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Definition of terms in relation to roles mentioned within this document: 

 

Musinc 

Within this document refers to staff employed by Middlesbrough Council to deliver the Musinc Programme 

only 

 

Music Leader  

A Music Leader is someone who is engaged via musinc in a self-employed capacity to deliver inclusive 

music-making activities for children and young people in community settings such as schools and youth 

clubs. 

 

Host or partner Organisation 

A host organisation is the partner organisation that the music leader is working in, such as a youth centre 

or school for example, Myplace Youth Club. 

 

Young people – the participants in the activities, aged between 0-25.  
 

Progression – this refers to the broadest interpretation of the social, personal and musical development of 

the young person. 

 

Activities – this refers to the task or process the young people will be undertaking in the session (what they 

will do).   

 

Learning outcome(s) - the skills, knowledge or understanding that will be gained or enhanced from the 

session. Activities should be planned to enable the young people to achieve the learning outcomes. 
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Putting music at the centre of young 
people’s lives 

and young people at the centre of music 

making. 
 

Musinc works with musicians and music and arts groups.  We deliver projects within education and 
community settings that support young people.   

 
Our mission is to put music at the centre of young people’s lives and young people at the centre of music 
making. 

 
Our focus 

 
We know that young people can bring about positive change in their lives and the lives of those around 
them by getting involved in making music. Therefore we work with some of those most in need – young 
people (aged 8-24) living in challenging circumstances in the local authority areas of Middlesbrough, 
Stockton, Hartlepool and Redcar and Cleveland.  
 
We do this through the following strands of activity: 

 
Network of Inclusive Provision  

 
We have an established Network of Inclusive Provision with open access music projects currently running in 
Middlesbrough, Redcar and Stockton. 

 
These projects are hosted by local venues with dedicated youth clubs who work with young people from a 
diverse range of backgrounds.  Our ambition is to build their confidence in developing their own ideas and 
music.  We create opportunities for them to challenge themselves and benchmark their progress.  By 
developing young people’s sense of music-based achievement to we intend to motivate their progression 
and help them realise their goals. 
 
 

http://www.musinc.org.uk/challenging-circumstances/
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Music as Strategic Intervention 
 

This strand supports young people by working in conjunction with young people’s services and schools and 
other agencies. This targets those young people who are in real need and for whom music making could 
have the most positive impact. By supporting individual learning journeys and delivering music-making 
through small group sessions or one to one music lessons we hope to improve the individuals’ self-efficacy, 
self-esteem, engagement, confidence and resilience.   

 
Performance and Celebration 

 

Our experience tells us that there is great value in providing the young people engaged on our projects 

with opportunities to perform and celebrate.   

 

Performance opportunities and celebration events can improve confidence and a sense of achievement.  

We work with local venues and event teams and support our groups in accessing these opportunities 

where they can demonstrate their skills and celebrate their work, achievements and talent.   

 

Every year we bring together young people from our projects and from organisations working with young 

people on musical inclusion programmes as part of the annual Young People’s Gathering. 

 

Professional Development  

 

We offer professional development opportunities aiming to support both developing and experienced 
music leaders across Teesside.  We work together to enhance their specialist skills and ensure that they 
have a high level of training so that they are able to support young people in challenging circumstances.  
We do this through peer observations, supporting access to recognised training programmes and through 
hosting a series of skills workshops.  We also work in partnership with other Fund C organisations to 
provide specialised musical inclusion training. 

 
Organisational Development 

 
Our development programme is designed to build capacity for musical inclusion in grassroots organisations 
through bespoke support and development.   

 
Music for Social action 

 
Working in partnership with Youth Focus we deliver a youth led music and social action project.  Giving 
young people the chance to develop and deliver their own projects and to support each other and work 
together. 
 
MADE: Musical Action for Diversity and Equality is a series of short term projects looking at areas of 
inequality and discrimination through music and song writing. Young people can explore and express their 
views in a safe and supported environment.  

 
Musinc is funded by the National Foundation for Youth Music and is hosted by Middlesbrough Council on 
behalf of the four Teesside local authorities. 
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Youth Music           

 
The National Foundation for Youth Music is a national charity and is our funding body. Every year, Youth 
Music provides more than 75,000 young people with the opportunity to make music, helping them to 
overcome the challenges they face in their lives. Our music projects support young people to develop their 
creative and social skills, make positive contributions to their community and improve their wellbeing. Our 
ongoing research allows us to identify the best ways to engage young people and drive fresh thinking in 
music education. We also provide a growing online community for thousands of music education 
professionals. We know that many young people still need our help. Join us in our mission to give every 
child the chance to make music. Visit www.youthmusic.org.uk  

 
Alliance for a Musically Inclusive England (AMIE) 

 
As a Youth Music Fund C grant holder MUSINC are founding members of the Alliance for a Musically 
Inclusive England (AMIE). The Alliance for a musically inclusive England is a movement for change throughout 
music education. 

It is a growing network of organisations working together to: 

* promote equity in music education 

* support others to do the same through advocacy, CPD, resources, and strategic alliances. See the     

    resources on the AMIE Inclusion resource hub. 

Evidence shows that music-making is a strong contributor to a young person’s personal and social 

development. It can help them to realise their potential within and outside education, and to deal with 

some of the big issues facing them today -  including mental health, isolation, youth violence and social 

inequality.  But despite this, and the fact that young people say music is central to their lives, too many are 

missing out on music-making because of who they are, where they live, what they are going through, or 

the lack of diversity of opportunities. By embedding inclusive ways of working throughout music education, 

we can all make that no young person misses out. 

What does being musically inclusive involve? 

Musically inclusive practice involves making sure young people's music is HEARD: 

 

Holistic - placing emphasis on personal, social and musical outcomes 

Equitable – people facing the biggest barriers receive the most support 

Authentic - developed with and informed by the people we do it for   

Representative – the people we work with as participants and colleagues reflect our diverse society 

Diverse – all musical genres, styles, practices are valued equally 

https://www.youthmusic.org.uk/
https://network.youthmusic.org.uk/amie-inclusion-resources
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Characteristics of Inclusive Practice 
 
Progress 
An inclusive music programme will: 
 
• Help participants develop musically, personally and socially. 
• Offer every participant a music education that is designed to meet their needs, interests and abilities. 
• Value all styles and forms of making and learning music equally. 
• Frequently involve nurturing creative expression and shared ownership with the young people. 
• Foster a relational way of working where young people’s voices are heard, respected and acted on while 
also acknowledging the teacher’s expertise and overview in relation to areas such as progression and 
attainment. 
 
Barriers 
An inclusive music programme will: 
 
• Reduce barriers to participation, engagement and learning for all students, not only those with 
impairments or those who are categorised as having SEN/D. 
 
Opportunities 
An inclusive music programme will: 
• Work towards equality of educational opportunity for all students, including opportunities to perform 
and record. 
• Be important and beneficial for all children and young people but particularly for children and young 
people at risk of low attainment, disengagement or educational exclusion. 
• Identify and respond to areas of need whether that be geographic or particular groups. 
• At times be transformational, particularly with some children in challenging circumstances, notably in 
terms of their sense of self, intrinsic motivation, sense of empowerment and the building of resilience. 
• View the difference between students as resources to support learning, rather than problems to be 
overcome. 
 
Workforce 
An inclusive music programme will: 
• Value the input of SENCOs, TAs, class teachers in Primary, Secondary and Special Schools as well as music 
specialists, social workers, carers etc. 
• Encourage both music leaders and, over time, participants to become reflective practitioners. 

 

How you can assess your practise to ensure it is inclusive 

Please use the Youth Music Quality Framework (YMQF) when delivering a MUSINC project, as a way of 

reflecting and ensuring that the session/the environment and your practise are meeting the quality 

standards set by Youth Music.  

You can find the framework as an appendices in this document, and you can download it from the 

MUSINC website in the music leader essentials section (password protected: play18) 
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Musinc Outcomes 2018-22 

Outcome 1 – Workforce: Improved quality of music delivery for children and young people 

Indicators:  

 Music leaders improve their knowledge and skills in project delivery and engage in appropriate professional 

development opportunities.  

 Music leaders’ apply knowledge from CPD in order to improve their practice.  

 Music leaders, teachers, youth workers and musinc staff use relevant quality standards in designing and 

running projects i.e. Youth Music Quality Framework 

 

Outcome 2 – Organisational: Ensuring musically inclusive practice in Music Education Hubs 

Indicators: 

 Music education hub lead organization and other partners have a greater awareness of inclusive practice 

and begin to apply it within their own practice.  

 Young people from a diverse range of backgrounds or circumstances have greater access to music making  

 Young people from a diverse range of backgrounds or circumstances are supported to progress their 

individual musical journey 

 Young People’s voices and opinions are genuinely listened to, valued and affect decision making.  

 

Outcome 3 – Musical: Development of young people’s musical understanding, technical skills and creative 

expression 

Indicators: 

 Young people achieve accreditation through musinc projects i.e. Arts Award, Rock School Grades or other 

forms of accreditation 

 Improvement in young people’s musical skills in their chosen area e.g instrument, technology, improvising, 

singing 

 Young people identify their own musical achievements 

 

Outcome 4 – Personal: An improvement in young people’s confidence and self-efficacy. Young people begin to 

develop leadership skills and use music for social action 

Indicators: 

 Young people feel more confident – as demonstrated by willingness to communicate and contribute own 

ideas in music making activities 

 Young people’s level of self-efficacy increases as demonstrated to be goal-orientated and focused.  

 Young people develop, manage and lead their own projects, using music for social action and/or to bring 

about positive changes in their own lives. 

 

Outcome 5 – Social: Young people improve their collaborative skills 

Indicators:  

 An improvement in young people’s ability to communicate effectively with others, including listening to and 

considering other’s opinions 

 An improvement in young people’s ability to work together in a group.  
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Essentials for music leaders 

In your role as a music leader, you must have all of the following: 

 Valid DBS certificate 

 Public liability insurance  

 Valid PAT certificate for any electrical items provided/used in sessions 

 ID badge with name, DBS number and emergency contact number 

 Risk assessment for activities undertaken provided to musinc prior to delivery 

 If you are not working within an established business or arts organisation you must be 

registered as self-employed with HMRC before undertaking any work for Musinc. 

We have put together a step by step guide to running a MUSINC project. This should provide all of the 

information that you need to know. Any documents that are referred to can be found on the MUSINC 

website www.musinc.org.uk under the ‘for music leaders/musinc essentials’ section. This is password 

protected and the password is play18.  

STEP 1: before you start your project 

 Complete the Middlesbrough Council Supplier set up form that we send you.  
This will enable you to be set up on the system for payments.  If you are not registering on behalf of 
a company or organisation you must declare yourself as self-employed. 
 

 Send us your current DBS certificate 
If you haven’t got one then let us know and we will take you through the process to get one. 

 Send us your public liability certificate. 

You can either get this from an insurance company such as Allianz, however if you are a self-
employed musician and teacher it may be more cost effective to join a union such as soundsense, 
ISM, or the Musicians Union all of which include public liability insurance. They also provide other 
benefits with membership such as instrument insurance, guidance on fees, legal advice around 
contracts and pay as well as help with management of your business. 

Note: The above steps only need to be completed once. 

 Sign and return your agreement for your project  
Keep a copy for your records as this includes essential information including dates and contact 
numbers for your project. PLEASE KEEP THIS AND REFER TO THIS FOR ALL TERMS AND CONDITIONS 
OF YOUR ENGAGEMENT.  

 Complete a risk assessment for your project.  

Templates and an example can be found on the website.  

 

http://www.musinc.org.uk/
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 Complete a brief project plan.  

This doesn’t have to be complex, just a plan that shows what musical content will take place in the 
sessions. We understand that this needs to be flexible and adapt to the needs of the young people 
therefore we have left it to you to do whatever works best, but please do consider the aims that 
you are hoping to achieve within the sessions and our end goal from the completion of your 
sessions both in terms of musical progression and personal/social outcomes. 

 Make a note of your purchase order. 

Once all the above paperwork is in place you will receive an automated email from Middlesbrough 
Council which states your purchase order number for the whole project and the total amount you 
will be paid for the whole project. This should match up with the details on your agreement. The 
purchase order number starts with 8 and is 8 digits long. PLEASE KEEP THIS NUMBER SAFE AS YOU 
WILL NEED IT TO CLAIM ANY PAYMENT FROM THE PROJECT. 

