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Job Description and Person Specification

Salary: Voluntary (not a paid position)           
Purpose of Role: The role is to support class staff on an offsite visit / in school event. 
Main Duties & Responsibilities 
	Role
	Job Description

	Trip volunteer
	· To accompany children during their trip/workshop. 
· If applicable, to assist with walking the children to and from the coach / venue.
· To follow the direction of the class teacher.
· To ensure the safety of children at all times.




Other duties and responsibilities 
• Abide by health and safety guidelines and share responsibility for own safety and that of colleagues. 
• Understand and empathise with the aims and values of the school and its equal opportunities policies. 
Qualifications/Experience
• Knowledge or experience in a childcare setting is desirable, but not essential. 
• Must be reliable. 
• Must have the ability to relate well to children. 
• Good interpersonal skills. 
• Must be supportive, enthusiastic. 
• Ability to work as part of a team, but be able to use own initiative.



Childcare Disqualification Declaration – Volunteers supporting Reception class 
If this voluntary role involves working with children in EYFS (Reception class), please complete the form below.  If not, please go to page 5.
	School
	
Manland Primary School


	Please do not complete this form if you do not work in the relevant settings as outlined in the Childcare Disqualification Regulations
 
The Childcare Disqualification Regulations require organisations that provide care for pupils in certain age ranges and settings to ensure that staff and volunteers working in those settings are not disqualified from doing so under the “Disqualification under the Childcare Act 2006”. 

Reference:
 https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006

A person may be disqualified through:
1. Having been included on the Disclosure and Barring Service (DBS) Children’s Barred List
2. Having been found to have committed certain violent and sexual criminal offences against children and adults which are referred to in regulation 4 and Schedules 2 and 3 of the 2018 Regulations (note that regulation 4 also refers to offences that are listed in other pieces of legislation
3. Having certain orders made in relation to the care of children which are referred to in regulation 4 and listed at Schedule 1 of the 2018 Regulations
4. Having refusal or cancellation of registration relating to childcare, or children’s homes, or being prohibited from private fostering, as specified in Schedule 1 of the 2018 Regulations
5. Having been found to have committed an offence overseas which could constitute an offence regarding disqualification under the 2018 Regulations if it had been done in any part of the United Kingdom

The above list is only a summary of the criteria that lead to disqualification.  Further details about the specific orders and offences, which lead to disqualification, are set out in the 2018 Regulations.

If you work in the relevant setting, you are required to sign the declaration below confirming that you are not disqualified under those Regulations. You do not have to disclose convictions, cautions, reprimands or final warnings that are “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013) 

If you fail to complete and return the form, this will be regarded as a disciplinary matter, which may result in dismissal and if you are a job applicant the offer of employment will be withdrawn.  In the case of volunteers (where required to sign) it may mean that you can no longer work at the school.

A disqualified person is not permitted to continue to work in a relevant setting, unless they apply for and are granted a waiver from Ofsted.  

Reference: 
http://www.ofsted.gov.uk/resources/applying-waive-disqualification-early-years-and-childcare-providers


	Name
	

	Post
	

	Please circle one option for every question

	Section 1 – Disqualification Criteria – when responding to the following questions about your cautions or convictions, please bear in mind that you only need to provide details of any convictions that are relevant to the childcare disqualification legislation – see link below. 

	
Have any orders been made in respect of you in relation to the care of children which are referred to in regulation 4 and listed at Schedule 1 of the 2018 Regulations?

	YES / NO

	Have you been found to have committed certain violent and sexual criminal offences against children or adults which are referred to in regulation 4 and Schedules 2 and 3 of the 2018 Regulations?

	YES/NO

	Have any orders been made which prevents you from being registered in relation to child care, children’s homes or fostering as specified in Schedule 1 of the 2018 Regulations?

	YES/NO

	Have you been found to have committed an offence overseas, which would constitute an offence regarding disqualification under the 2018 Regulations if it had been done in any part of the UK?

These are summarised in the following document:

https://www.legislation.gov.uk/uksi/2018/794/contents/made 
	YES / NO

	Are you barred from working with Children (Disclosure and Barring Service (DBS))?
	YES / NO

	
Are you prohibited from Teaching?

	YES / NO

	Are there any other relevant offences in respect of you as set out in Schedule 1 of the 2018 Regulations?  See link above for further details.

	YES/NO

	Section 2 – Provision of Information

	If you have answered YES to any of the questions above you should provide details below in respect of yourself. You may supply this information separately if you so wish, but you must do so without delay.

	Details of the order, restriction, conviction, caution etc.
	

	The date(s) of these
	


	The relevant court(s) or body(ies)
	

	
If possible please provide a copy of the relevant order, caution, conviction etc.  In relation to cautions/convictions a DBS certificate may be provided.


	Section 3 – Declaration

	In signing this form, I confirm that the information provided is true to the best of my knowledge and that:

	· I understand my responsibilities to safeguard children.

	· I understand that the information provided on this form will be retained on file.

