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Introduction
We want our school to be open and welcoming to all who would like to support the children. We also want
to encourage parents and other adults to help teachers in a variety of ways. However, our overriding
concern is for the safety of the children in our care. This document sets out our school’s policy, which is to
ensure that the children benefit from as much help and support as possible, and are provided at the same
time with the best possible security.
The school has a variety of adults working on the premises at any one time. They can be categorised as
follows:
Volunteer helpers:









Members of the Governing Body
Parents & grandparents of pupils
Ex-pupils
Students on work experience
University students
Ex-members of staff
Local residents
Friends of the school

The types of activities that volunteers engage in, on behalf of the school, include:
 Hearing pupils read
 Working with small groups of pupils to assist them in their learning
 Working alongside individual pupils, as an additional tutor
 Accompanying school visits
Becoming a Volunteer
Anyone wishing to become a volunteer, either for a one off event such as a school visit or on a more regular
basis, e.g. hearing pupils read, usually approaches the Class Teacher, Headteacher, Senior member of Staff or
Class Teacher directly.
Volunteers should complete the Volunteer Application Form (Appendix 1) with their contact details, types of
activities they would like to help with and the times they are available to help.
Definition
Activity which is described as ‘frequent’ or ‘intensive’ covers the meaning given in the Safeguarding Vulnerable
Groups Act 2006.
‘frequent’ – once a week or more often on an ongoing basis; and
‘intensive’ – three or more occasions in a 30 day period, or overnight (between 2am – 6am).

Process for recruiting Volunteer who will be working frequently or intensively
A)

Identify the need and role

B)

DBS check undertaken
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C)

The volunteer will be made aware of the role and responsibilities they will be undertaking

D)

Induction- school policies and documentation explained and issued. These to include Health and Safety,
Behaviour Management Policies, Code of Conduct, Confidentiality Policy and Safeguarding Policy

E)

Volunteer records to be kept in a central place within the school

Before starting to help in a school, a volunteer should complete the Volunteer Agreement (Appendix 2), which
sets out the school’s expectations of its volunteer and to confirm they have received a copy of this Agreement.
The school will seek DBS clearance for a volunteer before they come into school, to make an informed decision
when accepting volunteers to work with children. This is not required where a volunteer is engaged in a ‘oneoff’ activity.
Confidentiality
Volunteers in school are bound by a code of confidentiality outline below:











Should not discuss any events or incidents which take place in school with anyone except teaching staff
Should remember that even positive comments outside of school are a breach of confidentiality
Should be aware of the sensitive and personal nature of information which they may overhear and make
sure this is not repeated
Should not use this position of privilege within the school to further the interests of their own child
Should take great care when discussing the school in a social context. Individual children and/or families
should never be mentioned in this kind of arena. This includes social networking sites such as Facebook
Should not make any written comment on a child’s work
Should not make any written comment on a child’s reading card, except to initial and date
Must bear in mind that information about individual children is confidential and should not be discussed
with anyone including the child’s parents
Should understand that confidentiality covers both academic attainment and behaviour
If approached by other parents or friends about school issues you should refer them to the child’s class
teacher or the headteacher

Supervision
All volunteers work under the supervision of a teacher or full time member of staff. Teachers retain ultimate
responsibility for pupils at all times, including the pupils’ behaviour and the activity they are undertaking.
Volunteers should have clear guidance from the designated supervisor as to how an activity is carried out/what
the expected outcome of an activity is. In the event of any query/problem regarding the pupil’s understanding
of a task, behaviour or their welfare, volunteers must seek further advice/guidance from their designated
supervisor.

Signing in
When helpers arrive in the school, they must sign in at the School Office. They will be given a visitor’s badge, which
they should wear at all times. The signing-in sheet will give the date and time of arrival. They must also sign out,
stating the time they are leaving, and return their badge before they leave.

