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EMPLOYMENT STATUS 
BYMT places instrumental and vocal teachers into the schools in Bromley. It follows the DfE recruitment 
procedures as described in the document Keeping Children Safe in Education and carries out all checks. BYMT 
also implements a scheme of Teacher Observations to further enhance quality assurance. Regular CPD 
sessions are arranged and all teachers welcome to attend. As a Licensed peripatetic teacher you are self-
employed. The contract for services is between you and the person who signs the Application Form for Lessons 
and invoices should be sent to them at the beginning of each term. 
 
APPLICATION FORM FOR LESSONS 
You should not start any pupil until you have obtained their signed application form for lessons. This 
constitutes an agreement from parents/carers to abide by the regulations and will be required should you 
need to chase payment. 
 
If you are operating a ‘waiting list’ at a school and there is a delay between application and the offer of tuition, 
you should inform the parent/carer accordingly. Do contact them again before commencing lessons to ensure 
that they are still happy to proceed. 
 
Please liaise with your Head of Department if the waiting list is long so that additional arrangements may be 
explored, or e.g if there is a problem with capacity or room availability. 
 
REGISTERS 
It is a requirement that these must be completed for each lesson and that at the end of each term a copy, fully 
completed, is uploaded through the Staff Area at www.bymt.co.uk.  BYMT will use this information to invoice 
you in the following term. The school may also like to keep a record on file. Your co-operation in this matter is 
greatly appreciated as failure to provide this information not only impacts on the Office staff but may 
jeopardise BYMT’s future funding. 
 
SCHOOLS 
Punctuality is very important because of the possible risk to unattended children and inconvenience caused to 
the school.  It is also essential to check-in with the school office on arrival. 
 
Schools should be notified before the start of the school day and preferably by 8.00 am if you are to be 
unavoidably absent through ill health etc. 
 
School offices are very busy places.  Please only ask to use the telephone for emergencies and the photocopier 
for material required by that particular school, bearing in mind the laws concerning copyright. 
 
NOTICE 
It is understood that there may be occasions when you will need to change lesson times or days.  Please be 
aware that this does cause difficulties in schools and you are asked to give as much notice as possible of any 
changes. 
 
It is wise to check at the beginning of each term concerning school trips etc that may affect the availability of 
pupils. 
 
Lessons need only be made up if you have had sufficient notice to alter your timetable accordingly. If a lesson 
has been cancelled through no fault of your own or the pupil, for example due to bad weather, we 
recommend that all reasonable efforts are made to give that lesson at a later date, although you are not 
obliged to.  
 
Pupils ceasing lessons should give you notification no later than half-term (with a copy to BYMT in case of 
dispute) in order to cease lessons at the end of term.  If you do not receive such notice you are entitled to 
claim a full term's fees.  
 
However, in the case of ceasing lessons in the Summer Term, BYMT deem it reasonable that if teachers have 
been given notice by the last school day of the Summer term, only half a term’s fee is payable in lieu of notice. 
This is due to the implied notice lasting from June till December, which often causes dispute.  
 



It is good practice for you to keep in regular contact with parents/carers of your pupils and BYMT strongly 
recommends that you contact everyone at the beginning of the summer term advising of new fees payable in 
the new academic year. 
 
INVOICING AND NON-PAYMENT OF FEES 
We advise that you issue invoices at or before the beginning of term and inform your pupils’ parents/carers 
that full payment for the term’s lessons should be made by the second week, otherwise you are not obliged to 
continue teaching that child and may give the place to another.  
 
If you have not received payment by the second lesson, it is essential that you contact the parents/carers by 
telephone or email in order to ascertain any issues. Students should not be withdrawn from lessons prior to 
this communication and indeed payment should not be discussed with them.  
 
If the parents/carers have financial difficulties, please see ‘Hardship’ below and be sure that the families 
concerned understand that they must apply for this remission. There is also a discretionary fund available 
upon application to the Deputy Principal for exceptional cases that do not fit within the criteria. 
 
BYMT, via the Deputy Principal may seek the payment of fees from parents when they have failed to respond 
to written requests. Please ensure you have followed the advice given in the BYMT’s ‘Debtor’s Pack’ available 
from the office before requesting assistance.  
 
HARDSHIP – Young Musicians’ Fund (YMF) 
BYMT strongly believes that any child wanting to learn to play an instrument should be given that opportunity 
regardless of their financial circumstances. However, to qualify for payment from the BYMT Young Musicians’ 
Fund (YMF), the student must also demonstrate a commitment to learning.  
 
It is hoped that schools will support instrumental tuition by funding lessons through the Pupil Premium Grant. 
If this is the case you should invoice the school for lessons but note this on your termly register so that BYMT is 
aware for reporting purposes.  
 