Step 2: During your project 

 Carry out a pre-project consultation with your group.  

Youth voice is at the heart of the work we do, as we want to make sure we are facilitating them on 
their musical journey, which is set by them. So before you make music, please consult with your 
group about the expectations for the sessions and agree together on some ground rules that you 
will all try to follow. This can be done as a group or individually according to the setting you are 
working in. When completing the reporting requirements at the end of your project you will be 
asked about how you carried out this consultation i.e. using a MUSINC iPad with the otter app 
which records the conversation (contact us for more info), or written summary of discussion, or 
audio recording, or questionnaire sheets. There is no set way that we expect you to do this, feel 
free to do what feels right for your group.  

Be prepared to report about how this consultation informed your planning for the project.  

 Complete Individual Learning Plans for individuals (as much as possible where appropriate) 
This can be done at any point in the project but the earlier the better. Templates for the ILP’s can 
be found on the MUSINC website. This is simply to make a note of 3 specific musical goals that the 
young person is aiming for, and make a note if/when they are achieved. Keep a record of if/when 
the young people achieve the goals they have set, and make notes of any new goals as you go 
along.  

 Take a register every session.  

Templates can be found on the website.  

 OPTIONAL but recommended to reflect on each session.  

This doesn’t have to be complex, simply writing a few brief notes after each session thinking about 
what went well, what challenges you faced and how you overcame them and how you will consider 
doing things differently in the future. These notes can be really useful when it comes to reporting 
time at the end of the project. 
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 Claim Payments each month.  

To claim our payments you need to send us an invoice with details about the dates of the sessions 
you are claiming for. YOU MUST QUOTE YOUR PURCHASE ORDER NUMBER ON YOUR INVOICE, 
otherwise the council systems will bounce it back and cause payments to be delayed. More info on 
invoices can be found on the website. You can claim for any amount up to and including the 
amount of your purchase order. You cannot claim for more than the amount on your purchase 
order without prior arrangement with us. Please contact us if you are unsure about anything 
regarding your payments.  

Step 3: At the end of your project, or at the end of a term of an ongoing project 

 Complete online surveys to evaluate your project, and to help us evidence impact to Youth Music 

There are 3 surveys: One for you to fill in, for host organisations to fill in (please encourage them to 
do so) and for young people to fill in.  
 
Please allow time with your group to fill these in and capture as many young people’s voices as 
possible. If the forms are not appropriate please feel free to use the questions in the survey to 
guide any other ways that you wish to capture feedback, e.g. audio interviews, group discussion 
recorded on phone, drawing pictures with answers to questions – we don’t mind you using your 
imagination with this as long as you use the questions as a basis for your feedback activity. Try to 
let them open up and be as honest as they like – we need honest feedback to inform our 
programmes moving forward.  

To use the online reporting system, use these details below: 

For your own reports: https://www.smartsurvey.co.uk/s/musinc-leaders/ 
 
For young people’s surveys: https://www.smartsurvey.co.uk/s/musinc-yp/  
 
For host and partner organisations: https://www.smartsurvey.co.uk/s/musinc-host/  

 
A more detailed guidance for using the reporting system can be found on the MUSINC essentials 
page on the website  

 
All templates, forms and documents mentioned in this handbook can be found and downloaded 
from the musinc website www.musinc.org.uk/musinc-essentials - this page is password protected: 
play18 

 
 
 

 

 

https://www.smartsurvey.co.uk/s/musinc-leaders/
https://www.smartsurvey.co.uk/s/musinc-yp/
https://www.smartsurvey.co.uk/s/musinc-host/
http://www.musinc.org.uk/musinc-essentials
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Musinc policies and procedures - Introduction 

In this section you will find Musinc’s policies, procedures and guidelines for various areas of work.  

These are important for us to have and for you to be aware of because they provide clarity for everyone 

involved in the delivery of the Musinc programme of their responsibilities and expectations in relation to 

their work with musinc. Most importantly, they provide protection and reassurance for everyone involved.  

As Musinc’s work crosses over many sectors which may have disparities within their own sector policies 

(for example education, youth and community work, charities and grant bodies) we have designed these 

policies to fit best with our own work at Musinc.  

Please read and use these policies to inform your risk assessment for your project/s. Your risk assessment 

is a vital part of your session planning and should be at the heart of the delivery to ensure you have 

considered all risks involved with your activity.  

The image below demonstrates how the three most relevant policies do overlap and relate to each other, 

and it is useful to see how our actions, behaviours and communications within our work at Musinc sit in 

the middle. It is everyone’s responsibility to adhere to Musinc’s policies as set out in this handbook.  

We understand that sometimes policies and procedures don’t work in practice, and this handbook and its 

policies are reviewed annually. We would be happy to receive your comments or feedback about these 

policies and procedures to ensure that they are practicable and best meet the needs of everyone involved 

in the programme.  

As a Middlesbrough Council hosted programme, in the event of non-compliance with these policies and 

procedures, Musinc are aligned with Middlesbrough Councils and will follow Middlesbrough Council’s HR 

procedures for dealing with issues, queries and complaints.  

 

 

 

 

 

 

 

 

 

MUSINC 

Keeping you in 

the loop! 

COMMUNICATIONS 

This is the how, when, why 

and what of communication 

between each other, partner 

organisations and young 

people 

DATA/GDPR 

Legislation re sharing of 

data.  

How we manage  personal 

data within musinc 

SAFEGUARDING 

Breaches of Comms and 

GDPR can be a potential 

safeguarding risk. 

Young people’s safety at 

the heart of what we do. 
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Musinc Communications Policy 

 
This policy has been created to set out, and clarify, the communications procedures and protocols 

relating to self-employed music leaders carrying out work on behalf of Musinc.  

 

Musinc relies on cross sector partnership working to effectively deliver its programme. Due to the 

disparities in procedures and processes between sectors (e.g. formal education and youth organisations) 

Musinc have created this policy to set out its own expectations relating to communications between its 

staff, music leaders and young people.  

 

Communication principles 

 
- Simple language – The language used in communication should be simple and easily understandable. 

- Respect - Use language that doesn’t hurt or offend anyone, and keep up-to-date with evolving 
vocabulary 

- Clarity – The subject-matter, which is to be communicated, must be clear. Ambiguous terms should be 
avoided so that the purpose of communication is not deviated.  

- Diplomacy – We want to support the voices of the young people we work with, to speak out on social 
issues. But we’re also funded by Youth Music and ACE, so we need to stay neutral on party politics. 

- Reciprocal communication – Communications should allow for a two-way flow. 

- Consistency – communications are in accordance with our policies and procedures and are driven by 
the programme objectives  

- The correct channel – The communicator should select the proper medium by considering such factors 
as the nature of matter to be communicated, urgency of communication, distance between the 
communicator and the recipient etc. 

- Time – be aware that when communicating, especially information that the recipient may not be 
expecting, that people need time to process the message. Be aware of leaving adequate time for 
processing and responding.  

- Empathy – Put ourselves in the position of the person reading/looking at/listening to the 
communications, and try to understand how they might be interpreting the message.  

 
 

WHEN COMMUNICATING WITH YOUNG PEOPLE: 

Music leaders will adopt a professional and appropriate manner when communicating with young people 

including: 

- Active listening – making a conscious effort to hear not only the words, but the complete message. 

- Language 

o be yourself, speak as normally as you would to anyone else 

o keep language appropriate and respectful.  

o avoid workplace jargon or acronyms that they may not understand.  

o be sensitive to race, disability, gender or sexuality. Even if you don’t consider a term 

offensive, a young person might. Even words that we use to describe circumstances may be 



Page 14 of 57 
Published September 2020 

 

viewed as negative by young people e.g. avoid words like ‘vulnerable’ and ‘at risk’ in front of 

young people. 

- Body language 

o Keep your body language open and non-threatening.  

o Avoid pointing or jabbing your finger.  

o Smile and look around at the young people you’re talking with. 

o Crouch down or sit so you’re on the same level, not standing over them.  

o If sitting, lean forward to show you’re interested. Though be careful not to get too close – 

everyone likes some personal space.  

o When young people are talking, show you’re paying attention by looking at them, nodding, 

repeating their points back or asking questions.  

o When you’re talking, try and engage everyone in the conversation, not just the most vocal 

young people.  

- Be open whilst maintaining boundaries 

o Be aware that young people be try to overstep the boundaries. Politely telling them that 

their question is personal, or the topic is private, is usually enough to show they have 

overstepped the mark. 

o Try changing the subject or directing the question back to them if a young person asks you 

something that makes you feel uncomfortable  

- Empathising with the child’s point of view 

- Understanding non-verbal communication 

o Be aware that young people from some cultural backgrounds may regard eye contact as 

rude, or be silent as a mark of respect.  

- Building rapport. Using humour is a good way to build rapport. 

o It takes time to build trust – some young people may not want to may not want to talk or 

share their story until they’ve met you a few times. 

- Giving feedback in a clear way 

- Understanding and explaining the boundaries of confidentiality.  

- Believe that children are competent and can contribute effectively to assessment, decision making and 

planning 

- Have realistic expectations of the time it takes to communicate effectively with young people 

 

 

COMMUNICATION WITH YOUNG PEOPLE OUTSIDE OF MUSINC ACTIVITY 

 

- Music leaders should not give their personal contact details to young people under any circumstances 
(including personal telephone number or personal email address). 

- Music leaders should not seek to communicate or respond with young people outside of the purposes 
of work. 

- If communication with a young person is required for work purposes, this must be undertaken through 
Musinc. For example, if a young person has been absent and needs to be informed of transport 
arrangements for a music event, the music leader must inform Musinc, and Musinc would be 
responsible for contacting the young person through their parent/guardian directly. 
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- Any form of communication made outside of work with parents or young people in relation to private 
tuition arrangements external to musinc must be agreed with parents/guardians (see further 
information below) 

- Refrain from any social contact or personal communication with young people or parents outside of 
the workplace.  

- Information about any planned social contact with pupils or parents outside of project time, for 
example for tutoring or an additional performance opportunity, should always be shared with Musinc 
prior to the arrangement / event. 

- Music leaders must inform Musinc of any relationship with a parent which extends beyond the usual 
parent/professional relationship and of any arrangements where parents wish to use music leaders’ 
professional services outside of project time, e.g. private instrumental tuition. 

- If you unintentionally see a young person out in public, avoid making conversation unless the young 
person addresses you first and you feel it an appropriate situation to do so. If you see a young person 
in a bar or social space involving alcohol, we advise that you leave the venue in order to maintain 
professional boundaries. 

 

 

COMMUNICATIONS BETWEEN MUSINC PROJECT MANAGEMENT STAFF AND MUSIC LEADERS AND/OR 

PARTNER ORGANISATIONS WORKING WITH MUSINC 

- The Musinc programme is hosted by Middlesbrough Council, as part of this agreement you have no 
authority (and shall not hold yourself out as having authority) to act on behalf of Middlesbrough Council 
/ Musinc in relation to planning, administration or organisation of any project activity outside of the 

scope of the criteria detailed in your agreement, unless you have specific confirmation that you may do 
so, in writing in advance. 

   

- You must not bind Middlesbrough Council / Musinc to any activity or service unless we have specifically 
permitted this in writing in advance, and you must refer any external enquiries or requests for musinc 
services through to musinc project management staff.  

 

- You must not at any point hold yourself out as representing Musinc either in verbal or written 
communication or by physical representation outside of the scope of the work, or outside of the times 
and dates of work as outlined within your agreement.  This includes the use and wearing of Musinc ID 

Badges and Musinc T-shirts which must only be done during delivery of work that you are engaged to 
carry out on behalf of Musinc and at no other time. 

 

- As a self-employed musician, you may be asked by parent or guardian of a child/young person to tutor 
them on a private basis, following your initial engagement with them through musinc projects. It must 
be made clear that this work is not part of the scope of Musinc and that the individual is working 
independently with their own safeguarding procedures and private agreement with the young person’s 
parent / guardian.  

