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We value our volunteer helpers highly in this school, without whom many activities would not 
be possible.  There are, however, some important guidelines that need to be adhered to by 
both helpers and members of staff.  This will ensure the safety and well being of our children 
and helpers.  As well as this guide, we ask that you read our Safeguarding Policy and 
Volunteers Policy which are be provided with the Volunteer Application Pack.  
 

General Information 
1 Signing In – When you come into school it is essential to sign in at the Office and 

obtain a Visitor lanyard.  When you leave the premises you must return your lanyard 
and sign out. 

 

2 Valuables – Please try not to bring valuables into school.  If you have to, keep them 
with you at all times or leave them in the Office for safety. 

 

3 Fire Drill – There is a poster by the door of each room in the school telling you which 
route to take to the assembly point, which is the main, front playground.  Please stay 
with the teacher you have been working with.  If working in any other part of the 
school, make your way to the nearest exit and go to the front playground. 

 

4 Attendance – Please let the school know as soon as possible if you are unable to 
come in.  The teacher concerned will have planned for your presence and may have to 
adapt the lesson accordingly. 

 

5 Dress – You should dress in smart, informal clothes. 
 

6 Refreshments – Please check with your teacher 
about these. 

 

Confidentiality  

Please refer to the Volunteer Policy for support with 
Confidentiality; the full Confidentiality is enclosed with the 
Volunteer pack. 
 

Safeguarding 
Please refer to the Volunteer Policy for support with 
Safeguarding; the full Child Protection & Safeguarding policy 
is enclosed with the Volunteer pack. 
 

Discipline 
Please refer to the Volunteer Policy for support with 
Discipline; the full Discipline policy is available from the 
Office. 
 

Health and Safety 
Please refer to the Volunteer Policy for support with Health & Safety; the full Health & Safety 
policy is available from the Office. 
 

Working with Children in the Classroom 

You may have been asked to come and help with one of any number of tasks in school and 
you should always refer initially to the teacher to find out what is required.  It is the teacher’s 
responsibility to describe the task clearly, provide any materials needed and check 
occasionally that all is going well.  If you have any doubts at all about anything always refer to 
the teacher.  Insist that the children are well behaved and attentive and if they are not, send 
them back to the teacher.  Be positive and firm. Expect the children to complete the task in 
the time allocated.  Individual teachers have their own methods and expectations, so it is 
advisable for you both to discuss these beforehand. 
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Reading 
Sharing books with children is one of the most likely tasks volunteer helpers will be asked to 
do in school.  Each class will have different requirements according to the level of the 
children you are working with.  There are some guidelines that apply to all classes. 
 

1 When hearing children read we are 
aiming at building their confidence 
and love of books.  Always give 
them lots of encouragement and 
praise.  It is important that they are 
comfortable and in a relatively quiet 
place.  If you are reading with a 
group try to give each child a 
chance to give their own input.  The 
teacher may give you a particular 
aspect of reading to focus on, such 
as punctuation or finding rhyming 
words, and this can be carefully 
done as you read with the child/ren. 

 
 
 
 

2 If a child ‘gets stuck’ on a word there are several strategies that can be used to 
overcome the difficulty.  With early readers the picture may help, although over-
reliance on this method should be avoided.  The first letter or blend can be sounded 
out taking care that it is within the context of the word (eg ‘a’ in apple is not the same 
sound as in ‘able’).  More advanced readers can be encouraged to break the word 
down into syllables and then individual sounds.  Alternatively, encourage the child to 
read on and leave a gap that may be filled later, as the meaning becomes clear.  
Whichever method is used, it is often helpful to re-read the sentence with the child 
once the tricky word has been decoded. 

 
 
 

3        After you have heard the child read, ask them a question about the story.  Can they tell 
you something that has happened?  Can they predict what might happen next? 

 
 
 

4        Use of Reading Diaries – 
Please date and sign your 
name in the child’s diary 
after you have heard them 
read.  You may note which 
page you have read to.  
Please only write positive 
comments in the child’s 
diary.  Other comments 
may be passed to the 
teacher either verbally or in 
a volunteer helper’s class 
diary. 
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Computing 
While working alongside a child on the computer please endeavour to help them be as  
independent as possible.  In Computing the child should get as much hands on experience 
as possible.  Volunteer helpers can support them in this.  
 
 

Swimming 
During the year children from Year 3 to Year 6 swim receive a half term’s swimming lessons 
at Framlingham College pool  Adult volunteers help with escorting children to / from the pool, 
sometimes also helping at the poolside. 
 
 

Other Activities 
There are many other activities that you 
may be asked to help with, such as design 
and technology, art and outings.   
Each activity will obviously have its own set 
of criteria for safety, and behaviour 
management.  The member of staff 
concerned will make these clear to you, and 
should you have any queries do not hesitate 
to ask. 
 

 

 
 
 
 
 
 
 
 

Finally and most importantly, thank 
you for taking the trouble to read this 
and for giving your time to the school 
in whatever capacity.   
 
We hope that you enjoy your 
experience with the children and that 
your contact with the school will be a 
lasting and rewarding one. 

 