If the school does not offer this support, then the parent/carer will need to complete the Application for 
BYMT Young Musicians’ Fund and provide proof of benefits. Please do not teach the child until you have had 
confirmation from BYMT that lessons will be funded. You should also be aware that applications will only be 
successful if the student also attends a BYMT Ensemble (free of charge) or a school ensemble. 
 
If you feel the YMF pupil is worthy of longer than a 15 minute lesson, you should request this from your Head 
of Department. 
 
All parents currently receiving remission are sent a renewal form in the Summer Term as entitlement ceases at 
the end of each academic year. 
 
This remission is discretionary and will only be granted upon satisfactory attendance and progress. 
 
Pupils studying for GCSE or A level music may be entitled to remission of fees.  This is dependent on individual 
school policy and should be noted on your register for reporting purposes. 
 
BYMT GROUP MEMBERSHIP 
Please encourage your pupils to join BYMT groups. Details of all groups can be obtained from the BYMT Office, 
or from our website www.bymt.co.uk. We all recognise the benefits of playing in bands, orchestras and 
ensembles and healthy group numbers form the lifeblood of BYMT. All BYMT groups receive intensive 
coaching by Trust staff and invited tutors. 
 
INSTRUMENTS 
A limited number of orchestral instruments are available for hire through the Trust.  Please contact your Head 
of Department for availability.  Some schools offer instruments for hire too. 
 
Before releasing the instrument BYMT will need to take details of the child’s school, parent/carers full name, 
home address, all contact telephone numbers and an email address. This can all be found on the Application 
Form for Lessons, so please bring this with you when you come to collect. 



 
Permission for instrument repairs must first be obtained from the relevant Head of Department at the Music 
Centre, or in the case of schools that are organising their own repairs, the Head of Music at the school. 
 
Do try to keep a check on the care of Trust instruments and make sure instruments are accounted for when 
pupils leave the school. 
 
Trust instruments should be returned to the BYMT office when no longer required and not left idle at the 
school. 
 
We recommend all parents insure instruments.  Once they leave BYMT premises, instruments are not covered 
by BYMT insurance.  This also applies to those instruments in your possession. 
 
SAFEGUARDING 
All BYMT Licensed Teachers are required to have a current and appropriate Enhanced DBS Disclosure. If you 
have any queries on this, please call Sue Brown, Designated Safeguarding Lead.  
 
Do ensure you have been given a copy of the Trust’s Child Protection Policy as well as the document ‘Keeping 
Children Safe in Education (KCSiE) before you start teaching in schools and have read both thoroughly.  
 
Avoid touching or handling children during the course of a lesson unless absolutely essential.  Touching can be 
misunderstood by pupils, parents and teachers and can lead to safeguarding allegations.  It is very important 
that you should not teach in a room that cannot clearly be seen into. If you are concerned about the room you 
are given, please advise the school immediately of your concerns and contact Mr Simon Sundermann (BYMT 
Deputy Principal) if you are not given suitable accommodation to avoid being placed at risk. 
 
Please ensure that you have your BYMT photo ID card with you at all times and wear it where it can be seen. 
Individual schools may also have their own safeguarding requirements, which must be adhered to. 
 
PUBLIC LIABILITY 
Due to the nature of your work, it is strongly recommended that you are covered with public liability 
insurance.  Contact the Office if you wish to be included in the Trust's policy. 
 
Members of the MU and ISM are covered as part of their annual benefits.  
 
RATIONALE FOR ALLOCATION OF TEACHING IN SCHOOLS 
We assess the need for placing teachers in schools via consultation with the respective school music co-
ordinators and our Heads of Department. The Head of Department in turn places a specialist 
instrumental/vocal teacher to accommodate that need. Relevant experience of the licensed teacher is taken 
into account (For example primary or secondary school experience) along with specific requests from music 
co-ordinators. We endeavour to assist licensed teachers by providing them with schools that are close in 
proximity to avoid travel time, where possible. We also encourage licensed teachers to partake in recruitment 
demos in schools that they are working in as well as liaising with the Heads of Department in building new 
relationships with schools where there is a need.  
 
Finally and most importantly, Heads of Department monitor the quality of teaching via lesson observations 
and reporting from our partner schools.  
 
BYMT SOCIAL MEDIA  
Keep up to date with BYMT Events, Ensembles, and News through the BYMT website: www.bymt.co.uk You 
will also be given a login password to access the BYMT Staff Area where relevant documents and claim forms 
are available to download. You can also follow us on Twitter @OfficialBYMT and Facebook.  
 
GENERAL ADVICE 
Do keep parents informed by regular written reports or by telephone/email as to the progress or otherwise of 
your pupils.  Schools should be informed of problems which arise before contacting parents. 
 
It is often found very useful to arrange, after consultation with school staff, informal concerts of your pupils 



during lunch breaks or after school. 
 
Theory classes up to ABRSM Grade 5 are available at the Music Centre.  Further information and application 
forms can be obtained from the Centre. 
 
