Volunteer Policy for Langley Primary School.
Introduction
In primary schools volunteers are a valuable addition to the paid staff of the school. Langley welcomes and encourages volunteers to become involved with the school. The purpose of this policy is to make sure that children are kept safe in school. It will describe the role of volunteers at school and what they should and should not do while in school. This is done to ensure pupil safety, data protection, confidentiality and to support volunteers so that they do not place themselves in a position where they may have allegations made against them.
The role of the volunteer

The role of the volunteer is as follows;

1) To work under the direct supervision of a paid member of the school staff.

2) To ensure the safety and wellbeing of all pupils at all times.
3)  To carry out work with children as directed by a paid member of school staff.
Applying to be a volunteer in school.

All members of the school community who would like to do voluntary work in school must first talk to the Office Manager or the Head Teacher. They will need to be able to gain an Enhanced CRB Check. No vounteer will be able to start working at Langley until their DBS has been cleared by the Local Authority. Times when volunteers will come into school have to be agreed in advance.

Keeping children safe

The most important responsibility of all adults in school is to make sure the children are safe. With this is mind the following guidelines apply to all volunteers in school;

1) Volunteers should always work in areas where they are clearly visible to other adults in school. Much work will take place in public places such as classrooms or the library area. If a volunteer is working in a seperate room the door should be left open.

2) As far as is possible, volunteers should not touch or handle the children. If a child becomes upset or a danger support should be immediately sought by sending another child or summoning help. No children must be restrained by a volunteer.
3) All personal information about the children is confidential and falls under the Data Protection Act. As such it must not be shared outside of school. This includes the behaviour of children and how they are doing in their learning.

4) Volunteers must not enter any toilets which are used by children in school.

5) If poor or aggressive behaviour is seen by a volunteer it must be reported to a member of staff.

6) Volunteers should expect to be treated by pupils as any adult in school. We expect pupils to be polite and to do what is asked of them. Volunteers may correct poor behaviour, as long as it is done in a clam and reasonable manner. Shouting should be avoided and any form of hitting is expressly forbidden. They should use school agreed rewards and praise to reward good work, good attitudes to work and behaviour.
7) If a child talks about something that affects their safety inside or outside of school this should be dealt with seriously. The volunteer must report this to a member of staff before they leave the building. They may make brief notes but these are confidential to the school. In such cases the volunteer must not promise the child to that they will keep a secret.
Following these guidelines will also ensure the safety of volunteers in school and reduce the possibility that they will allow themselves to be put in a compromising position.

General advice

Further advice and tips may be found on the Welcome sheet given to all volunteers in school.
