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INTRODUCTION  

 
 
 
 
 
 
 
 
 
 

At Parklands Community Primary School, we recognise and value the effort taken by 
parents and other volunteers who contribute towards school activities. We encourage your 
assistance and acknowledge that many school activities would be at risk if it were not for 
your help.  
 
We aim to make sure that your time spent in school is productive and enjoyable. The 
deployment of any volunteer, whether for one day or for a number of sessions over a 
longer period, must take account of the needs of pupils and the staff to whom they are 
assigned. We have a duty to ensure that the welfare of pupils is promoted and they are 
safeguarded from harm. This handbook sets out the practices and procedures, which will 
be followed by appointing, managing and supervising volunteers. It also contains a code of 
conduct which all volunteers are required to comply with, in order for us to provide a safe 
environment and positive educational climate for pupils.  
 
Our volunteers include:  
 
• Parents.  
• Ex-members of staff.  
• Members of the governing body.  
• Members of the local community.  
 
Your main contacts in the school are:  
 
• The Headteacher.  
• The Deputy Headteacher. 
• The Assistant Headteacher. 
• The class teacher.  
 
Activities that volunteers are engaged in might include:  
 
• School visits / trips.  
• Activities during lessons.  
• Working with individual children.  
• Reading clubs for children.  
• Supporting staff to run breakfast and after school clubs.  
• Assisting practically during events in the school e.g. assemblies/school production. 
We hope that you find the following information useful. THANK YOU FOR VOLUNTEERING! 
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VISION, VALUES, AIMS 
 
 
 
 
 

 

Our Vision (what we are trying to achieve) 

 Parklands will empower children to become happy, confident, successful citizens by 
providing a well-rounded education where everyone is valued. 

 

Our Values (what we believe in) 

We believe: 

 Everyone should be inspired to achieve their full potential through challenge, 
support and high expectations. 

 In nurturing an understanding and respect for all individuals. 
 All children learn best when actively involved in rich, creative and relevant learning 

experiences. 
 In promoting independence and responsibility. 
 That the school should be a safe, happy, and caring community that fosters 

friendships, trust and integrity. 
 That effective partnerships between children, staff, parents, governors and the local 

and international community will promote pride in the school and a successful 
learning environment. 

 All children are entitled to a rich variety of learning experiences that will meet their 
emotional, social, physical and intellectual needs. 

 That each child should understand the value of a healthy lifestyle. 

 

Our Aims (what we will do to make all of this a reality) 

 To enable all children to achieve their full potential through high quality teaching 
and learning in a happy, safe, caring environment, where children are listened to 
and feel empowered as learners. 

 To provide a creative, exciting and inspiring curriculum with strong cross-curricular 
links; a curriculum that is broad, balanced and relevant; that has a strong emphasis 
on personal and social development and one that is enriched by first hand 
experiences.  

 To recognise that every child is an individual with differing needs, cultures and 
beliefs. To provide opportunities that respect, support and celebrate these 
differences. 

 To make Parklands a true community school, one in which the pupils, staff, parents, 
governors and the community are encouraged to play an active role. 
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THE SCHOOL DAY 
 
 
 
 
 
 
 
Early Years Timetable            Year 1 Timetable 

8.45 - 9.00am 

9.00 – 10.00am 

10.00 – 10.15am 

10.15 – 10.30am 

10.30 – 11.45am 

11.45 – 12.45pm 

12.45 – 12.55pm 

12.55 – 3.10pm 

Registration 

Teaching Session 

Break 

Fruit and Milk 

Teaching Session 

Lunch / Break 

Registration 

Teaching Session 

 

In Key Stage 1 a 15 minute afternoon break will be taken each day. 

Year 2 Timetable             Year 3 – Year 6 Timetable 

 
 
 
 
 
 
 
 

 
For Early Years and Year 1, the bell will ring at 8.45am and then at 8.50am for Year 2 to 
Year 6, children will line up in class groups.  A teacher will lead each class into the building.  
Early Years and KS1 pupils should wait in the playground outside the Early Years classroom, 
Year 2 to Year 6 on the main school playground. 
 

Pupils will be collected from the playground at 3.10pm for Early Years and KS1 and at 
3.15pm for Year 2 to Year 6. 

