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St Mark’s C.E. Junior School 
 

Guidelines for Helpers in School 
 
Thank you for offering to come into school and help us - you are very welcome. 
 
INTRODUCTION 
 
Volunteering  
We actively encourage good relationships between school, home and the community.  We know that 
the children benefit from the voluntary help given by parents and others from our community, but the 
acceptance of that voluntary help always depends upon its appropriateness. In the interests of the 
safety and the well being of the children, helpers are asked to read these guidelines and discuss it with 
a member of staff prior to beginning helping in school.  After discussion, the helper is asked to sign the 
form at the back as an acceptance of the guidelines and to return it to school. 
 
Times and places to help   
Please arrange a convenient time to come and help in school.  Do not worry if you cannot come in 
weekly as we are grateful for any form of help.  There are often times when we need help for outings, 
which can only happen with extra helpers. You may work in your child’s class if you wish and if the 
class teacher feels that your presence would not upset or disrupt your own child.  We are grateful for 
any help in school, so please do not hesitate to offer to help in another year group! If you are every 
unable to help when you are expected, please ring the school to let us know as soon as possible, as 
the teacher will have planned for you. Normally you will be working in the classroom, the library or a 
shared area. 
 
Signing in    
Please enter the school by the main doors at Reception.  Please ensure that you sign in at Reception 
and are given a visitor’s sticker to wear whilst in school. 
 
Where to go    
Car park  -  please feel free to park in the curved area of the turning circle between 9.00 am and 3.00 
pm. After this time the main school gates are locked and not opened until 3.40 pm. 
 
Toilets - there are some adult toilets for use of staff and helpers near to the main office. 
 
Staffroom - we hope you will feel able to accompany the teacher in whose class you are helping to the 
staffroom to enjoy a break and a drink. 
 
IMPORTANT ISSUES 
 
Permission to work in school    
In accordance with Wiltshire Authority Safeguarding policy, it is necessary that a Criminal Records 
Bureau (CRB) check is carried out on any helper working in school who has regular access to children.  
Volunteers cannot regularly work in school without an enhanced CRB.  If necessary, you will be 
required to fill out the relevant form which is available from the school office.  If clearance to work in 
school is not granted to any individual, you will be informed. The headteacher retains the right to 
decline permission, or withdraw it, for any parent who does not support the ethos of the school, refuses 
to support its policies or who presence in school may interfere with the smooth running of the school.  
 
Helpers with pre-school children   
Unfortunately, we are unable to accept any offers of help in school if it would mean that a pre-school 
child would also have to attend. 
 
Confidentiality   
It is very important that there is a strong and developing sense of trust between the school and our 
helpers.  It is very important that anyone working in the school is aware of the necessity for total 
confidentiality regarding any information learned about any individual child or adult.  There will be a 
wide range of ability in each class, so please remember that every piece of information you learn about 
any child in school is strictly confidential. Any questions you may be asked regarding the school or a 
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child must always be referred to the teaching staff. Please remember never to discuss any child.  You 
will know how distressing it could be to hear about your chid from another person. 
 
SAFETY ISSUES 
 
Fire Drill   
Please familiarise yourself with the fire safety notice in the room you are working in.  All fire exists are 
clearly labelled.  If you do hear the fire bell, please take part in the drill by leaving the school by the 
nearest and safest exit, taking any child in your care with you. The assembly point is on the bottom 
playground. Safe egress from the building is paramount. Please leave belongings. 
 
Health and Safety   
The class teacher should inform you if any child you will be work with has a specific need that you may 
need to be aware of. Please be aware of the risks of any equipment you may be working with. 
Potentially unsafe equipment should never be left unattended – especially sewing equipment, tools etc. 
There is no smoking anywhere on the school site. All relevant information is contained in our Health 
and Safety Policy. 
 
First Aid   
Please do not treat an injured child yourself.  If any child you are working with should sustain an injury, 
please inform the class teacher immediately.  Medical facilities are located next to the main hall.  There 
are several trained first aiders; the office staff will be able to locate the nearest qualified person.  
Helpers should avoid being with one child in isolation, particularly in the medical room or toilets. 
 
Child Protection 
Ensuring the protection of all children is paramount and non-negotiable. Every adult volunteer must 
read and adhere to the current Child Protection Policy. The headteacher is the designated CP Officer. 
Any concerns, worries or issues should be passed on immediately to the CP Officer. In their absence 
the deputy headteacher should be informed. 
 
Code of Conduct for Safe Practice 
All volunteers are bound by the code of conduct for safe practice at St Mark’s. It is there to protect 
children and adults alike: 
 
“Introduction 
This document provides a guide for adults working in schools (including staff, governors, volunteers 
and visitors) about acceptable and desirable conduct to protect both adults and pupils.  It refers to and 
complements other policies and guidance in your school, including: 
 

• School Child Protection Policy 

• School Rules and Behaviour Policy 

• School policy on physical interventions 
 
This policy is based upon the DfES document ‘Guidance for Safe Working Practice for the Protection of 
Children and Staff in Education Settings’ (Sept 2006), in which you can find useful examples of 
acceptable and unacceptable conduct, together with discussion of the issues raised. 
 
