Choice Advice Service
Policies and Procedures for Independent Parental Adviser

“Choice Advisers may wish to support parents in preparing for their appeal as part of their role in supporting parents with their secondary school choices. Where this is part of their locally-agreed role, Choice Advisers may accompany parents to the appeal as an adviser but cannot present an appeal on their behalf. Where parents intend to be represented or accompanied they should inform the clerk in advance of the hearing. Panels must not treat appeals from unrepresented parents any differently from appeals from those that have representation.” (School Admission Appeal Code.)
Agreement with Education Leeds Admissions and Transport Team

It is in an agreement with Education Leeds Admissions and Transport Team that the Choice Adviser will not attend appeal hearings with a parent or carer but will offer support in helping the parent to prepare for their appeal hearing. 

Independent Parental Advisers 
Independent Parental Advisers (IPA) are volunteers. An IPA will be independent of Education Leeds and will have no conflict of interest when working with parent/carers. They will provide information and advice to families around the admissions process into secondary school and the appeals process. They may also attend the appeal hearing to provide advocacy, support and representation for the parent/carer. 
In order to become an Independent Parental Adviser all IPA’s will attend a minimum number of training session’s before support begins. As a volunteer, an IPA will be asked to sign confidentiality and data protection policies and IPA’s will follow policies and procedures carefully. From this a volunteering agreement will be formed by working in committed and mutually supportive partnership. 
Independent Parental Advisers – Roles and Responsibilities 
The following are included as part of the IPA role: 
· Make contact with parent/carer.
· Provide support with making telephone calls.
· Provide support in preparing the parent/carers appeal case (the IPA will write the appeal case up from what the parent has said  and will not add anything to the case that the parent hasn’t said) 
· Provide information and impartial advice on issues relating to admissions and appeals.
· Support parent/carers in appeal hearings.
The following are included as part of the IPA responsibilities: 

· Seek all up to date information from the Choice Advice Service to pass on to parents.
· Attend all training sessions delivered by the Choice Advice Service for IPA’s.
· Maintain the confidentiality of all cases except where there are child protection concerns.

· Keep detailed case records.
· Notify car insurance provider of use for volunteer work.
It is not the role of the Independent Parental Adviser to:

· Take cases that have not come through the Choice Advice Service

· Attend school meetings instead of parents.
· Fill in forms instead of parents but you may help them with this.
· Complain on a parents behalf. 

Choice Advice Service – Roles and Responsibilities to all Independent Parental Advisers 
Choice Advice Service will ensure all IPA’s are:

· Aware of the main aims of the Choice Advice Service.

· Keep in regular contact, so that any advice, information or support needed, can be given along with constructive feedback. 

· Given up to date and relevant training, support and supervision.

· Able to contact the Choice Advice Service at anytime during working hours.

· Provided an induction and the relevant training before they begin supporting parents and carers.
· Reimbursed for costs incurred such as travel and subsistence.
· Consulted on matters that directly affect their support to parents.

· Treated fairly in line with Education Leeds Equal Opportunities Policy.

· Not exploited in any way. 
Independent Parental Adviser and Choice Adviser – Appeals  Referral Procedure. 

Parent/carer requests support
▼
Choice Adviser checks there is no possible conflict of interest

▼
Choice Adviser contacts the IPA to see if he/she is available to attend a home visit and the appeal hearing 
▼
Home visit is arranged 

▼
Choice Adviser completes an allocation form in duplicate

▼
One copy of the allocation form is retained on file. The other is sent to the IPA, together with the information pack

▼
The IPA keeps detailed recordings on an ‘update form’
▼
Choice Adviser will be in regular contact with the IPA to offer any support that may be needed

▼
Choice Adviser attends home visit with IPA to meet with parent/carer to discuss their appeal case. Role of the IPA will be established
▼
If the parents wishes the IPA will put the case together for the hearing. The statement is then sent to the parent/carer to make sure they are happy with the statement and nothing else has been added in or taken away. Once the parent is happy with the statement a copy is sent to the parent, Choice Adviser and IPA
▼
Choice Adviser emails the clerk of the appeals at the Governance Service Unit to inform them an IPA will be supporting a parent/carer at their appeal hearing
▼
IPA attends appeal hearing with the parent/carer
▼
After the appeal hearing the IPA ensures an evaluation form is completed along with a case closure form. These are both sent back to the Choice Advice Service

▼
IPA involvement ends
▼
The Choice Adviser will close the case after the parent finds out the outcome of the appeal hearing to ensure no further support is needed
Monitoring/Support Procedures

The Independent Parental Adviser will request information regarding all services to support parents and carers who are going through the admissions or appeals process from the Choice Adviser.
The Choice Adviser will contact the Independent Parental Adviser at regular intervals to ensure the IPA does not feel isolated. 
Evaluation 
In order to evaluate the Choice Advice Service, so that we can continue to provide a valued service to parents and carers, the IPA evaluation forms will be completed and returned with all information the IPA has on the family to the Blenheim Centre for the attention of the Choice Adviser.
Confidentiality

Independent Parental Advisers are required to respect the confidentiality of private and personal information entrusted to them by parents. It is important that parents, their supporters and service providers can work in partnership, building open, honest and responsive relationships, sharing information and working together (Every Child Matters 2003)
All information gained about families is completely confidential and should only be discussed with relevant agencies such as the Choice Advice Service or the child’s school and with the consent of the parent/carer. 

The only exceptions to this would be if there are child protection concerns. If this is the case the Choice Advice Service should always be the first point of contact.