Health & Safety
The school has a Health & Safety Policy and this is made available to volunteers working in the school. An
appropriate member of staff will ensure that volunteers are clear about emergency procedures (e.g. Fire Alarm
Evacuation) and about any safety aspects associated with particular tasks (e.g. using D T
equipment/accompanying pupils on visits). Volunteers need to exercise due care and attention and report any
obvious hazards or concerns to the designated Supervisor/Headteacher. Volunteers are covered by Garden
Fields Health & Safety Statement and indemnity and Public Liability Insurance.
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If you observe any Health and Safety issues please advise the staff in the school office as soon as is reasonably
practical. Thank you.
Safeguarding
The welfare of our pupils is paramount. To ensure the safety of our pupils, we adopt the following procedures:
 All volunteers are given a copy of the Volunteer Policy and asked to sign a Volunteer Agreement (Appendix
2).
 All of our volunteers must have been cleared by the Disclosure and Barring Service (DBS). A DBS will be
issued to the individual to present to the School Office as a record of clearance.
 Where a volunteer is engaged in a ‘one-off’ activity e.g. helping supervise a group of pupils as part of a class
visit, no formal checks are required. However, such volunteers, who will be under the constant supervision
of school staff, must read and sign our Off-Site Visit Agreement (Appendix 3).
 In line with the Department for Education Statutory Guidance ‘Keeping Children Safe’, all of our volunteers
must complete and sign a Childcare (Disqualification) Declaration (Appendix 4).
 Any concerns a volunteer has, about safeguarding issues, should be referred to the designated supervisor or
Head Teacher.
Complaints Procedure
Any complaints made about a volunteer will be referred to the Headteacher or appropriate senior member of
staff, for investigation. Any complaints made by a volunteer will be dealt with in the same way.
The Headteacher or designated member of staff reserves the right to take the following action To speak with a volunteer about a breach of the Volunteer Agreement and seek reassurance that this will
not happen again.
 Offer an alternative placement for a volunteer, e.g. helping with another activity or in another class.
 Based upon the facts identified in the investigation it may be necessary for the School to inform the
volunteer that the school no longer wishes to use them.
 Provide the volunteer with a copy of the school’s full Complaints Procedure
Monitoring and Review
This policy has been approved by the Governing Body and will be regularly reviewed and updated.
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APPENDIX 1
VOLUNTEER APPLICATION FORM – FOR NEW VOLUNTEER
Name of Volunteer: First Name………………………….…………………………………
Surname………………………………………………………………
Date of Birth:……………………………………
Address: ………………………………………………………………………………………
………………………………………………………………………………………………….
Phone: Home………………………….. Mobile ………………………………….
What activities/ areas of the school’s work would you like to help with?
Are there any particular age groups/classes you would like to work with?
Do you have any disabilities/other needs we need to take into account or adjustments we
need to make to allow you to work as a Volunteer in School? (please give details)

Thank you for taking time to complete this Volunteer Application Form
Please hand it to the School Office, marked for the attention of the Headteacher.
Your offer of help is greatly appreciated and we will be in touch as soon as possible.
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APPENDIX 2
VOLUNTEER AGREEMENT
Thank you for offering your services as a volunteer at school.
Your offer of help is greatly appreciated and we hope that you will gain much from your
experience.
Please read and sign this Volunteer Agreement Sheet and hand it in at school.
You will receive a copy of it for your records.
 I have received a copy of the School’s Volunteer Policy


I agree to support the School’s Aims

 I agree to treat information obtained from being a Volunteer in School as Strictly
Confidential
 I understand that an enhanced Disclosure and Barring Service (DBS) check will be
undertaken
 If you already have a DBS Certificate, please hand it to the school, the number will be
recorded and checks made with the issuing body. A DBS check must be undertaken.
 I have been made aware of who is my designated supervisor e.g. Phase Leader, Class
Teacher, Support Staff Manager
Signed: ___________________________
Name: ____________________________
Date: _____________________________
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APPENDIX 3
Off-Site Visits Volunteer Agreement
School trips are an integral part of learning at our school and afford many pupils opportunities
which are outside their usual experiences. We are pleased that you have come forward as a
volunteer helper; you will have an important role to play in the success and safety of this school
trip.
Please read and return this appendix, and sign and return the helper’s slip.
This is part of our school’s risk assessment planning and safeguarding arrangements.
Role of the Volunteer Helper
 To be responsible and look after, in equal measure, all of the pupils in your group under the
instruction of the Leader of the school trip
 To stay with your allocated group of pupils, ensuring that their wellbeing and safety is
maintained for the total duration of the school trip
 To promote polite, respectful and courteous behaviour towards each other and members of
the general public. We all go as ambassadors of our school!
 To ensure that your group keep up with the body of the school visit party, be it walking,
entering or exiting from transportation or following speakers for the trip
 To contact your child’s class teacher/member of staff if there are issues with first aid, safety
and/or behaviour
Working alongside school staff
School staff expect volunteer helpers to:
 Comply with all of the above whilst being under the direct supervision of school staff
 Show a commitment to their group, an interest in the focus of the visit and assist pupils in their
learning by helping them to read signs/labels/information, asking questions that encourage
pupils to think about the task and help to explain the areas of interest
 Follow guidance from the school staff
What is not permitted
 Volunteer helpers are not allowed to bring additional children e.g. siblings or children in the
care of the volunteer on the school trip
 Volunteer helpers are not allowed to smoke, drink alcohol or engage in any illegal practices
whilst undertaking their volunteer duties
 Volunteer helpers are not permitted to take photographs of pupils
 Volunteer helpers are not allowed to give/buy their group treats e.g. ice creams, biscuits,
sweets – before, during or after the school trip

