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Our vision for Queen’s Park C.E./U.R.C. Primary School

Through our continued service to our community and rooted in our Christian Values, the opportunities we provide
inspire our children and adults at our school to learn, to grow and to flourish. We are committed to developing our
children into confident individuals who make a positive difference through developing a respect for themselves, each
other and the world around them. For with God, everything is possible. (Matthew 19:26)

Our Core Christian Values
Love
Forgiveness
Trust
Respect
Honesty
Hope
Summary
This policy has been put in place to ensure that we protect our children and our Volunteer and Visitors at all
times. It is written using KCSIE 2023. It is designed so that all Students, Volunteer helpers and Visitors will
have a clear understanding of their expectations and responsibilities.

Students and Adult Volunteer Helpers

Introduction

We want our school to be open and welcoming to all who would like to support the children. We also want
to encourage parents and other adults to help teachers in a variety of ways. However, our overriding concern
is for the safety of the children in our care. This document sets out our school’s policy, which is to ensure
that the children benefit from as much help and support as possible, and are provided at the same time with
the best possible security.

The school has a variety of adults working on the premises at any one time. They can be categorised as
follows:

e Paid full- or part-time staff employed by the school:

e teachers;

e learning assistants;

e caretaker;

e cleaners;

e mid-day supervisors;

e school office staff;

Adult workers employed by another organisation:
e peripatetic music teachers;
e trainee teachers;
e LA advisers and inspectors;
e health visitors;
e grounds maintenance staff;
e contract workers (e.g. an electrician/heating engineer/builders etc.)
e sports coaches



Volunteer helpers:
e parents or other adult helpers working alongside teachers;
e students on work experience.
e Adults working towards teaching assistant qualifications

This policy sets out the arrangements for volunteer/student helpers only.

Volunteer and Student helpers
e Volunteer helpers support the school in a number of ways, including:
e supporting individual pupils;
e hearing pupils read;
e helping with classroom organisation;
e helping with the supervision of children on school trips;
e helping with group work;
e helping with art or subjects involving other practical activities.

Volunteers and Students are not allowed to do the following activities:
e take responsibility for all or some of the whole class;
e beinvolved in any personal care for any child;
e supervise children engaged in PE or other specialist activities;
e take children off the school site without a teacher in charge.
e be on the playground during play times and lunch times.
e to be alone with a child at any point including escorting children around school.

The responsibility for the health and welfare of the child remains with the class teacher at all times.

Before starting any volunteering or student placement

Mrs Campbell, our School Business Manager, will invite the student or volunteer in for a pre-visit. During this
visit, Mrs Campbell will ask for the following information:

Proof of ID

DBS (if applicable)

Evidence of name and address

The information will be collated and stored on our Staff Safe system. A photograph will be taken and a
lanyard will be issued. If the volunteer/student is DBS checked, they will be issued with a green lanyard
which indicates to staff that the volunteer is DBS checked. This means they are able to walk to and from
their classrooms without a chaperone. If the student/volunteer are not DBS checked, they will be issued
with a red lanyard which indicates to staff that the student/volunteer needs to be chaperoned/supervised
at all times.

Mrs Campbell will set out the following guidelines on the pre-visit.
1. Child Protection Policy and Procedures
2. Whistleblowing Policy and Procedure
3. Volunteer and Student Handbook



Signing in

When volunteers and/or students arrive in the school, they must sign in at the reception desk. They will be
given a coloured lanyard based on the DBS status which they should wear at all times. The signing-in system
will give the date and time of arrival. They must also sign out, stating the time they are leaving. When an
adult volunteer or student first arrives, they should be given a Volunteer Handbook from the office.

Safeguarding

For the children’s safety, all volunteer and students must always be under the supervision of school staff.
The head teacher has the authority not to accept the help of volunteers if she believes it will not be in the
best interests of the children.

Deployment of volunteer helpers

It is the policy at Queen’s Park School that parent helpers can support in their own child’s classroom, but if
this proves to be distracting or places the class in an uncomfortable situation this would be reviewed and
they will be asked to support in a different class. The class teacher is responsible for asking permission of
Student and Volunteer co-ordinator Mrs Potter, before parents can come into school to help.

Monitoring and review

The day-to-day monitoring of this policy is the responsibility of the Mrs Potter under the guidance of the
Headteacher, who will report to the governors regularly, stating the number of volunteer/students in the
school, and summarising their value to the children.

