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The school’s volunteer policy is part of the school’s safeguarding systems. 

Volunteer Statement

We believe that voluntary workers make a significant contribution to our school community by giving their time and sharing their skills and expertise with others. Volunteers bring a wide range of interests and abilities that complement our school programs, thus providing a wider range of interactions and experiences for our pupils, to compliment and help their learning in our school.

Context

Typically, our volunteers include: members of the Governing Body; parents of pupils; ex-pupils; students on work experience; university student; ex-members of staff; local residents and 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; running clubs; working alongside individual pupils and accompanying school visits 

Safeguarding 
Devon LA and this school are committed to safeguarding pupils, young people and vulnerable adults and expect its volunteers to share that commitment. 

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 or Senior member of Staff. 
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. 

Process for recruiting Volunteer who will be working frequently or intensively 
1. The candidate/s attend the school for an informal discussion to ensure suitability for the role 

2. Enhanced DBS check undertaken 

3. The volunteer is made aware of the role and responsibilities they will be undertaking 
4. If appropriate, two references sought where the volunteer arrangement will continue on a regular basis (see Appendix 3) 

5. Induction - school policies and documentation explained and issued by School Business Manager (SBM) and safeguarding briefing from Designated Safeguard Lead person
6. Volunteer records to kept by SBM in a central place within the school 

Before starting to help in school, a volunteer completes 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 are left unsupervised with any pupils. 
Code of Conduct

All adults and young people who work in our school, whether a paid member of staff or a volunteer, are expected to work and behave in such a way that complies with our Code of Conduct for Adults in School and is appropriate to a school setting.
Confidentiality 
Volunteers in school are bound by a code of confidentiality. Any concerns that volunteers have about the pupils they work with or come into contact with should be voiced with the designated supervisor and NOT with the parents of the child/persons. 

Volunteers who are concerned about anything in the school, which may affect their work, should raise the matter with the Headteacher or appropriate senior member of staff. Any information gained at the school about a child or adult should remain confidential. 

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 and what the expected outcome of an activity is. In the event of any query or problem regarding the pupil’s understanding of a task, behaviour or welfare, volunteers must seek further advice and guidance from their designated supervisor. 

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. 
Child Protection 
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 Working in School Policy and required to sign a Volunteer Agreement (Appendix 2) 
· All volunteers must have been cleared by the Headteacher and receive safeguarding training from Designated Safeguard Lead person
· Those volunteering on a frequent basis, ie once a week or more often on an ongoing basis and for overnight activities, require DBS clearance

· Where a volunteer is engaged in a ‘one-off’ activity e.g. helping supervise a group of pupils as part of a class trip, no formal checks are required. However, such volunteers, who will be under the constant supervision of school staff, must read and sign the trip’s risk assessment

· Any concerns a volunteer has about child protection issues should be referred to the designated supervisor or Headteacher. 

Insurance
Volunteers should be informed about the extent of insurance cover available by the SBM.  Whilst volunteering for the school volunteers are covered by the Local Authority for third party liability. Volunteers may wish to make their own arrangements for insuring against theft of their personal belongings, personal injury or damage to personal property.
Volunteers using their own car to transport children other than their own children to school events must provide documentary evidence that their car insurance covers this.  Before volunteers drive the school minibus, the Headteacher must ensure that appropriate insurance is in place and drivers have the necessary driving licences and certificates.
Complaints 
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, 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 will be approved by the Governing Body and will be regularly reviewed and updated. 

APPENDIX 1 (for application to be a volunteer)
VOLUNTEER APPLICATION FORM – FOR NEW VOLUNTEER 
Thank you for taking time to complete this Volunteer Application Form - please hand it to the School Office. Your offer of help is greatly appreciated and we will be in touch as soon as possible. 
Please understand that an enhanced Criminal Record Bureau (DBS) check may be required
Full name of volunteer: 
Date of birth

Address
Phone:
   home



mobile

What activities/ areas of the school’s work would you like to help with? (If you are a student please include details of your course/placement requirements) 
Are there any particular age groups/classes you would like to work with? (If you have relatives in school please give details of their year groups/classes). 
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 – continue overleaf if necessary)? 
Please give the names and contact details of two referees (please do not include relatives)
	Name
	Name 

	Relationship to you


	Relationship to you

	Address


	Address



	Telephone number/s


	Telephone number/s



	Email address


	Email address