	· I understand that I must notify the Headteacher immediately of anything that affects my suitability including any cautions, warnings, convictions, orders or other determinations made in respect of me or unspent convictions that would render me disqualified from working with children.

	· I understand that I must notify the Headteacher immediately if there are any changes or additions to the information I have supplied on the form that may occur in future.

	Signed
	

	Print Name
	
	Date
	


Child Protection quick reference guide for volunteers and visitors
	
Designated Senior Leaders
The Designated Senior Leader “DSL” is:
Mrs Wicks
The Deputy Designated Senior Leader “DDSL” are:
Mr Comer, Miss Noonan and Mrs Kemp




Mrs Wicks should be your first point of contact, in her absence any of these people can help with your child protection concern. If the DSL or Deputy DSL are absent, please ask a member of the admin team to contact them via telephone for you. In the event of an emergency you can call: 0300 123 4043

The Manland Primary School Child Protection Policy can be found on our school website on www.manland.herts.sch.uk. Please also refer to Part 1 of the DFE’s Guidance, ‘Keeping Children Safe in Education’.
Introduction
Safeguarding is everyone’s responsibility.  Child protection is part of the safeguarding process.  It focuses on:
· Providing a safe environment 
· Identifying children who are suffering or likely to suffer significant harm, and
· Take appropriate action.
This leaflet has been given to you to make sure you understand what is expected of you. Please seek advice from your Designated Senior Leader (DSL) for Child Protection if you are unclear about anything in this leaflet and keep it in a safe place.   

When to be concerned?
As an adult working with or offering to supervise children and young people, you have a duty to act when you have a concern about a child’s welfare.  When you become aware of information that leads you to be concerned about the wellbeing of a child you must report it.  The information you have may not be enough on its own for a child protection referral.  However, it will help your DSL to build a picture of a child at risk of harm. 

Alerts:
· You may see physical signs
· You may hear worrying accounts
· You may pick up on emotional distress
· You may notice changes in a child’s behaviour or presentation
· A child may make a disclosure to you

If you report a concern to a member of the safeguarding team, you may ask for a follow up to check what actions have been taken and it is your responsibility to escalate this if you are not satisfied.  If you are on the school grounds or offsite with pupils and you have a safeguarding concern, you must tell a member of staff on the trip and they will put you in contact with a member of the safeguarding team.  

Remember, harm to a child can be caused by anyone:
· A parent/carer
· Family member/friend 
· Another child
· Stranger
· Member of staff/volunteer
· Member of the community

Regardless of the source of harm you must report your concern
· If your concern is about a staff member / volunteer you should report this to the Headteacher only
· If your concern is about the Headteacher inform Chair of Governors – Libby Montgomery via Chairgovernors@manland.herts.sch.uk.  In the Chair’s absence contact the Vice Chair, Jeff Phillips. 
· If neither are available, contact the LADO on 0300 123 4043

The School’s Safeguarding Governor is Chris Wardle.  He oversees our safeguarding policies and procedures, however he should not be contacted with an individual safeguarding concern about a pupil. 

What must I do if I have a concern?

	
Recognise the concern

Respond – inform your DSL/Deputy DSL without delay 

If requested to do so by a member of the safeguarding team, make a written record (using the child’s own words), sign and date it 

Pass the record to the DSL/Deputy DSL





Dealing with a Child’s disclosure
· Listen - Listen carefully to what is said to you. 
· Reassure - Be calm, attentive and non-judgmental. Stress that it was the right thing to tell. Don’t promise to keep what is said secret. Ask no leading questions (TED):
· Tell me more…
· Explain that to me
· Describe what happened 
· Respond - Tell your DSL without delay
· Write it down    
-Use the child’s own words. Note anything else that made you concerned
-Sign and date it
-Give it to your DSL

School Trips Guidance, including Swimming 
· Please ensure that you know who is leading the school trip 
· Follow their guidance and direction at all times, if ever unsure, please ask for clarification 
· Treat all pupils equally and with respect
· Find out who is responsible for delivering first aid, and do not administer any first aid yourself (unless in an emergency)
· Unless you have a DBS check, you will not be left unsupervised with pupils or able to take pupils to the toilets without a member of staff
· The use of your personal mobile phone is not permitted in sight of any pupils
· Do not take any photographs or videos of pupils
· If you have any safeguarding concerns, please follow advice on the previous page and ensure that this remains confidential at all times
· If swimming, avoid entering the children’s changing rooms unless directed to by a member of staff
· Whilst supervising the children, alongside the school staff, please guide them to stay safe on or near the roads, wait sensibly for their peers and listen to the swimming pool staff
· If you are transporting pupils, you will be required to complete the relevant risk assessment forms provided by the school office. 

How do I ensure my behaviour is always appropriate?

