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School Volunteer Policy














Volunteering Policy
This volunteer policy is part of the school’s safeguarding system and policy.

[bookmark: _GoBack]Introduction
Volunteers at our school bring with them a range of skills and experience that can enhance the learning opportunities of pupils. We therefore welcome and encourage volunteers from the local community. 

Our volunteers may include: 

· Members of the Governing Body 
· Parents of pupils 
· Ex-pupils 
· Students on work experience 
· Ex-members of staff 
· Local residents 
· Friends of the school 

The contribution of volunteers to the work of the school is especially valued and respected. We believe that by providing voluntary opportunities, volunteers will gain a range of skills and work experience. This policy sets out how we intend to manage and support our volunteers.

Types of volunteers
We recognise that there are different types of volunteers. This can include:

· Occasional volunteers – These are people who volunteer at events such as an educational visit or help with particular projects. They volunteer occasionally, perhaps a handful of times a year and are closely supervised by a staff member.
· Regular volunteers – These are people who take on a particular task or role, on an ongoing basis. Regular volunteers include those undertaking reading support, working within classrooms offering support to the teacher, or work on a particular project over a sustained period of time, e.g. helping with a sports club. These volunteers have been through safeguarding checking process and can therefore undertake ‘Regulated Activity’.
· Governors –hold positions of responsibility and have been elected by members of the school.

Our School Aims
All adults / young people in our school, whether a paid member of staff, or a volunteer are expected to work and behave in such a way as to actively promote our school aims and educational purpose.

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, Head Teacher or Senior Leadership Team directly. 

It is the school’s decision to take on volunteers and this will depend on the time of year, the number of volunteers we already have in school and the potential impact on the children. 

Regular volunteers must complete the Volunteer Application Form (Appendix 1) with their contact details, types of activities they would like to help with, previous experience and the times they are available to help. Occasional volunteers can be asked to do so as well, there should be at least an annual review to check the different types of volunteers and the relevant checks that are needed.

Safeguarding 
The Acer Trust takes seriously its responsibility under the Children Act and duties under “working together” to safeguard and promote the welfare of children; to work together with other agencies to ensure adequate arrangements exist within our setting to identify, and support those children who are suffering harm or are likely to suffer harm. 

The School and Acer Trust are committed to safeguarding and promoting the welfare of all children and preventing extremism.  All volunteers are expected to share this commitment. Regular volunteers will be subject to an enhanced DBS check and may be subject to online searches for publicly available information. Acer Trust is an equal opportunities organisation, and we welcome volunteers from a range of backgrounds to represent diversity in line with our schools’ community.

To ensure the safety of our pupils, we expect volunteers to adopt the following Safeguarding procedures: 

· All volunteers are given a copy of the Volunteer Policy and are asked to sign a Volunteer Agreement and Confidentiality Contract (Appendix 2) 
· Volunteers agree to the Visitors’ Code of Conduct
· Volunteers will sign in and out of the school at reception and will wear a visitors badge at all times
· Regular volunteers must have been cleared by the Disclosure and Barring Service (DBS)
· Regular volunteers will be expected to complete Generalist Safeguarding Training (normally completed in school) and Prevent Training (online course) as part of their induction process
· Regular volunteers will be asked to read the Whistleblowing Policy
· Regular volunteers will be expected to familiarise themselves the latest Keeping Children Safe in Education – Part One 

All volunteers have the responsibility to report any concerns that they may have regarding Safeguarding to the Designated Safeguarding Leads. It is not the role of the volunteer to investigate concerns. The school’s Safeguarding Policy explains the guidelines and procedures to follow regarding any concerns. A copy of this policy is available on request and can also be found on the school website.

We follow safer recruitment guidelines to ensure that we safeguard our pupils. We expect our volunteers to share this commitment. The process of recruitment of volunteers mirrors the safer recruitment of paid staff to ensure the most suitable adults for our school. A list of volunteers will be kept in the main office. 

Process for Recruiting ‘Regular’ Volunteers 
· Completing the application form (Appendix 1)
· Verification of Identity
· Undertaking references, DBS & disqualification checks (for regular volunteers)*
· Undertake on-line checks as for staff
· Verify their Mental and Physical fitness to volunteer
· Suitable Induction
· Volunteer Agreement, Visitors Code of Conduct & Confidentiality Declaration
· Safeguarding & Prevent training (for regular volunteers)
· Record keeping in line with the Single Central Register

*Further additional checks may be needed, as appropriate, on volunteers who have lived or worked outside of the UK, including (where relevant) criminal records checks or their equivalent overseas police check for any individual who within the last five years has lived or worked outside the United Kingdom, whether they are a British citizen or not. However, five years is a guide, and we may carry out any further checks that we think appropriate so that any relevant events that occurred outside the UK can be considered. Advice may be sought from the Trust HR Manager when this situation arises. 

