 Information for volunteers and helpers
Please note:
We value volunteers and helper at the pre-school and want to make this experience as positive as we can for you, the children and the pre-school staff. So that we are all clear of the expectations we have of you, we have identified some guidelines. If you have any questions about these, speak to your mentor, the supervisor or the manager.  
You are here to support the pre-school worker so:
· Interact with the children at every opportunity. 
· Pre-school work is as much about the tidying up, getting children dressed, setting up activities and planning for new experiences, if you’re not sure what to do – ask staff where you can help.
· Children love stories, if you feel comfortable to read to them, take that opportunity either by themselves, with a friend or in a large group. 
· Children have fantastic imaginations. Play with children using games and materials in the pre-school, but also join in their imaginary play.
· You will have a break during the morning and a lunch break. Use these as times to make phone calls or send text messages. Using your phone when you should be with the children gives a message that they are not important. We ask that you do not have your phone on you when you are with the children.
· Have fun!!!!!!

The safety of you, our children and staff is a priority, so we have a number of rules which are here for safety. We recognise they may feel limiting, but they are important to be followed and respected. 
· It is important that children feel valued and respected. We ask that all adults use positive language with children. Instead of telling them what not to do, let them know what they can do. If you are not clear about this, ask for advice. Also refrain from swearing, using abusive language or ridiculing the children. 
· The site is a no smoking site and we ask that you refrain from smoking. If you are with us for a day, during your lunch break, you can leave the pre-school, and smoke out of the sight of the children. 
· Clothes should be comfy but appropriate. We ask that your clothes are modest, so that others can’t see up it, down it or through it. We would also ask that any logos, images or words on clothing are not inappropriate or likely to offend. 
· While long nails are fashionable they can also scratch children. We ask that all nails are trimmed so that the children are not hurt, or the nails could be broken.  
· It is important that all visitors are signed in. This is a requirement from Ofsted and for fire safety. So each day, when you arrive sign the visitor record sheet
· On the first day we will show you a copy of the fire drill procedure and child protection guidance. Please read these, and ask any questions you may have about them. 
· For your own protection we don’t expect you to take children to the toilet or to be alone with children. If you find yourself in this situation tell one of the workers.
· We have a very clear policy about discipline. We will not expect you to discipline or punish children in any way.
· As a volunteer or helper you will not need to make any key decisions by yourself. If you see something that you feel needs some action, ask a member of the staff. 
· We are governed by strict rules on keeping, storing and sharing information. We require you to abide by these same rules. They are
· All information about children is confidential. 
· You may not share any personal details of children with anybody outside this pre-school.
· You may become aware of difficult home or family situations of the children. This information must not be shared outside of the pre-school. 

If there is anything that you feel we could do differently for you or other volunteers and helpers in the future that will make this experience better, please let us know. 

Please sign below to agree that you have read and understand these guidelines. We will provide a copy of these guidelines for you to keep.

I ____________________________have read and understood this form. I agree to abide by these guidelines and accept that I will be challenged if I do not follow any of them. 


Signed _____________________________________________________________



Date ______________________________________________________________
