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Protocol for Visits by Referral Agencies to Key Stage 4 Flexible Learning Providers
It is our policy to recommend that Referral Agencies (i.e. Schools and Local Authority Departments) visit students at least once a year for informal liaison and support. 
The Providers actively welcome visits from Referral Agencies and representatives from the Local Authority.  Such visits have proved very valuable in demonstrating to learners the partnership between the Referral Agencies and the Providers and to identify any issues at an early stage. 
Procedure for informal visits: 

· Visitors should advise the Provider, via the first point of contact at the Provider (Appendix 1), by phone or e-mail that a visit is planned.   
· The class teachers will be advised that the visitor is expected (by the first point of contact at the Provider) and the visitor will be advised of any curriculum or room changes or of any special activities taking place.  
· The visitor will be met at reception, accompanied to the class and introduced to other members of staff and learners.  
· If, exceptionally, an unannounced visit is made, the visitor should report to reception in the first instance and ask for the first point of contact at the Provider.
· A record of visit form (Appendix 2) must be completed by the visitor and a copy of this form must be sent to Susannah French and to the first point of contact at the Provider (see Appendix 1).   
· If a visitor has any urgent concerns about an aspect of the provision, for example health and safety, safeguarding or learner management, these should be immediately raised with the first point of contact or another member of staff at the Provider and with Susannah French.  
· A member of the senior team at the Provider should then be advised and they will take any immediate action necessary.  The senior team member will respond to the issue following established procedures and liaise as appropriate with the schools and the Local Authority / Bromley 14-19.


Protocol for Visits by Referral Agencies to Key Stage 4 Flexible Learning Providers  (Appendix 1)

First point of contact for providers: 
Bromley College – Moira Wood – 020 8295 7000 x 7138

Bromley Field Studies Centre – Euan Craig – 020 8302 7496

Bromley Youth Music Trust – Tim Cronin – 07915 058 536

Ilderton Foundation – David Jeffrey – 020 8691 7643

NTS Music – James Plant – 020 8659 9222

Orpington College – Carolyn Day – 01689 899 881

RollingSound Ltd – Ayesha Ghanchi – 020 8694 6201

Springboard – Marian McKay – 020 8460 7555
SWAY (UK) – Peter Samuel – 020 8466 6301
TLT Hair Academy – Debbie Hill – 020 8462 3662

Windermere – Barbara Buckle – 020 8653 5867

First point of Contact for 14-19 Service: 
Susannah French 

Education Development Centre

Princes Plain 

Bromley 

BR2 8LD 

020 8461 6491

Susannah.french@bromley.gov.uk 
NB: Matters relating to disclosures or of a confidential nature in relation to safeguarding should be referred to: 

Jane Belding –  Programme Leader – Safeguarding 
020 8462 5046

Jane.belding@bromley.gov.uk 


Protocol for Visits by Referral Agencies to Key Stage 4 Flexible Learning Providers  (Appendix 2)

Record of visit to Providers

Date:……………………….Course……………………………………………………….
Tutor:………………………………………………………………………………………...

Other staff / support staff present……………………………………………………...
Number of students present:……………………………………………………………

Number of students from visiting school:…………………………………………….
	Purpose of the visit:



	Notes from the visit:



	Issues to raise with the Provider:



	Note of any concerns about Health & Safety or Safeguarding 




Name: ……………………………………………………………………………………….
School:……………………………………………………………………………………..

Signature:………………………………………………………….Date:………………..

(Approved by the Flexible Learning Strategy Group 250210)
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