Support and Supervision
Volunteers will be supported and supervised by a named person (who has been DBS cleared to an enhanced level), who will be allocated to them. This person will provide the volunteer with supervision, where the volunteer will receive feedback on their tasks and a chance to discuss other issues at regular intervals. Volunteers will normally work in open or visible areas with the children.

Work Experience/ Placement Students
We are happy to take students on placement if we have suitable opportunities available. Secondary schools, colleges and universities wanting students to be placed with us need to formally make contact with the Headteacher or the appropriate person outlining the aims of the placement and duration. The school retains the authority to refuse or terminate a placement to ensure the smooth of the school.

Volunteers for school visits 
School visits are an integral part of learning at our school and afford many pupils opportunities which are outside their usual experiences. The class teacher or staff member leading the visit will brief the volunteer regarding the risk assessment, visit schedule and any other important pieces of information. The visit lead, who will be a staff member, has ultimate responsibility for the pupils. Pupils should never be left with a volunteer unsupervised.

Insurance
Volunteers will be covered by the organisation’s policy while engaged in approved tasks. However, your personal belongings (including any motor vehicles) are not covered by our insurance.

Health and Safety
We will, as far as is practical, care for the health, safety and welfare of its volunteers. Volunteers will receive clear information regarding health and safety procedures. Volunteers are expected to follow the Health and Safety Policy and ensure they take reasonable care of those in their care. Visitors must sign in and wear a visitors badge at all times. 

Equal opportunities
We recognise that the activity of volunteering can provide an individual with experience and opportunities for self and career development. In accordance with the school’s Equality Objectives, volunteer placements will therefore be open to individuals irrespective of race, gender, disability, sexuality, age or religion. Where a prospective volunteer demonstrates hostility to, or a clear lack of support for equal opportunities, she / he will be deemed automatically unsuitable for a volunteer position here. 

All volunteers are required to make a commitment to this policy. A copy of this policy is available on request and can also be found on the school website.

Working hours
The volunteering hours will be discussed and mutually agreed between the volunteer and supervisor. Volunteers whose task is more than 6 hours a day must take at least half an hour break. If the volunteer is unwell or absent on the day they should phone the school office as soon as possible to notify the school

Confidentiality
Volunteers may have access to personal information about some individuals, or other information which may be confidential. All volunteers will be asked to sign a confidentiality declaration and follow its principles (Appendix 2). Volunteers who break this confidentiality will be asked to leave.

Termination of agreement
The school reserves the right to terminate an agreement at any time, if the volunteer does not adhere to the relevant rules, policies and practices.

Complaints Process
The volunteer will have the right to raise any concerns via the school’s complaints procedure.


APPENDIX 1 

[bookmark: _Hlk115165403]VOLUNTEER APPLICATION FORM

Volunteers that come in to school and work under the supervision of a DBS checked adult need to complete this application form in detail, for consideration by the Senior Leadership Team. Forms can be handed in to the school office, or emailed to: office.2459@watlington.oxon.sch.uk 

	Name:  Please provide your legal first name, middle name/s, and surname (that match your formal ID).
	


	Address:



	

	Telephone number:
	


	Email address:
	


	Date of birth:
	


	Intended nature of volunteering (e.g. work experience placement in KS1):
	






	Why do you want to have volunteer at our school?
	






	Please tell us your previous experience of working in a school environment (if any):
	






	How often do you propose to volunteer in school?
	






	Signed:
	


	Date:
	






APPENDIX 2 – Volunteer Agreement & Confidentiality Contract

Please read and sign this and hand it in at school. You will receive a copy of it for your records.

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. 

· I will follow the Safeguarding Policy, 
· I have read part one of Keeping Children Safe in Education (Part One) and know who the school’s Designated Safeguarding lead is.
· I have received and read a copy of the School’s Volunteer Policy 
· I agree to support the School’s Aims 
· I will follow the Visitors Code of Conduct
· I agree to treat information obtained from being a volunteer in school as strictly confidential
· I have read the Whistleblowing Policy 
· I understand that a Safer Recruitment Process including an enhanced Disclosure and Barring Service (DBS) check will be undertaken and that other relevant documents will be needed so I can be added to the school’s single central register.  
· I have been made aware of who is my designated supervisor e.g. Class Teacher, Office etc.
· I agree to the Acceptable Use Agreement for data and ICT



CONFIDENTIALITY DECLARATION

We encourage volunteers to be actively involved in school activities and welcomes assistance in the classroom with reading, art and crafts, computers, music and cookery etc. Assistance and instruction is also offered by volunteers with expertise in sporting activities and on day and residential visits.