Expenses

Independent Parent Advisers are entitled to claim out of pocket travel and telephone expenses. This will be expedited by completing the Form 0029 (A) and (B) Form. This should be submitted to the Choice Adviser who will pass it on to the Parent Partnership Co-ordinator for payment. 

Claims for reimbursement of telephone charges should be submitted together with a highlighted itemised bill. (To obtain the cost of the call dial  *40* telephone number including the area code). There will be a ring-back at the end of the call with the information. This is a free BT service. Other providers may have a similar system. 
The service asks the Independent Parental Advisers to use the most economical form of transport and obtain receipts for travel where appropriate.

Health and Safety

The Choice Advice Service is committed to ensuring the safety of all Independent Parental Advisers when they are in their volunteer role. Training will be given to all IPA’s in order to maximise personal safety including home visiting, lone working and dealing with confrontational situations. 

Any health and safety issues that arise whilst supporting parents must be discussed with the Choice Advice Service at the IPA’s earliest convenience. 

CRB check

All Independent Parental Advisers will be subject to vetting by the Criminal Record Bureau. The cost of this will be met by The Choice Advice Service. 
Insurance

All Independent Parental Advisers that have completed the required training and have approved Standard Disclosure will be covered by Education Leeds insurance for personal accidents and public liability. This will take effect upon submission of details to Finance Department by the Parent Partnership Co-ordinator. Cover will only be approved for Independent Parental Advisers working within the remit of the policy. In order for Education Leeds insurance to take effect casework must have been referred from Choice Advice Service.
The Independent Parental Advisers should inform their motor insurers that they may use their own vehicle in the course of their volunteer role.

Complaints/Grievance Procedure

It is possible that Independent Parental Advisers may work with parents who have grievances or complaints. It is every parent’s right to take up a complaint about their child’s education. It is the role of the IPA to pass on the correct complaint’s procedure to the parents not to complain on their behalf! 

There are set procedures in place for different types of complaints, for example complaints against the child’s school or complaints about Education Leeds. The Independent Parental Advisers must discuss any possible complaints with the Choice Advice Service in order to insure the correct information is given to the parent. 

Statement of Personal Data Handling Policy

As an Independent Parental Adviser you will gain information which is ‘personal data’ about pupils and their families, either from pupils and their families themselves or from other agencies such as the Choice Advice Service and schools. You must not disclose this information to anyone outside the service or the school unless this has been authorised by Choice Advice, or unless a family has asked you to do so. 

If a family asks you to do this, you should make sure they understand fully who the information will be disclosed to and for what purpose. This information should not be used for any purpose other than for which it was given, unless this is authorised by the service or the school. Please refer to the personal data handling statement set out in the IPA policies and procedures.
The following is given to all Education Leeds staff and it is expected that all Independent Parental Advisers will comply with this guidance. 

Education Leeds needs to collect and use certain types of information about people with whom it deals in order to operate. These include current, past and prospective employees, suppliers, pupils and school staff, clients and customers and others with whom we communicate. In addition, we may be occasionally required by law to collect and use certain types of information of this kind to comply with the requirements of government departments, for example, the Department for Children, Schools and Families.  

This personal information must be dealt with properly however it is collected, recorded and used – whether on paper, in a computer or recorded on other material - and there are safeguards to ensure this in the Data Protection Act 1998. We recognise that the lawful and correct treatment of personal information by Education Leeds is very important to successful operations and to maintaining confidence between those with whom we deal and ourselves. We therefore ensure that our organisation treats personal information lawfully and correctly. 

To this end we fully endorse and adhere to the principles of data protection as set out in the Data Protection Act 1998. Specifically, the principles require that personal information:

a). shall be processed fairly and lawfully and, in particular, shall not be processed unless specific conditions set out in Schedules 2 and 3 of the Data Protection Act 1998, are met;

b). shall be obtained only for one or more specified and lawful purposes and shall not be further processed in any manner incompatible with that purpose or those purposes;

c). shall be adequate , relevant and not excessive in relation to the purpose or purposes for which they are processed;

d). shall be accurate and, where necessary, kept up to date;

e). shall not be kept for longer than is necessary for that purpose or those purposes and retained only for as long as stated in the Guidance for Retention of Personal Data;

f). shall be processed in accordance with the rights of data subjects under the Act;

Equal Opportunities Policies and Practice

The following is an equal opportunities policy that is given to all Education Leeds employees. It also applies to Independent Parental Advisers volunteering for the Choice Advice Service.

Education Leeds is committed to policies and action to ensure that its employees and the people it serves are not discriminated against on the basis of disability, race, colour, ethnic origin, religion, age, sexuality or gender.

The core purpose is: 

“To improve the quality of life for the people of Leeds, with particular emphasis on the needs of the disadvantaged”

We want to make sure that we take equal opportunities into account at every stage of the Company’s work.  Equal opportunities has therefore been integrated into our policies on how we:

	· Recruit and treat our staff
	· Consult with the people of Leeds

	· deliver our services
	· work with other organisations


The Company’s policies pay particular attention to combating discrimination against members of black and ethnic minority groups, disabled people and women. 

We also take into account all anti-discriminatory legislation e.g. the: 

	· Sex Discrimination Act
	· Equal Pay Act

	· Race Relations Act
	· Rehabilitation of Offenders Act

	· Disability Discrimination Act
	· Police and Criminal Evidence Act


The policies and procedures for Independent Parental Advisers are subject to review on an annual basis.