 

 

 

 

 

 

8.45 - 9.00am 

9.00 – 9.20am 

9.20 – 10.20am 

10.20 – 10.35am 

10.35 – 11.55am 

12.00 – 1.00pm 

1.00 – 3.10pm 

Registration 

Assembly 

Teaching Session 

Break 

Teaching Session 

Lunch Break 

Teaching Session 

8.35 – 8.50am 

8.50 - 9.00am 

9.00 – 9.20am 

9.20 – 10.20am 

10.20 – 10.35am 

10.35am – 12.10pm 

12.10 – 1.00pm 

1.00 – 3.15pm 

Classes Open 

Registration 

Assembly 

Teaching Session 

Break 

Teaching Session 

Lunch Break 

Teaching Session 

8.35 – 8.50am 

8.50 - 9.00am 

9.00 – 9.20am 

9.20 – 10.50am 

10.50 – 11.05am 

11.05 – 12.25pm 

12.25 – 1.15pm 

1.15 – 3.15pm 

Classes Open 

Registration 

Assembly 

Teaching Session 

Break 

Teaching Session 

Lunch Break 

Teaching Session 
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MEDICAL ISSUES 
 

 

 

 

 
 
Pupils 
Please inform the class teacher if you have any medical concerns relating to pupils that you 
are working with. 
 
The medical room is located in the main corridor, between the disabled toilet and Apple 
Class.  Pupils requiring medical attention should be accompanied there by a first aider. 
 
Head bumps 
If a child receives a bump to the head, they must be referred to a first aider, who will 
attend to the child and telephone the parent/carer to advise them of what has happened. 
The child will be given a sticker and a head bump leaflet to take home. 
 
Medicines  
No medicines are to be administered by volunteers. 
 
Volunteers 
With regard to health and safety in the school it is extremely important that you inform 
the Headteacher of any medical condition (physical or mental) that you have. 
 
Please speak the Headteacher in person, if she is not available and it is urgent, please 
speak to the Deputy Headteacher. 
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The safeguarding of all children in our school has the highest priority and is a key 

responsibility for all members of staff.  We ensure all staff have child protection training 

annually.  Any concern, no matter how small, should be reported to the Child Protection 

Officer (the Headteacher – or Deputy Headteacher in their absence).  Small concerns may 

be the final piece of a bigger jigsaw which results in further involvement from Social 

Services or other agencies and therefore should not be ignored.  If you have any concerns 

about an individual or family, please do the following: 

 Speak to the class teacher or Child Protection Officer. 

 Details should be kept confidential, unless you are asked to share them. 
 Please do not discuss child protection issues with other members of staff in public 

areas. 

If a child makes a disclosure to you, this must be reported immediately to their class 
teacher or Child Protection Officer.  It is important that you: 

 Let the child know you have to tell someone in order to keep them safe – do not 
promise to keep it a secret. 

 Do not ask leading questions.  For example “were you in your bedroom?” 
 Make a mental note and write down key factual events. 
 Make sure you report exactly what the child has said, rather than what they were 

trying to tell you. 
 If a child shows you an injury, which they cannot explain or they tell you it was 

inflicted by an adult at home, report this straight away – do not carry out a physical 
examination. 

Confidentiality  

Volunteers are reminded that all information on individual pupils and members of staff is 
confidential and that the sharing of data is protected under the Data Protection Act 1998. 
They are not permitted to discuss children’s or staff member’s issues with other 
professionals in the school. Volunteers who break this confidentiality rule will be asked to 
leave. There may be instances where volunteers MUST pass information to the 
Headteacher or class teacher. These include incidents where the child is bullied or when a 
child discloses he or she is being harmed in any way. Volunteers are advised not to report 
this to the child’s parents / carers and inform the class teacher as soon as possible. 

PLEASE READ THE CHILD PROTECTION POLICY AND WHISTLE-BLOWING POLICY 

All documents relating to safeguarding can be found in the staffroom  

SAFEGUARDING 
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HEALTH & SAFETY 
 

 
 
 
 
 

 
The Governing Body is responsible for health and safety within all areas of the schools 
undertakings and is answerable to the Local Authority for its actions, on behalf of whom it 
makes decisions.  The Headteacher has responsibility for the day-to-day operation of 
health and safety and welfare policies and practices.  
 