This policy will be reviewed by the governing body every year as it is closely linked to our safeguarding
process and procedures .
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Thank you for yowur interest in volunteering .at our school. We appreciate
the help that all .our volunteers give in supporting the w.ork .of the school.

We want you to enjoy yowr time with us, and we have produced this
quide to imake sure you feel comfortable, supported .and appreciated. There
is a Lot of information here, but please don't hesitate to ask questions if
MOML are unsire about anything!

Mrs J. Kellett.
Headteacher

Ouwr Commumitment to You
As one of our valued volurteers, we are committed to giving you the following:
o .a friendly and supportive working erwironment;
e enthusiastic .and cooperative .children;
o a .mentor and link staff memhber to support syou in your ~volunteering;
o recognition for the work that you do and its impact on learning;
o .o reference if you apply for paid work here or elsewhere.

Your Commitment to Us

We are well .oware that iyouwr time is given freely and willingly. Most
~olurdeers/students work in school at a set time each mweek, .and if you can
commit to this for at least half a term, we would find this helpful.

Howenver, we do not insist that you commit to working for a fixed or indefinite
period of time or give notice when you wish to stop yvolunteering .at Queen’s Park
C.E/JURC Primary School. However, we do sk that you agree to and abide by
the guidance found in this handbook .and the .accomparying policy (see
appendices).

We would also ask that you let ws know if you hove made an arrangement that
Mo later find you cannot keep. Your work is valuwable to the school and wyour
link staff member may have been counting on you to help with an .octivity. Just
give us o call os soon as you know you cannot come. In addition, when you
do wish to cease volunteering, please .communicate this to your mentor, link staff
member or the yvolurdeer coordinator.

Setting wup a Placement
Mrs Potter is our Student .and Volurndeers Co-ordinator .and all volunteers will
come through her. She will ask for details such as:

e Name

e Contact Details



o Reason for Placement/Volunteering
o What year group you will he placed
o What day you will .attend school and for how long
Mrs Potter will then pass all this information on to owur Schools Business

Manager - Mrs Camphell.

Pre-~isit
Mrs Campbell will make .o mutwally corwenient time for iyou to .attend school to
4o ,thf,oug}\_ our protocols for volunteering ot Queens Park.

During this wisit, Mrs Campbell will .ask for the Jfollowing
information.:
e Proof of ID

e DBS (jg_’ap,pli,cablz)
o Ewvidence of name .and .address

The information will he collated .and stored on .our Staff Saofe system. A
photograph will he taken .and a laryard will be issued. If yow hove .a DBS,
o will be issued with o green Larnyard which indicates to staff that you have
a DBS check. If you are not DBS checked, you will he issued with a red
larnyard.  This is part of ouwr safeguarding procedures and you must wear the
lanyard at all times.

Mrs Camphell will also set .out the following guidelines .on the pre-wisit.
4. Child Protection Policy and Procedures
5. Whistlebhlow.ing Policy and Procedure
6. Volundeer .and Student Handbhook

Key Contacts

Mrs Potter will prowvide the name of yowur link teacher at the intial stage of this
process. While you are working at Queens Park, your other contacts will he:
your link staff member; the Violunteer Coordinator who is Helen Potter; the school
administrator - Karen Mather; the schools business manager - Jan Camphbell;
the Headteacher - Justine Kellett; the first aiders, who are Elaine Gauld Sarah
Baskett, Kath Paton.

Signing Ln and Out

It is important for security and fire regulations that all v.olunteers w.orking in
the school can he identified and located at .all times. We ask you to follow this
simple routine every time you visit the school: only enter the school via the front
entrance; sign the wvisitor's siystem .and make sure iyou are wearing your v.olunteer

Laryard



Child Protection
Because of the schools duty of care to all pupils .and adults in the school, we
must ensure that youwr wvolunteering does not put anyone at risk. The schools
designated officers are Mrs Leadbetter .and Mrs Kellett; the deputy designated
officers are Miss Hughes .and Miss Bailey. It is possible that children may tell
,gou(,o,r,tué,to}.e,uy,ou)Wrﬂob&ngbomméﬂofm,ogm. If this happens,
let your link staff memhber know immediately, .and allow them to deal with it.
While you cannot promise confidentiality to the child, (i.e. ApouL smust make it clear
to the child that youwll have to tell someone), you must ensure that .once you
e passed the matter .on you do not discuss it with .anyone else. If you are
in any doubt about the safety of a child, immediately tell your link staff member,
Mrs Leadhetter or Mrs Kellett.

