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race Notes





Grace Notes 
Terms and Conditions – including Child Protection Policy, Social Media Policy, Code of Conduct for Tutors, GDPR 
Grace Notes is committed to creating a safe environment for children and young people and adults. We recognise our moral and legal obligations to protect children and will ensure that members will take all reasonable steps to promote safe practice and to protect children from harm, abuse, and exploitation.

Our Policy is based on the following principles:

1. The welfare of children is always the paramount consideration.

2. All children have the right to be protected from abuse regardless of their age, culture, disability, gender, language, racial origin, socio-economic status, religious belief and / or sexual identity.

3. Protecting children and young people is everybody’s responsibility.

4. All children have a right to express their views on matters affecting them and these views should be taken into account when making decisions in relation to children.

We will:

· Treat everyone with respect.

· Respect and promote the rights, wishes and feelings of children.

· Provide time for children to talk to us and listen to what they say.

· Encourage children to respect and care for others.
· Keep a register of every child involved with the group including relevant medical details and have a contact name and number on record in case of emergencies.

· Respect confidentiality and only share information / concerns with the people who need to know in order to protect the child having regard to the provisions of the Data Protection Legislation.

· Recruit, train and supervise those who work (paid and unpaid) using appropriate measures.
· Take action to stop any inappropriate verbal or physical behaviour including bullying.

· Take all concerns / allegations seriously and respond appropriately by contacting the relevant Social Work agencies.  We will refer not investigate, investigation being the responsibility of other professional agencies.

Review:
This Policy will be monitored and reviewed on the following occasions:

1. When there is a change in legislation or guidance on the protection of children or changes within Grace Notes

2. Following any issues or concerns raised about the protection of children in this organisation.

3. In all other circumstances, at least annually.
Music Tuition at  Grace Notes
By it’s very nature, music tuition is generally done on a one-to-one basis.  It is widely acknowledged that parental involvement in a lesson makes pupils less willing to participate.  We therefore believe it is in the best interest of the pupils that parents wait outside the lesson room where appropriate.  However, pupils will always be able to invite an adult to accompany them if they feel nervous but we hope that as they settle, parents will be able to leave the room.   Parents may enquire at any time about how their child is progressing and tutors will endeavour to keep parents up to date with progress, areas for extra practise etc.   All tutors will be members of the PVG scheme and records kept and updated accordingly.
Lessons will sometimes be conducted in two separate areas of the premises and adults may then not be able to wait when a lesson is being held.  Parents will be made aware of this at the time of booking.  If only one tutor is one the premises with a child, the front door will be locked for the safety of everyone, and parents will be given a telephone number to contact for access.  

Children will not be allowed to leave the premises on their own unless express written permission is given (busy road outside) 

Tutors will not accompany children to toilet, nor administer medication.  Basic first aid will be administered if required (plasters etc) and parents notified.  
Pupils should arrive promptly for a lesson and must be collected at the agreed time afterwards.  Timetabling is tight and lessons running late impacts on other pupils.  If a pupil arrives late and the lesson can still go ahead, it will be finished at the previously allocated time and no refund due. 
Enrolment forms will be given out after the first lesson.    These will contain emergency contact details for pupils, permissions for photos and for first aid.   It is entirely the responsibility of parents to keep these details up to date.  Pupil information is kept in a locked cabinet and comply with the Data Protection Notice contained in these Terms and Conditions.
Pricing Structure 

reviewed annually 
Payment 

Lessons are priced at £16 per half hour and payable at time of booking.  Weekly lessons must be paid for 24 hours prior to lesson commencing or tutor will not be booked. 

Discounts

Monthly lessons (payable on 1st of each month) £60 (£15 per lesson) 

Monthly group lessons (payable on 1st of each month) £32  (£8 per lesson) 
10% discount on 10 lessons paid in advance – pay £135 (one lesson free) 
15% discount on 20 lessons paid in advance – pay £255 
ABRSM theory tutoring – Higher, Adv Higher or National 5 exam revision/tutoring 

£12 per pupil half hour

Ukulele Group 
£10 per pupil for 45 minutes

Guitar Group 

£10 per pupil  for 45 minutes  

Community Groups (Brownies etc) can hire a tutor to attend their meeting

Please enquire for details and availability 
Rehearsal Space

Pupils may book a space to attend to rehearse on their own 

£5 per hour 

Other groups and pricing structures may be implemented as demand shows. 

CANCELLATION POLICY 

24 hour notice must be given for cancellation or full cost of missed lesson will be incurred (including pre-paid lessons)  Allowances applied at Manager’s Discretion. 
Code of Conduct for Tutors
You should:

· Always put the care, welfare and safety needs of a child as your paramount consideration.

