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Information to help our Volunteers in School
Thank you for your interest in volunteering in school.

Volunteering can take many forms and we appreciate the help that our volunteers give us to support the learning of the children and the work of the school. Our volunteers are usually parents, students and people wanting to gain experience in school.

We value our volunteers and we hope your time at this school will be an enjoyable experience for you and that you will feel part of our school during your time here.

The children really love the time they spend with our volunteers and it is important to them.

We have produced this guide to help you feel comfortable when working in school and we hope that you will also feel able to ask any questions as they arise.

The points of contact for volunteers in school are as follows:

1. The class teacher you work with 

2.  Volunteer Coordinator – Debbie Jackson

3. The school office – Mrs Tracey Leishman

4. The Head of School – Alice Corlett

The aim of this booklet is to give you all the information you need to make your time both worthwhile and enjoyable. Thank you for your support!

Disclosure and Child Protection

We carry out a Disclosure and Barring Service (DBS) check for all staff and volunteers who have regular contact with children. All schools need to hold a register of the checks undertaken. In order for you to work in school as a volunteer, you will need to complete a DBS check. We will help you get the process started. Please be assured that all information will be treated in the strictest confidence and that these checks are done only in the best interests and safety of the children.  
Please contact Mr Stoneman in the school office regarding checks. 

Safeguarding and Child Protection

The designated member of staff for Safeguarding is: Alice Corlett (Head of School) 

The Deputy designated member of staff for Safeguarding are: 
Evonne Williams (Early Years) 

Alison Brien (Year 1,2 and 3) and 

Sonia Peacock (Years 4,5 and 6)

At Barlow Hall our priority is for each child to feel safe and happy. Safeguarding means everything to do with keeping children safe. For example it can be as simple as ensuring children walk down corridors to making sure equipment and resources are working properly. 

Child Protection is the duty to protect children at risk of significant harm because they have been neglected or because of concerns to do with physical, emotional or sexual abuse. This also includes any concerns that a child may be at risk of radicalisation. All members of the school community have a duty to keep children safe. 
If you have any concerns regarding any child you must make sure you report it to the relevant member of staff. (Class Teacher/ Assistant Head for the Key Stage) All members of staff are trained in what to do if a concern is reported. A senior trained member of staff will make a judgement about what action will be taken. 

If a child discloses any information to you please remember two important things:

1. You must make it clear to the child that you cannot keep anything a secret.

2. You must not investigate or question the child, just listen and later you will be asked to write down the details of the incident.

Remember, if in doubt always report your concerns, no matter how small you may think they are. 

Mobile phones must only be used in the staff room and no photos may be taken on personal devices.

Emergency evacuation
There is a plan in each classroom, please familiarise yourself with the plan as soon as possible so that you know exactly what to do. The evacuation bell is a long continuous bell.  Make sure you know where all exit points are. The fire assembly point is the front field.

Signing In

Safety is at the heart of our care for all children and it is very important that we know exactly who is on the school premises and where they are. We ask every adult who comes into school to report to the school office and sign in and out. 

Where will I be working?

You will usually work in a specific class or with particular children and as far as possible we try to keep this the same if you are coming into school on a regular basis. 
This allows you to build up a relationship with the class teacher and the children. Volunteers often utilise their skills and help in a curriculum area such as art or ICT but lots of volunteers help with reading or with groups of children in the classroom. You may be asked to accompany the class you are working with on an educational visit if you are available. Please let us know if you have an interest or skill in a certain area that you would be willing to share with us.

How much time must I give? 

It’s up to you! We appreciate all the time you choose to offer. Some volunteers prefer to have a regular time each week for a term, some prefer to arrange to help when they can spare some time. If you are a student then you will usually have a regular day or a block placement.

Please let us know by 8.30am if you are not able to come in to school. Your work in school is valuable and the teacher will need to make alternative arrangements if they have planned an activity to include you. 

How will I be expected to help? 

You can help us when you are in school in many ways. The teacher you are working alongside will give you clear instructions but please do not hesitate to ask if you are unsure about anything.
· You might be asked to work with a small group of children to help them with their learning. 

· You might be asked to do administration jobs such as laminating or photocopying. 

· You might be asked to play a game or support an individual child.

Where can I go in the school?
As a volunteer you will usually be working in the classroom with the teacher. 
You are welcome to use the staffroom either to have a break or to make yourself a drink. Hot drinks are only allowed in the main school if they are in a safety cup.

You can use the toilets next to the staff room, near the school office and near to the kitchen.
Confidentiality

We expect our volunteers to abide by the same code of confidentiality as teachers. Anything you hear or see in school is confidential and should not be discussed outside school. You may also be working alongside children who have specific needs and these will be explained to you but of course this information is confidential. 

What rules are the children expected to follow?

We have high expectations for achievement and behaviour. 

The school has a positive behaviour system used by all members of staff, as outlined in our behaviour policy (please see the school website). As a volunteer you will not be required to manage behaviour, however the children enjoy verbal praise for good effort and behaviour. Please speak to the class teacher if you are concerned about behaviour.
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It is very important that you share any concerns with the class teacher immediately. 

We have well defined procedures for informing parents of what has happened whilst the children are at school. Please do not be tempted to relay anything you have seen or heard in the classroom to other parents. If you are asked by another parent about their child, please refer them to the class teacher.

We expect that you will exercise discretion in all respects when you are helping in school. We ask that all volunteers sign a volunteer agreement before they start.

We expect all members of the school community to be polite, courteous and self-disciplined and to show respect. [image: image2.png]



What medical/ accident procedures should I follow?

We have several qualified first aiders in school who are on hand to deal with any first aid treatment. We ask that volunteers do not administer first aid of any kind. If a child requires first aid, please see a member of staff.
If you are injured whilst on the school site, please report this to the school office. 
What work should I not undertake?

You will not asked to undertake a task that is not safe or appropriate for you to do so. If you are given a task to do and are having difficulties, whatever the reason, speak to your class teacher. We don’t want you to struggle with anything; we want you to enjoy your time in school.
Where can I park? 

Please use the marked spaces at the side of the school path. Please note that a safety bollard is in operation between 8.30 and 9.15am, and 3pm – 3.30pm

Where can I leave my belongings? 

It is not a good idea to bring too many personal belongings and valuables to school with you. However, your class teacher will let you know where you can leave your coat and bag.

Working with Children

· Whether you have previous experience of working with children or not, here are some guidelines to help you be successful in your voluntary work.

· Be friendly and encouraging with the children, especially when working with them for the first time. Make sure they know your name, and what you will be doing with them.

· Remember that though we need to be friendly, we are not making friendships, and it is important that the children give you the same amount of respect as other adults in the school. Expect children to use your ‘grown up’ name, e.g. Mrs Smith. 
· Our children are usually enthusiastic and cooperative. You are not responsible for managing their behaviour beyond making a reasonable attempt to help the child focus on their task. Be positive and clear in your explanations, and remember you are not there to negotiate about what the children have to do. 

· The children know you are not a teacher, so don’t feel embarrassed or disappointed if you need to seek extra support. 

· When you have finished working with a child it is good to reflect on how the activity has gone. Praise the children when they have done well with their effort, learning and attitude 

· Remember that the children are always watching – it’s good to let them see you interacting respectfully and cooperatively with other adults in the school. 

Students

The above information is relevant for students on placements or work experience. You may be required by your place of education to carry out tasks or observations. Please make sure that the class teacher is aware of this so that we can support you to ensure you get the most out of your placement.

Finally

We would like to thank you for offering to volunteer to help at Barlow Hall. We hope that your time with us will be happy and fulfilling.