Signed: ___________________________
Name: ____________________________
Date: _____________________________
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Appendix 4

Childcare Disqualification Declaration
School

Garden Fields JMI School

In October 2014, the Department for Education (DfE) issued an update to its Statutory Guidance “Keeping
Children
Safe”.
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/362919/Keeping_children_safe_in_education_
childcare_disqualification_requirements_-_supplementary_advice.pdf

This update requires schools which provide care for pupils under the age of 8, to ensure that staff and volunteers
working in these settings are not disqualified from doing so under the Childcare (Disqualification) Regulations
2009. Reference: http://www.legislation.gov.uk/uksi/2009/1547/schedule/3/made
A person may be disqualified through

1. having certain orders or other restrictions placed upon them
2. having committed certain offences
3. living in the same household as someone who is disqualified by virtue of 1 or 2 above
(this is known as disqualification by association)
You are required therefore to sign the declaration below confirming that you are not disqualified under
those Regulations from working in this school.
If you fail to complete and return the form, this will be regarded as a disciplinary matter for staff, which may
result in dismissal and in the case of volunteers, will mean that you can no longer work at the school.
A disqualified person is not permitted to continue to work in a setting providing care for children under age 8,
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 – Orders or other restrictions
Have any orders or other determinations related to childcare been made in
respect of you ?
Have any orders or other determinations related to childcare been made in
respect of a child in your care?
Have any orders or other determinations been made which prevents you
from being registered in relation to child care, children’s homes or fostering?
Are there any other relevant orders, restrictions or prohibitions in respect of
you as set out in the Schedule 1 of the Regulations? Available from the
school
office
or
at
the
link
below:

YES / NO
YES / NO
YES / NO
YES / NO

http://www.legislation.gov.uk/uksi/2009/1547/schedule/1/made

Are you barred from working with Children (Disclosure and Barring (DBS))?

YES / NO

Are you prohibited from Teaching?

YES / NO
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Section 2 – Specified and Statutory Offences
Have you ever been cautioned, reprimanded, given a warning for or
convicted of:
 Any offence against or involving a child? (A child is a person under
the age of 18)?
 Any violent or sexual offence against an adult?


YES / NO
YES / NO
YES / NO

Any offence under the Sexual Offences Act?

YES / NO

Any other relevant offence?
Available from the school office or at the links below:
http://www.legislation.gov.uk/uksi/2009/1547/schedule/2/made
http://www.legislation.gov.uk/uksi/2009/1547/schedule/3/made

Have you ever been cautioned, reprimanded, given a warning for or
convicted of any similar offence in another country?
Section 3 – Disqualification by association
To the best of your knowledge, is anyone in your household* disqualified
from working with children under the Regulations?

YES / NO

YES / NO

*household – includes family, lodgers, house-sharers, household employees

This means does anyone in your household have an Order or Restriction
against them as set out in Section 1 or have they been cautioned,
reprimanded, given a warning for or convicted of any offence in Section 2.
Section 4 – Provision of Information
If you have answered YES to any of the questions above you should provide details below in
respect of yourself, or where relevant the member of your household. 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)
You should also provide a copy of the relevant order, caution, conviction etc. In relation to
cautions/convictions a DBS Certificate may be provided.
Section 4 - 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 I must notify my headteacher immediately of anything that affects my
suitability including any cautions, warnings, convictions, orders or other determinations
made in respect of me or a member of my household that would render me disqualified
from working with children
Signed
Print Name

Date
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