· Respect a child’s right to be involved in making choices and decisions which directly affect him / her.

· Respect a child’s culture (e.g. faith and religious beliefs) and right to privacy. 

· Respond sensitively to children who seem anxious about participating in certain activities.

· Speak to someone in charge immediately if you are worried about a child.

· Be aware of and sensitive to the vulnerabilities of some children taking account of minority backgrounds.

· Listen carefully to any child who ‘tells you’ they are being harmed and report immediately to the person in charge / Child Protection Officer.

· Never dismiss what a child tells you as ‘lies’ or exaggeration.

· Always set an example you would wish others to follow.

· Always give constructive feedback and not negative criticism.

· Always ensure that people who have relevant training and qualifications in that field administer first aid.

You should not:

· Exaggerate or trivialise another member’s concern about a child or ignore allegations or suspicion of abuse.

· Discuss personal issues about a child or their family with others except the Child Protection Officer where you are concerned about the child’s well-being.

· Make derogatory remarks, gestures or use inappropriate language in front of children.

· Allow a child to be bullied or harmed by anyone in the organisation.

· Allow children to swear or use sexualised language unchallenged.

You must never:
· Hit, push or grab a child or young person.

· Engage in sexually provocative games, including horseplay.

· Allow others or yourself to engage in touching a child in a sexually provocative way.

· Make sexually suggestive comments to a child, even in fun.

· Engage in rough physical contact with a child unless it is permitted within the rules of the game, activity or conforms to guidance on appropriate physical restraint.

· Form intimate physical or emotional relationships with children.

· Harass or intimidate a child or worker / volunteer, particularly because of their age, race, gender, sexual orientation, religious belief, socio-economic class or disability.

· Invite or allow children to stay with you at your home in the context of your role within the organisation.

Bullying
Bullying is a form of abuse. It may be seen as particularly hurtful behaviour usually repeated over a period of time, where it is difficult for those bullied to defend themselves. In some cases of bullying it may not be an adult bullying a young person. Children and young people may also be responsible for bullying. 

Bullying can take many forms including:

	· Physical e.g. hitting, kicking, theft.
	· Verbal e.g. threats or name-calling.

	· Emotional e.g. isolating a child from the activities.


	· Harassment e.g. using abusive or insulting behaviour in a manner intended to cause alarm or distress.


Bullying can be difficult to identify because it often happens away from others and victims do not often tell. There can be signs which indicate a child is being bullied.  These signs include:

The child or young person may:

· Hesitate to come to the group or is reluctant to be with particular individuals.

· Often be the last one picked for a team or gets picked on.

· Have clothing or personal possessions go missing or damaged.

· Have bruising or some other injury, become uncharacteristically nervous / withdrawn or aggressive.

Helping the child or young person:

· Take bullying seriously. Ensure the child is safe.

· Encourage all children to speak and share their concerns.

· Reassure the victim that you can be trusted and will help, although you cannot promise to tell no one else.

· Keep records of what is said i.e. what happened, by whom and when.

· Report any concerns to the person in charge at the organisation where the bullying is occurring.

Action towards the bully:

· Try to help the bully to understand the consequences of his / her behaviour and seek an apology from the bully.

· Inform the bully's parents / guardians and impose sanctions as necessary.

· Encourage and support the bully to change behaviour.

Social Media and Photograph Policy
It is accepted that Social Media (Facebook, Twitter, Instagram, Whatsapp, Snapchat etc) are used to communicate extensively.  Grace Notes operates a Facebook Page and a Website.  It is important that privacy is respected and children are kept safe. Therefore: 

· Tutors will not accept friend requests from pupils or parents to their own personal pages (unless already acquainted with them) but access is open to Grace Note’s Facebook page, to those eligible to use Facebook, and everyone is encouraged to “add, like and share” from that page. 
· Tutors will not respond to anyone under 18 sending private messages through messenger, unless another adult is copied in to the message.  However, adults may use this way of communication if required. 
· Photographs may be taken for publicity where permission has been given.  These may be used on the facebook page or the website.  Please be sensitive and respectful in your own use of these images.  
· Photos may also be taken and used without permission where there are no identifiable children in them  ie group shots from behind, or blurred out images from a distance.
Data Privacy Notice
Policy and Handling  

1. Your personal data – what is it? Personal data relates to a living individual who can be identified from that data. Identification can be by the information alone or in conjunction with any other information in the data controller’s possession or likely to come into such possession. The processing of personal data is governed by the General Data Protection Regulation (the “GDPR”). 
2. Who are we? We are Grace Notes, music school and retailer.  We are Data Controllers for enrolled pupils and enquiries for sales or tuition. This means we decide how your personal data is processed and for what purposes. 
3. How do we process your personal data? Grace Notes complies with its obligations under the GDPR by keeping personal data up to date: by storing and destroying it securely: by not collecting or retaining excessive amounts of data; by protecting personal data from loss, misuse, unauthorised access and disclosure and by ensuring that appropriate technical measures are in place to protect personal data. 
We use your personal data for the following purposes: 
· To enable us to offer musical tuition, at an age and ability appropriate level
· To maintain emergency contact details. 
· To enable us to information you of news, events, activities and to promote the interests of the business and to provide relevant opportunities. 
· To manage our tutors and volunteers. 

