appropriate clothing must be worn (e.g. as would be worn at music centre, school, or equivalent).  

 
8. There should be no items visible that could conceivably cause offence to other participants.  

 
9. The Ensemble Director and/or parent helper may choose to wear headphones, for clarification, but the 

pupil cannot wear headphones as the zoom session must be audible to the responsible adult. 
 

10. Staff will be the last one to leave the meeting and a member of staff or parent helper will not be on their 
own in a breakout room with a child. 

 
11. Zoom sessions must not be recorded by the parent/pupils and will not be recorded by the Ensemble 

Director, without 48 hours prior notice. If you do not wish you child to be recorded please let us know 
within 24 hours of the session. 

 
If a parent/carer has any concerns please contact our Coordinator coordsdmc@hotmail.co.uk 


