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A TUTOR’S GUIDE TO XPERIOS

In the following pages you will find useful information on how to navigate Paritor Xperios
with Gwent Music.

This document and other useful information can be found on our website
www.gwentmusic.co.uk/musictutor/ or by contacting Gwent Music on 01633 987700 or
Gwent.music@newport.gov.uk.
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Agreeing to our Terms & Conditions

We require all tutors to agree to our terms & conditions prior to commencing work
with us each term.

To access our terms & conditions, log into your Schooble account and hover over
Teaching and click on Teacher Admin and then Contracts.

Here you will be able to view and download the ‘contract for services’.

To agree to the terms and conditions, please tick ‘sign contract’

How to manage your waiting lists

Once you have logged in your Schooble account you will be able to access your
‘waiting list’ by hovering over Teaching, Pupil Management and clicking on Waiting
List.

You will be able to manage your own waiting lists, prior to payment being made by
the parent/guardian.

You can click on the eye icon for more information.

You can click on the envelope icon to contact the parent/guardian

If you are happy to accept the application then click on the tick to accept, check
details and click save.

This will send an e-mail to the parent/guardian informing them that you accept their
application and will ask them to make a payment. Once the payment has been
received the pupil will automatically appear on your register.

You will be able to see pending offers at the bottom of your waiting list.

The expectation is that you will check your waiting list regularly.

If you are unable to accept the application do not reject the application, instead
contact your Head of Department who will try and accommodate the lesson with
another tutor.



How to reschedule a lesson & Make Up Lessons

Once you have logged in your Schooble account you will be able to access your
‘schedule’ by hovering over Teaching, Lesson Management and clicking on Diary.

In order for your schedule to be populated you will need to inform your Head of
Department or the Office, of the days and times you will be carrying out the lesson.
Once your schedule is populated you will be able to click on the activities for further
information. Only carry out teaching if it is showing on your schedule. Speak to
your Head of Department if there are missing activities from your schedule.

On the tab Reschedule you will be able to change the time, date and duration of the
lesson. You need to reschedule activities and durations prior to completing the
task result.

To reschedule an individual lesson, complete the necessary details and click on
update.

Please note that you are only able to reschedule within the same week.

Please note that you will be unable to adjust the durations of activities covered
under a Service Level Agreement. If this needs amending please contact the office.

If you are unable to deliver an activity within the week that it is scheduled then you
must complete the task result explaining why and create a make up lesson to be
carry out on another date. Below are a list of task results and if they prompt a make
up lesson.

Task Result Make Up Lesson available | Guide

Confirmed No

Absent Yes llIness

No pupils enrolled yet No For parent billed
lesson where there are
no pupils

Cancelled Required Notice | Yes If notice of 7 days or

more is given / provide
reason given in ‘lesson
notes’

Cancelled Short Notice No If notice of less then 7
days is given / provide
reason given in ‘lesson
notes’

Transport Problems Yes

Adverse Weather Yes Snow, Heat Wave etc

At the beginning of the term you are able to reschedule all of the dates within that
term if the 1%t session is not on the correct date. To do this click on term dates and
edit and input the correct start date for that term. Once you click save all sessions
will be rescheduled from that date.



Where a tutor schedules a make up session, the pupil register does not need to be
completed as the register transfers to the make up session. If no make up will be
made the pupil registers need to be completed.

How to contact pupils and parents/guardians

Once you have logged in your Schooble account you will be able to access your
‘schedule’ by hovering over Teaching, Lesson Management and clicking on Diary.
In order for your schedule to be populated you will need to inform your Head of
Department or the Office, of the days and times you will be carrying out the lesson.
Once your schedule is populated you will be able to click on the activities for further
information.

On the tab Communication you will be able to tick the box next to an individual or
‘select all’.

In the Text box you can type your message and click Send Message.

If a parent/guardian sends you a message you should receive an e-mail telling you,
you have messages to read.

Log into Schooble and you will see unread messages on your dashboard.

To see older messages, hover over Messages and click on Messages.

How to contact School

Once you have logged in your Schooble account you will be able to access your
‘schedule’ by hovering over Teaching, Teacher Admin and clicking on Contact
School.

Choose e-mail, and a list of the schools you teach in will appear.

You can click on the arrow next to the school name to choose the recipient

In the Text box you can type your message and click Send.

Completing your register

Once you have logged in your Schooble account you will be able to access your
‘schedule’ by hovering over Teaching, Lesson Management and clicking on Diary.
On the Lesson Dashboard you will be able to see your pupil register. You can click on
each pupil individually or ‘select all’ to complete the register. Your register should
be completed every day, but at the very least on a weekly basis.

For any activity that is paid for by the school through a Service Level Agreement, you
will need to add details about the pupil manually. If the session is small group or
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individual please add the pupils to the register by clicking Add Pupil and completing
the necessary information (minimum information required — first name, last name,
school year and school class). These pupils will then appear in your register. If the
session is whole class please provide the number of pupils in the session.

Register Keys
Key Guide Minutes can be
claimed by tutor
Present Yes
Taught Online Yes
Cancelled Required Notice If the pupil has given 7 No
days or more notice to
cancel
Cancelled Short Notice If the pupil has given less | Yes
than 7 days notice to
cancel
Forgot Instrument Yes

Completing your Task Results

Once you have logged in your Schooble account you will be able to access your
‘schedule’ by hovering over Teaching, Lesson Management and clicking on Diary.

