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Sharing and Confidentiality

As a general rule all personal information acquired or held in the course of
working with children and families should be treated as confidential and partic-
ular care should be taken with sensitive information. Information should be
shared on a ‘need to know’ basis. Anyone receiving information, knowing it is
confidential, is also subject to a duty of confidence. Whenever information is
given or received in confidence there should be a clear understanding as to
how it may be used or shared. It should be made clear that confidentiality
cannot be promised to a pupil giving evidence.

Report any concerns immediately to a member of staff or
to the Designated Safeguarding Person:
Mrs Jacky Shackel x 202 or 01342 833372

FOR FURTHER GUIDANCE ...

The following publications have further guidance to help staff and
volunteers. Please ask in the office if you would like further infor-
mation.

- ‘Guidance for Safer Working Practice for Adults who Work with
Children and Young People’ (Jan 2009),

-‘What To Do If You’re Worried A Child is Being Abused’.
‘Working Together to Safeguard Children March 2013’

‘Keeping Children Safe in Education’ (September 2019)

- website www.surreycafis.org.uk/safeguarding - choose SSCB Procedural
Framework, where you can find procedures and protocols when
needed.

(I have read and agree to follow the guidelines contained herein).

JSC/Educational Visits/Admin & Guidance
Prep 2019
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Lingfield Prep School

Guidance for Volunteers

Dear Parent/Carer

Thank you for volunteering to help with our school trip/visit. Your
help is very much appreciated by both the staff and the children and
we are glad that parents/carers are able to participate and enjoy
some of the same experiences as the children. In order to maintain
the smooth running of the event and in order to ensure that all
Health Safety policies and Child Protection Policies are adhered to
we would be grateful if you could read and address the guidelines
below:

e  Please give your details to the school office.

e  Please read our Code of Behaviour for Safeguarding Children
(overleaf).

e Only the class teacher or teaching assistant should take chil-
dren to the toilet, unless the volunteer has a DBS certificate.

e Children must be supervised at all times.

e Mobile phones must be switched off/on silent and should not
be used during the trip/visit.

e Photos may only be taken using a school camera and thus
used for school purposes only. Please do not take photos on
your phone or a personal camera.


http://www.surreycafis.org.uk/safeguarding

