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“Learning Together, Achieving for Life”

    "Dysgu Gyda'n Gilydd, Cyflawni am Oes"
Students and Volunteer Helpers Policy
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Updated Sept '16

This booklet forms a basic guide for students, parents and helpers who are kind enough to volunteer to help the children in our school. For further information or clarification please speak to a senior member of staff or class teacher. 

 Associate Head: Mrs J Mitchell

Executive Head: Mrs J Edwards

Acting KS2 Leader: Mrs S Burbidge

ALNCo: Mrs J Eickhoff

Acting FP Leader: Mrs K Farley
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Shirenewton

Primary School
Ysgol Gynradd Shirenewton




At Shirenewton School we positively encourage parents, governors and members of the local community to come into school to help.
Volunteers support the school in a variety of ways:

· Supervise groups in any curriculum area

· Use specific skills for the benefit of children, e.g. craft activities or enrichment tasks
· Extra curricular activities

· Supervision on school trips 

· Admin tasks e.g. photocopying, laminating, filing

· Support with school events

· Read with children

· Library visits
The whole staff value your contribution to the children's learning and appreciate your help. We hope you find your time with us rewarding, enjoyable and informative.

Health and Safety

For Health and Safety reasons, it is very important that we know exactly who is on the school premises and where they are. We therefore ask that every [image: image3.png]


adult enters school via the main reception door. Helpers must report to Mrs Saysell by pressing the bell in order to gain entry and sign in using our electronic system. In the absence of the secretary, helpers must report to the Head or senior member of staff before signing in.

For your own protection/safety we ask that parents do not enter the classroom without the class teacher being present.
Fire Evacuation Procedures
Detailed fire evacuation procedures are located around the school by every fire exit door. Please familiarise yourself with the procedures. The assembly point is on the lower sports field.
Safe Guarding Concerns
When signing in you will be required to read our safe guarding procedures. You must report any concerns to a Child Protection Officer - Mrs Edwards or Mrs Mitchell. In their absence you should report issues to Mrs Burbidge. Please ask Mrs Saysell to contact them if you are concerned. The governor with responsibility for Safeguarding is Laura Saysell.
Checks
All volunteers need a DBS check, two written references and a completed occupational health form  before they can supervise groups of children. The DBS needs to be a Monmouthshire one and to be renewed every three years.
Supervising children

All helpers are expected to:

· Always treat children with respect and in the same way as the adult would like to be treated

· To be friendly towards children

· Avoid shouting at children

· Give children as much support and guidance as possible

· Praise the children often

· Teach children to respond appropriately towards the adult

· To pass to the class teacher any concerns they have regarding any children they have been supervising

· Respect confidentiality at all times

Confidentiality

Occasionally in school you will become aware of information about children, which is confidential or private to the child or their family.  This is a delicate matter that requires a great deal of tact on your part.  Any conversation (verbally or via social media) with other people outside school concerning pupils or staff is a breach of the school’s confidentiality. It is very important to treat anything you hear or see in school with regard to particular children as being in absolute confidence and entirely a matter within the school. 
Similarly, you may find that parents who are friends will ask about the behaviour or progress of their child or another child.  Again, it is essential that you do not engage in any such conversation and firmly suggest that if they are worried about anything they must discuss the issue with the class teacher.

Any information that leads you to believe a child is at risk should be mentioned to the Associate or Executive Headteachers.
School Expectations for Pupils 

· Be polite

· Use an appropriate voice

· Always walk sensibly around school

· Always listen to adults or the chosen speaker

· Respect everybody and everything
· Keep hands, feet, objects & unkind words to yourself
These expectations /rules are common throughout the school if children are not keeping to these expectations when they are with you give them a reminder and then talk to a member of staff for support if they continue to ignore the expectation. 
See the class teacher for rewards and consequences for the pupils in the class you are working with. 
School Expectations for Adults 
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We hope you have fun supporting the children in their learning.

Headteacher:


Chair of Governors:

Date:
Written September 2007

Reviewed Sep '10, '11, '13

Updated Sept '16

Next review Sept '18

APPENDIX 1
Hearing Readers

One of the tasks that you will probably be involved in is reading with the children. This is an important but time consuming task.

The exact approach will depend on the reading level of the child.

Beginning readers

1. Children should be aware that you read from left to right, turning the pages that way and reading the lines left to right and top to bottom.

2. Read the book together to start with.

3. Discuss the pictures and the story.

4. Read the book again pointing to each word as you read.

Early readers

1. Ask the child to point to each word as he reads it.

2. Discuss the pictures and the story.

3. Read the story together.

4. Ask the child to find key words which are repeated several times in the book ie. the, up, in, etc.

5. The children should be aware of full stops and that you need to pause at a full stop and not to run the sentences together.

Extending reading

As the children can read more words try to get them to work out new words by making a good logical guess. Maybe the picture will help. If the child has good knowledge of initial sounds, looking at the first letter strings or small words within words, sound out the whole word

e.g. ing in king

e.g. Mummy out the cake in the c……..

Try to get the child to read to the end of the sentence and then go back to work out an unknown word.

Even with competent readers you should discuss the stories and pictures. Also you can try to encourage the children to use expression or put on suitable voices.

Discussion Questions

The following are examples of the types of questions to use when discussing a story.

What was the story about?

Who was the main character?

Was he a nice person?

Was that a sensible thing to do?

What should he have done?

Which part did you like best?

What would have happened if….?

Try to relate some ideas to the children's own experiences.

i.e.    Can you….?       Have you ever?       Does your mummy ever do that?
All Adults will ...


PUPILS


Take personal responsibility when dealing with pupils to consider


What you are saying


Your tone of voice


Your body language


Their home circumstances


How you make them feel


By listening to pupils and reinforcing positive behaviour, you will


Build self esteem 


Create a happy, safe learning environment


ENVIRONMENT


Take personal responsibility for washing and drying your mug and spoon and put them in the cupboard to keep the staff room clean and tidy.


Ensure you tidy away (or get the pupils to tidy away) all resources used to keep learning areas attractive and safe.


Proactively keep printing and photocopying to a minimum to keep costs down whilst also allowing pupils the opportunity to improve their presentation skills.


TEAMWORK


Proactively share your experience and support others in the team to develop.


Take personal responsibility for your own development by asking for help and guidance when required.


Take the initiative to seek E2C feedback about your own performance to identify areas of strength and for development.


If you have an issue with somebody in the team, address them directly, rather than discussing it with others.











