Prompt sheet for Volunteers at Blue Gate Fields Infant School

Guidance to adult volunteers prior to them working in school:

· To work under the direction of the class teacher.
· To report to the school office on arrival and sign in.
· To always wear a visitor’s badge.
· To sign out when leaving.
· To always work at the children’s level both in conversation and in physical size.
· To discuss the task in hand and keep the children focused.
· To converse with the children using a quiet and clear voice.
· To understand that the teacher remains responsible for all the pupils.
· To understand that the ultimate responsibility for discipline lies with the teacher at all times.
· To use appropriate language.
· To develop children’s enquiry skills by asking questions about the task and encourage them to ask questions and offer explanations.
· To be discreet at all times.
· To work in the class in full view of other staff. Not to be alone with a child.
· To inform the teacher, after working with children in the school, of any concerns you may have.
· Ensure that the volunteers are aware of and follow the school’s policies and procedures.

[bookmark: _GoBack]Please make yourself aware of the Fire evacuation procedures.
Please talk to the class staff if you have any concerns regarding safeguarding.
