What are my responsibilities as a Volunteer? 

All those who come into contact with children through their everyday work whether paid or voluntary have a duty to safeguard and promote the welfare of children. It is important to be familiar with our Child Protection Policy. A copy of this document will be given to you during your induction and can be found on the school website.

How do I ensure that my behaviour is always appropriate?

Appropriate relationships with children should be based on mutual trust and respect. 

You will be given a copy of our school Code of Conduct which sets out the behaviours we expect of all staff and volunteers. You must read and be familiar with this document  

As a volunteer you may well be working closely with children sometimes on a one to one basis. Children, especially when they are young are often spontaneously affectionate and tactile and it is important not to alienate them through lack of response or by appearing to reject this.  
Information developed by Buckinghamshire Council Education Safeguarding Advisory Service
Useful Contacts

Headteacher:
Mrs Karen Collett
office@haddenham-st-marys.bucks.sch.uk 

01844 291455

_______________________
Designated Safeguarding Lead:
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Mrs Karen Collett

Deputy Designated Safeguarding Leads:
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Mrs Emily Butler
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Mrs Kelly Williams

Chair of Governors:
Mrs Gaynor Bull
chairofgovernors@haddenham-st-marys.bucks.sch.uk
Education Safeguarding Advisory Service

Call: 01296 382912
LADO (Local Authority Designated Officer)
01296 382070
First Response Team
advice/referral social care

01296 383962
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Safeguarding Guide for School Visitors and Volunteers
We are committed to safeguarding and promoting the welfare of children. As such we expect all staff, volunteers and visitors to share this common commitment.
This leaflet contains information about our expectations of you whilst visiting our school. It gives information about our Safeguarding and Emergency Procedures. Please keep the leaflet in a safe place so that you can read it again if you need to.
Keeping everyone safe
• All visitors must sign in at Reception on arrival. 
• Visitors will be issued with a badge that must be worn           and visible at all times. 
• Visitors are asked to read this leaflet in full on arrival on their first visit. 
• Visitors should remain in the school entrance area until under the supervision of a designated member of staff. 
• Mobile phones are not to be used whilst in the presence of children. 
• Photographs are not to be taken unless by prior agreement. 
• Be a good role model to our pupils by being respectful, fair and considerate of others. Remember children may interpret your words/actions differently. 
• Report to staff any unacceptable behaviour. 
• When working with a pupil(s) ensure you are visible to others. 
• All visitors must sign out at Reception.
Disclosure and Barring Service (DBS) checks

Part of a school’s safeguarding policy requires volunteers working in a “Regulated Activity” defined as “working with children frequently, intensively or overnight and are unsupervised” to undergo an enhanced DBS check. This is just to help ensure that unsuitable people are prevented from working with children.
If you have already had a DBS check completed you should notify the Headteacher who can consult with the HR team to determine whether a repeat check is necessary.
Whilst you are waiting for the checks to be completed it is very important that you are not left to work with children or young people without supervision of a member of the school staff.  
You should also inform the Headteacher immediately if you become subject to any criminal investigation,

caution or conviction.  This helps to protect you as well as the young people in your care.
What should I do if I am worried about a child?
If you feel that a child may be at risk of harm but are not sure, then inform one of the Designated Safeguarding Leads immediately. They will offer advice and take appropriate action. Child abuse can happen to any child regardless of elements such as gender, culture, religion, social background ability or disability.  
Types of harm 

We all have a responsibility to keep children (under the age of 18) safe, both at home and in school. Harm is identified in four ways: 

Physical - when a child is deliberately hurt or injured. 

Sexual - when a child is influenced or forced to take part in a sexual activity. This can also be an activity such as being made to look at inappropriate images. 

Emotional - when a child is made to feel frightened, worthless or unloved. It can be by shouting, using threats or making fun of someone. It can also be when children see their parents, or visitors to the home, fighting or using violence. 

Neglect - when a child is not being taken care of by their parents/ guardians. It can be poor hygiene, poor diet, not keeping appointments for additional support, not coming to school and being left home alone. 
What should I do if a child discloses that they are being harmed?

Although the likelihood of this may be low it is important to know what to do in such an eventuality.

• Listen to the child, without making judgements. 

• Take what they tell you seriously, children rarely lie about such matters.

• Explain that you can’t keep the information secret and must pass it on to someone who will know what to do.

• Don’t interrogate the child and ask leading questions, such as “what did they do next”.

• Try and convey to the child that they are not to blame for what has happened, though at the same time avoid criticising the abuser.

• Don’t make promises that you can’t keep but tell the child what you are going to do. 

What should I do if I am concerned about staff conduct?

If you are concerned about the conduct of a member of staff following an observation or disclosure, immediately inform the Headteacher. In her absence inform the Deputy Headteacher or Designated Safeguarding Lead. If the concern is about the Headteacher contact the Chair of Governors.
REMEMBER...if in doubt...always ask Please do not leave our school without telling someone or doing something.
Emergency Procedures 

First Aid: 
If a child you are working with requires first aid assistance, please alert a member of staff.

Any person discovering a fire must: 

• Operate the nearest fire alarm. (The fire service will be called immediately by dialling "999" using the nearest telephone, when appropriate) 
On hearing the fire signal: 

• When in class the order to evacuate will be given by a member of staff, who will indicate the route to be followed.
 • When not in class form a single file and move by the most direct route to the place of assembly. 
• At all times act quietly and calmly. 
• Do not stop to collect your belongings.
Lockdown Plan in event of an intruder: 
Any person discovering an intruder in school should immediately make the Headteacher or teacher in charge aware. Do not attempt to engage with the intruder. 
Once aware of an intruder alert:

In-class Instructions: Close all blinds, close any doors, all children to sit down on the floor in centre of classroom. Adults to remain calm and reassure all pupils.

Around the School Instructions: Remain calm and reassure all pupils whilst escorting them to the nearest classroom if it safe to do so – once in the classroom follow the in-class procedures.
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