 

- If the parent/guardian of the young person requests references or DBS information from Musinc we are 
permitted to share this information to enable safeguarding of the young person. 
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- You must not carry out work for musinc without a written agreement outlining the work. If a written 
agreement cannot be provided in advance, for example in the event of emergency cover, you may carry 
out the work as long as suitable and detailed alternative written consent from Musinc project 

management staff has been provided, e.g. by email. 

WORKING HOURS 

- The Musinc project management team work during normal working hours and are contactable Monday 
to Friday 9.30am – 6pm. Please be aware of what is considered a realistic timescale for staff to respond 
to enquiries and carry out tasks, and bear in mind that working patterns are flexible and the staff will 
respond to your query as soon as they are able.  
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Musinc Privacy Policy 

Middlesbrough Council and Musinc are dedicated to protecting the privacy of those who use our services. 

We are the data controller for your personal data and will ensure it is used and stored in accordance with 

the Data Protection Act (1998), the Privacy and Electronic Communication Regulations (2003) and as of the 

25th of May 2018, the EU General Data Protection Regulation (EU 2016/679). 

Musinc is run by Middlesbrough Council in partnership with Youth Music.  Musinc operates programmes 

supporting young people experiencing challenging circumstances.  

Please note: This privacy statement covers websites and social media owned and controlled by Musinc. 

Links to any other websites and any information collected by these sites are not covered by this privacy 

statement. Since we do not control those websites, we encourage you to review the privacy policies of 

these third party sites. 

We would encourage you to re-read our privacy statement from time to time so that you are aware of any 

changes in how we gather and use personal information. 

 

Purpose of policy 

Middlesbrough Council and Musinc are committed to protecting your personal information and being 

transparent about what information we hold about you. 

Using personal information allows us to develop a better understanding of delivering programmes 

targeting young people with challenging circumstances and in turn to provide you with relevant and timely 

information about the work that we do with delivering and training.  

The purpose of this policy is to give you a clear explanation about how we [and all of our subsidiaries] 

collect and use the information we collect from you directly and from third parties. 

We use your information in accordance with all applicable laws concerning the protection of personal 

information. This policy explains: 

 Who we are 

 How we collect your personal information 

 What information we may collect about you 

 How we may use that information 

 In what, if any, situations we may disclose your details to third parties 

 Information about how we keep your personal information secure, how long we maintain it for and 

your rights to be able to access it 

 

If you have any queries about this policy, please contact the Data Protection Officer at Middlesbrough 

Council. 

https://middlesbrough.gov.uk/open-data-foi-and-have-your-say/data-protection
https://middlesbrough.gov.uk/open-data-foi-and-have-your-say/data-protection
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Who are we? 

Musinc is funded by the National Foundation for Youth Music and is hosted by Middlesbrough Council on 

behalf of the four Teesside local authorities working with young people within challenging circumstances 

to support a musically inclusive Teesside, one where all young people, irrespective of background or 

personal circumstances, can take part in life changing music making. 

Our Privacy Policy gives you detailed information on when and why we collect your personal information, 

how we use it, how we keep it secure and how long we keep it for.  It also explains how you can control the 

data we hold, including how to update your information when it changes. 

Contact information 

By post: Musinc, Middlesbrough Town Hall, Middlesbrough, TS1 2QJ 

By email: musinc@middlesbrough.gov.uk 

By phone: 01642 728379 

 

How do we collect your personal information? 

We collect various types of information and in a number of ways: 

 Information you give us  

o Which is relevant and necessary to the delivery of our programme/s, for example name, 

email address, postal address, and telephone number of parent/guardian in relation to a 

participant who is under the age of 18 taking part in a musinc activity. 

 Information about your interactions with us  

o Which is relevant and necessary to the effective delivery of musinc programme/s, for 

example interaction via email.  

 Information from third parties  

o We occasionally receive information about you from third parties. For example, if a 

particular project needs a specific skill set within it then a recommendation may be made to 

contact a particular music leader, or referrals from partner organisations for young people 

they think would benefit from taking part in musinc programme of activities.  

 Sensitive personal data 

o Data Protection law recognizes that certain categories of personal information are more 

sensitive such as health information, race, religious beliefs. We collect this type of 

information as this is necessary for reporting to our funders Youth Music to evidence our 

intended outcomes for delivering activities to young people in challenging circumstances.  

o We collect other data in relation to a young person’s circumstances where necessary to 

report to our funders Youth Music as evidence of meeting our intended outcomes for 

delivering activities to young people in challenging circumstances.  

mailto:musinc@middlesbrough.gov.uk
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 In person when applying with forms for: 

o Expression of interest 

o Volunteering 

o Self-employment 

o Payroll/vendor 

 Safeguarding records needed 

o DBS certificate 

o Public liability certificate 

o Consent for participants under the age of 18 taking part in musinc activities.  

 Peer to peer 

o When we deliver projects using outside organizations and their staff we will require 

disclosure of who they use, for safeguarding and monitoring. 

o We will require confirmation of the DBS status and Public Liability of any individuals working 

for outside organisations. 

o We may collect any of this information from a person working on behalf of an outside 

organisation with your consent such as a personal assistant. 

What types of information do we collect and where from? 

We only collect information that’s necessary to meet our targets. The more ways you engage with us as an 

organisation, the more data we will require in order to provide the necessary services required. There are 

occasions where you can choose to not provide us with the information we require, but this will then 

impact the service we are able to provide. 

The information we may collect from you is as follows: 

 Prefix and full name (or name of child under 18) 

 Email address (of parent/guardian of child under 18) 

 Billing address (of parent/guardian of child under 18, and for project participants only) 

 Phone number (of parent/guardian of child under 18) 

 Name of employer / organisation 

 Date of birth (for project participants only) 

 Access requirements (for participants, session delivery and events only) 

 Dietary requirements (for participants, session delivery and events only) 

 Contact preferences (for parents/guardians of child under 18) 

 Emergency contact details (for project participants only) 

 Details of a young person’s challenging circumstances (for project participants only) 

 

This is not an exhaustive list and we may retain different types of information for different individuals 

based on the service we are providing.  For information on how long we retain your data for, refer to the 

‘how we protect data’ section of this policy. 
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Third Parties 

We may also obtain your data from third parties, such as organizations with which we enter into a co-

production.  These organisations should not pass on your data to us without your knowledge and only if it 

is required in the performance of a contract.  The third party will require your permission in order to share 

your data with us for marketing purposes and we will always notify you within 30 days of receipt of your 

data.  You should check their Privacy Policy when you provide your information to understand fully how 

they will process and safeguard your data. 

Social Media 

Depending on your settings or the privacy policies for social media services like Facebook, Instagram or 

Twitter, you may give us permission to access information from those accounts or services, such as your 

behavior on these services and across our site.  The majority of this behavior is anonymized.  For more 

information on how to control your privacy settings for these services, go to the following links: 

 Facebook – Privacy Policy 

 Twitter – Privacy Policy 

 YouTube – Privacy Policy 

 Soundcloud-Privacy Policy 

Please refer to musinc’s social media policy for more specific details around digital usage and social 

media. You can ask for this by emailing musinc@middlesbrough.gov.uk or visiting our website at 

www.musinc.org.uk  

Why do we collect your personal information and how do we use it? 

The main way we use your information is to provide the services outlined by Youth Music and 

Middlesbrough Council. We also use your information to help us better understand our needs and to 

inform you either about opportunities for career and educational advancement or opportunities for the 

young people in your care. We will only contact you electronically about non-contractually related 

information when we have your consent to do so. 

There are three bases under which we may process data as a music leader working for musinc: 

 Contract purposes  

Agreements in writing are to ensure both parties are aware of what is expected to fulfill a project’s 

needs. Information is needed so that all parties can safeguard and monitor and assurance the 

project needs will be met.  

 

 

 

https://www.facebook.com/about/privacy/update
https://twitter.com/en/privacy
https://www.youtube.com/static?template=privacy_guidelines
https://soundcloud.com/pages/privacy
mailto:musinc@middlesbrough.gov.uk
http://www.musinc.org.uk/
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 Safeguarding 

As we work with vulnerable young adults and children we need to have current DBS certificates and 

evidence that we have seen proof of your public liability certificate on file.  This applies to anyone 

we consent to work within a project. 

 

With your explicit consent  

For any situations where we require processing of your personal data and where the two bases above are 

not appropriate, we will ask for your explicit consent before using your personal information in that 

specific situation. 

In more detail, we collect your information where we have your consent: 

 To fulfill educational requests 

 To invite you to events, workshops and other relevant activities related to the musinc programme 

 Send you updates via email about what’s happening and news. 

 Email you about a specific topic you’ve requested to hear more on such as specific opportunities to 

support our work. 

 Advertise via digital advertising platforms about projects, events or news 

 Process payments and to help us with internal administration. 

 Send you updates via email about what’s happening and news. 

 Email you about a specific topic you’ve requested to hear more on such as specific training, activity, 

event or community work or opportunities to support our work. 

 Advertise via digital advertising platforms about projects, events or news 

 

In all of the above cases we will always keep your rights and interests at the forefront to ensure they are 

not overridden by your own interests or fundamental rights and freedoms. You have the right to object to 

any of this processing at any time. If you wish to do this, please use the contact details at the end of this 

policy. Please bear in mind that if you object this may affect our ability to carry out tasks above that are for 

your benefit. 

Who do we share your information with? 

Middlesbrough and Musinc will never share, sell, rent or trade your personal information to any third 

parties for marketing purposes. We will ask for your consent to share personal information with 

organisations we have co-produced work with. These requests will be specific to the individual 

organisation so that your consent decision is informed. 

Examples of what data we may share and/or who we may share it with are as follows: 

 To the subsidiaries described above when it is necessary for them to be able to provide you with 

products or services that you’ve requested. 

 To our own service providers who process data on our behalf and on our instructions (for example 

pay roll). In these cases we require that these third parties comply strictly with our instructions and 

with data protection laws, for example around security of personal data. 
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 Where we are under a duty to disclose your personal information in order to comply with any legal 

obligation (for example to government bodies and law enforcement agencies). 

 To specific named host venues for projects you have attended or will be attending. In these cases 

we will always ask for your explicit consent before doing so, with the exception of an enquiry 

relating to safeguarding information. 

How do we protect your data? 

We will put in place appropriate safeguards (both in terms of our procedures and the technology we use) 

to keep your personal information as secure as possible. We will ensure that any third parties we use for 

processing your personal information do the same. 

We will not transfer, process or store your data anywhere that is outside of the European Economic Area. 

Maintaining your personal information 

We store your personal information indefinitely such that for any subsequent services you provide we are 

able to hold for you on our system. If we are holding your personal information as a parent/guardian of a 

child under 18, we will hold your information until the child turns 18 at which point we will destroy the 

information unless you request for us to keep it for marketing purposes.  

If there are aspects of your record that are inaccurate or that you would like to remove, you can usually do 

this by logging in to your account through our website. Alternatively please use the contact details at the 

end of this policy. 

Any objections you make to any processing of your data will be stored against your record on our system 

so that we can comply with your requests. 

Your rights to your personal information 

You have a right to request a copy of the personal information that we hold about you and to have any 

inaccuracies in this data corrected. Please use the contact details at the end of this policy if you would like 

to exercise this right. 

If you ask us to stop sending direct communications to you, we will retain the information required (e.g. 

name, address or email address) to ensure we adhere with such requests.  

 

What are your rights?  

You should find it easy to access and amend the personal information that we hold on you, or request that 

we stop contacting you. It’s your data and we want to make sure you feel in control of it. 

You can contact us by phoning, emailing, or writing using our contact details below. 

Every email we send to you will include details on how to change your communications preferences or 

unsubscribe from future communications. 
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You can request full details of personal information we hold about you under the Data Protection Act 1998, 

or after 25 May 2018, The General Data Protection Regulation, by contacting Middlesbrough Council. 

Please send a description of the information you would like to see, together with proof of your identity, to 

the data protection team. 

You have the right to get information held about you by us corrected. If you have any concern about the 

accuracy of your personal data, please let us know using the below contact details. If you would like us to 

remove the personal information we hold about you, please contact us using the below contact details. 

By post: Musinc, Myplace, Custom House, North Street, Middlesbrough, TS2 1JP 

By email: musinc@middlesbrough.gov.uk 

By phone: 01642 728379 

You have the right to lodge a complaint with the supervisory authority, The Information Commissioner’s 

Office – www.ico.org.uk 

How do I find further information? 

