Guidelines for Volunteers

	Looking after children in the family’s home: a checklist

	1.  Co-ordinators should agree the arrangements with the Volunteer and family

	· The welfare and safety of the child should be the overriding consideration at all times                                     

	2.  Volunteers should have the following information

	· where the parents are going and a contact telephone number or mobile number if possible

	· how long the parents will be

	· who they should contact in case of an emergency if the parents cannot be contacted

	· where the nearest telephone is for use in an emergency

	· where clean clothes and nappies are kept

	· what the children are allowed to eat/drink and when

	· where the children are allowed to play, and with whom, i.e. in the garden, in bedroom, on the path

	· whether the children have special needs, and the preferred way of dealing with them

	3.  Volunteers should negotiate clearly:

	· how long they are prepared to stay

	· how often they are prepared to offer this support


It is important that the child(ren) know that they are being left with the Volunteer, and for how long.

	Taking the child(ren) out: a checklist

	1. Adult/child ratio:  if children are under five years ideally there should be one adult to three children and never more than four.  If the children are older there should be one adult to six children.

	2. Contact telephone numbers:  have to hand the telephone numbers of the children’s doctor and any other person to contact in an emergency if you cannot reach a parent.  Try to note where the nearest telephone box is, carry change to make phone calls or take a mobile with you.

	3. Venue:  when deciding where to go try to include everyone in the planning, including the children.  Consider how many pairs of hands you have to cope with the children’s needs, as three under five’s on different park activities could leave you feeling frazzled.  Ensure the activities are suitable for this particular Volunteer and child(ren),

	4. Parental permission:  make sure the parents are fully aware of where the Volunteer and children will be and for how long and are in agreement with the arrangements.  In case of an accident take the children to the nearest Accident and Emergency unit, if treatment is necessary, and get a message to a parent as a matter of urgency.

	5. Special needs:  if a  child has special needs, ensure that the family’s preferred procedure for dealing with incidents is known.  Do the children have any allergies?  Find out before giving them anything to eat or drink, or letting them have their faces painted.  Make sure the Volunteer knows of any prescribed treatment or medication for emergency purposes only.

	6. Transport:  if children are being taken out in a Volunteer’s car s/he must have informed her/his insurance company of the possibility.  Staff and Volunteers must follow child safety seat regulations at all times, follow the link below for the most up to date information:
http://www.thinkroadsafety.gov.uk/childcarseats01.htm
If walking with younger children it is advisable to consider the use of reins to help keep hold of, for example, a boisterous three year old as well as a pram/buggy.

 

	      7.  Behaviour:  bear in mind each child’s individual behaviour when deciding 

           how many children to manage, and where to go.  

	      8.   Volunteers must keep the children in their care within sight at all times.


Overnight accommodation for children away from their parents

      Looking after children overnight is not a normal Home-Start activity.

      It will not be undertaken under any circumstances.

Procedure if Volunteers are unexpectedly left in care of children, without prior agreement of the scheme

· If a Volunteer is left in sole charge of the child (ren) of the family they are supporting for Home-Start Wyre Forest, when they have not agreed this arrangement with the scheme, they must contact their Co-ordinator by telephone immediately (using mobile number on emergency contact card) and inform them of the situation.
· The Co-ordinator will agree that the volunteer can remain in charge of the child until the parent returns, providing the Volunteer is happy to do so, the family are well known to the scheme and there are no existing significant concerns. The Co-ordinator will document the situation in the Family File and contact the Volunteer at an agreed time to ensure the parent has returned as agreed. The Co-ordinator will discuss the situation with the family on a review visit to ensure this does not occur again.
· If a Volunteer reports they have been left in charge of a child in a family where there are existing concerns, they are unhappy to do so, or do not know where the parent has gone the Co-ordinator will contact the Scheme Manager and inform. A decision will be made to attempt contact with parent and relieve Volunteer of care of child until the parent returns to the home address.

· If attempts to contact a parent fail or if they have left the child in the care of the volunteer without agreement, the Scheme Manager will contact Children`s Services regarding the situation and arrange care of the child. The Scheme Manager will inform The Chair Person of Home-Start Wyre Forest in this event.

