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Stoneydown Park Volunteer Code of Conduct

INTRODUCTION
Thank you for committing to volunteer in our school, we hope that you feel welcome. We
appreciate the help that volunteers give us in supporting the work of the school.

We want your time in the school to be productive and enjoyable and so we have produced this
guide to help you feel comfortable and confident in your volunteering role.

Please ask for help from either the class teacher with whom you are working, and the Deputy
Head Teacher if you are unsure about anything.

All volunteers will have a’List 99’ police check completed and returned before the start date. In
addition two references and the attached form will have to be completed.

INFORMATION FOR STUDENTS, VISITORS, VOLUNTEERS AND AGENCY STAFF
You will need to provide photo ID or DBS number at the front desk. If you have a DBS, this needs
to be provided as well.

You will need to sign in, using the ‘Volunteers’ signing in book. A photo will be attached to the
front cover of the signing in book.

Please wear a yellow volunteer lanyard at all times, including lunchtimes. Note that volunteers
are under no circumstances, allowed to be on their own with a child.

Please make sure you sign out and leave the lanyard.

The Head of Stoneydown Park Primary School is Adam Bennett.
The Deputy Heads are Maddy Auty and Caroline Hext.
The Designated Safeguarding Lead is Tracy D’Vaz.

Please speak to one of these members of staff should you have any concerns about the safety
and welfare of the pupils. Do not leave the premises without alerting one of these Safeguarding
Leads about any concern you may have.

IN THE EVENT OF A FIRE ALARM

All staff and children are to make their way out of the nearest fire exit walking in a calm, quiet
manner.
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Check the information displayed in the room to identify where you should congregate outside
the building.

A member of admin staff will bring the registers to ensure that all children are accounted for. Do
not re-enter the building until informed by a senior member of staff that it is safe to do so.

IN THE EVENT OF A FIRST AID CONCERN
All Teaching Assistants are First Aid trained so please find one immediately and pass on your
concerns immediately.

STUDENTS, VISITORS AND VOLUNTEERS
You are welcome to use either of the Nursery and Primary staffroom.

WORK EXPERIENCE STUDENTS
Students placed by Secondary Schools are not permitted to enter the staffrooms. They are
however permitted to eat their lunch in the school dinner hall.

RELIABILITY
As a volunteer you are making a commitment to provide a service to the school. Please make
every effort to be as reliable as possible.

If you are unable to attend when you are expected, without exception, to please contact the
school office before 8.30 in the morning and make sure that the class teacher is informed about
your absence.

The telephone numbers are:
- Infant Site: 0208 5213839
- Junior Site: 0208 520 7026

If you are called away on an emergency please let the class teacher and the school office know
before you leave the premises.

TOILETS
Always use a designated adult toilet, never use children’s toilets.

CODE OF CONDUCT
Below is a list of guidance to ensure that volunteers are aware of an acceptable code of conduct.

Confidentiality

e Time-keeping/attendance: Please make sure you arrive at least 15 minutes before the
start of any session

e Follow the school dress code

e At Stoneydown, volunteers and work experience students are not allowed to be left
alone with any child. Ensure that there is always another adult in the room with you

e Positive impact on children
Any concerns of behaviour need to go straight to the class teacher. Under no
circumstances should you make physical contact with a child

e Treat all children and their parents with respect
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Speak to children in a calm manner using positive language

If a child has an accident please consult a member of permanent staff

If a child’s clothing needs changing, please find a member of staff to do this.

Mobile phones are only permitted in the school staff room.

No photographs to be taken on personal cameras or mobile phones

Ensure that your team is aware of your movements if you need to leave the room for any
reason

All external tutor visits to be notified to school (Deputy Head Teacher) in advance

Please check that your tutor has adequate ID

ADDITIONAL DOCUMENTATION
You must read the following documents, please sign at the bottom of this document to state
that you have read and understood them.

Keeping Children Safe in Education: Part 1
Volunteer Code of Conduct

Safeguarding Leaflet

School’s Child Protection Policy
Acceptable Use Policy

We also strongly advise that you read the following documents which can be found on the
School’s websites.

Behaviour Policy

Anti-bullying Policy

Feedback and Marking Policy

Teaching and Learning Policy

Child Protection Policy

Health and Safety Policy

Fire Safety Guidance

Trips and School visits policy (if you are attending a trip)

Please complete and sign the following sheet and return it to the Deputy Headteacher:

Volunteers who gain the most from placements with us follow all the above guidelines.

THANK YOU AND ENJOY YOUR TIME WITH US
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Volunteering at Stoneydown Park Primary School
Type of placement: Please circle: Work Experience, Visitor, Volunteer

Name:
Address:

Phone Number:

Course attended (if appropriate)

Name of referees supplies:
1.
2.

| confirm that I have read and understood the Volunteer Agreement and agree to abide by its
contents.

| agree to treat all information | learn from being a volunteer as confidential
Print Name: s
SIZNEd: bbb e

1 7= <IN

I have read and understood the following documents:

Document Date Signed

Keeping Children Safe in
Education: Part 1

Volunteer Code of Conduct

School Child Protection Policy

Signed by Volunteer Coordinator:
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