Further information on data protection regulations and laws can be found here: 

 Data Protection: https://ico.org.uk/for-the-public 

Please get in touch with us if you have any questions about any aspect of this privacy policy, and in 

particular if you would like to object to any processing of your personal information that we carry out for 

our legitimate organizational interests. 

Media Consent/Publicity 

Specific request for media consent is included in the forms completed by parents/guardians of young 

people under 18. We collect media consent for each individual participant in relation to all video, photo 

and audio evidence. Musinc and Youth Music use media from projects as evidence of the work delivered 

and for marketing purposes (see below).  

Musinc will only release any media with full permissions from parents/guardians of participating young 

people and individuals have the right to review and withdraw media consent at any time. 

Musinc, Youth Music and its project partners and delegate colleagues (with appropriate permissions) can 

use any photograph(s)/film(s)/audio recording(s) produced from the project to promote and advertise the 

project on websites, newsletters, magazines, social media and in other publicity materials. 

This agreement shall be governed by General Data Protection Regulation 2018 

Musinc presume permissions are in place from music leaders and host organisation staff for 
photographs/media to be used unless we are notified otherwise. 
 

https://middlesbrough.gov.uk/open-data-foi-and-have-your-say/data-protection
mailto:musinc@middlesbrough.gov.uk
https://www.ico.org.uk/
https://ico.org.uk/for-the-public
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Safeguarding is everyone’s responsibility 

 
Definition of terms: 
 

Music Leader  
A Music Leader is someone who is engaged via musinc in a self-employed capacity to deliver inclusive 
music-making activities for children and young people in community settings such as schools and youth 
clubs. 
 
 
Host Organisation 
A host organisation is the partner organisation that the music leader is working in, such as a youth centre 
or school for example, Myplace Youth Club. 
 
 
Safeguarding Lead 
An individual within the Host Organisation who is able to give advice on safeguarding principles and make 
operational decisions in relation to the delivery of sessions which may have implications for safeguarding. 
 
 
Disclosure   
Something a child or young person tells you which may have an impact on their safety or wellbeing or the 
safety or wellbeing of another person. 
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MUSINC Safeguarding Policy for music leaders 
These guidelines are designed to safeguard the young person against child abuse. 
 
Please address the issues outlined below in your risk assessment for your session or activity. 
 

Reporting concerns relating to children and young people 
 
In your role as a Music Leader, you have a responsibility to: 
 

 If you feel that a child or young person you are working with or another person is at risk of harm, it 
is your duty to pass concerns onto the musinc project manager and/or musinc project coordinator, 
and the designated Safeguarding Lead within the Host Organisation that you are working in. 
Remember, the overriding consideration must be the protection of the child - for this reason, 
absolute confidentiality cannot and should not be promised to anyone.  
 

 If a disclosure is made to you, you need to: 
 
1. Make a note of what has been said as soon as possible to ensure that you record the details as 
fully as possible. (Please arrange to speak to Sarah Towers [musinc Project Coordinator - mobile 
07976 937613] so that this can be recorded on the musinc Safeguarding Record). 
 
2. Report any concerns relating to safeguarding to the Safeguarding Lead in the Host 
Organisation. They will be able advise you of next steps to take in relation to your work with the 
child / young person within the setting.   You will need to acquire the young person’s full name and 
date of birth from the Safeguarding Lead of the host organisation if you need to report a disclosure. 
 
3. Report all disclosures made to you directly to safeguarding services without delay by making a 
referral to the First Contact Team (your Safeguarding Lead within the Host Organisation will 
provide you with the home address of the child and their full name and date of birth).  
 
The Safeguarding Lead will contact the parent / guardian of the child when a child is in need and 
notify them of a referral being made.  No consent is required if the child is deemed to be at 
immediate risk. 
 
The referral forms and further information can be found on:  
 
Middlesbrough 
https://middlesbrough.gov.uk/children-families-and-safeguarding/safeguarding-
children/middlesbrough-safeguarding-children-board-mscb/worried-about-child 
 
 
Stockton and Hartlepool 
https://www.stockton.gov.uk/children-and-young-people/worried-about-a-child/ 
 
Redcar and Cleveland 
https://www.redcar-cleveland.gov.uk/resident/adult-children-health/children-services/more-
information/Pages/What-to-do-if-you-are-worried-about-a-child.aspx  
 

https://middlesbrough.gov.uk/children-families-and-safeguarding/safeguarding-children/middlesbrough-safeguarding-children-board-mscb/worried-about-child
https://middlesbrough.gov.uk/children-families-and-safeguarding/safeguarding-children/middlesbrough-safeguarding-children-board-mscb/worried-about-child
https://www.stockton.gov.uk/children-and-young-people/worried-about-a-child/
https://www.redcar-cleveland.gov.uk/resident/adult-children-health/children-services/more-information/Pages/What-to-do-if-you-are-worried-about-a-child.aspx
https://www.redcar-cleveland.gov.uk/resident/adult-children-health/children-services/more-information/Pages/What-to-do-if-you-are-worried-about-a-child.aspx
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You will receive formal feedback on the outcome of this from the First Contact Team within 48 
hours. 
 
If the disclosure is made out of hours, contact Emergency Duty Team. You will receive immediate 
advice on how to proceed. Inform the host organisation safeguarding lead of any contact you have 
made to First Contact Team. Please advise musinc that this action has been taken via email in line 
with our privacy policy. 
 
If a disclosure by a child/young person involves an accusation made against another music leader 
or staff member in the host organisation, you are responsible for reporting this to the First Contact 
Team and the LADO (Local Authority Designated Officer) immediately. If you are concerned about 
the behaviour of a colleague, you must report this to musinc (if they are a music leader engaged by 
musinc), the host organisation (every time).  
 
In the event of a safeguarding concern being raised internally by a team or staff member of 
musinc against another colleague or music leader, and is outside of the host organisation setting, 
this must be reported to the musinc project coordinator and musinc project manager and an 
internal investigation will be undertaken by the appropriate staff within musinc or Middlesbrough 
Council.  
 

Important Contact Details 

 
Tees Local Safeguarding Children’s Board: www.teescpp.org.uk 

CHILDREN    

Children’s Social 
Care 

First Contact 
Team  

office hours 
contact 

Emergency Duty 
Team 

out of hours 
contact 

Email 

Middlesbrough  01642 726004 01642 524552 firstcontact@middlesbrough.gcsx.gov.uk 

Hartlepool 01429 284284 01642 524552 childrenshub@hartlepool.gcsx.gov.uk 

Redcar and Cleveland 01642 771500 01642 524552 firstcontact@redcar-cleveland.gcsx.gov.uk 

Stockton-on-Tees 01429 284284 01642 524552 childrenshub@hartlepool.gcsx.gov.uk 

 

ADULTS (16+) Access Team  
office hours 

contact 

Emergency Duty 
Team 

out of hours 
contact 

 

Middlesbrough 01642 726004 01642 524552 adultsafeguardingalert@middlesbrough.gov.uk 

Hartlepool 01429 523390 01642 524552 dutyteam@hartlepool.gcsx.gov.uk 

Redcar and Cleveland 01642 771500 08702 4029940 
01642 524552 

 

Stockton-on-Tees 01642 527764 01642 524552 FirstContactAdults@stockton.gov.uk 

 
 

LADO  
(Local Authority 
Designated Officer) 

   

Middlesbrough Lynn Dickens   
Danielle Todd 

01642 201835 
       01642 513138 

lynn_dickens@middlesbrough.gcsx.gov.uk 
danielle.todd@middlesbrough.gcsx.gov.uk 

http://www.teescpp.org.uk/
mailto:firstcontact@middlesbrough.gcsx.gov.uk
mailto:childrenshub@hartlepool.gcsx.gov.uk
mailto:firstcontact@redcar-cleveland.gcsx.gov.uk
mailto:childrenshub@hartlepool.gcsx.gov.uk
mailto:lynn_dickens@middlesbrough.gcsx.gov.uk
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Hartlepool Phil Curtis  
 

01429 401844 
 

LADO@hartlepool.gcsx.gov.uk 

Redcar and Cleveland Lorraine Press  
 

01642 771530 Independant_review@redcar-
cleveland.gcsx.gov.uk 

Stockton-on-Tees Phil Curtis  
 

01429 401844 
 

LADO@hartlepool.gcsx.gov.uk 

 

musinc 01642 728379 
office hours 

Sarah Towers 
07976937613 
out of hours 

 

Sarah_Towers@middlesbrough.gov.uk 
musinc@middlesbrough.gov.uk 

 

Prevent Team 
Cleveland Police  

01642 303397/ 07841 533804  
or 01642 301332 

 

 

Safeguarding yourself as the Music Leader 
 

 You must wear your musinc ID badge at all times when delivering any activity/session. 

 Never disclose your personal contact details with children/young people including all social media. 

 Dress code – music leaders should wear clothing which is appropriate to their role, promotes a 
positive and professional image and is not likely to be viewed as offensive, revealing, or sexually 
provocative. 

 Refrain from giving gifts to pupils unless these are part of an agreed reward system with musinc or 
the host organisation, e.g. drumsticks are given to all participants on completion of their Arts 
Award. 
 

Working with a young person 1:1 supervision  
 

 You must hold a current DBS (less than 3 years old) and have your own public liability insurance 
policy. 

 Any work with a young person 1:1 must be agreed in advance in writing (email) with musinc and 
the safeguarding lead in the Host Organisation.  Never work 1:1 with a young person without 
ensuring permissions from musinc and the Safeguarding Lead are in place. 

 Where possible have another member of staff in the space with you.  

 Always be visible to other staff ideally working in a space with such as glass panelled 
doors/windows. 

 If you are working in a space on your own with a young person, inform a member of staff at the 
youth organisation / school of where you are working and ask them to do a visual check at 20 
minute intervals. 

 Any issues or concerns that arise during the 1:1 session should be reported immediately. 
 

Supervision ratios for children and young people  
 

 musinc recommends that there is always a minimum of two adults present at each session.  This is 
to ensure that there are an adequate number of adults to keep young people safe and respond 
effectively in the case of an emergency. 

 

 The suggested ratio of adults to young people is 1:5 (one adult for every five young people) 
dependent on each individual’s level of need. 

mailto:Sarah_Towers@middlesbrough.gov.uk
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Supervising adults include 
 

 Music Leaders  

 Youth Workers / Sessional Staff 

 School Staff 

 Volunteers (over 18 years only) 
 
Suggested maximum group size is 20 young people per room / group (subject to fire regulations at the 
venue please seek advice from Host Organisation). 
 
Physical contact 
 

 Avoid any form of physical contact with young people and be aware that even well intentioned 
physical contact may be misconstrued by the young person, an observer or by anyone to which this 
action is described. 

 Always be prepared to report and explain actions and accept that all physical contact is open to 
scrutiny. 

 Within instrumental tuition, always demonstrate instrumental techniques visually for the 
participant first. If there then becomes a need for physical contact during tuition, make clear to the 
young person before you make physical contact to ensure that they are comfortable with you doing 
so, for example, if you are assisting the participant to place their fingers on the guitar fret board 
correctly, you may be required to physically place their fingers in the correct place on the 
instrument. 

 If a young person attempts to or makes physical contact with you in any way you must reinforce 
professional boundaries by speaking to them and asking them not to touch you / make physical 
contact.  Ensure that you are with another staff member with you while you speak to the young 
person and report the incident immediately to the Safeguarding Lead. 

 
Travelling with young people  
 
(Advice on supervision in taxis, on the mini bus and if travelling in your own car)  

 Any journeys by the Music Leader or any member of the project team with a young person must be 
agreed in advance in writing (email) with musinc and the responsible Safeguarding Lead in the Host 
Organisation.   

 You must hold a driver’s licence and business insurance on your vehicle to transport young people. 

 You must hold a current DBS and have your own public liability insurance policy. 

 If you are driving in your own car please ensure that you have another supervising adult (e.g. music 
leader assistant) with you before you collect the young person. 

 Where possible young people will be transported to and from events / exams in groups via a taxi or 
mini bus organised by the Host Organisation or musinc – in this event the group must be 
accompanied by a youth worker / support worker. 

