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Child Protection
Should a child, whilst working with you, disclose any information to you, or make a comment that causes you concern, please listen to the child, write the comments down but do not enter in to any conversation about the event.  It is important that you quietly tell the class teacher, as soon as possible, or report the incident to the Headteacher.  Please do not leave school with an issue that you have not reported.

There are basic rules that you need to remember to protect both yourself and a child –

· Your conduct (both language and behaviour) must be in accordance with the Catholic faith;

· Do not touch a child;

· Children sit independently – no sitting on laps;

· Use language suitable for children;

· Ensure you are not alone in a closed room with children - to prevent allegations being made against you;

· Do not have a hot drink around children;

· Be careful of Health and Safety, i.e. doors, cupboards, trip hazards etc.
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Helping on School Visits
Please remember the following points –

· You are there as a general support to the whole class, not for your own child.

· Follow the teacher’s guidance, they are responsible for group safety.

· If you have any concerns, please inform the class teacher.

· [image: image3.wmf]If you are concerned about a child’s behaviour, please let the class teacher know.

General Health & Safety –

· Take care on roads and with vehicles.

· Be aware of trip hazards/falling from heights.

· Remember – no physical contact.

· Report any first aid concerns to the first aider.

· Do not enter toilet cubicles with children or go to the toilet with them.  If a child needs intimate toileting care, a member of staff will do this.

· Please stay alert on transport and assist in keeping children safe and happy.

St Peter’s Catholic Primary School
Sullington Way
Shoreham by Sea
West Sussex  BN43 6PJ

Tel. 01273 454066

Email:

 office@stpetersshoreham.co.uk
Website: www.stpeterscatholicprimary.com
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Information for Parent Helpers and Volunteers

Welcome – and thank you for your support, which is much needed and appreciated!
We hope that the time you spend at St Peter’s will be enjoyable for you.  If you require any further information that is not in this leaflet, please ask!
Volunteer Procedure
When you indicate you would like to volunteer in school, we will ask you to complete a Volunteer Application form and we will take up two references.  We will also have to obtain an enhanced Disclosure & Barring Service (DBS) check for you.  This is done online.  Please bring in to school your ID – three of the following - passport, driving licence, birth certificate, utility bill, or similar, that is less than 3 months old or current Council Tax statement, as proof of your address.  You won’t be able to help in school until satisfactory references and the DBS check have been received.
Upon Arrival at the School
Please report to the school office where you will be asked to sign in and you will be given a visitor/volunteer lanyard that you must wear when in school.  You will be allocated a class to help in and we hope that you will be able to be flexible on this.
Please ensure that your mobile phone is switched off/on silent mode to avoid any disturbance during a lesson.  Mobile phones should not be used when you are working with children.
Staff Room

The group room has tea and coffee facilities and is an area for parent helpers to sit during playtimes.  We now have lots of parent helpers in school and our staffroom is not large enough to accommodate everyone.  Occasionally professional conversations about individual pupils also take place in the staff room.
Confidentiality
You may hear or witness things whilst in school that need to remain confidential.  You will see the standard of children’s work and see their behaviour.  You may see a staff member dealing with a child following a behaviour issue, or you may hear staff chatting about a child.  Any information you hear must stay in school and must not be divulged to other parents or anyone outside of the school community.  If anyone is found not to have followed these guidelines, you will be prohibited from volunteering as a helper at the school.

Hearing Readers
Please use the children’s Home Learning Journals to record the pages you have heard them read.  Please do not make any comments in the book.
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Child Unwell
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If a child tells you that they feel unwell, or they have hurt themselves in any way, please take them back to the class teacher who will then deal with the matter.  Please be aware of body fluids (vomit/urine/faces /blood) which can be contagious.  If these are present, please cordon off the area and ask one of our support staff to clear it away.  We ask volunteers not to clear up any spillage to try to prevent the spread of infection.

Alarm Procedures
If the fire alarm sounds please evacuate the building.  Our fire alarm and evacuation procedures are clearly posted in each room.  Please exit the building by your nearest fire exit and the school community lines up on the playground next to the ICT suite.  
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