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Guidelines for Volunteers/Students

Welcome to TOG we hope you enjoy your time with us and find it beneficial.  We will give any support you need to make your time at TOG successful, please ask if you have any questions or queries.
This booklet contains information about TOGs aims and policies, special instructions you need to be aware of and the sort of tasks we would like you to be involved with.
These are the types of things you may be asked to assist with:-

· Helping to set up play activities by putting out toys and equipment according to weekly plans, setting out children’s names daily.                       
· Take part with children at play and join in their activities by getting down to the child’s level, using key words related to what child is doing, follow their lead and have fun.
· Encourage children to play and join all the activities by using the photo boards or objects (we will explain this to you).
· Help at snack time check with staff regarding diets or allergies. Preparing tables, clearing and wiping down, getting snack tray/plates and lunch boxes. 
· Help with outdoor play putting on coats on/off, join in with games, give encouragement/assistance to children using outdoor equipment like the slide or balance beam. Please note no lifting children on/off equipment.
· Help to tidy up by ensuring spills (sand/water etc) are cleaned up to avoid accidents, and at the end of the morning to tidy rooms for the next session.  Spilt sand is thrown away not returned to sand tray.
· Praise children lots by using their name and saying what it is they have done well i.e. Billy good painting, building sitting etc.

Take time on your first few sessions to stand back and observe staff interacting with the children, be enthusiastic and have fun.

Special Instructions

There are a few important points which you should be aware of, these are listed below:-
· Confidentiality you must maintain confidentiality do not discuss the children or their families outside of TOG or over any social media, talk to me about any observations you may need to do for your assignments.
· Fire drill procedure familiarise yourself with the fire drill procedures, please see website. Be aware of where fire exits are and what to do in an emergency
· Please sign in and out in the office. Please inform manager if you cannot attend your session
· Accidents/medical or first aid requirements ensure the safety of children at all times, be alert for hazards, accidents must be reported to a staff member, any medical or first aid needs must be carried out by a member of staff.  Please be aware where the first aid is kept. If you see an accident, incident or potential danger i.e. a broken toy, please bring it to the attention of the staff.
· Nappy changing/toileting will be carried out by staff members only, Please alert a member of staff if you believe a child needing  a change of nappy or clothing.
· Please do not lift children. TOG will not be liable for any injury resulting from lifting.
· No hot drinks to be brought into the playroom. 

The handing over to a parent/carer of a child at the end of a session must be done by a member of staff.

Appearance

Clean, tidy and casual, remember you will be playing on the floor with messy paints and much more!
Please wear flat shoes/trainers and keep jewellery to a minimum – we advise you not to wear dangly earrings or long necklaces that could be pulled.
Mobile phones, bags, etc are to be left in the staff room during the session. 
Play indoors and outdoors

· Sand is changed termly, before if it is dirty or contaminated by other materials, spilt sand must be disposed of and not returned to the sand tray..  Inappropriate play i.e. throwing should be stopped to avoid sand in eyes.
· Water, the use of aprons should be encouraged.  Clean water used each session and emptied after use.  Children need to be supervised at all times when playing in the water.
· Toys that have been mouthed should be washed or sterilised as appropriate.  Any broken toys or equipment must be disposed of or removed for repair. 
· To be aware of risk assessments carried out by staff daily, but if you see something related to this please report to a member of staff. 
· Children should wash hands after handling nature (in the garden or woods) or animals that may have been visiting.
· Children should be adequately clothed in cold weather.  In hot sunny weather, care should be taken to provide shade to play in, wearing sun hats should be encouraged.  Sun creams can be applied if parents provide it labelled with child’s name and they have filled out relevant forms. 

Cleaning

· A cleaner comes in daily but it is everyone’s responsibility to ensure that all play activities are cleared away at the end of each session, the changing areas and toilets are clean and safe throughout the session.  The play room should be vacuumed and left tidy.
· Cleaning materials are kept in a locked cupboard.

Important policies to read

All of our policies and procedures can be viewed via our website. The ones listed below are important to read before starting with us. 
· Fire policy/procedures
· Confidentiality
· Complaints
· Safeguarding
· Code of Conduct
· Mobile phone, e cigarettes and photos/smoking 
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