 If you are the driver of any vehicle where young people are also in the vehicle you must ensure that 
you have another supervising adult with you at all times. In the case of the adults being related, 
there must be at least one other adult present who is not related to the other adults in the vehicle.  

 If a young person under the age of 18, or 25 if they have a SEN support plan, cannot be supervised 
when travelling, we cannot permit them to participate in musinc activities.  
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 If a young person requires adult support to attend an event or activity, musinc cannot 
accommodate the young person if the required support is not in place.  
 

Musinc are occasionally able to provide transport by taxi to and from events and activities. This may be 
requested however this cannot be guaranteed and must be agreed in writing in advance.  
 
How to deal with young people in distress  

 
Music Leaders should: 

 Seek support from host organisation staff in situations in which young people are distressed.  

 Consider the way you offer comfort and reassurance to the child and ensure this is age appropriate. 

 Follow professional guidance and code of practice in this handbook. 

 Do not assume that all children/young people seek physical comfort if they are distressed. 

 Be mindful when offering reassurance in a 1:1 situation - seek support from host organisation staff 
and always record your actions.  

 
Managing behaviour 
 

 Adhere to the host organisation’s behaviour and discipline policy.  

 Try to defuse situations before they escalate. 

 Avoid the use of physical intervention where possible. 

 Seek support from host organisation staff. 

 Be mindful of factors that may impact upon a young person’s behaviour e.g. bullying, abuse, and 
where necessary take appropriate action by reporting to the designated Safeguarding Lead. 

 
Communication with children - including technology and social media 
 

Music Leaders should: 

 Not give their personal contact details to young people under any circumstances (including 
personal telephone number or personal email address). 

 Not seek to communicate or respond to young people outside of purposes of work. 

 If communication with a young person is required for work purposes, this must be undertaken 
through musinc. For example, if a young person has been absent and needs to be informed of 
transport arrangements for a music event, the music leader must inform musinc, and musinc would 
be responsible for contacting the young person through their parent/guardian directly. 

 Any form of communication made outside of work with parents or young people in relation to 
private tuition arrangements external to musinc must be agreed with parents/guardians (see 
further information below). 

 Music Leaders should not be‘friend’ young people on their personal Facebook or social media 
profiles. If Music Leaders have public and professional music social media pages, young people/ 
parents/guardians are therefore able to ‘like’ them, however if messages or comments are 
received, the Music Leader must inform the host organisation/project from which the young person 
attends and musinc as soon as possible. The Music Leader must not respond to the messages but 
explain professional boundaries and communication to the young person/parent with support from 
the host organisation. The Music Leader must inform musinc/host organisation if contact from the 
young person/parent/guardian continues. 
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Please see separate social media policy for further guidance on communications with young 
people via social media.  
 
 

 
Social contact outside of the workplace 
 

 Music leaders should refrain from any social contact or personal communication with young people 
or parents outside of the workplace.  

 Information about any planned social contact with pupils or parents outside of project time, for 
example for tutoring or an additional performance opportunity, should always be shared with 
musinc prior to the arrangement / event. 

 Music leaders must inform musinc of any relationship with a parent which extends beyond the 
usual parent/professional relationship and of any arrangements where parents wish to use music 
leaders’ professional services outside of project time, e.g. private instrumental tuition. 

 If you unintentionally see a young person out in public, avoid making conversation unless the young 
person addresses you first and you feel it an appropriate situation to do so. If you see a young 
person in a bar or social space involving alcohol, we advise that you leave the venue in order to 
maintain professional boundaries. 
 

 
Private music tuition with children/young people 
 
As a self-employed musician, you may be asked by parent or guardian of a child/young person to tutor 
them on a private basis, following your initial engagement with them through musinc projects.   
 
It must be made clear that this work is not part of the scope of musinc and that the individual is working 
independently with their own safeguarding procedures and private agreement with the young person’s 
parent / guardian.  
 
If the parent/guardian of the young person requests references or DBS information from musinc we are 
permitted to share this information to enable safeguarding of the young person. 
 
 
First Aid/Administration of Medication 
 
Music Leaders should seek to identify the first aider within the Host Organisation within which they are 
working.  In a situation where First Aid or administration of medication is required, the Music Leader must 
inform a member of host organisation staff/the designated First Aider immediately.  
 
Music Leaders should not undertake First Aid procedures themselves. If the Music Leader is a qualified First 
Aider, they must only administer First Aid if they are given permission by the host organisation to do so. 
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Digital and online safeguarding policy 
 
This section covers work that is carried out by music leaders on behalf of the musinc programme, and does 
not cover music leaders’ own private tuition or any other work that does not hold a contract between 
musinc and the music leader.  
 
MUSINC project staff will seek to provide regular online and digital safeguarding training and updates to 
members of the music leader team who are delivering online tuition and will review this policy annually in 
order to keep up to date with latest advice and guidance.  
 
Prior to online tuition taking place, MUSINC will:  
 

 Liaise with the parent/guardian of the young person in receipt of tuition to obtain full and 
appropriate consent for the lessons  

 Provide details to the parent/guardian and young person regarding the software that will be used, 
and explain that video lessons will not be recorded or stored. 

 Communicate with the parent/guardian that they must be available to either be present in the 
space with the young person, or to carry out visual checks on the young person at 15 minute 
intervals during the lesson, as stated in the letter of consent  

 Communicate with parents/guardians that when lessons are taking place in a setting whereby they 
are responsible for the care of the young person, it is their responsibility to ensure appropriate 
settings and filters are applied to the devices, software and systems used by the student.  

 
When delivering online tuition music leaders should follow the following protocols:  
 

 Set out in writing to musinc (email) the online platform/s, software and/or systems they have in 
place and intend to use for online tuition, and communicate this with musinc prior to delivery. 

 Joining and leaving the lesson:  
o the tutor will inform all parties (musinc, parent/guardian and student) of the process for 

joining and leaving a lesson. Tutors must be responsible for setting up, starting and finishing 
the lesson.  

o Most video platforms will have a feature that allows the recipient to wait until the host has 
initiated the session. We encourage the use of this feature to mitigate the risk of young 
people accessing unauthorized sites/systems.  

o Where possible, use a one-time link for lessons, in order to avoid personal data being 
entered into a system or platform. If registration is needed to access the platform in which 
the music leader is using, it must be the parent/guardian who does this and who logs in at 
the beginning of the lesson. A young person should not register their own personal details 
on the online system.  

o If a young person sends a link/invite to a lesson the tutor must inform musinc and the 
parent/guardian immediately and not accept the link/invite. The procedures must be 
explained to the parent/guardian that it is the music tutors responsibility to set up lessons.  

 Scheduling lessons:  
o If lessons are to be regular e.g. weekly, it is good practise to schedule the lessons in advance 

on the system, if the system used has a calendar/scheduling function. This allows for easier 
management and tracking of lessons which have taken place, and provides an additional 
oversight for safeguarding  
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 Screen sharing features:  
o If screen sharing is an additional feature of the system/platform used, parents/guardians are 

aware of this feature, understand why it may be used in the lesson and give consent for it to 
be used.  

o Music leaders and parents/guardians should ensure that appropriate web filters are in place 
on each person’s browser to limit the possibility of inappropriate websites being shared on 
screens.  

 File & content sharing:  
o Where there is a need to share content, the sharing should be carried out via 

parent/guardian email address or other mutual platform to avoid the need for tutor and 
young person to share personal information.  

 Live chat/messaging:  
o Live chat should only be used where it adds significant value to the lesson, and where there 

is suitable moderation and reporting in place. We would encourage the avoidance of using 
live chat wherever possible.  

 Recording sessions:  
o musinc believe that recording of online lessons is not proportional. We would not normally 

carry out recordings of 1:1 lessons in person and there is no increased safeguarding risk 
when carrying out 1:1 tuition online.  

o Tutors and parents/guardians must follow the procedure for visual checks as stated in the 
general safeguarding guidelines above, with checks being carried out by the supervising 
adult every 15-20 minutes.  

 Location of lessons and background:  
o If students and/or tutors are conducting lessons from home, it must be clear that the 

bedroom (either of the student or tutor) is not an appropriate space for the lesson to take 
place. The location of the lesson must be discussed with parents/guardians and agreed as 
appropriate to the setting.  

o Tutors must ensure that there is nothing in the background of the live lesson that discloses 
any personal information, or would be deemed inappropriate for the young person to see. 
Where possible, lessons should take place in an area of work e.g. studio or music room. If 
this is not possible, efforts must be made to minimise personal items in the background, and 
remove any other items which may cause distraction or be considered inappropriate e.g. 
posters, TV screens or photographs.  

 Dress code:  
o The same guidance applies as above from the general safeguarding policy, i.e. music leaders 

should wear clothing which is appropriate to their role, promotes a positive and professional 
image and is not likely to be viewed as offensive, revealing, or sexually provocative.  

o This policy also applies to other adults who are supervising online lessons e.g. 
parents/guardians.  

 Accessibility:  
o Tutors must give consideration to the accessibility of systems for young people and those 

with SEN/D. Some systems may allow users to personalise controls or support assistive 
devices.  

o It may be that a variety of systems need to be used to suit the needs of individuals.  

 Disclosures:  
o If a young person discloses something which is believed to be a safeguarding concern, tutors 

must follow the same procedures as set out in the general safeguarding policy above.  
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Useful links, wider safeguarding context:  
DfE ‘Keeping Children Safe in Education’  
www.gov.uk/government/publications/keeping-children-safe-ineducation--2  
UKCIS Education for a Connected World framework  
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/6
83895/Education_for_a_connected_world_PDF.PDF  
CEOP  
www.ceop.police.uk/safety-centre/  
Internet Watch Foundation  
www.iwf.org.uk/   
BBC Own It - advice and information for children about online life  
www.bbc.com/ownit  
TES – age appropriate teaching packs regarding young people’s rights on social media  
www.tes.com/teaching-resources/digital-citizenship  

 
Support for Music Leaders  
 
Workplace Counselling  
 
You can self-refer to Alliance who offer a free, confidential service providing face to face counselling 
sessions for a variety of issues which may be causing concern. This may include work related issues such as 
workload, harassment, relationships with colleagues etc. or personal difficulties such as anxiety, 
bereavement, marital problems, substance misuse etc.  When you self-refer you details are kept 
confidential and up to 6* sessions can be given. 
 
*Should a therapist from Alliance assess that further sessions are required, based on clinical need, these 
further sessions will need to be pre-authorised by HR. 
 
Email: workplace@alliancepsychology.com 
Office: 01642 352747 
Freephone: 0800 107 58 80 
 
 

 
 
 
 
 
 
 
 
 

 

http://www.gov.uk/government/publications/keeping-children-safe-ineducation--2
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/683895/Education_for_a_connected_world_PDF.PDF
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/683895/Education_for_a_connected_world_PDF.PDF
http://www.ceop.police.uk/safety-centre/
http://www.iwf.org.uk/
http://www.bbc.com/ownit
http://www.tes.com/teaching-resources/digital-citizenship
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MUSINC Equality, Diversity and Inclusion Policy 

Musinc is funded by the National Foundation for Youth Music, and hosted by Middlesbrough Council. 
Musinc have created this policy to work in line with both organisations.  

Equality, Diversity and Inclusion Statement (Youth Music) 

Equality, diversity, inclusion and social justice are values which are fundamental to Youth Music’s ambition 
to achieve a Musically Inclusive England and sit at the core of our organisational processes, practices and 
culture. 

We will strive to eliminate any unlawful or unfair discrimination including direct or indirect discrimination, 
discrimination by association, discrimination linked to a perceived characteristic, harassment and 
victimisation. 

We will remain proactive in taking steps to ensure inclusion and engagement for all the people who work 
for and with us.  

We will continue to strive towards a culture that is diverse and inclusive that recognises and develops the 
potential of all. 

We recognise the business benefits and opportunities of having a diverse community of staff, who value 
one another and realising the contribution they can make to achieving Youth Music’s vision. 