You must never he left to supervise children on your own! This includes

supervising children .around the building. If this happens, please inform Mrs
Potter or Mrs Leadhetter. This is to protect you and our children

Where can I...7

This section is designed to .answer some of the .common questions .new
~volunteers/students .ask. If you howve other questions, do ask yowr link staff
member.

Where can I park?

If you do drive to school, please park in car park at the hock or side of school.
The staff car park is well used, and .also provides fire access to the playground
areas.

Where can I leave my helongings?

Its not a good idea to bring too .many personal helongings .and valuables to
school with you. Howenver, your link staff member will let you know where you
can leave your coat and bhag, etc.

Where can I w.ork?

The teacher with whom iyou are working with will give you a suitable spoce to
MW.OLR in.

Where can I go?

Most of the time, you will bhe working in your link staff member's classroom or
shared spaces. If you need to wisit other classrooms, please be as discreet as
possible while lessons .are taking place. At break times, we want you to feel
relaxed and comfortable and therefore you are welcome to use the staff room
for somewhere to sit. You may use the staff room .t bhreak times but w.ork
experience students are osked not to wse the staffroom .at lunch times. Work
experience students are also asked not to go onto the playground .at lunch times.
You are free to go home .at lunch time. There are tea .and coffee making focilities
in there, s0 make syourself a drink, or alternatively you could sit guietly in the
classroom where you have been bhased.



Where can I go to the toilet?
There are toilets by the staff room which you are welcome to use, bhut please
do not wse the childrens toilet

Working with Children
Whether you have previous experience of w.orking with children .or not, here are
some guidelines to help syou be successful in your voluntary w.ork.

e Be friendly and encouraging with the children, especially mwhen mw.orking

o Expect them to bhe a litte nervous - introduce yowrself and explain that
spour will he helping them wmith their reading/spelling etc.

e Rememher that though we need to be friendly, mwe are not .making
friendships, .and it is important that the children give the same amount of
respect s other adults in the school.

o Expect children to wse your ‘grown up name, 2.4. Mrs Smith.

Owr children .are usually enthusiastic and .cooperative. You are not responsihle
Jor managing their bhehowviowr heyond making a reasonable attempt to help the
child focus on their task. Be positive and clear in yowr explanations, .and
remember you are not there to negotiate ahout what the children hove to do.

If «a child is o~er-enthusiostic .and silly, .osk them politely to settle down to help
them and others concentrate. [f a child is not engaging .at .all with their w.ork,
remind them of the purpose of the activity .and that you are there to help them.

If your reasonable .attempts to help the child engage with their task .are not
working, use o final reminder, e.g. ‘If you cant settle down syou will have to
4o hack to see yowr teacher.” Please .don't get into arguments with the children,
make threats or issue punishments. [f you have .any concerns at all, go and get

help from a member of staff immediately. The children know you .are not a
teacher, so dont feel embarrassed or disappointed if syou need to seek extra

Auppork.

Simply ask the child to return to class and explain to their teacher why they
have heen sent bhack. You should check later on that they did so. When you have
finished w.orking with a child, it is good to reflect .on how the activity has
gone. Praise the children when they have done well with their learning .and
attitude; when they hoven't wse phrases like ‘Next week you should think about...’
and ‘I think it would help yowur learning if..."

Remember that the children .are alw.ays watching - ifs good to let them see iou
interacting respectfully .and cooperatively with other .adults in the school.



For more information you can read the schools hehaviowr policy. If you are
apprehensive about this area, the bhest advice is to watch your mentor .or other
adults working with children, even for the first few weeks. If it just isn't working
with a particular child .or group, don't he ashamed to let someone know.

Training .and Development
Your Nowwwgwoxkiﬁmfmmm - 50 we want to hzl,p,g,ou,d,o it to the

hest of your ability

Further Training

For some jobs iyou might like to consider .more formal training for which iyou
gain certificates or accreditation. This could be especially valuable to you if iyou
want to learn new skills to wse in our school or elsewhere. Many wvolunteers
Jind that they would like to mork os teaching .assistants (or even as teachers)
in the future. While we can’t promise to employ .any of owr ~volunteers, we can
advise syou ohout how you might achieve yowr gools.