Please refer to the Guidance for Safer Working Practices which can be found on the Safer Recruitment Consortium website: 

https://www.saferrecruitmentconsortium.org/



School Trip/Workshop Volunteer Guide 
Thank you for offering to help on our exciting trip/workshop.  We appreciate parental involvement in the life of our school and hope that you and the children have a great day.  
Here are some tips to ensure the trip runs smoothly and that everyone is kept safe:
Before the trip:
· To attend the trip you must have read the “Child Protection Quick Reference Guide for Volunteers and Visitors” and this “Trip/Workshop Volunteer Pack”.
· Confirm the date and time of your visit with the school. Make sure you know who to ask for when you arrive.
· Make sure you know how to recognise and respond to any concerns about a child’s safety or welfare.
During the trip:
· Follow the school’s “Child Protection Quick Reference Guide for Volunteers and Visitors” (above) and the “Trip/Workshop Volunteer Pack”.
· You may be assigned a group of children alongside a member of staff, together with a list of their names. Please work with the staff to do regular headcounts to ensure your group is still together.
· On the coach journey, please ensure all children in your group are wearing seat belts and that they remain seated for the duration of the journey. Children are not allowed to eat or drink on the coach. Members of staff have sick bags if required.
· When walking, encourage children to walk in pairs and promote important road safety messages.  If you are given a hi-vis jacket, please ensure you keep this on. When walking with children on the pavement, please walk on the side nearest the road, with children further away from the road.  You may be directed to help pupils cross the road, please listen carefully to what you are asked to do by the lead adult. 
· You are not permitted to use your mobile phone in sight of the pupils, unless in the event of an emergency. If you need to use your phone, let a member of staff know so they can remain with your group while you use your   phone elsewhere.
· You are not permitted to take photos of any children on a personal device.
· You should not make physical contact with a child.
· At no point will you be left unsupervised in the company of children.  A member of staff with appropriate safeguarding and safer recruitment checks will supervise children at all times.  
· You must only use an adult toilet when volunteering.  At no point should a volunteer use a child’s toilet facility.
· Volunteers may be made aware of medical conditions for children whilst volunteering.  This must be kept confidential.  You must inform a member of Manland staff immediately it a child requires first aid or medication.  Volunteers should not provide any first aid or medication to children, unless in an emergency. 
· Members of staff are responsible for all toileting and first aid; please let one of them know if this is required.
If you have any concerns about anything a child says or does on the trip, please let a member of staff know. Please maintain confidentiality, only discussing issues with the lead member of staff.  
If this is a safeguarding concern, please refer to the Child Protection Quick Reference guide provided and action accordingly.   Above all, if you are unsure of anything at all, please talk to a member of staff. We will be pleased to answer any of your questions and address any concerns.  
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	FORM OV 7B    (CSF4259)		

SELF-CONSENT FORM FOR ADULTS
(or young people living independently)

	
	
	Establishment:  




To be completed by visit leader/organiser
	Visit:
	

	Visit Leader:
	

	Date of Visit:
	From:    
	To:    

	Is a photograph of participant required:
	Yes  /  No

	
	

	To be completed by participant.


	Full name:                                                                           Date of Birth: 
                                                                                            Passport Number (where required)    


	Do you:

	· Have a medical condition requiring medical treatment or medication?
	Y/N

	· Have an allergy to certain medications?
	Y/N

	Please give details of medical condition/treatments or allergies to medications below:




	Have you been in contact with any contagious or infectious diseases or suffered from anything in the last four weeks that may become contagious or infectious?
	Y/N

	If yes, give details:




	Have you supplied details of your Inoculations record with this form?
	Y/N

	Do you have any special dietary requirements?
If yes, give details:




	Y/N

	I wish to draw the following to the group leaders attention (e.g. allergies, phobias, recent operations and treatments, conditions which may affect fitness to participate in certain activities):





	SWIMMING ABILITY: (only applicable if water-based activities are planned. Are you water-confident / competent?)






	EMERGENCY CONTACT INFORMATION

	 
	MAIN
	ALTERNATIVE

	Name:
	
	

	Relationship:
	
	

	
	
	

	Address:
	
	

	
	
	

	
	
	

	
	
	

	Telephone Numbers: 
	Day:
	
	

	
	Evening:
	
	

	
	Other:
	
	

	FAMILY DOCTOR DETAILS

	Name:	

	Address:	

	

	

	Telephone Numbers: 
	

	NHS Number (if known)  



	DECLARATION 
I have received and understood the details of the visit.
I confirm that I am in good health and fit to participate in the activities described. 
I agree to receive medical treatment as considered necessary by the medical authorities present.
I undertake to inform the visit organiser as soon as possible of any change in medical circumstances between the date signed and the commencement of the event.


	Signed:

	Date:   

	Name in Capitals:   


	Address:


								Postcode:	

	Telephone No:	




The information on this form should be retained by the establishment’s emergency contact.
This form or a copy may be taken by the visit leader on visits outside the UK.




Trip/Workshop Volunteer - Sign off sheet

Confirmation
I confirm that I have read the Trip/Workshop Volunteer Pack and agree to adhere to the contents of the pack:

Name……………………………………………………………………………………………

Signature………………………………………………………………………………………

Date……………………………………………………………………………………………..
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