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The teaching staff really value support in the classroom and in order to ensure a professional partnership we would ask you to sign the agreement below about confidentiality and conduct.


Name:………………………………………………………………………………………



I promise to:

· Use the Federation’s behaviour guidelines and inform the teacher of any inappropriate behaviour.
· Treat any information with total confidentiality.
· Let the school know if I can’t come in.
· Respect the guidance of the teacher at all times.
· Understand the need for DBS and other checks prior to working with children.


I promise never to:

· Look at or compare any child’s work books or records or staff
notes.
· 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 the school.



Signed:  ……………………………………………………………………   Date: …………………



Please return this to the school office.
Please note that a copy will be kept in the school’s  records.
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Volunteer Agreement
For helpers in school


Thank you for volunteering at our Queens’ Federation Schools, Queen Edith and Queen Emma.  Your help and support are hugely welcome and will make a real difference for the children.

What we believe:


At the Queens’ Federation we believe that our schools 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. We also have an overriding concern for the safety of the children in our care. This document sets out our 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 all pupils in their learning.
· To ensure that volunteer helpers/parents are welcomed and valued as members of our community.

What you need to know:

At the Queens’ Federation we value the help we receive and we would like to extend our thanks to all our parent/volunteer helpers. We know that for parent/volunteer helpers to be happy and comfortable helping in school we need to share some important skills and information with you.

· For the children’s safety, all regular volunteers who are working with pupils unsupervised, are required to have a Disclosure and Barring Service (DBS) check before they work in school. Volunteers can only start once this has been approved.

· When volunteer helpers arrive in school they must sign in at the school office. They will be given a badge, which they should wear at all times and return once they have signed out on departure.

· The teaching staff will explain to you what they would like you to assist with. This may include many different things, from listening to children read to helping with artwork. They will also explain the standard of learning they expect from the children so you can expect the same.

· Children learn things very quickly from the actions, words and attitudes of the people around them, their role models. Therefore,  it  is  important  that  all  of  our  own  behaviours  in school are always those we want the children to copy.

GDPR Statement 
The Queens’ Federation aims to ensure that all personal data collected about staff, pupils, parents, governors, visitors and other individuals is collected, stored and processed in accordance with the General Data Protection Regulation (GDPR) and the expected provisions of the Data Protection Act 2018 (DPA 2018) as set out in the Data Protection Bill. This policy applies to all personal data, regardless of whether it is in paper or electronic format. 



Confidentiality

The most sensitive issue around parent/volunteer helpers in school is confidentiality. Parents hand their children over to the school trusting 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 this agreement. You all need to be able to trust the school and when you are helping in school you are part of the school.

· You must share any concerns and report all incidents to the class teacher.

· You  must  inform  the  teaching  staff  if  a  child  is  behaving inappropriately so they can respond to the situation.

· You must inform the teaching staff if a child requires any medical attention as only staff that have had the appropriate training can administer first aid or medication, except in an emergency.

· Information pertaining to the children must be kept in the strictest of confidence and must be discussed with relevant staff in school.

· If a child is distressed or needs comfort and reassurance please inform a member of the teaching staff immediately.

· Volunteers are not authorised to take photos on school or personal devices.

· Personal mobile phones should not be used unless in the event of an emergency.

· If a parent approaches you regarding their child, you must
refer that parent to the child’s class teacher.
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