Health .and Safety

You umust comply with the schools health .and safety policy (available .on the
schools wehsite .or paper copy on request), chserving any specific requirements
whilst volunteering. Do not take part in, or .ask arnyone else to take part in, .any
action that might cause you or another person to he put .at risk .of injury .or
harm. You should always adwvise a member of the schools senior leadership
team of any potentiol hazard or situwation that you feel puts people at risk. They
will then report this as necessary.

Equal Opportunities

At our school we do not tolerate dmm'mmw;x on the grounds of age, disahility,
race, ethnic hackground, colour, r. n, gender, sexual orientation, history .of
illness, non-relevant criminal records or youwr marital, employment, financial .or
social status. As a volunteer you must treat people with respect at all times and
ensuwre that there is no wnlowful discrimination, .abuse, harassment .or hullying
in your dealing with children, colleagues .or .others .at the school. If ayow feel
that you howve heen unfairly discriminated against, please discuss this with the
Violurndeer Coordinator. You can olso contact youwr local wvolunteer centre .or
Violurnteer Bureow listed in the local telephone directory. Owr equal .opportunities
policy is owailable from the office and on owr website.

Checks

The type of work you will be allowed to undertake is restricted. This means
that you must not be left unsupervised with .o child at any time. We will ask for
your details to enable us to process a DBS certificate. This is . check to ensure
Mou are safe to work with children.
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Safe Proctice
To protect the dLLLdJm ,g,o,u are helping .and yourself from any folse accusation,
only w.ork in ,p,u.b,lm areas such s classrooms and corridors;
o always work close to where other volunteers or staff memhers are w.orking;
ow.oid ony physical contact with the children;
o try to ensure that youwr corwersation with children is friendly but not over-
familiar; never .accompany children into the toilets.

Canfidentialit
The information we hold about you and youwr ~volunteering is confidentiol, and
as such, will not be shared with .any third parties without your consent. We .ask
that you respect the confidentiality of staff and pupils .at Queen’s Park C.E/.URC
Primary School by not discussing things you have seen .and heard while
~olurdeering, especially when sensitive information .abhout pupils is irw.olved.

Lnsurance

You will be insured for the same activities as teachers. As long as you follow
the guidelines in this hooklet .and in the relevant policies, you will bhe .convered by
the schools insurance for most occurrences. If you use myouwr own vehicle to
transport children other than yowr own on school activities, you rneed to check

Dealing with. Prohlems

Though we expect smour experience of voluntary work at Queen's Park C.E/URC
Primary School to he ~very enjoyable .and rew.arding, it is possible that some
problems may occur. Lines .of communication are alw.ays open, oand we would
much rather hear about things quickly, so that they .can he resolved .quickly.
Here .are some .of the possible problems, with possible solutions.

I'm in conflict

Some activities might bring volunteers into conflict with paid employees, who feel
their toes .are heing stepped on. Alternatively, you may find you disagree with
other volunteers about how work is heing carried out. If this occurs and you
haven’t heen able to resolve it between yourselves, please speak to someone
outside the situation. For example, if you hove fallen .out with your mentor,
speak ko smour link staff member, and vice versa.

I'm in the wrong joh

You imay have volunteered for something which has turned .out to be unsuitable.
[t may be that you need further training and support or could mowve to .o different
task. Or it may he that you just need time to get used to what yowre doing.
Just talk to youwr mentor or yowr link staff member if you are feeling like this.
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I'm not getting on with the children

Working with children is never easy, .and even the professionals can find it
challenging to huild good working relationships with the children. Also, it is
quite comunon for ~volunteers to find it difficult working with a particular age
group, and its easy enough to mowve to another team. Give iyourself some time,
and rememhber you can alw.ays watch other volunteers at work, to see how they

I'm no good at this

[ts comumon when taking on a new .challenge like volunteering in school to feel
daunted, and to find things difficult at first. If you feel you really cant do it,
you arent the first, and won't be the last. Talk to yowr mentor .and do as many
tasks s possible together - its what theyre there for. Be patient with iyourself
and persevere — iou may he surprised how good a volunteer you will exventually
he.

