



At Willaston Primary School we believe that our school should be open and welcoming 
to all who would like to support the children. We also want to encourage parents and 
other adults to help teachers in a variety of ways. However, our overriding concern is 
for the safety of the children in our care. This document sets out our school’s policy, 
which is to ensure that the children benefit from as much help and support as possible, 
and are provided at the same time with the best possible security.


Our Aims


• �  To support pupils in their learning. 


• �  To ensure that volunteer helpers/parents are welcomed and valued as 
members of the school community  

What you need to know  
We would like to extend our thanks to all our parents/volunteer helpers. At 
Willaston Primary School we value the help we receive from parents/volunteer 
helpers enormously and realise that we would be unable to provide such quality 
experiences for the children without your time and expertise.  
We know that for parents/volunteer helpers to be happy and comfortable helping 
in school we need to share some important skills and information with you. 


• All volunteers will meet with a member of the school’s senior management team, 
who will explain relevant Health and Safety policies, including what to do in the 
case of a fire. 


• When volunteer helpers arrive in the school they must sign in at the school 
office. The signing-in sheet will give the date and time of arrival. 


• They must also sign out, stating the time they are leaving. 


• Sadly there will be occasions when the head teacher declines to accept the help 
of a parent/volunteer if she believes it will not be in the best interests of the 
school community and a teacher must always have the last word on what 
happens in a classroom.


• We also know that for staff and parents of other children to be confident about 
the role of the parent/volunteer helper you need to agree to a protocol about 
confidentiality and conduct, as do all staff who work in schools. We will ask you 
to sign this to indicate your agreement and a copy will be kept in school. 
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• There are lots of things we need help with in school. Some activities are in class 
with the children and some are out of class. Some are outdoors activities and 
some are making resources. 


• You MUST let the teaching staff know of any inappropriate behaviour. If you let 
it go the children will learn that it is ok to behave less well for some people 
than others and that will make everyone’s job harder and the child less likely to 
develop a sound moral code and sense of respect! 


• The teaching staff will also talk with you about the standard of learning they 
expect from the children so you can expect the same. 


• At Willaston Primary School we aim to make learning as exciting as we can, so 
often lessons will be practical and that is when we need most help. There may 
not be a lot of writing down or recording because that is not where the learning 
is. It is in the doing. Having an adult to challenge the learning is very helpful. 
Being able to ask the children open questions is a great skill and brings out the 
thinking in children, questions like: “I wonder what would happen if we put it the 
other way up?”, “Why do you think it does that?”, “Where has that answer come 
from?” and “How did you find that out?” 


• Helping to clear up is an essential part of learning too. We want all children to 
see clearing up as a natural part of the activity and you, as a helper, should 
never be the one who clears everything away. That would give very negative 
messages to the children about your role and about their responsibilities. 


• Children learn some things very quickly from the actions, words and attitude of 
the people around them, their role models. They are not always the things we 
plan for them to learn in the classroom, e.g. they pick up good manners from the 
adults at home and from the adults in school, they copy phrases from their 
adults. We are sure you have heard some of the teachers’ favourite phrases; we 
hear yours! Therefore it is important that all our own behaviours in school are 
always those we want the children to copy. 


 
Confidentiality 


• The most sensitive issue around parent helpers in school is confidentiality. Parents 
hand their children over to the school for the best part of every weekday 
trusting that they are safe and that their progress and welfare will be treated 
with complete confidentiality. It is therefore essential that anyone helping in 
school respects that confidentiality and follows the protocols in the later 
document. This school is a very trusting school and so we welcome you all, in 
your offers of help. Please do not be offended by the protocol but think of it 
from the other side of the fence. You all need to be able to trust the school and 
when you are helping in school you are part of the school. 


• There are other things as well as children’s progress that need to be kept 
confidential. Some children have medical needs to which we have to attend, 
perhaps an allergy or a condition that affects their daily learning. Some families 
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have complex circumstances which mean that a child must not join in some 
activities. Some children may be experiencing a traumatic time at home and 
their behaviour in school may be affected.


• You may find that a friend’s child is in trouble one day for something, or you 
might see a friend’s child being upset by another child. You may not be sure 
about what to do. You may be asked by a parent: “What is my child like in 
school?” Or even: “What is so and so like in school?” You may be asked by a 
parent to find out about such and such or see what this or that is like. You may 
even be asked what the staff are really like. 


• Parents/volunteer helpers are welcome in our staffroom (during morning and 
afternoon break times). Should you hear any information pertaining to the 
children, this should be kept in strictest confidence. 


• It is also possible that a child will tell you something which is very worrying. 
Please always refer any concern immediately to the class teacher or Head 
Teacher. See Safeguarding Policy


 
The role of parent/volunteer helper in school  
There are so many things that we need you to help with. Some of these are listed 
below: 


• We need assistance with craft work. Things like cutting, sticking, sewing, folding, 
sawing, nailing and constructing. There are lots of skills which children need one 
to one teaching with and guidance as they practise them. 


• Art work in class is very exciting and the more there is adult support and 
challenge, the more the children will learn. They need help with colour mixing, 
layering materials, practising techniques with paint or clay, constructing 
sculptures, learning batik skills, textile work etc. 


• Practical maths and science lessons benefit from parent helper support. Children 
need reminding of the task, guiding with the next steps, questioning in the right 
way to make them think. They also need to be regularly brought back to the 
learning objective. For the class teacher to be with every group is not possible 
so another adult in class improves the quality of learning for all the children. 


