
Cambridgeshire Holiday 
Orchestra Association

Guidelines for Parent Helpers (approved by CHOA Committee Autumn 2008)

We are grateful to parents for their help at Holiday Orchestra: indeed, Holiday Orchestra simply 
could not function without the support and input of those parents who help us during courses.  

Parent helpers are asked to take a few minutes to familiarise themselves with these guidelines 
which aim to help all of us involved in Holiday Orchestra to ensure all the children remain safe, 
well and happy and able to enjoy their time during courses.

We are required by legislation to provide a safe environment for all children at our courses, and 
these guidelines reflect our policy on Child Protection and guidance on “Safeguarding Children” 
published by the Charities Commission and guidance from Cambridgeshire County Council’s 
Office of Children and Young People.  Our policy on child protection is available from Committee 
members and is published on our website at www.holidayorchestra.co.uk

General points

•Please ensure you sign the rota on arrival and on departure each day (at the Committee Desk), so 
we know who is helping, and please wear your badge at all times (available from the Desk).  Make sure 
the tutors you are helping and Committee Members know who you are.

•During courses, which are most frequently at West Road Concert Hall but may be elsewhere, other 
people not associated with Holiday Orchestra may be around. 

•Report anyone looking suspicious to the CHOA Committee Desk – it is best to err on the side of 
caution.

•Continually reinforce the importance to the children of the safety issues of signing in and out.
•Avoid been left alone with a child or group of children.
•Only an adult for whom CHOA has recorded a CRB check may be left on his or her own with a child / 

children. (Please note that we do not expect all parent helpers to have CRB checks, although some do 
have these checks in place in relation to their work or other activities and this is to be welcomed).

•Parent helpers and Committee Members should act “in loco parentis”.  By this, we mean acting in the 
same way towards the child as a careful parent.

•Parent helpers are not expected to help musically (although if you can assist in this way, it is very 
welcome!)

Make sure you know what to do in the event of a fire – if unsure, ask a Committee Member. 
Make sure you know:  

•Where all the fire exits are
•Where the meeting point is
•The Committee Members on the desk

(This information should be found at the Committee Desk). 

If you are responsible for overseeing the children signing in on the first day:

•Ensure everyone is clear about the importance of signing in and out and of ticking the correct boxes   
every day!  This is of utmost importance so we know who is present / absent in case of a fire. 

•Primary school children must be signed in and out under the supervision of a parent / carer.

If you are “on the door” or outside supervising the car park at change-over times: 
•Ensure all children being collected remain inside the building until collected (and this can be 

particularly important if a session finishes early). 
•Remember our policy is that primary school children must be collected.
•If older children are going home unsupervised, ensure they do not play in the car park. 
•Encourage road safety and awareness as appropriate. 
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If you are helping out at a session:

•Ensure the register has been taken at the beginning of the session. 
o If this hasn't been done, then please offer to do so.

•Ensure all the children have a chair to sit on if appropriate, and can see the right music.
•Alert tutors to children who are struggling, or are playing a part inappropriate to their level.
•Look after the pastoral needs of the children, directing children to the toilets as appropriate, and 

ensuring that any child feeling unwell is escorted to the Committee Desk and that help is sought from a 
Committee Member (see below on children needing first aid or feeling unwell).

If you are on duty at break time:

•Be familiar with the layout of the building, and the areas the children may use for break.
•Report any discipline issues to a committee member and discourage children from running around.
•Encourage all instruments / bags / coats etc to be stored carefully to prevent trips / falls / 

breakages.  
•Encourage children to respect each other’s possessions and report any problems to a Committee 

Member.
•Primary school children should be looked after by their parent/carer if remaining for the period 1.30 

- 2.15 pm.  
•Ensure all children who have finished for the day and are leaving the building have signed out.
•Make sure children put all rubbish in a bin.
•As indicated under the section above about helping “on the door” / car park, remember that primary 

age children only leave with their parent / carer

If you are helping out during a Presentation:

Be clear about:
•The order of the programme.
•Which group of children you are looking after.
•Guiding children back to the right room if they are involved in performing in more than one group. 

o Choirs, winds, strings and bands may congregate in different rooms.
•How to get them to and from the stage.
•Whether there is room for them to listen to the rest of the presentation.

If a child needs first aid or is not feeling well:

•Take the child to the Committee Desk, or if he/she is incapacitated, call a Committee Member.
•The Committee Member will have access to first aid supplies if necessary and will know where to get 

help if required.
•The Committee Desk will know of any child who has any ongoing medical problem. 

o They will have instructions from the parents regarding medication etc and will know 
whether it is appropriate to phone the parent / carer.

Children using the toilets:

•Younger children will need an adult to escort them towards the toilets.
•Wait outside the toilets for them.
•Ensure they get safely back to their session.

If you are unhappy about any incident  / matter to do with a child:

•Please report this to a Committee Member.

If you are unhappy about any incident / matter to do with a tutor or other adult:

•Please report this to a Committee Member.

Please remember: these are guidelines and above all, commonsense should prevail.
Thank you for your support and help with Cambridgeshire Holiday Orchestra.
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