I'm having trouble with my own child

Sometimes, when mum or dad comes to help in the class, their own child can
react badly. This maoy take the form of heing extra clingy .and jealouwsly guarding
their parent or heing .over enthusiastic ahout it. Talk to your child .and explain
that youre there to help all the children. If it isn't working, talk to yowr link
staff memhber ahout whether youwd bhe better off helping in .another class.

I'm hored

[f youwne heen hearing readers for a while, you may be fed up with the Biff and
Chip bhooks. Talk to yowr link staff member about what else you might do. There
are also some ideas on the next page about how iyou can take syour volunteering

Jurther.

I'm not appreciated

If no-one has said thank you to you for a while, it can he disheartening; if
you spent three howrs tidying the library only to find it a tip the next day, it
can be frustrating. Please tell someone if its getting to you - the last thing we
want is for our volundeers to feel undernvalued, because its really not true.

I'm too busy this week

We understand that time is often short, and we .appreciate that sometimes iyou
will not bhe ahble to .come in and help. If s0, please let the school know .os soon
as possible. If you find that clashes .are happening regularly, iyou may wish to
review the situation with syour mentor and try to find a better time.

I'm leaving

Everyone gets to the point where, for whatewver reason, they have to stop
~olunteering at Queens Park C.E JURC Primary School. We understand this, .and
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don’t put any pressure on you to carry on. AU we ask is that you let us know
when and why you are leaving, so we can thank you properly

Taking it Further

By simply ~volunteering at Queen’s Park C.E/URC Primary School you are already
making .an excellent .contribution. We would never expect you to give any .more
time and energy than you do, but if you feel really keen to be irwolved in the
life of the school, here are some other ideas:

PTFA
We have a ~very active and effective Parent Teacher Association, bhut they could

alwoys use more help whether its helping at . disco, going to .meetings .or
running a stall .at the Christmos Fayre, theres lots you can do.

Gowernors

Occasionally there is .o wvacancy for o parent gowvernor. The .gowvernors are
responsible for onerseeing the running of the school .and being .o parent governor
is an excellent way to contribute to this aspect of school life. It is wolso .one
way of parents’ and corers wvoices being heard.

And Finally...
Youwr induction training s now complete .and ,g,o,(.:.',rz ,rza,d,g to get started! We
would like to thank MO again %o,r N,ol,untzzring at our school. We hope AJOAL will

enjoi being part of owr team .and have a happy and fulfilling time with us.
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Queer’s Park C.E. /U.R.C Primary School

Student .and Volunteer Agreement

Parent helpers and ~volunteers are expected to:
o To ensure safequarding is central - to read our Safeqguarding Policy and Part A
0f ‘Keeping Children Safe in Education’
o Be owutstanding role models for all pupils.
o Work under the professional direction of staff, following school policies.
e Report any issues of concern to teachers (and not directly intervene).
o Allow the teachers to deal with discipline issues that arise.
e Speak in a kind .and friendly way to .all pupils.
e Maintain confidentiality.
o Establish and maintain a rapport with pupils bhased on mutual respect.
o Contact the teacher if they are unable to attend.
o Follow the health and safety policy.

Parent helpers and Volunteers have the right to expect:
o Work to be prepared and the teacher .organised.
e Good manners .and acceptable behowviowr from pupils.
o To he treated with respect.
o The teacher to deal with discipline issues that .arise.
o Support from the teacher.
o Careful explanations of the tasks expected.
o To be notified if sessions are cancelled or the timetable changes.

As teacher, parents .and community memhbers, we expect:
o Ouwr children to he respected.
e Ouwr children to he safe and to feel secure.
o Ouwr children to he protected from inappropriate behaviour and languoge.

As Heodteacher, I ask that all parents .and wrvolunteers endeovour to .abide by these
expectations so that all memhbers of ouwr school community benefit from iyouwr valuable
waork for the pupils of Queen’s Park C.E/U.R.C Primary School

Headteacher: Mrs J. Kellett

[ have read and understood the contents of this Agreement and the Violunteer [ Student
Lnformation .and Guidance

Violunteer's/Student.s N.ame:
Violurnteer [Students Mentor's Name:
Lnduction Completed .on Signed: Violunteer [ Student
Signed: Violurteer [ Students Coordinator
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For with God, everything is possible (Matthew 19:26) #everythingispossible
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