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Thank you so much for offering to help at Our Lady of Mount Carmel Catholic
Primary School. We really appreciate the time and effort you give to support
our children. We are aware that your time is very valuable, and we appreciate
the help that all our volunteers give in supporting the work of our school. If
you have any questions, please do not hesitate to ask. We are here to help!

Signing In and Out:
It is important for security and fire regulations that all volunteers working in
the school can be identified and always located. We ask you to follow
@;ﬁ?\ this simple routine every time you visit the school:
e confirm a time and day with the teacher you are helping prior to your visit.
e only enter the school via the front entrance.
e sign the visitor's book and collect a visitor's badge.
o find your link staff member (class teacher or teaching assistant) to let them
know you have arrived.
e when you have finished, please return to the office and sign out.

Evacuation Procedure:

If you hear the fire alarm, leave the school building by the nearest fire exit—
close it behind you. These exits are all clearly marked. Make your way to the
playground at the back of the school and go behind the Muga. The signing-in
register will be brought out and checked.

Health and Safety:
During your time volunteering with us, you should follow our Health and
@ Safety Policy. You will not be expected to work in any dangerous situation. If
E3EZ you spot a hazard, please let a member of staff know immediately so the
matter can be rectified. If you have any health issues that we should be aware
of, please speak to Mrs Martin, Mrs Pavlovskis or Mrs Nadolny. Thank you!

Mobile Phones:

Please do not use mobile phones in the classroom or communal areas, such as
the corridors or ICT Suite. In accordance with our Staff Code of Conduct
document, photographs must not be taken on your phone.

Confidentiality:
Confidentiality is very important and we would therefore ask you to treat
anything you hear or see in school as confidential. Some things that happen in
ﬁWschool or are discussed between staff are of a sensitive nature and we would
ask you to be respectful of everyone in the school community. Please do not
talk about anything you see or hear outside of school as this could be a breach
of confidentiality to staff or children. Please ensure you do not share any
information with regards academic ability or assessments of the children with
anyone outside of school. If you are approached for specific information by a




parent, you should refer them to the class teacher or the Headteacher. We
appreciate your support in this matter.

Dress Code:

Volunteers are role models and should be of smart appearance at all times. At
ﬁm Our Lady of Mount Carmel, our staff are able to wear PE kit in their PE lessons,
w. ma SO please feel free to dress in this appropriate attire if you so wish.
“7 77 If you are supporting a class with a school trip, dress and footwear should be

appropriate to the venue and activity being undertaken.

Safeguarding children:
If you are concerned about something a child says to you, please talk to their
class teacher. It is very important to reassure the child that they were right to
tell you and that you will let their class teacher know. Volunteers should not
si9l) be left alone with children. DO NOT ask the child more questions. DO NOT tell
1< the child that you will keep their secret. Mrs Martin is the Designated
Safeguarding Lead Officer (DSL) and Mrs Nadolny and Mr Shelton are the
Deputy DSL's. Your concerns will be passed on to them by the class teacher, if
required. Please ensure you have read the information with regards
safeguarding on the back of your visitor badge.

First Aid:

All our staff at Our Lady of Mount Carmel are emergency first aiders in school.

They are on hand to deal with any first aid treatment. We ask that volunteers
Edo not administer first aid of any kind. We also have staff who are Paediatric

First aiders and full first aiders in school. If a child requires first aid, please see

a member of staff.

Working with children:
You may be asked to work with small groups or individual children. The
teacher may give you some notes to follow and possibly some observation
= notes to record. Please do not worry about writing lots; make it brief but
& " enough for the teacher to know how the children got on. Please don’t ever be
{ < . afraid to ask for help!

We try and maintain a positive learning environment for our children and
encourage lots of praise for excellent learning behaviours and attitude to
learning alongside academic attainment. Please share with the class teacher
any positives and they will follow our reward system for the children.

Hearing readers: One of the tasks that you may be involved in is reading with

the children. This is an incredibly rewarding way of helping and supporting
— . children. We always encourage children to ‘have a go’ when they reach a
word that is unknown to them. Lots of children, especially lower down the




school, will point to each word as they read too. We follow the Little Wandle
Synthetic Phonics Scheme and children will have learned to read by sounding
out. We don't want the children to overly sound out, but if they get ‘stuck’ on
a word this strategy can be used.