The Equality Act 2010 provides the legislative framework that informs our work to promote equality of 
opportunity and reduce barriers to engagement, in particular for protected groups including: 

 age* 
 disability* 
 ethnicity (including race, colour and nationality)* 
 gender* 
 gender reassignment* 
 religion or belief* 
 sexual orientation* 
 marriage and civil partnership* 
 pregnancy and maternity* 
 refugees and asylum seekers 
 people who are neuro-divergent 
 ex-offenders 

*Under the Equality Act (2010) these are known as “protected characteristics”. 

 
Achieving action 
Alongside Tees Valley Music Service, and as strategic partners in the Tees Valley Music Education Hub, we 
have a joint Equality, Diversity & Inclusion strategy and action plan, which sets out how we plan to model 
best practice within our recruitment, communications, programming and professional development, as 
well as influencing hub partner organisations in their practices. 
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We define EDI as: 
  
Equality – we believe in equality for all people. However, society is not equal, and for this reason we adopt 
an equitable approach to give support to those who need it most.  
  
Diversity – we take active steps to ensure that our workforce and those we support through are work are 
represented, included and respected, whatever their gender, ethnicity, race, religious and political beliefs, 
education, socioeconomic background, disability, sexual orientation and geographic location. 
  
Inclusion – we are committed to ensuring everyone feels welcome, no one feels uncomfortable and 
everyone is able to thrive and contribute equally regardless of who they are, where they’re from, or what 
they’re going through.  
  
What this means for anyone who works for and with us: 

People who work at Musinc are integral to making our vision of equality and diversity a reality. This 
includes: 

 Taking part in in-house and external training programmes to develop awareness, knowledges and skills to 
understand and adopt inclusive approaches to their work.  

 Reading and committing to Musinc’s Equality, Diversity and Inclusion Policy.  

 Creating, participating in and supporting network groups to promote our equality and diversity practice. 

 Making a commitment to be involved and become an EDI champion. 

 

Equality Policy (Middlesbrough Council) 

Equality Monitoring Policy, Live from: November 2017 - November 2020 

Musinc is hosted by Middlesbrough Council and works in line with their Equality Policy as outlined 

below. 

 

BACKGROUND 

1. The Public Sector Equality Duty (PSED) places a duty on the Council to consider the needs of diverse 

groups when designing and delivering services, particularly where those needs may differ because 

groups or individuals identify with a particular protected characteristic. 

 

2. The PSED requires the Council to have due regard to the need to: 

 ‘eliminate unlawful discrimination, harassment and victimisation and other conduct prohibited 

by the Act 
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 advance equality of opportunity between people who share a protected characteristic and 

those who do not 

 foster good relations between people who share a protected characteristic and those who do 

not. 

Having due regard to the need to advance equality of opportunity between persons who share a 

relevant protected characteristic and persons who do not share it involves having due regard, in 

particular, to the need to: 

 remove or minimise disadvantages suffered by persons who share a relevant protected 

characteristic that are connected to that characteristic 

 take steps to meet the needs of persons who share a relevant protected characteristic that are 

different from the needs of persons who do not share it; 

 encourage persons who share a relevant protected characteristic to participate in public life or 

in any other activity in which participation by such persons is disproportionately low. 

 

3. The eight characteristics encompassed by the duty are: 

age    sex    race    gender reassignment 

disability   sexual orientation  religion or belief  pregnancy and maternity* 

 

*Data on this area is not normally included in standard consultations, however a standard question 

wording has been included in the equality monitoring form. If planning to use this question, officers 

must first contact Lorraine McDonald for advice. 

 

4. This policy sets out how equality monitoring is embedded within Council processes, where relevant, 

to enable data to be gathered from service users, residents and visitors that can be used to inform 

decision making, services and priorities to ensure compliance with the PSED. 

 

5. Appropriate and sufficient equality monitoring information will assist to: 

 understand trends in accessing services and identify where new or changed services are 

required; 

 provide benchmarks against which realistic targets for improvement can be set; 

 identify if policies are adversely affecting people because they hold a protected characteristic; 

 identify the communities using services, the outcomes they experience and groups not 

accessing services; and 

 measure the overall effectiveness of services. 
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PREPARATION AND IMPLEMENTATION 

6. It is important that careful preparation is undertaken prior to the inclusion of equality monitoring 

questions within processes. Issues that should be considered include: 

 policy context 

 which protected characteristics could proposals / consultation be relevant to 

 who is to collect the information, when, how and from whom? 

 do current processes need to be re-designed to encourage respondents to answer the equality 

monitoring questions? 

 how the data is to be stored 

 how the data is to be analysed, whether manually or by computer 

 how findings will be monitored and reported 

 how data will be used to improve services or performance 

 confidentiality and data protection requirements. 

 

7. If equality monitoring is to be included within consultation, the Council’s Consultation Strategy 

should be utilised to ensure best practice is achieved. Appendix one sets out the standard equality 

monitoring questions for adults. 

 

HOW AND WHEN TO MONITOR 

8. Equality monitoring of relevant characteristics should be undertaken when gathering relevant 

service user data, seeking views on satisfaction levels, consultation exercises and when managing 

complaints. 

If this data is not gathered then it will be difficult to prove services are based on a sound understanding 

of the different communities that access them. Data that can be disaggregated by protected 

characteristics will help inform completion of Impact Assessment templates which are required to 

support formal reports seeking decisions via the Council’s formal decision-making processes. 

 

9. Questions should be modified to remove monitoring questions which are not relevant or appropriate 

to the consultation in question. For example, when asking children under the age of 16, consideration 

should be given to removing questions around sexual orientation. 

 

10. Equality monitoring can be carried out in a number of ways. Frequency of monitoring can vary 

according to service requirements. 
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DATA PROTECTION ACT 1998 

11. All monitoring information is classed as personal data under the Data Protection Act and needs to 

be treated as confidential. The Council has a Data Protection policy in place, which sets out how it will 

ensure compliance with the provisions of the Act. 

12. Equalities monitoring can involve asking for and recording personal data about individuals. The 

legislation exists to protect individuals against the misuse of that data, and all records whether manual 

or computerised must meet the requirements of the Act. Where an individual can be traced to the 

monitoring figures, the individual’s consent to hold and process the data should be obtained. 

13. Data should only be used for the purpose it was collected for. This should not be a barrier to 

equalities monitoring but will require officers to clearly set out how data will be used. A standard 

statement on data protection has been provided within the equalities monitoring form. 

 

REPORTING FINDINGS 

14. Where equality monitoring has taken place as part of a customer satisfaction survey or 

consultation, providing feedback is fundamental. The outcomes should be made available, details of 

what has happened as a result of the process should be communicated to participants as a whole. 

 

COMPLIANCE 

15. Compliance with this policy will be measured in a number of ways: 

 impact Assessments are scrutinised to ensure they are based on robust data 

 consultations submitted to Performance and Partnerships team for inclusion on the 

consultation portal will be quality assured. 

 

ROLES AND RESPONSIBILITIES 

16. All members of staff undertaking equality monitoring processes are responsible for ensuring they 

comply with the Equality Monitoring policy. 

REVIEW FREQUENCY 

17. The policy will be reviewed every three years unless there is a change in legislation or there are 

concerns that the policy is no longer fit for purpose. 

CONTACTS FOR SUPPORT AND ADVICE 

18. If you require further advice please contact the Corporate Strategy Team. 
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Musinc Health and Safety Procedures 
  

 As a music leader for musinc, you are self-employed and therefore are required to have public 
liability insurance in place for your work as part of Musinc (this covers you for any accidents or 
injury that you cause to yourself or others)  

 Host Organisations (person in control of the premises) are responsible for providing a safe working 
environment and are responsible for health and safety in their own venues.  

 All Host Organisations should have formalised reporting process for incidents on their premises. 
 Musinc can support the injured party by monitoring incidents and will record any reported 

incidents.  
 Management of the incident is the responsibility of the Host Organisation, as Musinc is not enabled 

to act on behalf of the partner organisations. e.g. if the accident occurs within a venue which is part 
of a different local authority. 

 For Musinc employed staff incidents should be reported to the individual’s line manager and the 
MBC incident management procedure should be followed.  

 

Health and Safety Policy (Middlesbrough Council) 

 
1.0 Summary  

 
1.1 This Policy sets out Middlesbrough Council’s commitment and responsibilities for the health, safety 
and welfare of its employees whilst at work and for the health and safety of service users and members 
of the public who use its premises and facilities or may be affected by its activities.  
 
2.0 Context  
 
2.1 The Health & Safety at Work etc. Act 1974, the Management of Health and Safety at Work 
Regulations 1999 and all associated Health and Safety Regulations made under it provide the standards 
that Middlesbrough Council will accept as the minimum requirements for securing the health, safety 
and welfare of its employees at work and for protecting others against risks to health and safety arising 
from the activities of its employees at work.  
 
2.0 Purpose  

 
3.1 The purpose of the policy is to ensure that the Council complies with relevant health and safety 
legislation and provides information across all levels of the organisation regarding the arrangements 
for managing health and safety.  
 
3.2 The policy has been revised in accordance with the Middlesbrough Manager Framework.  
 
3.0 Scope  

 
4.1 This policy applies to all employees of the Council. 
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5.0 Policy Detail  
 
5.1 Middlesbrough Council recognises and accepts its responsibilities as an employer and as a service 
provider for securing the health, safety and welfare of its employees whilst at work and for the health 
and safety of service users and members of the public who use its premises and facilities or may be 
affected by its activities.  
 
5.2 Its policies and procedures will be reviewed as circumstances require reflecting best practice in all 
aspects of health and safety.  
 
5.3 The Council’s Elected Members and its Corporate Management Team (CMT) recognise and accept 
these responsibilities and will ensure that they remain a priority and an integral part of all the Council’s 
activities.  
 
5.4 Middlesbrough Council’s Health and Safety Policy will be reviewed every three years and will be 
updated as often as is necessary, to ensure compliance with all relevant legislation, codes of practice, 
guidance and best practice.  
 
5.5 It is the policy of Middlesbrough Council to ensure, so far as is reasonably practicable, the health, 
safety and welfare of all its employees at work and the health and safety of other persons who may be 
affected by its operations. 
 
5.6 More particularly, so far as is reasonably practicable, it will:  

 Provide and maintain working conditions, systems of work plant and equipment that are safe 
and without risk to health  

 Provide safe arrangements for the use, handling, storage and transport of articles and 
substances  

 Provide such information, instruction, training and supervision as is necessary for health and 
safety purposes, to enable all employees to avoid or control risks and to contribute positively to 
health and safety at work.  

 
5.7 Middlesbrough Council will also adopt the following objectives in relation to ensuring the health, 
safety and welfare of any person working or otherwise affected by its activities:  

 Design and implement safe practices which will benefit all employees wherever their working 
environment.  

 Carry out assessments of all significant risks to health and safety in accordance with the 
Management of Health and Safety at Work Regulations 1999 and ensure that where risks 
cannot be avoided appropriate control measures are introduced and maintained.  

 Ensure the maintenance of plant, vehicles and equipment and the operation of safe systems of 
work. 

 Ensure the maintenance of a safe place of work, including safe access and egress.  

 Consider work-related stress as a health and safety issue, and implement a mental wellbeing 
policy to ensure that the risk from work related stress is assessed and managed in line with the 
HSE’s stress management standards.  

 Carry out, implement and regularly review a Fire Risk Assessment of all premises where 
Middlesbrough Council employees are employed in accordance with its duties under the 
Regulatory Reform (Fire Safety) Order 2005, to secure the safety from fire of employees and 
other relevant persons in or around the premises.  
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 Ensure that all Middlesbrough Council employees are made aware of their responsibilities and 
duties in respect of health, safety and welfare and that they are provided with sufficient 
information, instruction, training and supervision to enable them to carry out their duties 
effectively and safely.  

 Ensure that occupational injury, ill health, (including ill health arising from work- related stress), 
dangerous occurrences and incidents of violence at work are properly recorded, investigated 
and reported, and that any remedial action is taken promptly.  

 Ensure that suitably qualified and experienced health and safety advisers are available to 
provide competent health and safety advice, support, guidance and assistance to the Council, 
its managers and staff on the development and implementation of policies, codes of practice 
and guidance to enable them to meet their statutory responsibilities.  

 Recognise the role of Trades Unions and safety representatives and when requested provide 
them with necessary facilities to carry out their tasks as laid down in The Safety Representatives 
and Safety Committees Regulations 1977 (as amended).  