• Literacy support during language lessons enables some children to be more 
successful than they might be without adult intervention. Children often need to 
hear the instructions over a few times, or to have a task broken down into 
smaller steps for them, or to have someone close by to encourage them to stay 
on task or to reassure them that they are doing the right thing. Small groups or 
individuals benefit greatly from one to one support. 


• Learning games - some of the best learning for children happens when they are 
playing a game and so we use lots of games in maths and literacy. An adult 
supporting the game is wonderfully helpful for the children and the teacher. 
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• Listening to children reading - this is a skill which has many levels and parents 
input can make a big difference to children’s progress. 


• Accompanying the children on educational visits enables the school to meet its 
legal requirements in terms of adult/pupil ratios. 
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Protocol for regular support.


THE SCHOOL


Signed:............................................................ Date: ............................................. 


Name: .................................................... Position: ............................................


We promise to:


• Share the school Behaviour Policy with you 


• Share our Safeguarding Policy with you


• Share Fire Procedures with you


• Train you in any skill needed to carry out the task 


• Explain the tasks carefully 


• Ensure that children learning with you behave well 


• Treat you with respect and care and expect the children to do the same 


• Share relevant information about children with you as necessary 


• Let you know in advance if we have changed the plan for the day and don’t need 
you 


• Treat anything you tell us with complete confidentiality 


 
We promise never to: 


• Expect you to deal with difficult or challenging behaviour 


• Ask you to carry out a task without explaining it first 


• THE PARENT/VOLUNTEER  
Name................................................................................................. 


• Signed: ......................................................... Date: ................................  

• I promise to:
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• Use the school’s Behaviour guidelines and inform the teacher of any 
inappropriate behaviour 


• Treat any information with total confidentiality 


• Let staff know if I can’t come in. This may affect the teacher’s planning. 


• Respect the guidance of the teacher at all times 


• Understand the need for CRB and other checks prior to working with children


  
I promise never to: 


• Take photographs of a child except under the direction of the class teacher


• Share any information about a child or member of staff with anyone outside the 
school staff or governors 


• Speak ill of any child as a result of things I may have seen them do in school 


• Discuss things with parents which I may have access to as a result of my 
position in school


 
 

PLEASE SEE MRS SLATER (SCHOOL ADMINISTRATOR) ABOUT AN ENHANCED DBS 
CERTIFICATE.


IF YOU DO NOT HAVE AN UP TO DATE DBS CERTIFICATE, YOU ARE NOT PERMITTED 
TO BE UNSUPERVISED WITH CHILDREN.
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Protocol for ‘one off’ support on school trip..


• THE SCHOOL


• We promise to:


• Share with you the procedure if you have any Safeguarding concerns about a child


• Explain the expectations of the trip carefully 


• Share our high standards of behaviour with you and the children 


• Treat you with respect and care and expect the children to do the same 


• Treat anything you tell us with complete confidentiality 


• We promise never to: 


• Expect you to deal with difficult or challenging behaviour 


• Ask you to carry out a task without explaining it first 


• THE PARENT/VOLUNTEER 


• I promise to:


• Use the school’s Behaviour guidelines and inform the teacher of any inappropriate behaviour 


• Treat any information with total confidentiality 


• Respect the guidance of the teacher at all times 


•  I promise never to: 


• Take photographs of a child except under the direction of the class teacher


• Share any information about a child or member of staff with anyone outside the school staff or 
governors 


• Speak ill of any child as a result of things I may have seen them do in school 


• Discuss things with parents which I may have access to as a result of my position in school


• Name................................................................................................. 


• Signed: ......................................................... Date: ................................  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Confidentiality is often a crucial aspect of safeguarding and information gained must only be 
shared as part of the reporting process. 

As a member of staff what do I do if I have concerns about a child?

• With whom do I share any  concerns I have?
Wherever you work in the organisation any concerns you have about a child should be shared with 
the  member of staff designated to Child Protection. (Safeguarding lead) 

• Who is the designated teacher responsible for Child Protection - Safeguarding Lead?
This is  the   Headteacher- Rose Burton 

• What arrangements apply if the designated teacher is not available?
You must share your concerns with Beth Lace our  Deputy Headteacher.  Should neither be 
available .   Senior teachers:-  Helen Moyer, Alison Honeyman 

• Is there a specific format for recording my concerns?
There is a single page A4 sheet (Logging of Concerns sheet) which also acts as an aide memoire  by 
providing prompts.  You always need to bear in mind  that the information needs to clear, concise, be 
dated,  signed  and clearly attributable to you the author.  

However if you cannot access  or locate one of these forms then an account in any format is 
acceptable providing it holds the key information including date, time, your name  etc.   Whatever 
format always bear in mind  that if  your concerns are found to be substantiated this original 
written account could well be used in court proceedings at some time in the future.  

You may wish to declare on the form or notes made that you have shared this information with the 
designated teacher or their representative and date it. 

• What will happen to the information I supply?
The information will be assessed by the designated teacher as a matter of course  and will be filed 
in the safeguarding book.  If it is felt the child is at risk of significant harm based on the report 
and perhaps in combination with any additional information of which we are already aware, a referral 
will be made to Social Care.  The precise action or pathway would depend entirely upon the individual  
circumstances and the nature of the concern. 
As one who submits a report you will be informed of the result of the evaluation.  This may include 
filing  but taking  no further action at this point. 

For more information please see our Safeguarding Policy - a copy is housed in HT’s room or available 
on Its Learning


