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Policy on Visitors / Adult Volunteer Helpers 

Welcome to Woodhouse Community Primary School 
 

This document is intended to give all visitors a brief overview of our Safeguarding and Child 
Protection procedures.  
Safeguarding and Child Protection is extremely important to all the schools’ staff and pupils. We 
would appreciate it if all visitors could make themselves aware of the procedures outlined in this 
document.  
As a Visitor to the School please ensure that you follow the following procedures:  

 Sign in at the main reception and sign out when you are leaving  

 Ensure your visitors badge is clearly displayed on your clothing at all times whilst you are in 
the School  

 You are accompanied by a member of staff (unless otherwise advised)  

 All visitors that are working on the site must report to main reception and arrange for their 
identity to be checked before they start work or accompanied by a member of staff at all 
times  

 

What to do if you have a safeguarding or child protection concern:  
In the event that you are concerned about the protection or safeguarding of a child please contact 
one of the Child Protection Team at the School:  
Mrs T Page (Headteacher) 
Mrs R Smith (Deputy Head) 
Miss K Ovington (Parent Support Advisor) 
Mrs V Hindmarch (Assistant Head / SENco) 
Mrs V Byrne (Assitant Head / EYFS Manager) 
  
As a visitor please contact the Main Reception with any issues or queries. The issue will 
immediately be addressed and communicated to our Child Protection Officers: 
 

1 

Introduction 

1.1 We want our school to 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. 

1.2 The school has a variety of adults working on the premises at any one time. They can be 
categorised as follows: 

1.2.1  Paid full- or part-time staff employed by the school: 

 teachers; 

 teaching assistants; 

 SEN assistants; 

 nursery nurse; 

 PSA 

 caretaker; 

 cleaners; 

 dinner supervisors; 

 school secretaries; 
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1.2.2 Adult workers employed by another organisation: 

 peripatetic music teachers; 

 trainee teachers; 

 LA advisers and inspectors; 

 health visitors; 

 grounds maintenance staff; 

 contract workers (e.g. an electrician or heating engineer). 
 

1.2.3 Volunteer helpers: 

 parents or other adult helpers working alongside teachers; 

 students on work experience. 
 

 This policy sets out the arrangements for volunteer helpers only. 

2 Volunteer helpers 

2.1  Volunteer helpers support the school in a number of ways, including: 

 supporting individual pupils; 

 hearing pupils read; 

 helping with classroom organisation; 

 helping with the supervision of children on school trips; 

 helping with group work; 

 helping with library sessions; 

 helping with art or subjects involving other practical activities. 
 

2.2  Volunteer helpers are not allowed to do the following activities: 

 take responsibility for all or some of the whole class; 

 change very young children, or supervise them changing; 

 supervise children engaged in PE or other specialist activities; 

 take children off the school site without a teacher in charge. 
 

 The responsibility for the health and welfare of the child remains with the class teacher at 
all times. 

3 Signing in  

3.1  When visitors / volunteers arrive in the school, they must sign in using the electronic 
system at the reception desk. They will be given a visitor’s badge, which they should wear 
at all times. They must also sign out and return their badge before they leave. All visitors 
will be given a copy of the Safeguarding for Visitors sheet, which includes photographs of 
the Designated Child Protection staff in school.  Supply teachers, counsellors working with 
children over a period of time etc will be provided with a Visitor Information Pack including 
a Staff Handbook, which provides more detailed information on Safeguarding and Child 
Protection procedures.  This pack will be signed for on arrival and must be returned to the 
office at the end of the visit. 

3.2       All adult volunteers will be given a copy of ‘Protocol for Adult Volunteers’ and be expected 
to follow the guidance on that document – Appendix 1. 
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4 Police checks 

4.1  For the children’s safety, all volunteer helpers are required to have enhanced police 
clearance through the Disclosure and Barring Service (DBS) before they work in the 
school. 

4.2  The headteacher has the authority not to accept the help of volunteers if he or she believes 
it will not be in the best interests of the children. 

5 Deployment of classroom helpers 

5.1 It is the policy of this school that parent helpers do not support in their own child’s 
classroom, as this can be distracting for the child, and perhaps place the class teacher in 
an uncomfortable situation. Helpers will be asked to support in classes in which there is the 
most need for individual support. 