 Ensure that effective arrangements are in place to ensure that all employees are kept informed 
and consulted on matters affecting their health and safety, and encourage the setting up and 
maintenance of health and safety committees.  

 Monitor the effectiveness of the health and safety policy throughout its activities in accordance 
with the procedures set down in the policy and to review and amend the policy wherever 
necessary to maintain exemplary standards of health and safety.  

 Ensure adequate financial provision is made to address issues relative to health and safety.  
 
5.8 Responsibilities for the management of health and safety are set out within the Health and Safety 
Policy:  

 Elected Members.pdf  

 Chief Executive.pdf  

 Corporate Management Team.pdf  

 Assistant Director Organisation and Governance.pdf  

 Assistant Directors and Managers.pdf  

 Employees.pdf  

 Health and Safety Unit.pdf  
 
6 Monitoring and Review  
 
6.8 The review period of this policy is every three years or whenever there are any 
legislative/organisational changes required.  
 
 

COVID-19 Guidelines for face to face delivery for Musinc 
activities 

As the guidelines for managing COVID safety are regularly changing, please check our website for the most 
up to date information regarding COVID safety management for Musinc projects: 

www.musinc.org.uk/musinc-policies-page  

http://www.musinc.org.uk/musinc-policies-page
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Musinc HR and Recruitment Procedure 

Staffing structure 

 

 

 

 

 

 

 

 

 

 

 

Core activity 

This is classed as activity that forms the Network of Inclusive Provision, Music as Strategic Intervention and 

1:1 tuition strands of our work, which are regular and ongoing.   

 All music leader roles for core activity are advertised openly on arts jobs and the Youth Music 

Network where appropriate, and this process is carried out annually, with annual contracts put in 

place wherever possible 

 Annual contracts are issued where possible. If shorter contracts are deemed necessary, these can 

be extended for the same project up to the length of 1 year.  

 After 1 year of a single, or extended contract for the same project has taken place, the recruitment 

process is repeated.   

 A standard 1 week deadline for applications to be submitted aids a swift turnaround for getting 

activity up and running.  

 Interviews are held for each advertised role. Interviews include an external/objective person with 

no previous experience of working with the musicians to provide a non-biased opinion on the 

candidates based upon the criteria for statements and answers that are set by Musinc.  

Youth Music 
(funding body) 

Middlesbrough Council 

(grant holders) 

Musinc Manager 

(employed: part time) 

Musinc Project 

Coordinator (employed: 

full time) 

Team of freelance 

musicians/music leaders 

Musinc Marketing, 

Media and Digital 

content coordinator 

(self-employed 2 days 

per week) 

Musinc Workforce 

Development 

Coordinator (self-

employed 1 day per 

week) 

Musinc Resources and 

technical support (self-

employed as needed) 
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 Music leaders are selected after interview according to the set criteria for the role.  

 Successful candidate are notified within 1 day of interviews and contracts are put in place as soon 

as possible following confirmation of the role to the candidate.  

 Musinc estimate that this process will take 4-6 weeks to turn around and therefore will 

communicate this clearly to partners to expect this amount of time when setting up projects.  

 Anyone who has undertaken an interview can be offered an alternative role if this is deemed 

appropriate.  

 If a candidate has interviewed for a role and applies for a similar role within 6 months, they do not 

need to re-interview unless they request to do so.  

 

1:1 Tuition 

 We have 15 self-employed tutors who submit a timesheet for all work / sessions along with an 
invoice for tuition on a back to back purchase order.  

 Tutors are awarded a 1 year contract after which the recruitment process is repeated.  The 

recruitment process will take approximately 4-6 weeks. 

 Tutors only get paid for the work they do.   
 Choice of tutor for the student is based on demand of instrument and where they can deliver - 

online, in Middlesbrough, in Redcar and through Apollo in Stockton.   
 Tutors and young people are matched according to the young people’s individual needs.   
 Students need to be able to provide or source their own instrument. 
 Tutors are recruited to create a balanced team who can deliver a variety of tuition in the following 

areas: 
o DJ 
o Rap / MC / Grime  
o Beatbox 
o Music Production  
o Guitar 
o Bass 
o Drums 
o Uke  
o Keyboard / Piano  
o Violin  
o Vocals  
o Brass  
o Cello 
o Music Theory  

 

The selection process 

The following considerations are made for matching music leaders to projects, however these do not 

exclusively determine whether an applicant is most appropriate for the position. Criteria around suitability 

for each role is determined by Musinc and will be applied throughout the application process.  

- Music leaders have particular character qualities and attributes that make them a ‘match’ for certain 

groups of young people, individuals and settings.  



Page 44 of 57 
Published September 2020 

 

- Music leaders specialize in a wide variety of musical genres and skills.  

- The importance of the relationship between a young person and their music tutor 

- The importance of consistency for young people living in challenging circumstances. 

- The need for all leaders to have knowledge, awareness and some experience of inclusion and inclusive 

practice, although opportunities to train in this area are offered and therefore a commitment to 

developing this knowledge and skills is satisfactory.  

 

Exceptions to this process 

- Sickness/absence cover, where a replacement person is needed to step in quickly.  

- Events / Tasters - e.g. SIRF, EMAT, MELA, Annual gathering. This is any activity that has a duration of 5 

days or less required for the contract.  

 
MUSINC Digital and Social Media Policy 

 
 

This policy covers websites and social media owned and controlled by Musinc. Links to any other websites 
and any information collected by these sites are not covered by this privacy statement. Since we do not 
control those websites, we encourage you to review the privacy policies of these third party sites. 
 

Definition of terms 
 
Musinc staff 
This is the musical inclusion manager, project coordinator and marketing/media support officer.  
 
Music Leader  
A Music Leader is someone who is engaged via musinc in a self-employed capacity to deliver inclusive 
music-making activities for children and young people in community settings such as schools and youth 
clubs. 
 
Young person 
Anyone under the age of 18 
 
Purpose of policy 
 
This policy sets out: 
 
- Why we want and need to connect with young people via social media 
- How we manage and monitor our social media sites to ensure that our communications with young 

people via social media is safe (for MUSINC staff, young people and self-employed music leaders) 
 
Why do we use social media? 
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In order for musinc to meet its intended outcomes for delivering music making activities to young people 
in challenging circumstances, it is necessary to communicate with young people in a way that they feel 
comfortable with and can relate to i.e. using social media. We use social media for the following reasons: 
 

 To communicate additional opportunities to existing participants of our programmes 

 To strengthen the existing engagement levels for young people in addition to the offline work of 
our programme 

 To extend our opportunities to reach potential new participants and networks 

 To allow young people to communicate with their music tutors regarding musical activity in a safe 
and controlled way.  

 
How we manage and monitor our sites 
 
All sites will be managed centrally by musinc staff, who will oversee all interaction taking place on the site 
and within groups.  
 
 
 
Settings 

 If music leaders are engaged with musinc social media, they must ensure that their own personal 
and professional pages are either private, or that content on their pages/sites is appropriate for 
young people under the age of 18 to view.  

 For musinc’s open sites/pages, these will be visible to the general public and open for general 
public to find, including allowing people to ‘like’ or ‘follow’.  

 Content posted on musinc sites/pages is done centrally by musinc staff and will always be relevant 
and appropriate to our programme and its intended outcomes.  

 Musinc’s settings on all sites/pages/groups prohibit the use of inappropriate language and 
profanities. If young people use language that is deemed inappropriate we will address this and 
allow three incidents before prohibiting a young person from engaging on the sites/pages/groups, 
provided that the incidents are mild/moderate use of inappropriate language. Any use of severely 
inappropriate language will result in the person being banned from accessing the site/page/group.  

 Decisions around the appropriate action to be taken in the event of inappropriate behaviour on 
musinc social media sites/pages/groups lies with musinc staff.  

 
 
Communications 

 General public are permitted to view and comment on all posts from musinc.  

 The private message function is turned off, instead general public are directed to use email to 
communicate private messages.  

 All comments will be monitored by musinc staff, and will be responded to by musinc staff.  

 If any comment or message is deemed inappropriate or offensive in any way it will be removed 
immediately.  

 Any individual (including young people, music leaders and general public) who uses inappropriate 
language three times will be banned from accessing site/page/group.  

 Musinc music leaders and young people must not ‘be-friend’ each other’s profiles outside of 
musinc’s groups or pages.  

 If a music leader has a public professional page, a young person may ‘like’ or ‘follow’ their page for 
reasons of musical interest. 
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 If a young person sends a friend request to a music leader outside of the musinc sites, the music 
leader must not accept the request and must inform musinc immediately 

 No private messages must be exchanged between young people and music leaders. If a young 
person sends a private message to a music leader, the music leader must inform musinc 
immediately and musinc will contact the young person to remind them of the communications 
protocols.  

 Private messages that are sent through musinc sites will be responded to by musinc staff 
responsible for monitoring the sites. If the query needs to be answered by a music leader, musinc 
will inform the music leader of the message and the music leader will provide a response which will 
be posted by musinc staff.  

 Music leaders will not instigate conversations with young people via social media, or post anything 
on their own pages/walls. If direct contact with a young person is needed for the purposes of the 
musinc programme, this must be done via the appropriate other channels (e.g. email or phone call 
to parent/guardian) 

 
 
 
 
General online behaviour 

 Musinc staff or music leaders will not ‘trawl’ through news feeds, posts or comments to find 
information about young people, and will only deal with interactions on the musinc page.  

 Musinc staff and music leaders will not use inappropriate language when posting or communicating 
with people via social media.  

 Musinc staff and music leaders will consider the timing of posts and responses to 
comments/messages, and will not respond at inappropriate times (e.g. late at night or during public 
holidays) unless absolutely necessary.  

 All content posted by musinc staff and/or music leaders is relevant to the musinc programme or the 
wider opportunities within the music/arts sector. Musinc staff and/or music leaders will ensure that 
wherever possible, all communications are relevant and necessary.  

 
 
Musinc’s closed facebook group for young people 
 

 The group is visible to allow young people to find the group, however the privacy settings of the 
group are set to ‘private’ 

 Young people can request to join the group. 

 ‘Membership questions’ are enabled so that when a young person requests to join the group, they 
must answer the question to verify that they are an existing participant of a musinc activity.  

 Only existing musinc participants will be permitted to join the group, and must be known by at least 
one of the musinc tutors who can verify the young person.  

 The request will come through to a member of musinc staff who will accept or deny. 

 ‘Rules’ are enabled which state that the group will be closely monitored by musinc staff and that it 
will operate in line with musinc’s safeguarding and social media policy.  

 Only young people over 13 years of age will be permitted to join the closed group.  
 
Disclosure 

 As with any offline disclosure, musinc staff and music leaders will adhere to musinc’s safeguarding 
policy (see separate policy document) 
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Privacy 

 Musinc will not store any personal information that is disclosed from social media interactions 

 Musinc may record copies of posts, comments and conversations if it is deemed necessary to do so 
for either safeguarding purposes or as evidence to our funder Youth Music for delivery of our 
programme e.g. to evidence discussion around musical inclusion or evidence of consultation with 
young people to improve our service delivery.  

 You may request access to these records at any point unless the reason they have been stored 
relates to a safeguarding concern in which case this will be kept strictly confidential to anyone 
other than those involved in the incident.  

 
We are committed to using social media as ethically and effectively as possible to offer great service 
provision to young people, and see them supported. As such, we will discuss and regularly review this 
policy and the challenges and examples of good practise associated with it, in order to continually add to 
our knowledge and skills as a team and ensure safe online interaction between our programme and the 
young people it serves.  
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Acknowledgement of Youth Music  

 
 
Acknowledgement as a funder  
 
Youth Music must be acknowledged as a funder in all official written and verbal communications 
associated with the Programme, including press releases. This helps to build a regional and national profile 
for Youth Music and the funded Grantee. It can also help secure partnership funding and long-term 
sustainability. We recognise that you may also need to credit other funders or partners.  
 
If you are not able to acknowledge us visually, via a logo, then the following written or verbal 
acknowledgement can be used instead: “Supported by Youth Music and using public funding by the 
National Lottery through Arts Council England.”  
 
