PROVISION OF COURSE LEADER SERVICES TO TIME for FAMILIES

CONTRACT No. 

This contract is entered into between Time for Families, a charitable company incorporated in England and Wales under number 3743907, limited by guarantee and registered as Charity number 1076744 with its registered office at 17 Sydenham Road, London SE26 5EX (hereinafter referred to as ‘TfF’)

And 

      (from now on referred to as the Course Leader)

The Course Leader agrees to provide his/her services as a Course Leader in HMP       and TfF agrees to pay for such services in accordance with the terms and conditions set out in this contract. For the purposes of this contract TfF is acting as an Employee Business.

It is agreed that:

1. The Course Leader shall carry out the duties specified in Appendix A to this contract.

2. The Course Leader will be paid a fee of £1,400 per course.  Delivery of a course includes recruitment of participants, preparation and administration as set out in Appendix A.
3.  The Course Leader will complete all work relating to the course and invoice within two weeks of the last day of the course.
4. The Course Leader shall comply with the terms and conditions specified in Appendix B.
5. This contract will be in effect from       and will be subject to review in one year.
6. Travel costs from the Course Leader’s home to the prison are not payable.
7. TfF will pay for the production of workbooks and course materials or provide them.
8. Cancellation fees will be chargeable as set out in Appendix B.
9. This contract does not cover other activities with Time for Families.  Payments for these need to be agreed separately.
	For and on behalf of Time for Families Ltd
	For and on behalf of the Course Leader

	Signed
	
	Signed
	

	Name
	
	Name
	

	Position
	
	
	

	Date
	
	Date
	


APPENDIX A Scope of Services

Role

The Course Leader’s role will be to deliver the Time for Families’ course Building Stronger Families.  The Course Leader represent Time for Families and so should act in a way which is consistent with TfF’s Ethos and Values; in particular, they should pray for their course participants.

The Course Leader has five main tasks:

· Working with the prison to ensure the course is full

· Facilitating the course

· Working with the couples

· Providing a welcoming environment

· Providing TfF and the prison with information on the impact of the course
Location

The Course Leader’s work will be at the prison agreed in the contract.  The Course Leader may need to do preparation at their own home.  Any additional costs are their own responsibility.

Amount of work in terms of days

The course is normally 6 days, running one day per week.  Additional time will need to be spent in the prison on recruitment and liaising with prison staff.  The course normally runs from about 10.00 to 16.00, although this may vary for a particular prison.  The Course Leader normally needs to arrive around 09.00 to have sufficient time to set up.

1. Supervision

You will be supervised by a Regional Development Co-ordinator (RDC).  A supervision session should be arranged during each course.  This session is part of the contract.
Description of tasks associated with running the course
a) Run the Building Stronger Families course to a high standard and in a way that helps the participants acquire the skills covered by the course.
b) Work with prison staff to ensure that the courses have a high level of attendance following the guidance in the RDC & Trainer Manual.  You should also promote the course to prison officers, civilians and managers.
c) Ensure the partners are phoned to be invited onto the course using the script provided (you may delegate this to volunteers).

d) Work with couples if they are finding the material difficult.  Although we do not provide counselling, couples may appreciate a small amount of one-to-one input.

e) Ensure the environment is comfortable (within the constraints of a prison), has refreshments and that lunch is provided.
f) Teach the course in line with the course manual but develop your own approach and ideas for communicating the course content.  TfF will provide you with materials (e.g. workbooks) but you will be responsible for ensuring you have a sufficient stock.
g) Support the work of the prison, including meeting all their requirements for security.  The BSF course is a component of resettlement and so all training needs to support the overall objective of encouraging inmates not to re-offend.
h) Confront inappropriate behaviour by participants.
i) Enter performance data and evaluation information promptly.  Registration and attendance data should normally be entered within a day of the course; evaluation data should be entered within two weeks of the course ending on the TfF database or spreadsheets.  This will include attendance by volunteers so that the RDC can authorise claims.  The report on each prisoner should be completed within two weeks of the course ending and copies sent to the prison liaison officer.
j) Comply with TfF’s policies, especially over H&S, data protection and confidentiality, and domestic violence.
k) Develop a positive relationship with prison authorities and staff.
l) Manage and develop volunteers and peer facilitators.  This will include involving them in training and providing supervision and feedback on their performance.  You should encourage the team to meet to pray for the work.
m) Help with the recruitment of volunteers.  The RDC is responsible for authorising payment of expenses to volunteers and so they are responsible for agreeing that someone can attend and have their expenses paid.
n) Encourage course participants to become peer facilitators and provide training for them.
o) Liaise with the Visitors Centre (if there is one) as this is a way of promoting the course to the partners and also helping them with entry into the prison.
Additional tasks

a) Meet with the RDC at least once each course for a supervision.