Class teachers and the Premises Manager are responsible for ensuring that safe working 
conditions are maintained for pupils, other employees, visitors and members of the public.  
Other employees are responsible for their own health and safety, that of their colleagues 
and members of the public who may be affected by their work activities. 
 
Health & Safety Policy 
This is available in the staff room.   
 
Emergency Response including Lockdown Procedures 
This is available in the staff room.   
 
Fire Safety 
Fire drills will take place termly.  These will not be announced in advance.  Please make 
yourself aware of fire exits and read the ‘Fire Action Notice’ (one in each room).   
 
First Aid 
Any incident that requires first aid treatment must be dealt with by a qualified first aider.  
Many of the Teaching Assistants are qualified.  If you are not sure about who to ask, please 
speak to the class teacher of the class you are working with. 
 
 
Any potential hazard which you may feel might put people at risk of injury or harm must be 
reported straight away to the class teacher / Deputy Headteacher.  
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Volunteers are expected to behave in an ethical and lawful manner with regard to the use 

of the internet and emails. Care and attention should be taken while using social 

networking sites.  

Use of these sites should not involve communication regarding your employment at this 

school or any activities which may bring the school into disrepute and / or may cause us to 

question your suitability to work with children.  

Volunteers must not attempt to contact pupils via social media or email, or make 

arrangements to meet outside of school. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

E-SAFETY 
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This section provides a guide for adults volunteering in schools about acceptable and 
desirable conduct to protect both adults and pupils. 
 
It is based upon the 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; the 
West Sussex Standards of Conduct or our own expectations of conduct. 
 
All adults volunteering in our school must know the name of the Designated Child 
Protection Officer, be familiar with local child protection arrangements and understand 
their responsibilities to safeguard and protect children and young people.  This information 
is contained in the Child Protection Policy which should be read in conjunction with this 
document. 
 
Volunteers are expected to maintain high standards of behaviour and conduct while 
involved in activities at school. The following is a guide to appropriate conduct while 
working in or on behalf of the school (including school trips, residential visits and out of 
school activities).  
 
All volunteers and visitors to the school must: 

 Observe the high standards of behaviour and ethical conduct mandated by the 

school. 

 Respect other volunteers, members of staff and pupils, and make them feel valued. 

 Be approachable, pleasant and be a positive role model for pupils.  

 Adhere to all school policies. For example: Child Protection, Health and Safety, Anti-

Bullying, Behaviour Policy etc. 

 Maintain confidentiality of personal information at all times, unless there is a need 

to report something.  

 Treat all children and members of staff equally. 

 Report any incident of bad behaviour to the class teacher immediately.  

 Dress and behave in a manner which promotes healthy and safe working practices. 

 Accept and follow directions from your supervising staff member and seek guidance 

through clarification where you may be uncertain of tasks or requirements. 

CODE OF CONDUCT 
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 Observe safe working practices which avoid unnecessary risks, apply reasonable 

instructions given by supervisors, and report to the supervising staff member any 

potential hazard in the workplace. 

 Turn your mobile phone off/on silent while you are on school premises. 

 Read the e-safety agreement form.  

All volunteers and visitors to the school must not: 

 Tell a child off. As a volunteer, you are not expected to discipline children. If there 

are any problems, tell the class teacher straight away and he or she will deal with 

the situation. 

 Shout, hit, threaten or manhandle a child. 

 Take photographs in school or on school trips without the prior permission of the 

Headteacher. 

 Develop ‘personal’ or sexual relationships with pupils. 

 Behave in an illegal, improper or unsafe manner. For example: smoking or drinking 

alcohol. 

 Share your personal contact details with pupils or make personal arrangements to 

meet children outside school. This includes all social media, eg Facebook and 

Instagram. 

 Discriminate favourably or unfavourably towards a child. 

 Make inappropriate jokes or remarks of a sexual, racial, intimidating, discriminatory 

or offensive nature. 

 Behave in a manner which may bring the school into disrepute when representing 

the school.  

 
Documents for reference 

 Safeguarding Children and Safer Recruitment in Education DfES January 2007. 
 WSCC Safeguarding Children Procedures. 
 Guidance for Safe Working Practice for the Protection of Children and Staff in 

Education Settings. 
 Safer Recruitment in Education 2009. 
 Code of Conduct and Practice for Registered Teachers TGC 2009. 
 West Sussex Standards of Conduct 2009. 
 Keeping Children Safe in Education 2018. 

