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A Guide for Volunteers

Welcome to St. Lawrence and thank you for offering to help and support. We hope you find working at the
school enjoyable and rewarding.

Our school is divided into four classes as follows:-

ASH Reception and Year 1 (ages 4 — 6 years)
CHESTNUT Year 2 (ages 6-7)

OAK Year 3 and 4 (ages 7 — 9 years)

BEECH Year 5 and 6 (ages 9 — 11 years)

As a helper you may be asked to assist with a specific task, for example, a sports lesson, or any number of
different activities such as listening to children read, giving guidance with craft activities or supporting the
children in other tasks. The responsibility for the class always remains with the class teacher.

Your involvement will enrich the education of the child and support the teacher. It may also enable you to
share skills you have such as ICT, cooking etc. (Please tell the teacher about your talents!)

Confidentiality

This is VERY important. When working in school you will be aware of the needs, abilities and difficulties of
children other than your own. Please ensure that you never discuss any of your observations, or
conversations you may have heard, with your own child or any person outside the school. Please read the
school confidentiality policy, which is available on the website www.st-lawrence-sevenoaks.kent.sch.uk.

Safety

7R
The physical safety of the children is a priority at all times. We require them to walk
everywhere sensibly. If you are moving between rooms take the children together, in [”’\
a line if necessary, don’t send them and then follow. Small children act spontaneously, =0 o o ©

sometimes not stopping to weigh up a situation or think of the consequences of their action. It is wise not to

allow them to shout, become silly, or run around because while they are doing this they cannot listen to what
you are saying. You may anticipate danger and call to them and they won’t be alert to you.

If a fire alarm sounds, escort the children in your care out of the nearest safe exit and walk around the outside
of the building to meet the class teacher in the church yard. Please refer to the "in case of fire" posters which
are thoughout the building.

All helpers should be aware of the school’s health and safety policy copies of which are available from the
school’s website.

File name: Associated Docs: Statutory Review Period :
Volunteer infomation.doc Child Protection Policy EQIA.doc Annual

Policy Owner: Last Revised : Next Revision Due: Page 2 of 5
Community & Pupils 7181126 6/8/27



https://www.st-lawrence-sevenoaks.kent.sch.uk/

Please also familiarise yourself with, or ask the class teacher to point you in the direction of, important school
routines and systems in place to keep the children safe. There are a number of site risk assessments, which
include crossing the road safely. These risk assessments are kept in the office in the folder entitled ‘Premises
Risk Assessments’

Behaviour

= We expect children to be polite and courteous at all times in speech and action. If they are rude
- to you or anyone else in the vicinity please do not react similarly but quietly and calmly point out
that you are not rude to them and do not expect to be treated in that way. Then refer them to
the class teacher.
Keeping your voice low and calm may be difficult at times but it will set a standard which the
children can follow. NEVER use physical force to make a child comply, if a situation becomes
difficult send for the class teacher.

Praise ‘,

The importance of encouragement and praise cannot be emphasised too much. It is a powerful
tool in improving behaviour and attainment. If a child has tried really hard or made a significant
achievement then do suggest to the class teacher that his/her achievements should be noted.

Language

Language is the basis of all our experiences and is of prime importance. The way we speak to a child will
colour each child’s perception of herself/himself. When talking to a child try to relate things to their

experience and use open ended questions (these are question which do not have yes/no type answer, for
example, What would happen if...?). Encourage the children to contribute ideas and make decisions about
how to proceed.

Acceptable use of Technology
Please ensure you read the policy on the school website, and in particular pages 22-24. Note mobile phones
should only be used in the staff room outside of lesson times.

Child Protection Advice for Volunteers

As a school we are committed to Safeguarding and meeting the needs of children. Below you will find some
useful advice and information for when you are working with children in school. You will also be provided
with a copy of the school Safeguarding policy and should read this carefully.

DBS Checks

All volunteers working in schools are checked by the Disclosure and Barring Service (DBS — formerly CRB).
This is just to help ensure that unsuitable people are prevented from working with children.
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Even if you have already been DBS checked it is the school’s policy that all personnel, not just volunteers,
undergo an additional DBS check initiated by the school.

You should also inform the Headteacher immediately if you become subject to any criminal investigation,
caution or conviction. This helps to protect you as well as the young people in your care.

All those who come into contact with children through their every day work whether paid or voluntary have
a duty to safeguard and promote the welfare of children. St Lawrence CE School has a Safeguarding and Child
Protection policy. A copy is available from the school office or by accessing the school’s website at www.st-
lawrence-sevenoaks.kent.sch.uk

What should | do if | am worried about a child?

If whilst working with a child you become concerned about:

Comments made by a child
Marks or bruising on a child
Changes in the child’s behaviour or demeanour

Immediately report your concerns to the class teacher who will report your concerns to the School’s
Designated Safeguarding Officer to enable the matter to be dealt with in the most appropriate way.

What should | do if a child discloses that s/he is being harmed?

Although the likelihood of this is small it is important to know what to do in such an eventuality as children
rarely lie about such matters.

Don’t interrogate the child or ask leading questions
Try not to discuss the issue with the child or make promises you can’t keep (such as keeping
what they say confidential)
Immediately report your concerns to the class teacher who will report your concerns to
the School’s Designated Child Protection officer to enable the matter to be dealt with in the
most appropriate way.

What should | do if the alleged abuser is a member of the school staff?

You should report such allegations to the Headteacher or Chair of Governors.

How do | ensure that my behaviour is always appropriate?

Appropriate relationships with children should be based on mutual trust and respect.

As a volunteer you may well be working closely with children, sometimes on a one to one basis. Children,
especially when they are young, are often spontaneously affectionate and tactile and it is important not to
alienate them through lack of response or by appearing to reject this. You should, however, be careful about
touching pupils.
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If you are working with a pupil on his/her own always ensure that the door is left open or that you can be
visible to others.

No child should suffer harm, either at home or at school. Everyone who works in our school has a
responsibility to make sure that all our young people are safe.

Please do not photograph pupils, unless requested to by the class teacher on a school device, exchange e-
mails or text messages, or give out your own personal details.

This document has been given to you to make sure you understand what is expected of you. Please ask the
person who asked you to read it if you are unclear about anything in it. It is available on our school website
should you wish to refer to it at any time.

If you are worried about the safety of any young person in our school, you must report this to the
Designated Safeguarding Lead in your school (Mr Eaton) or if he is not available, the Deputy Designated
Safeguarding lead (Mrs Clark).
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