b) Achieving a PTLLs qualification within six months of starting with Time for Families.  TfF will pay the course fee, but not the time spent.
c) Attending training courses and staff conferences put on by TfF or recommended by TfF (for which TfF will pay your travel expenses and a fee of £100 per day).  This will usually be 3 or 4 days each year.

d) Share any innovations or ideas for improvements with your RDC and more broadly with other Course Leaders in TfF.  Working on these is chargeable at £100 per day.

e) Provide information to the appropriate person in TfF about prayer needs.
Equipment

TfF will provide the equipment needed to deliver the course.  This will include a laptop and projector.  During the period of this contract the Course Leader may keep the equipment and use it for their private activities.  However, they will be responsible for replacing the equipment if it is damaged through negligence.  They should also include the equipment in the household insurance.  They should ensure that the equipment is not infected by viruses; TfF recommends using AVG software, which is free.  The Course Leader is responsible for running it regularly and ensuring that suspect emails and software are not used.  They must not use this equipment for any use that goes against the ethos of the organisation.  When the contract ceases the equipment must be returned to TfF.

APPENDIX B Terms and Conditions

1. The Course Leader shall exercise all reasonable skill, care and diligence in the discharge of all duties and all work shall be to the satisfaction of TfF.

2. Arrangements for annual holidays and other absences shall be agreed with the RDC and be subject to reasonable notice.

3. The results of the work arising from this contract and any rights therein shall be the absolute property of TfF. 

4. TfF shall provide Employers and Public Liability insurance cover. 

5. This contract may only be amended with the written agreement of both parties.

6. Any extension to this contract will be by mutual consent.

7. The Course Leader shall be aware of and comply with the security regulations governing work at the prison.  TfF may require the Course Leader to take a drug test if his/her behaviour causes a TfF manager or prison staff to believe they may be using non-prescription drugs.

8. The Course Leader shall abide by the Health and Safety policies and procedures of the prison.  It is the Course Leader's duty to ensure familiarity with the prison’s rules and regulations.

9. Each party may terminate this contract by giving 60 calendar days notice in writing. 

10. TfF reserves the right to terminate this contract with immediate effect if: 

a) it should be proven that the Course Leader is guilty of dishonesty, disobedience, consistent unruly behaviour or other similar misdemeanour or brings the charity into disrepute,

b) the Course Leader is expelled from the prison (this can be done by a prison without any reasons being given),

c) the Course Leader is unable through illness or accident to perform the contractual duties for a period of thirty calendar days 

11. If the work of the Course Leader fails to reach the standards required by the prison, then TfF shall inform the Course Leader. The Course Leader shall have a period of 3 course days to rectify any faults and to demonstrate improved standards.  If, after this period, the prison still considers that the standard of work is not satisfactory then TfF shall terminate the contract.

12. If termination occurs for the reasons in paras 10 or 11, then TfF reserves the right to make payment to the Course Leader only in respect of work executed and duly recorded prior to the date of such termination.

13. The Course Leader enters into this contract on the strict understanding that they shall be responsible for the payment of National Insurance contributions and income tax.

14. TfF shall not be responsible for holiday pay, sick pay or redundancy payments.

15. The Course Leader shall keep confidential all information obtained in the performance of this contract. This clause shall survive termination of this contract for any reason whatsoever. 
16. Cancellation Fees

a. If a course is cancelled by TfF or the prison before it starts:

i.  with 21 or more calendar days’ notice then the Course Leader cannot claim any payment. 

ii. Between 1 and 21 days’ notice, the Course Leader will be paid £200
b. If a course day is cancelled or postponed:

i. with less than 14 days’ notice, we will pay the Course Leader £100.
ii. on the actual day of delivery, we will pay the Course Leader £200.  If a replacement day is arranged then the replacement day will be paid according to their contract.

c. If a course, mid-way through, is cancelled or postponed for more than six weeks by TfF or the prison, then an invoice may be raised for the Course Fee subject to a deduction of £200 for each remaining undelivered day, subject to provision in (b.) above.
	Information for database
	Entered on the database by

	Registration information (names, addresses, prison numbers, dob, ethnicity, etc) 
	within 1 day of the completion of the first day of the course
- Missing information should be collected and entered the following week.

	Dates for the course 

	Within 1 day of the start of the course

	Attendance for each day

	Within 1 day of the course day

	Session Feedback Form - This is optional but is a useful discipline to think through what has happened.  
	Within 1 day of the course day

	Course Evaluation and TfF Scale/Goodman SDQ
	Within 3 days of the last day of the course

	Useful quotes to Henrietta
	Within 3 days of the last day of the course

	Prisoner Feedback Forms
	Completed and sent to Kathy and prison Liaison Officer within 1 week of course ending
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