The school aims to promote the ethos of the classroom as a happy, caring and safe environment. We encourage children to show respect and consideration for others through their experience of receiving consideration and respect from the adults who care for them in the school.

We welcome and value parental involvement and work towards an effective partnership between parents and teachers. Therefore, we ask you to ensure that you understand the following statement before commencement of classroom involvement.

“I understand that the School recognises the importance of classroom confidentiality and I will ensure that all matters relating to the children I come into contact with will remain within the classroom. I recognise the importance of communicating any areas of concern to the class teacher, the Senior Leadership Team or Headteacher.”

Thank you for your co-operation in this matter.

Name: 			_______________________________

Signed:		 	_______________________________ 	Date: ____________________













VISITORS CODE OF CONDUCT

All visitors and school volunteers must agree to adhere to: 

1. Follow the Equalities Policy which is available on the school website or from the main office. 

2. Use appropriate language and behaviour with children. 

3. Sign in and out of the premises and wear a visitors badge at all times. 

4. Report any breakages or accidents to the main office. 

5. Share concerns with the Designated Safeguarding Lead if you have concerns about a child’s welfare.

6. Not use personal devices including mobile phones and wrist watch phones that connect to the internet during class time. Volunteers should keep devices out of sight when on school property and should not make or receive calls / text messages whilst volunteering. 

7. Follow the school Whistleblowing and Safeguarding and Child Protection policies which are available on the school web site or from the main office. 

8. Wear clothing that is respectful of pupils, staff and the working environment and community. 

9. Bring photographic ID and proof of DBS. We request that all visitors make appointments so that their visit is organised and purposeful and does not interfere with the classroom learning. 

In signing the visitors’ book you are agreeing to the above code of conduct.







TO BE COMPLETED DURING INDUCTION MEETING
Attach to Volunteer Application Form

	Name of volunteer:
Role in school:
Date of application:
Allocated member of staff:

	Confidentiality contract read, understood, signed and returned
	Yes / No

	Volunteer agreement read, understood, signed and returned
	Yes / No

	Volunteer risk assessment read, understood, signed and returned (Appendix 5).
	Yes / No

	Volunteer policy read
	Yes / No

	I have been informed of who the designated safeguarding leads are in school, and who to report any concerns to
	Yes / No

	I have read and understood Keeping Children Safe in Education Part One
	Yes / No

	I have read and understood the school’s Whistleblowing Policy
	Yes / No

	I will undertake the online PREVENT training course and produce my certificate for the school
https://www.elearning.prevent.homeoffice.gov.uk/edu/screen1.html
	Yes / No

	Photo ID seen (record evidence seen)
Completed by office
	Yes / No

	DBS application started? 
(Date)
Completed by office
	Yes / No

	Clear DBS seen?
Details recorded on SCR?
Completed by office
	Yes / No

Yes / No

	I confirm that I have read and understood all of the documents provided to me as listed above and that I will sign in / out and wear a visitors badge at all times
	Signed:

(Volunteer)

	Office staff verification
	Name:
Signed:
Date:
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	Risk Assessment Form

	Location/Dept:
Watlington Primary School
	Date Assessed:
March 2023
	Assessed by:
Gemma Sterjo

	Task/ Activity: 
Volunteers in school
	Review Date:
March 2023
	

	Hazard/Risk
	Persons at risk
	Controls in place
	Severity (1-5)
	Likelihood
(1-5)
	Risk/
Priority
	Additional controls required

	Pupils at risk from volunteers who will not have been fully vetted and therefore may be unsuitable for working with children.
	Children
	Volunteers required to complete application form for volunteering in school.

Relevant safeguarding checks carried out by school as part of application process (DBS gained / overseas / identity checks…)

Volunteers to always work under the supervision of experienced members of staff.

Volunteers to only work with children in an open space, where they can be easily seen and heard. They should never work with a child in a secluded area. 

Behaviour and conduct expectations shared as part of induction process, to be carried out on first day of placement.
	2
	1
	2
	


Volunteer application form / Volunteer Policy

	Volunteer’s proof of identity checks not carried out, suggesting volunteer may not be appropriate to work with children.

	Children
	Proof of identify shared as part of volunteer application process.

Relevant safeguarding checks carried out by school as part of application process (DBS gained / identity checks etc.)

Volunteers’ information to be added to School’s Central Record.

Volunteer issued with green volunteer badge, which must be worn when on school site.

	2
	1
	2
	

Volunteer application form / Volunteer Policy

	Volunteers may place children at risk of harm through lack of experience or guidance.
	Children
	Volunteers to always work under the supervision of experienced members of staff, who will direct their work.

