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Learning together, 

achieving more 

Our values 

 We promote achievement 

 We develop confident and    

supportive learners 

 We value supportive and       

positive relationships 

 We appreciate others 

Volunteer protocols 

 You must sign in and out at recep-

tion at the beginning and end of 

every volunteer session. 

 Please ensure you wear your visitor 

badge visibly during your time in 

school. 

 Please remember that anything you 

see and hear during your volunteer-

ing time is confidential. If you are 

concerned about something, raise it 

with the appropriate member of 

staff. 

 It is not appropriate for you to dis-

cuss the children you work with 

outside of school or for you to ap-

proach the children’s parents/

careers to give them feedback. 

 Please do not photograph students 

unless asked to do so on school 

equipment by the class teacher. 

 Do no exchange emails or text mes-

sages with students or give out your 

personal details. 

 If you are working with a child on 

his/her own, ensure that the door is 

left open or you are working in a 

place where you can be visible to 

others. 

 If you are unable to make a session, 

please email the class teacher or 

ring the office to let us know. 



 

Welcome to Brookfield 

Thank you so much for 

volunteering. We are very 

grateful to everyone who 

donates their time to 

enhance the learning of 

Brookfield children and I 

hope you find the time spent 

in our school to be enjoyable 

and rewarding.  This leaflet 

provides a brief guide to 

volunteering at Brookfield. 

Please keep it for future 

reference and if you have any 

further questions, don’t 

hesitate to get in touch. 

Best wishes, 

Melanie Treseder 

Assistant Head  

 Do not interrogate the child or ask leading 

questions. 

 Reassure the child that it is not their fault. 

 Do not criticise the alleger perpetrator. 

 

Immediately record the details of the disclosure  

including, wherever possible, the exact words or 

phrases used by the child. Report your concerns 

and give your written record to the school’s Desig-

nated Person for Child Protection (Mark Stub-

bings, Head teacher, or Laurel Fleck, Deputy 

head). If the alleged abuser is the head, you 

should report it to the Chair of Governors. 

Is there anything I should be doing ? 

 Children, especially when they are young, 

may be spontaneously affectionate and tac-

tile.  It is important not to alienate them by 

appearing to reject this. You should, however, 

be careful about touching children and 

should avoid initiating physical contact 

(unless you are preventing them from hurting 

themselves). 

 It’s best not to do anything for a child that he 

or she can do for him or herself.  

 Always tell someone if a child touches you or 

speaks to you inappropriately. Log down the 

incident, time and date it and pass it on to 

the class teacher.  

 

Please inform the Head teacher immedi-

ately if you become subject to any criminal 

investigation—this helps protect you as 

well as the young people in your care. 

General information  

The School Day 

School starts at 9am and finishes at 3.30pm. There is a morning 

break from 10.50—11.05. 

Reception have their lunch at 12, followed by playtime until 1.25; 

KS1 have their lunch at 12.15 followed by playtime until 1.25; KS2 

have their lunch break from 12.30—1.30. 

If you are volunteering across a break, please feel free to 

help yourself to tea and coffee from the office kitchen. If 

you are in school for a whole day, you are welcome to a 

free school lunch—please ask Carole in the office about 

this. 

 

Child Protection advice 

All those who come into contact with children, whether paid or 

voluntary, have a duty to safeguard and promote the welfare of 

children. 

What should I do if I am worried about a child? 

If whilst working with a child you become concerned about: 

 Comments made by a child.                                      

 Marks or bruising on a child                                  

 Changes in the child’s behaviour or demeanour 

 

Please pass those concerns onto the class teacher who, if they feel 

appropriate, will pass the information on to one of the school’s 

designated persons for child protection. 

What should I do if a child discloses that s/he is being 

harmed? 

Although the likelihood of this is small, it is important to know 

what to do in such an eventuality: 

 Listen to what is being said without displaying shock or disbe-

lief, allowing the child to talk freely. 

 Reassure the child but don’t make promises that might not be 

possible to keep, such as confidentiality — explain that  you 

have to tell their teacher or Headteacher in order that they 

can help them. 