4. What is the legal basis for processing your personal data? 
Legitimate Interests – where you can reasonably expect us to hold the minimum information required.  We also hold information under the Special Category where pupils have specific medical and/or health conditions.  
The processing relates only to pupils or former pupils (within an eight week period – data is securely disposed of after that)  
There is no disclosure to a third party without consent. 
5. Sharing your personal data Your personal data will be treated as strictly confidential and will only be shared with the tutor delivering individual lessons or classes to allow them to offer the best experience.   
6. How long do we keep your personal data? Personal data processed for any purpose or purposes shall not be kept for longer that is necessary for that purpose or purposes. In practice we: 
· Annually review the length of time we keep your personal data; 
· Consider the purpose or purposes we hold the information for in deciding whether (and for how long) to retain it;
· Securely delete information that is no longer needed for this purpose or these purposes; and update, archive or securely delete information if it is out of date. 

7. Your rights and your personal data Unless subject to an exemption under the GDPR, you have the following rights with respects to your personal data:
· The right to request a copy of your personal data which the Grace Notes holds about you;
· The right to request that Grace Notes corrects any personal data if it is found to be inaccurate or out of date; 
· The right to request your personal data is erased where it is no longer necessary for Grace Notes to retain such data;
· The right to withdraw your consent at any time; 
· The right to request that the data controller provides the data subject with his / her personal  data and where possible, to transmit that data directly to another data controller, (known as the right to data portability), (Where applicable): 
· The right, where there is a dispute in relation to the accuracy or processing of your personal data, to request a restriction is placed on further processing;
· The right to object to the processing of personal data; (Where applicable) 
· The right to lodge a complaint with the Information Commissioners Office, ICO. 

8. Further Processing If we wish to use your personal data for a new purpose, not covered by this Data Protection Notice, then we will provide you with a new notice explaining this new use prior to commencing the processing and setting out the relevant purposes and processing Where and wherever necessary, we will seek your prior consent to the new processing. 
9. Contact Details To exercise all relevant rights, queries or complaints please in the first instance contact Susan Durham, Administrator, Grace Notes, 0131 653 0454,   You can contact the Information Commissioners Office on 0303 123 1113 or via the website https://ico.org.uk/global/contact-us/ or at the Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF.
How we handle your information at Grace Notes

Enquiry 

Enquiries come in to as at Grace Notes in person, by email, over the telephone (landline and mobile) and via our Facebook Page or through our website.   We hold details such as names and phone numbers in order for us to deal with an enquiry.  When the enquiry is taken through to enrolment, we delete the enquiry.   If an enquiry is not progressed we securely delete information held after an eight week period.   
Enrolment

After a first lesson, a pupil is required to complete an enrolment form.  This enables us to maintain an accurate database of contacts in case of emergencies or in changes or cancellations of lessons.  It also allows us to match pupils to tutors in terms of suitability and availability.   Pupil information is retained in paper form and locked in the safe when not in use.  First names appear in the diary and phone numbers recorded there for first bookings.  Again, this is stored in the safe when not in use.  Contact details are added to the business laptop and phone and stored in order that we can contact pupils to offer other services which we think might be of interest.  You can opt out of this communication by indicating your preference on the enrolment form.   

The enrolment forms may also contain medical information which will be held securely and only shared with a tutor who may need to know the information in order to deliver a successful lesson.  

Tutor/Pupil 

Pupils and tutors do not share information between themselves privately.  Correspondence can be sent to admin@gracenotesmusselburgh.com and it will be shared only if it complies with the consent given on the enrolment form.   
Retention 

Enrolment forms are kept for the entire time that a pupil is registered with us.  When a pupil leaves, we retain the information for an eight week period (to allow the pupil to return if necessary) and then it is securely deleted.  A pupil returning after 8 weeks will require to fill in another form. 
Responsibility 

Susan Durham, Administrator is tasked with maintaining accurate and secure data handling at Grace Notes.   Any enquiries should be directed to her at admin@gracenotesmusselburgh.com 
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