All adults working in the school should know the name of the Designated Child Protection Teacher in 
the school, be familiar with local child protection arrangements, and understand their responsibilities to 
safeguard and protect children and young people. 
 
Basic principles 

• The child’s welfare is paramount (Children Act 1989) 

• Adults working in school are responsible for their own actions and behaviour and should avoid 
any conduct which would lead a reasonable person to question their motivation or intentions 

• Adults working in the school must work and be seen to work in an open and transparent way 

• Adults should discuss and/or take advice promptly from their line manager or another senior 
member of staff about any incident which could give rise to concern.  This would include 
reporting infatuations by a pupil for that or another member of staff, to ensure that such 
situations can be handled promptly and sensitively 
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• A record should be kept of any such incident and of decisions made/further actions agreed, in 
accordance with school record keeping policy 

• Staff should apply the same professional standards regardless of gender or sexuality 

• Staff should be aware that breaches of the law and other professional guidelines could result in 
criminal or disciplinary action being taken against them 

 
All staff, volunteers and visitors to the schools must: 

• Be familiar with and work in accordance with the school’s policies including in particular: 
 

• Child Protection 

• School Rules and Behaviour 

• Use of Force to Control and Restrain Children 

• Internet Safety 

• Intimate Care 

• Health and Safety 

• Safe Use of Images 

• Whistleblowing 
 

These policies are available via the school website or on request via the school office. 
 

• Provide a good example and a positive role model to pupils 
 

• Behave in a mature, respectful, safe, fair and considered manner.  For example, you must 
ensure that you 

• Are not sarcastic, and do not make remarks or ‘jokes’ to pupils of a personal, sexual, 
racist, discriminatory, intimidating or otherwise offensive nature 

• Do not embarrass or humiliate children 
 

• Do not discriminate favourably or unfavourably towards any child.  For example, 

• Treat all pupils equally – never build ‘special’ relationships or confer favour on particular 
pupils 

• Do not give or receive (other than token) gifts unless arranged through school  
 

• Ensure that your relationship with pupils remains on a professional footing.  For example, you 
must 

• Only touch pupils for professional reasons, and when this is necessary and appropriate 
for the pupil’s wellbeing or safety (more guidance on this is set out in the DfES Guidance 
for Safe Practice referred to above) 

• Not behave in a way that could lead a reasonable observer to question your conduct, 
intentions or suitability to care for other people’s children 

• Not make arrangements to contact, communicate or meet with pupils outside your work 
(this includes use of email, text and other messaging systems) 

• Not develop ‘personal’ or sexual relationships with pupils.  In particular your attention is 
drawn to the provisions of the Sexual Offences Act 2003, which creates a new criminal 
offence of abuse of a position of trust (when a person aged 18 or over is in a ‘position of 
trust’ with a person under 18 and engages in sexual activity with or in the presence of 
that child, or causes or incites that child to engage in or watch sexual activity). 

 
Reference documents 

• Safeguarding Children and Safer Recruitment in Education DfES Jan 2007 

• School policies handbook 

• LSCB Local Safeguarding Children Procedures 

• Guidance for Safe Working Practice for the Protection of Children and Staff in Education 
Settings DfES (IRSC) Sept 2006 

 
THINGS YOU MAY BE ASKED TO DO 
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We like to give people jobs they feel happy and confident about.  Please do tell us what you would 
particularly enjoy doing with the children!  You may be asked to help with work in a variety of tasks with 
children.  They may include: reading, playing language o mathematical games, art, design or 
technology activities, cooking, gardening or accompanying school trips. Teachers and helpers will 
agree the activity to be carried out. Preferably this will be an activity a helper enjoys, and feels s/he can 
make a contribution to in school.  We want all helpers to enjoy their time spent in our school. Teaches 
and helpers should feel able to request that the task is changed or halted if necessary.  Helpers should 
always discuss any concerns with the teacher with whom they are working. 
 
Reading   
Helpers often listen to children read.  Reading should be an enjoyable experience.  Please help to 
make sure that it is for the children you work with. Ask the teacher you are working with what it is that 
they are looking for in the session.  There will be difference emphases for each year group. Please do 
not make written comments in home/school books.  Any comments written by children’s parents in the 
home/school books should be referred to the teacher.  Any comments you think you would like to make 
yourself could be jotted down on scrap paper and passed on to the teacher. Please only change books 
after discussion with the teacher. 
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St Mark’s C.E. Junior School 
 
I confirm I have read the ‘Guidelines for Helpers in School’ and agree to abide by the contents therein. 
 
 
Signed:_______________________________________________ 
 
 
Name in print:_________________________________    Date:_______________ 
 

✂ - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- - - - -  
Duplicate slip to be returned to St. Mark’s C.E. Junior School 
 
 
I confirm I have read the ‘Guidelines for Helpers in School’ and agree to abide by the contents therein. 
 
 
Signed:_______________________________________________ 
 
 
Name in print:_________________________________    Date:_______________ 
 
 