CPD (Continuing Professional Development) courses are arranged regularly at BYMT for Licensed and Trust 
teachers.  It is expected that you attend these courses which facilitate an exchange of ideas and develop a 
sense of 'belonging' in what can become a rather isolated activity. Remember that you are part of a team! 
These courses often involve guest speakers and deal with important and relevant issues. Please also note that 
all CPD from BYMT is available to licensed teacher at no charge. 
 
As a BYMT Licensed Teacher, you are entitled to free admission to all BYMT concerts. If you require tickets, 
please contact the office in advance as they can allocate your requirements on our online ticketing system.  
 
Examinations, both Trinity and ABRSM are held at the Centre each term.  Please contact sam@bymt.co.uk  for 
more information. 
 
Do keep in touch with the relevant Head of Department and administrative staff at the Centre.  It is their job to 
ensure the Bromley Youth Music Trust, of which you are a part, functions smoothly and effectively. 
 
 
BYMT Departmental Support 
Please contact BYMT’s office on 020 8467 1566 with any queries, or the appropriate BYMT Head of 
Department for musical / educational queries: 
 
Brass sbrock@bymt.co.uk 
Keyboard/Jazz keyboard@bymt.co.uk 
Guitar guitar@bymt.co.uk 
Percussion cwoodham@bymt.co.uk 
Strings twells@bymt.co.uk 
Vocal/Choirs sseeney@bymt.co.uk 
Woodwind coshea@bymt.co.uk 
Curriculum jrabin@bymt.co.uk 
 
 
The Trust is an equal opportunities employer. The aim of its policy is to ensure that no job applicant or employee is treated unfairly on the 
grounds of age, colour, national origins, nationality, race, disability, family commitments, gender, marital status, membership or otherwise 
of a trade union, religion or sexual orientation. 
 
BYMT is committed to safeguarding and promoting the welfare of our students and expects all staff and volunteers to share this 
commitment. The post is subject to an enhanced DBS disclosure. 
 
 
RECRUITMENT PROCESS  
 
Closing Date: Friday 26 April 2019 
 
If you wish to apply for this position, please respond by submitting a completed application form together with 
any other supporting material you feel necessary. 
 
Please note that you should also give names, positions, organisations and telephone numbers of at least two 
referees one of whom should be your current or most recent employer or equivalent, specifically indicating if 
you do not wish them to be approached without your prior permission. 
 
Details of the interview will be sent to you with the invitation to attend. 
 
Should you have any queries relating to any aspect of this appointment process, require additional information 
or wish to have an informal discussion please contact the relevant Head of Department 



It is recommended that you charge a maximum of £39.00 per hour. Therefore 
 
INSTRUMENTAL LESSON FEES September 2019 - 20  
 
Individual 30 minutes £195.00 per term 
Individual 20 minutes £130.00 
Individual 15 minutes or £ 97.50 
2 sharing 30 minutes 
2 sharing 20 minutes or £ 65.00 
3 sharing 30 minutes 
 
You are at liberty to teach for extra weeks each term but should obtain agreement from parents/carers in 
advance and before invoicing for payment. 
 
ROOM RENTAL IN SCHOOLS 
Some schools will charge a rental for use of the room where you teach. You may choose to passport this fee to 
parents/carers, but please make it clear on your invoice what the extra charge is for. 
 
LICENSE FEE 
There is a fee charged for your teaching in BYMT schools and at the Centre. The amount depends upon the 
number of hours you teach and will be invoiced termly. 
 
 
BYMT takes responsibility for 
• Reviewing & upholding the professional code of conduct.   
• Communicating with & updating all staff on relevant matters.   
• Opportunities for professional development.   
• Ensuring students have access to instruments as required. 
• Marketing & pricing strategies.   
• Strategic planning & business development.   
• Developing & reviewing policy & procedures.   
• Ensuring assets are effectively used.   
• Checking registers for accurate data.   
• Teacher observations.   
• Debtor guidance.   
• School visits and liaison.   
• Public relations. 
• Resolving disputes or complaints.   
• Event Management. 
• Fund raising for Young Musicians Fund.   
• Government reporting. 
• Hosting ‘Try an Instrument Day’ twice annually.   
• Providing opportunities for students to play in ensembles and  to perform at an early stage.   
• Arranging ‘Inspire’ concerts as a recruitment tool. 
• Ensuring clear progression routes are available and affordable  to all students.   
  
LICENSE FEES 2018-19 
 
Based upon number of hours taught this is payable to BYMT and we will invoice you in arrears the following 
term.  
 
Up to 5 hours per week  £68.33 per term    (£205.00 pa) 
Up to 6 hours per week  £71.75 per term    (£215.25 pa) 
Up to 8 hours per week  £78.58 per term    (£235.75 pa) 
Up to 10 hours per week  £85.42 per term    (£256.25 pa) 