To seek quotes, advice or support for press releases, email comms@youthmusic.org.uk  

 
About Youth Music text  

 
If you need to explain what Youth Music is (for example on your website, or in a press release) then we 

have some standard text for you to use in three different lengths. You can find the text here: 

http://network.youthmusic.org.uk/Funding/Current%20grantholders/grantholder-logos-and-branding  

 

 

 

All policies and procedures within this handbook were last reviewed on  

14th October 2020 and will be reviewed annually.  

 

 

http://network.youthmusic.org.uk/Funding/Current%20grantholders/grantholder-logos-and-branding
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Appendix 1: Payment Rates  

Music leader per hour - £40.00 

Includes:  

 Session delivery,  

 All reporting,  

 All session planning,  

 Responsible for supervision of other music leaders within the session and supporting their work, 

 Time given to attend a limited number of meetings in relation to session planning,  

 Provision of own instruments where possible, 

 Any other reasonable responsibilities. 

 

Assistant Music Leader per hour - £25.00 

Includes:  

 Session delivery,  

 All limited reporting (Music leader survey and support in gathering young people’s surveys), 

 Time given to attend a limited number of meetings in relation to session planning,  

 Provision of own instruments where possible, 

 Any other reasonable responsibilities. 

 

Group Support per hour - £16.00 

Includes: 

 Supporting the work of Music Leaders Offering support to group members if they are experiencing personal 

difficulty within the session, 

 Managing access of the group to different spaces within the building, 

 Evaluate the needs of young people in the sessions and outline measures to address them, 

 Carryout administrative work by recording information of young peoples’ activities including 
managing project register and parental consent forms, 

 Address any concerns raised by young people advocate for the young people, report any disclosures 
to Rebecca Johnson / Sarah Towers, and address any urgent concerns in relation to safeguarding, 

 Liaise with parents of young people and organise relevant activities such as performances and 
exams for the group, 

 Train any volunteers on how to deal with young people, 

 Any other reasonable responsibilities. 
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Event Support per hour - £16.00 

Includes: 

 Meeting and greeting the young people during events, 

 Supporting set up of instruments as appropriate for the group, 

 Instruction to Musinc of necessary requirements for stage, providing instruments if necessary, 

 Support on stage (if needed), 

 Group introductions to the audience, 

 Supervision of group during the event including addressing any concerns raised by young people 
advocate for the young people, report any disclosures to Rebecca Johnson / Sarah Towers, and 
address any urgent concerns in relation to safeguarding, 

 Set-up and take down support for staging, 

 Any other reasonable responsibilities. 

 

Exam Day Support per hour - £16.00 

Includes: 

 Meeting and greeting the young people at exam centre, 

 Supporting exam rehearsal, 

 Supervision of group / individuals while at exam centre including addressing any concerns raised by 
young people advocate for the young people, report any disclosures to Rebecca Johnson / Sarah 
Towers, and address any urgent concerns in relation to safeguarding, 

 Ensuring individuals meet parents/family member/teacher for collection following exam to go 

home, 

 Any other reasonable responsibilities. 

 

Music leader (workshop lead) half day rate - £100.00 

Includes: 

 Session delivery,  

 All reporting,  

 All session planning,  

 Responsible for supervision of other music leaders within the session and supporting their work, 

 Time given to attend a limited number of meetings in relation to session planning,  

 Provision of own instruments where possible, 

 Any other reasonable responsibilities. 



Page 51 of 57 
Published September 2020 

 

Music Leader (workshop lead) Full day - £150.00 

 Includes: 

 Session delivery,  

 All reporting,  

 All session planning,  

 Responsible for supervision of other music leaders within the session and supporting their work, 

 Time given to attend a limited number of meetings in relation to session planning,  

 Provision of own instruments where possible, 

 Any other reasonable responsibilities. 

 

Mandatory CPD Session (one-payment fee) - £25.00 

Includes: 

 Attendance at session, 

 All reporting. 

 

Mandatory Team Meeting (one-payment fee) - £40.00 

Includes: 

 Attendance at session, 

 All reporting. 

 

Musinc Practitioner Support Internship per hour - £9.00 

Includes: 

 Visiting MUSINC projects 

 Shadowing music leaders 

 Work towards events (e.g. Young Peoples Gathering) 

 Shadowing the MUSINC team and assisting with aspects of project management and admin 

 1:1 with line managers to look at progress  

 Work alongside MUSINC partners e.g. Safe in Tees Valley and Youth Focus to develop and deliver the MUSINC 
Legends strand of work.  
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1:1 tuition  - £35 p/h 

Includes:  

 Lesson delivery,  

 All reporting,  

 All lesson planning 

 Completion of Individual Development plans for all students.  

 Provision of own instruments where necessary, 

 Any other reasonable responsibilities. 

 

Project support (office based) - £14 p/h 

Duties will differ depending on job role but will generally include office tasks: photocopying, filing, phone 

calls, mailing etc with some bespoke tasks relating to specific job roles.  

 

Mentor role - £25 p/h 

Includes: 

 Delivery of mentoring activities as outlined in the mentoring scheme plan.  

 All reporting  

Mentees role - £9 p/h 

Includes: 

 Participation in mentoring activities as outlined in your individual mentoring plan.  

 Completion of mentoring paperwork 

 All reporting 

 

 

 

 

 

 

 

 



Page 53 of 57 
Published September 2020 

 

Youth Music Quality Framework (YMQF) 

Do, Review, Improve…  
Youth Music Quality Framework                                            

What is the quality framework?  
 

A quality framework is a tool to help you understand, measure and evaluate quality in your work. Youth Music’s 

Quality Framework – Do, Review, Improve – gathers together the criteria necessary to deliver a high-quality music-

making session. It’s based on evidence we’ve been gathering from the projects we’ve supported since the charity 

was founded in 1999.  The framework has been designed to promote a common understanding of quality, to provide 

the language to explain it, and to help individuals and organisations improve their professional practice. 

We ask all organisations funded by Youth Music to use Do, Review, Improve to reflect on their practice. We ask 

anyone applying to us for funding to show how they will build it into their project. However, it’s not just for those 

holding Youth Music grants: the quality framework can be used by anyone leading a music-making session for 

children and young people. 

You can use Do, Review, Improve for planning, peer observation or self-reflection. It’s not intended to be a test, and 

you don’t need to score yourself or rank yourself against others. Instead, the Quality Framework is designed to help 

you think about your practice and the principles behind it, and to identify areas you may wish to develop. 

Updated and improved 
 

The Quality Framework was first published in 2014. In the revised 2017 edition, we have sought to create a 

document that is easier for practitioners to use.  Following feedback from grantholders, as well as consultation with 

academics, project managers and music leaders, we have reduced and simplified the criteria. We have also added a 

section that outlines the important responsibilities of organisations when managing a music-making project.  These 

include safeguarding, contracting, pastoral support and programme planning. 

 

Appendix 2 
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Using the framework 
 

The framework is intended for session planning, observing the face-to-face interaction between young people and a 

music leader, and reflecting afterwards. Having said this, sessions don’t usually take place in isolation, and the 

evidence for some criteria may emerge over a number of sessions. In these instances a wider and ongoing 

conversation with the music leader may be necessary. 

We encourage you to use the Quality Framework in a way that’s appropriate to the capacity and starting point of 

your organisation or project. Examples of how organisations have used Do, Review, Improve include: 

 For planning and termly reflection sessions among the music leader team 

 For peer observations between music leaders  

 To observe the music leader team to prioritise workforce training needs   

 As part of training and induction for music leaders  

 To help identify professional development needs in appraisals or supervision 

 As a source of evidence for workforce outcomes. 
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Part 1: Organisational responsibilities criteria 
 

Health and safety of all Contracting and support for music leaders 

 

H1 Appropriate Health and Safety policies and 
procedures are in place.  
 

H2 A Safeguarding and Child Protection policy is in 
place to protect the welfare of young people and 
staff (including conducting Disclosure and Barring 
Service checks). 
 

 

C1 Contracts include time for structured reflection 
and evaluation activities with key staff or volunteers 
involved in planning and delivery. 
 

C2 Contracts include clear expectations around 
music leader planning, including short, medium and 
long-term planning. Plans should be flexible and 
adaptable. 
 

C3 Roles and responsibilities of all those involved in 
the planning and delivery of sessions are clearly 
outlined. 
 

C4 Organisations support the emotional wellbeing of 
staff with regular catch-up/supervision sessions 
 

C5 Organisations seek to support music leaders’ 
training and development needs.  
 

Young people’s pastoral and progression needs Planning and evaluation 
 

 

PP1 Appropriate pastoral support is provided for 
young people. 
 

PP2 When participants are referred by another 
organisation, information is requested to inform 
planning and communication (for example about 
musical ability and experience, pastoral needs, 
special educational needs and/or disabilities).  
 

PP3 Organisations enable music leaders to develop 
up-to-date knowledge of progression routes, so that 
young people can be signposted to relevant 
opportunities beyond the programme. 
 

 

PE1 Programmes are planned to ensure that 
duration of contact time and frequency of 
engagement are sufficient to achieve the intended 
outcomes. 
 

PE2 Evaluation activities are devised and scheduled 
before delivery commences. 
 

PE3 Organisations ensure that evaluation activities 
are carried out as planned. 

 

  

https://www.gov.uk/government/organisations/disclosure-and-barring-service
https://www.gov.uk/government/organisations/disclosure-and-barring-service
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Part 2: Session criteria  
 

Young people centred Music leader practice 

 
Y1 Music-making reflects the young people’s 
interests, with recognition of their existing musical 
identities.   
 

Y2 Young people experience equality of engagement 
and no participant is discriminated against. Their 
views are integral to the session. 
 

Y3 The young people’s musical, personal and social 
development are monitored, and achievements are 
celebrated and valued.  Young people are supported 
by music leaders to set their own goals and targets. 
 

Y4 Young people receive clear feedback on their 
work, identifying next steps for individual 
improvement. Young people are encouraged to 
participate in this process through structured peer 
and self-reflection. Comparison to others is only 
made where appropriate. 
 

Y5 The music leader and/or project staff identify the 
need for any additional pastoral or other support, 
and seek to provide or signpost to this. 
 

 
M1 The music leader has relevant musical 
competence, and is both an able practitioner and 
positive role model. 
 

M2 The music leader has a clear intention and has 
planned the session accordingly, while retaining 
room for flexibility.   
 

M3 The music leader plans sessions that enable 
young people to make progress and nurtures their 
understanding of what it means to be a musician. 
   

M4 The music leader regularly checks young 
people’s understanding. They reflect on their own 
practice: activities are reviewed and adapted over 
the course of the session according to how the young 
people respond.   
 

M5 All project staff are actively engaged with 
activities. Music leaders and other project staff 
communicate before, during and/or after the session 
and collaborate in planning activities. Roles and 
responsibilities are clear to all involved. 
 

Session content Environment 

 
S1 Activities are engaging, inspiring and purposeful. 
They are clearly explained and/or demonstrated to 
the young people. 
 

S2 Ownership of session content is shared between 
the music leader and young people.  Participants 
contribute to decision-making and have the 
opportunity to take on leadership roles where 
appropriate. 
 

S3 Young people are supported to create and make 
their own music, and broaden their musical horizons 
over time. 
 

S4 Activities are designed and delivered in a manner 
that is accessible to all and tailored to each 
individual whenever possible, taking account of their 
starting points and aspirations. Group dynamics and 
pace of learning have been considered. 
 

 
E1 There is a suitable ratio of young people to music 
leaders (and other project staff where required).  
 

E2 Consideration has been given to the physical 
space, with available resources being best used to 
make it accessible and appropriate for the target 
group.   
 

E3 There are sufficient materials and equipment to 
support the activities. 
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Glossary 

Music leader – the person leading the music-making activities.  

Project staff – this refers to other adults who are involved in leading or supporting the project and could 

include: project managers, youth workers, pastoral support staff, supporting music leaders, trainee music 

leaders and volunteers.   

Young people – the participants in the activities, aged between 0-25.  

Progression – this refers to the broadest interpretation of the social, personal and musical development of 

the young person. 

Activities – this refers to the task or process the young people will be undertaking in the session (what they 

will do).   

Learning outcome(s) - the skills, knowledge or understanding that will be gained or enhanced from the 

session. Activities should be planned to enable the young people to achieve the learning outcomes. 

 

 

 

 


