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Volunteer Helpers in School Policy
Context and Vision
St Vincent de Paul School forms an open and welcoming Catholic community. We encourage
parents and other adults to help the school in a variety of ways and greatly appreciate the
contribution they make. We believe that parents and carers can add enormous value to
children’s learning opportunities and experiences.
However, our overriding concern is the safety and security of the children in our care. Our
school policy is to ensure that the children benefit from as much help and support as necessary,
whilst remaining safe. This policy should be read in conjunction with the school’s Safeguarding

policy.

1. Aims of Volunteer Helpers Policy
* To provide parents/staff and volunteers with clear expectations and guidelines for
volunteering in school
* To encourage the wider community to engage with children’s learning, to raise standards of
achievement and to promote community links.

2. Volunteer helpers are:

* Parents or other adults carrying out tasks.

* Secondary school students on work experience.

* University students/graduates on placement.

* School governors (see separate Governor Visits policy)

In every instance the contribution of the volunteer will be determined, directed, supervised and
evaluated by the class teacher or a member of the Senior Leadership Team. The responsibility
for the safety and wellbeing of the children remains with the class teacher at all times.
Volunteers will not usually be unsupervised. However, student teachers nearing the completion
of their training may wish to take sole responsibility for some lessons. Such an arrangement
must be negotiated and agreed with the University supervisor.

3. Safeguarding Checks

It is Hertfordshire County Council (HCC) and school policy that all volunteers will be required to
obtain a DBS disclosure at the appropriate level if they

* work directly and regularly (once a week or more) or intensively (four or more times in a
thirty day period) with children in school.

The Headteacher has the authority not to accept the help of volunteers if he or she believes
that it is not in the best interest of the children.

4. Volunteers not requiring an Enhanced Disclosure

Volunteers or parents who accompany staff and children on one-off outings or trips that do not
involve overnight stays.



Those who help out at specific events e.g. school fetes, school sports days etc and who do not
have unsupervised access to children.

5.Regular Volunteer Checklist

Have you completed the school’s own application form to be a volunteer?
This must be completed before you start volunteering and your application agreed by the
Headteacher. The Headteacher has the right to decline your offer to volunteer.

Have you completed the DBS (Disclosure and Barring Service form?
All regular volunteers must have clearance under this scheme. Forms are available from the
school office and staff will explain which personal identification documents they require.

Do you sign in at the main school office?

When any volunteer arrives in the school they must sign in at the school office and collect a
visitor/volunteer helper badge which must be worn at all times in school. Please indicate your
arrival time and which class you will be visiting.

Volunteers must also sign out and state the time when they are leaving the school premises.

Are you prepared to maintain confidentiality about your volunteering in school?
We recognise that for staff and parents of other children to be confident about helpers in
school all volunteers will need to agree to a protocol about confidentiality and conduct.

Are you prepared to volunteer in classes other than your own child’s class?

It is the policy of the school to ask parents not to support in their own child’s classroom, as this
can be distracting for the child. Helpers will be asked to support in classes where there is the
most need for support.

6. Monitoring and Review
The day to day monitoring of this policy is the responsibility for the Headteacher and

Leadership Team. The Headteacher will report to Governors annually on the number of parent
volunteers in school and summarising their value and impact in supporting children’s learning.



Headteacher: Mr P. Keane St. Vincent de Paul Catholic Primary School
Bedwell Crescent, Stevenage, Herts., SG1 1NJ

Tel: 01438 729555

Email: admin@stvincent.herts.sch.uk

www.stvincent.herts.sch.uk

Visitor/ Guest / Volunteer Information Sheet

Full name: ..., D@TE 0f Birth:

CONTACT RTINS ... oottt et et st et et 08 8 8 0 5 08 0
Which 0rganisation Gre YOU frOM? ... e e e et s s e et et s s e
Name of person to contact in case of AN EMEIrGENCY:.........co.coiiiiviirieeiiriee et it
Their daytime phone NUMbEr: ...t

Please indicate below if you have any medical conditions you feel we may need fo be aware of:

Which part of the school will you be based in? ... s
When will you be here? (dates please) From: ... TO! i

Any other relevant iNformation?............ccceeieiieiiieiniceee e ses

SigNed: ... DAT@Y L

[0 Child Protection Leaflet (Safeguarding and Promoting the Welfare of Children)
received by Visitor/Guest

[0 DBS checked by school

[0 Proof of address provided

[0 Photographic ID checked by school

[0 Date of Birth noted

Please read the Volunteers’ policy and sign the Volunteer’s agreement overleaf.



AGREEMENT FOR VOLUNTEER HELPERS IN SCHOOL

Please read and sign the document below to confirm your agreement with the following
school expectations as a volunteer helper:

As a school we will:

* explain your tasks/jobs carefully so that you are clear about what we would like you
to do

» discuss the school behaviour policy with you to help you understand how we
manage behaviour

* ensure that the children you work with behave and work well

» treat you respectfully

We will not

» ask you to carry out a task that you feel unprepared to complete
» ask you to deal with difficult or challenging behaviour

e carry out any personal or intimate care for a pupil

As a volunteer helper I agree to:

» follow the school behaviour policy and inform the teacher if I see any inappropriate
behaviour

inform the teacher if I observe anything that concerns me in school

treat any information with total confidentiality

inform the school if I am unable to come into school prior to the start of that session
respect and listen to the guidance of the teacher at all times

complete the appropriate DBS safeguarding checks

I agree not to:

compare children’s work, records or staff records
share any information about a child or member of staff with anyone outside the
school staff team

Please return the completed form to the Office