Saying phonemes correctly:

Younger children, especially those in Year R, 1, 2 or 3 will sound out words

as they read. Sometimes it is necessary to support a child by helping them to
read the phonemes (sounds) in each word. Just remember not to add an ‘uh’
at the end of the consonant sounds - so say ‘mmm’ not ‘muh’ for ‘m’, ‘ul’ not
‘luh’ for ‘I'- because then it makes blending the sounds together easier and
clearly follows our phonics scheme. More information about the correct way
to pronounce all phonemes can be found at:
https://www.littlewandlelettersandsounds.org.uk/resources/for-parents/

Putting sounds together to make simple words:

Say the sounds c-a-t to make 'cat’, sh-o-p to make 'shop' and s-t-r-ee-t to
make 'street'. If a child gets stuck and is struggling to blend the sounds, say
the sounds yourself, quickly, until the child can hear the word. You can speed
up how you say the sounds each time to model how to blend to read to the
children.

If they say a word which changes the meaning of a sentence, or they are
simply stuck, you can help them by:

* Pointing to the picture if it is relevant.

* Asking a question to remind them of the context, e.g. ‘Where did they say
they were going?’

* Re-reading the sentence up to the unknown word to remind them of the
context.

* Saying or pointing to the first letter of the word.

* Spotting little words within a longer word as this may help them to read
the whole word.

* Chunking the word up such as hel-i-cop-ter = helicopter

* Telling the child the word to avoid losing momentum.

* If the word can be read easily by sounding out the letters, encourage them
or help them to do this.

* Reading it one more time with feeling - When the child has sounded out an
unfamiliar word, encourage them to re-read that sentence. Often children are
so busy working out a word, they lose the meaning of what they've just read.

Questions to support children with their comprehension:

You can ask the children questions like the examples below and if they are
_unsure, you can model how to answer the question.

*What made you choose this book?



https://www.littlewandlelettersandsounds.org.uk/resources/for-parents/

*What do you think it will be about?

* Explore what the book might be about using only the illustrations, cover
and first page.

* Do you think you will read it all (fiction) or just select bits (non-fiction)?
*What has happened in the story so far?

*What do you think will happen next? xWho is your favourite character?
Why?

*Which character do you like the least? Why?

* Do you think the author wanted you to like/dislike this character? How do
you know?

* Does your opinion of this character change during the story? How? Why?
* Find two things the author wrote about this character that made him/her
likeable.

*If you met one of the characters from the story, what would you say to
him/her?

*Which part of the story is your favourite/least favourite? Why?

*Would you change any part of the story? How?

*Would you change any of the characters? How?

*Which part of the story was the funniest/scariest/saddest/happiest? Find
some words in the story to support your thinking.

*Choose 3 of your favourite words which were in this book. What do these
words mean?

*How do you know that one of the characters is speaking?

*What adventure could the characters have next?

*Can you find two words that rhyme on this page?

* Discuss the names of the punctuation marks and their special jobs.

*In a nonfiction text, ask questions that mean that the child has to look for
specific pieces of information (facts) from the text

Volunteering for school trips:
If you have been asked to help with a school visit, please talk to the teacher to
find out about the trip. Anything relevant to you on the risk assessment will
¥4, be shared with you by the class teacher. If you want any clarification, please
" speak to a member of staff. A lot of the time trips cannot take place without
the help of volunteers, and we really value the time being given up for this.

¢ Please be aware that parents may not always have their own child in their
group.

e The teacher will give volunteer helpers a list of children for whom you will
be overseeing and a copy of the risk assessment for the trip - please take time
to read this information.

o If the trip involves a coach journey, please help the children in your group to
fit their seatbelts. Children are not allowed to eat/drink on the coaches.

e The class teacher will have sick buckets/bags, if needed.




e The class teacher leads the rules and expectations for the day.

e Please help the teacher by ensuring your group follows all instructions e.g.
when to eat and drink.

e Stay with your allocated group of children, ensuring that their wellbeing
and safety is maintained for the total duration of the school trip.

e We are representing Our Lady of Mount Carmel during any off-site visit,
please promote polite, respectful and courteous behaviour towards each
other and members of the general public.

o If there is a medical or other emergency, let the class teacher know
immediately. The class teacher is responsible for contacting the school and
associated parents in emergency situations.

o If you need to leave your group for any reason, e.g. to take a child to the
toilet, please ensure that the class teacher is informed so that another adult
can supervise your remaining group members.

e No smoking is allowed whilst on a trip. Thank you!

e Volunteer helpers are asked to keep the same degree of confidentiality as in
school. If you have any queries or problems concerning the trip, please direct
these to the class teacher on return from the trip.

We deeply appreciate the invaluable contribution of our volunteers. Your

willingness to share your time, skills, and enthusiasm significantly enriches

our school community and directly benefits our students. Whether you've
Jﬂuk helped in the classroom, supported school events, or contributed behind the

15 ~.scenes, your efforts are truly valued and make a real difference to the learning
environment we strive to create. Thank you for partnering with us in
providing the best possible education and experience for our children. We
look forward to continuing to work alongside you in the future.

All the staff at Our Lady of Mount Carmel Catholic Primary School.