Volunteers to only work with children in an open space, where they can be easily seen and heard. They should never work with a child in a secluded area. 

Staff who are directing volunteer’s work to carry out own risk assessment and identify tasks that are within the volunteer’s ability and skill-set, as well as identify appropriate children for them to work with. 

	3
	2
	6
	

Volunteer Policy

	Confidential or personal information about pupils shared inappropriately by volunteers.


	Children / families
	Volunteers to sign confidentiality agreement on induction.

Staff to only share relevant and appropriate information with volunteers, reinforcing importance of confidentiality.
	2
	1
	2
	Volunteer application form / Volunteer Policy / Confidentiality contract

	Volunteer may be unaware of how to report concerns surrounding children’s behaviour, health, wellbeing or safety. 
	Children
	Safeguarding policy and procedure shared at induction. Expectation that volunteers have read and understood latest KCSIE document.

Behaviour policy and procedures shared at induction.

Volunteers to always work under supervision of experienced members of staff, and to refer any concerns to them for escalation as appropriate.

Volunteers to complete generalist safeguarding training as part of school training cycle.

	2
	3
	6
	

Volunteer Policy/ Confidentiality contract / Safeguarding Policy / KCSIE – latest guidance

	Volunteer may be unaware of emergency procedures, resulting in them being left in school in evacuation situations. 

Volunteers unaware of lockdown procedures.
	Volunteers
	Emergency evacuation (e.g. fire drill) procedures shared during induction, including muster points.

Volunteers expected to sign in / out at beginning / end of day to create roll-call register.
	4
	1
	4
	Volunteer policy / Induction and compliance folder

	Volunteers at risk as a result of having allergies or medical conditions the school is unaware of.
	Volunteers
	High number of school staff have completed first aid training.

Induction meeting to cover medical needs.

Individual risk assessment written for volunteers as necessary. Medication held in school if required.
	4
	1
	4
	Volunteer policy

	Use of mobile phone when in school (e.g. taking calls / messages during the day).

Inappropriate use of technology (e.g. mobile phones) by volunteer (e.g. taking photos of, or communicating with, children), resulting in allegations against student.
	Children / staff / volunteer
	Expectations regarding mobile phone use outlined at induction. Volunteer to keep mobile phones switched off in bags (at own risk), and only use them outside of the school building.

Induction process to clarify not using personal mobile phones for taking photos / videos or communicating with children.
	2
	4
	8
	Volunteer policy / Safeguarding and Child Protection Policy




		

	Signed
	
	Job title
	
	Date

	Volunteer 


	
	Job Title:
	Volunteer
	Date:
	

	Class teacher
	
	
	
	
	

	SLT member
	
	
	
	
	




	Risk/Priority Indicator Key



	Likelihood
	
	RISK / PRIORITY INICATOR MATRIX

	1  Remote 
May only occur in exceptional circumstances
	
	LIKELIHOOD
	5
Highly Probable
	5
	10
	15
	20
	25

	2  Unlikely 
Expected to occur rarely (not expected in the next 12 months)
	
	
	4
Probable
	4
	8
	12
	16
	20

	3  Possible
Expected to occur under some circumstances (50/50 chance of occurrence within the next year)
	
	
	3
Possible
	3
	6
	9
	12
	15

	4 Probable
Strong chance this will occur within the next year
	
	
	2
Unlikely
	2
	4
	6
	8
	10

	5  Highly Probable
Expected to occur in the next 12 months
	
	
	1
Remote
	1
	2
	3
	4
	5

	
	
	
	1
Negligible
	2
Low
	3
Moderate
	4
High
	5
Extreme

	Severity (Consequence)
	
	
	SEVERITY (CONSEQUENCE)

	1  Negligible
Not a noticeable effect on the school; no injuries; no damage to reputation
	
	
	
	
	
	
	
	

	2  Minor
Limited short-term disruption to operations; minor injuries/illness; small financial loss
	
	Summary
	Suggested Timeframe

	3  Moderate
Some disruption to operations for 48 hours; short term illness/injuries; some damage to reputation; financial loss that can be managed within budget; potential for adverse publicity – avoidable with careful handling
	
	12-25
	High
	As soon as possible

	4 Major
Loss of operations for up to a week; severe injuries; severe financial loss with impact on operations; damage to reputation, local press coverage.
	
	6-11
	Medium
	Within next 3-6 months

	5 Extreme/Catastrophic
Loss of operations for more than a week; severe injuries or loss of life; gross failure to meet national/professional standards; major long term consequences; extensive coverage in press; major financial loss that threatens existence. 
	
	1-5
	Low
	Whenever viable to do so


All High and Medium risks must have additional controls put in place to reduce the risk.
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