 
 
 
 

.  
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If you hear readers, you may find the following information helpful. 
 

It is important to discuss with the pupil the book that they are reading. Below are some 

useful questions. 

 

Questions that can be asked before you start reading: 

- What has happened so far in your story? 

- Who are the main characters?  

- What do you think might happen at the end of the story? 

- What is the main event?   

- Looking at the front cover, what do you think the book might be about? Who is 

the author/illustrator? 

 

Questions that can be asked when you have finished reading: 

- What was your favourite part? 

- What did you like/not like? 

- Who was your favourite character? 

- Why did _______ happen in the story? 

- What might happen next?  

- Would you recommend it to a friend? Why? 

 
We would appreciate it if you could write a comment in the class teacher’s reading record 
as well as the pupil’s planner.  Please date and initial these. 
 
 
Comments that could be written: 
 

Word Reading 

…….. is applying his/her phonic knowledge and skills to decode words with support. 

…….. is able to applying his/her phonic knowledge and skills to decode words. 

…….. is confidently applying his/her phonic knowledge and skills to decode words. 

………. was able to read ……… (tricky words) without sounding them out. 

…………. was able to read ……… containing s, es, ing, ed, er, est. 

INFORMATION FOR 

VOLUNTEER READERS 
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………… was able to read words with contractions. (I’m, I’ll, we’ll  etc) 

…….. was able to read aloud accurately. 

Reading Comprehension  

……  was able to discuss their favourite part of the book. 

…… was able to show you /explain something they didn’t like. 

……. was able to say if they enjoyed the book (funny/silly/sad etc) and explain why 

……. was able to explain what happened in the story. 

…….. was able to retell the story. 

……. was able to explain that the book is about……. 

……. was able to tell me the title/author of the book. Was able to explain why the author 
chose the title of …… 

……… was able to compare this book with this one they have read previously because …… 

……. was able to explain what is happening in the picture. 

…… was able to explain what the author meant by …….. 

……..was able to discuss … (word) and link it to …… (word) that they already know. 

….. was able to discuss a similar situation when …….. happened. 

…… was able to explain what happened at the beginning/middle/end. 

……..was able to say that the main characters are ……. 

……..was able to predict the rest of the story based on what happened before. 

…… explained they liked/prefer fiction/non-fiction books because………. 

…… was able to spot words that rhyme such as ……… 

…… was able to spot ….. pattern in the poem. 

……. was able to say other words that rhyme with ……. 

……. was able to say that he/she enjoyed ……. about the poem. 

…… was able to recite this …… poem. 

 
 
If you believe that a pupil needs to be moved up a reading level or the level that they are 
currently reading is too difficult, please speak to the class teacher. 
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Term and Holiday Dates 2018-2019 
 

AUTUMN TERM 2018 
 

3rd September – 19th December 2018 
 

Half Term 
22nd October – 26th October 2018 

 
Inset Days 

3rd and 4th of September & 19th October 

SPRING TERM 2019 
 

3rd January – 5th April 2019 
 

Half Term 
18th February – 22nd February 2019 

 
Inset Days 

15th February 

SUMMER TERM 2019  
 

23rd April – 23rd July 2019 
 

Half Term 
27th May – 31st May 2019 

 
Inset Day 
3rd June 
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 Volunteer Induction Checklist 
 
Below is a list of subjects that should be communicated to all volunteers at 
induction.  The topics covered and the depth of information given will depend on 
each individual volunteer and their circumstances/role. 
 
Once you have read the handbook and have spoken to a senior member of staff, 
please complete this page and return to the office. 
 

□ Vision, Values, Aims 

□ Documentation – DBS check 
□ The School Day – terms, hours, timetables 

□ Medical Issues 

□ Safeguarding – child protection policy, procedure for reporting concerns, DMS 

□ Health & Safety 

□ Online Safety 

□ Code of Conduct  

□ Information for Volunteer Readers 

□ Terms and Holiday Dates 

 
 
 
 
 
 
 
 
Signed …………………………………………………………..…………     

 
Print name…………………………………………………..…………… 

      
         Date……………………………………  

 

 

 

 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 