In order for your schedule to be populated you will need to inform your Head of
Department or the Office, of the days and times you will be carrying out the lesson.

Once your schedule is populated you will be able to click on the activities for further

information.

On the Lesson Dashboard you will be able to complete your task result for that
lesson. Please be aware that your task results directly impact your pay claim. By
completing your task results, your pay claim will automatically be generated each

month.

On the tab Reschedule you will be able to change the duration of the lesson. You
need to ensure the duration of the session matches the claimable minutes in the

pupil register prior to completing the task result.

Task Result Make Up Lesson available | Guide
Confirmed No
Absent Yes llIness




No pupils enrolled yet No

For parent billed
lesson where there are
no pupils

Cancelled Required Notice | Yes

If notice of 7 days or
more is given / provide
reason given in ‘lesson
notes’

Cancelled Short Notice No

If notice of less then 7
days is given / provide
reason given in ‘lesson
notes’

Transport Problems

Yes

Adverse Weather

Yes Snow, Heat Wave etc

Submitting your pay claim

Tutors will be able to submit a claim for approval and payment from 1% of the month up until the

deadline dates below:-

Claim Deadlines

Period of Claim Claims can be made from 1% of the month up until
April 2026 8™ May

May 2026 5% June

June 2026 3 July

July 2026 7™ August
August 2026 4t September
September 2026 2" October
October 2026 6" November
November 2026 4™ December
December 2026 1°t January
January 2027 5% February
February 2027 5% March
March 2027 2" April

e Once you have logged in your Schooble account you will be able to access your ‘pay
claim’ by hovering over Teaching, Teacher Admin and clicking on Teacher Pay.

e Then click on ‘Submit new claim’.

e This will show all activities in your schedule for the month, total hours and total pay for the
month will be shown at the top of the screen.




All task results must be completed.

All registers must be completed.

If any durations are incorrect, please remove the task result, which will allow you to
reschedule and amend the duration. You will then need to complete the task result again.
Once you are happy that your claim is showing the correct activities, durations and total pay,
then please click on ‘Submit Claim for Approval’.

Tutor must submit a pay claim at the end of every month for any work completed that
month.

The system has an automatic cut off at 2 months, the only exception to this is at the end of
the financial year when all pay claims for the financial year 2026-27 must be claimed by 2"
April. There will be NO opportunity to claim for any work carried out prior to 31 March if a
pay claim is not submitted by 2" April.

How to loan an instrument to a pupil

Within your Tutor portal you will need to locate the pupil who wishes to loan an instrument,
to do this, once you have logged in your Schooble account hover over Teaching,
Lesson Management and click on Diary.

Click on the relevant lesson to display the pupils within that lesson

Locate the pupil who wishes to loan an instrument and click on ‘Review’ under the Hire
column

Select the instrument from the ‘Resource Group’ by clicking on the drop down arrow and
clicking on the appropriate instrument.

To request the loan of the instrument, click on ‘Request Hire’.

This will send a request to the office to seek an available instrument.

If an instrument is available for loan the parent will be contacted by the office to complete the
necessary paperwork. Once the parent has agreed to our terms and conditions, you will be
contacted by the office to collect the instrument to give to the pupil.

If an instrument is not available, you will notified by the office.



Carry out a stock check of Resources

Tutors are required to ensure that all Gwent Music resources assigned to them, or their
pupils are stock checked on a termly basis.

To view Resources assigned to a tutor:-

In the tutor portal click on Teaching, Resources and Resources
You will see a list of Resources assigned to you and/or your pupils
You will need to check that the resource is still with you or your pupils
If all details are correct i.e the correct pupil name is showing under ‘pupil’ then click
on ‘confirm’ under the ‘last stock take’ column
In all other cases, please update the location by clicking on ‘update’ next to the
resource and typing one of the following:-
» With me - if the resource is in your possession (i.e at your home or on your
person)
» Type in the school name — if the resource is left at school on permanent basis
but for your use
» Type in the pupils name - if the resource is assigned to one of your pupils,
but recorded as unassigned
If there is a resource allocated to you that is incorrect please e-mail
bethan.lewis@newport.gov.uk giving details of the Ref ID

If you have a resource allocated to you or one of your pupils but it isn’t on your list,
please e-mail bethan.lewis@newport.gov.uk providing the Ref ID, location and pupil
name if assigned to a pupil.

How to enable a schooble account for pupils in an SLA or project

Once you have logged in your Schooble account you will be able to access your
‘connection requests’ by hovering over Teaching, Pupil Management and clicking on
Connection Requests.

On the left hand side of the screen is the requests from parents/guardians. Click on
the request and then the pupils in your register (that haven’t already been
connected) will appear on the right hand side. Click on the pupil and a confirmation
box will appear.

Once you click ‘confirm’ the pupil will now be stored in Xperios and will operate in
the same way as a parent-billed pupil.
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Enter pupil assessment data (PPLs)

Once you have logged into your Schooble account you will be able to enter pupil assessment
data by hovering over Teaching, Lesson Management and clicking on Diary.

Click on the relevant lesson to display the pupils within that lesson

Once in the ‘lesson dashboard’, click on Assessment

Click into the box next to the pupils name, select the assessment level and click Confirm
Update