6 Monitoring and review 

6.1  The day-to-day monitoring of this policy is the responsibility of the headteacher, who will 
report to the governors annually, stating the number of adult volunteer helpers in the 
school, and summarising their value to the children. 

6.2  This policy will be reviewed by the governing body every two years, or earlier if considered 
necessary. 
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Appendix 1 
 

 
Woodhouse Community Primary School 

 
Protocol for Volunteer Helpers 

 
At Woodhouse Community Primary School, we welcome adult helpers – parents, grandparents, 
students and friends. Safeguarding our pupils is of paramount importance and checks are made 
on all staff and on adult helpers requiring DBS clearance. There are some exceptions to this, for 
example students from other schools. The following advice should be a helpful guide to adult 
helpers. If in doubt, please consult the Headteacher . 
 

 When coming in to school to support a class teacher, volunteer helpers should go to the 
school office on arrival to sign in. Prior to their first visit, they will be given the appropriate 
advice with regard to gaining clearance from the Disclosure and Barring Service (DBS). 
Volunteer helpers who need clearance will only be able to begin helping in classrooms 
once DBS clearance is obtained.  Volunteers will be provided with an induction pack, 
which includes the E Safety Policy, Mobile Phone and Social Networking Policy, 
Acceptable Use Policy and Data Protection Policy. A copy of the school brochure and Staff 
Handbook will also be included. 

 

 The volunteer helper’s role is to support the class teacher and maximise support for pupils. 
Discussion about the teacher’s needs and the volunteer helper’s interests and skills would 
be helpful. Typically, a volunteer helper might support the teacher in preparing resources 
for lessons, doing administrative work such as photocopying, and working with a group of 
children or individual children in the classroom.  

As a general rule, volunteer helpers do not support in their own child’s class. 
 

 Visitors / Volunteer helpers should follow class conventions, safeguarding procedures, 
rules and codes of conduct, and treat every child in the class in the same way. They should 
familiarise themselves with relevant school policies and methods of teaching. Visitors / 
Volunteer helpers must not use cameras or mobile phones whilst in classrooms or 
on the playground. Smoking is not allowed anywhere on the school premises, including 
the car park.  
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Expectations and Code of Conduct of Adults working in 
School 

 
We expect all adults working in school to:  

 be positive and recognise good behaviour by giving examples e.g. – “That was kind 
because”……..”I liked it when you “………… 

 be polite to the children, to staff and to each other 

 listen to each child’s point of view 

 be positive and recognise achievement and effort 

 reinforce appropriate behaviour following the school’s Behaviour Policy  

 respond appropriately when addressed by name by a child 

 model appropriate courtesy 

 stay calm 

 show commitment by attending the sessions that you have arranged 
 
 
Adults working in school should not: 

 wear inappropriate clothing, for example Tshirts with logos which may cause offence, 
revealing clothes,  

 smoke anywhere on the premises 

 speak about staff or pupils inside or outside school 

 speak to pupils in a familiar way, even if they are related 

 touch pupils in any way, reassurance can be given to an upset child by smiles and positive 
body language 

 be alone with one child 

 use mobile phones, electronic devices cameras or phone cameras 

 call staff by first names in front of children 
 
Please note: If as a volunteer you be unable to attend a planned session, please inform 
school as soon as possible. Your help and support is highly valued. 
 

Mrs T Page 

Headteacher 
 
 
Policy Agreed by Governors September 2017 
Revised May 2017 
To be reviewed by Governors September 2018 
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Woodhouse Community Primary School 
Safeguarding Procedures 

2017 – 2018 
 

You are very welcome in our School but we insist that you take a 
few moments to read our safeguarding guidelines. 
Our Admin staff will ask to see your identification.  They will not permit you to enter our 
building if they are unsure of whom you are.  Please do not be upset.  We take the safety 
of our children very seriously. 
 
The Designated Safeguarding leads in our School are: 
 

               
 
 
If you are concerned about the safety or welfare of any child please ask to speak to one of 
our lead staff.  You should also complete a form giving details of your concerns.  These 
are available from the main office. 
 
If you are not satisfied that you concerns are being taken seriously it is your responsibility 
to take action.  Please ring First Contact om 03000 267979 and tell them your concerns. 
 

Thank you for taking the safety of our children seriously. 


