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VOLUNTEER WORKING IN SCHOOL POLICY

The school’s volunteer policy is part of the school’s safeguarding systems. We refer to the guidance
within the document Keeping Children Safe in Education 2023.

Introduction

Volunteers at our school bring with them a range of skills and experience that can enhance the
learning opportunities of the pupils at Trafalgar. The school therefore, welcomes and encourages
volunteers from the local community.

Our volunteers include:

e Members of the Governing Body
e Parents/Carers of pupils

e Ex-pupils

e Students on work experience

e University students

e Ex-members of staff

e Local residents

e Friends of the School (FTS)

The types of activities that volunteers engage in, on behalf of the school, include:

e Hearing pupils read/modelling reading to the children

e Working with small groups of pupils to assist them in their learning (in different subjects)
e Working alongside individual pupils

e Accompanying school visits/local walks

Safeguarding

Trafalgar Community Infant School is committed to safeguarding pupils, young people and vulnerable
adults and expects its volunteers to share that commitment. Visitors are given safeguarding training by
the Headteacher, before starting work with the children.

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, should contact our School Office. Volunteers must complete the
Volunteer Registration Form (Appendix A) with their contact details, types of activities they would like
to help with, and the times they are available to help. This must be passed back to our School Office,
who will read this information, share this with the Headteacher and then their support will be allocated
where required once the appropriate checks have been made. Under no circumstances should a volunteer

on whom no checks have been obtained be left unsupervised or allowed to work in regulated activity. (E.g. where
they are unsupervised and teach or look after children regularly or provide care on a one-off basis in school.)

Please note that if the volunteer is a family member of a child in our school, the volunteer will not
necessarily be allocated to their class, as we allocate support where it is most needed.

Definition
Activity which is described as ‘frequent’ or ‘intensive’ covers the meaning given in the Safeguarding
Vulnerable Groups Act 2006.

e ‘frequent’ —once a week or more often on an ongoing basis; and
e ‘intensive’ —three or more occasions in a 30 day period.



Process for Recruiting a Volunteer who will be Working Frequently or Intensively

A) The candidate/s attend the school for an informal discussion/meeting with the Headteacher or
Deputy Headteacher (or this can be done over the telephone for family members known to
the school) to ensure the applicant is suitable for the role.

B) Enhanced DBS check undertaken for the volunteer.

C) References will be sought for volunteers, ideally from a previous employer, if the volunteer is not
known to the school community. Such volunteers will not be able to start volunteering until the
reference has been returned to our School Office, and the Headteacher has checked them to ensure
that they are satisfactory.

D) The volunteer will be made aware of the role and responsibilities they will be undertaking during an
induction meeting with the Headteacher or Deputy Headteacher. For larger groups of volunteers (e.g.
reading helpers) this might be done in a group Induction. Key safeguarding policies and documentation
will be explained, and volunteers will sign a record to say that they have had their induction. They will
also be given our Volunteer Agreement (Appendix B) to sign.

F) Volunteer records to be kept confidentially in the School Office (for safeguarding /GDPR purposes).
Once a DBS has been agreed, copies of any documents are shredded.

Our School Aims
All adults / 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 as to actively promote our school core values.




Confidentiality

Volunteers in school are bound by a code of confidentiality. Any concerns that volunteers have
about the pupils they work with/come into contact with should only be voiced with the designated
supervisor (usually the teacher that you are based with, or with the Headteacher/Deputy
Headteacher)) and NOT with the parents of the child/persons. Any Safeguarding concerns must be
immediately passed to the Designated Safeguarding Lead (Miss Hickie, Headteacher) or the Deputy
Designated Safeguarding Leads (Mrs Cotton, Deputy Headteacher and Mrs Edgal, Inclusion
leader/SENCO).

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 must remain confidential.

Supervision

All volunteers work under the supervision of a teacher (usually the teacher that they are based with).
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.

Health and Safety

The school has a Health & Safety Policy and this is made available to volunteers working in the
school. The Headteacher or Deputy Headteacher, during the induction meeting, will ensure that
volunteers are clear about emergency procedures (e.g. Fire alarm evacuation, Lock down procedures,
and Safeguarding) 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 or Headteacher.

Child Protection
The welfare of our pupils is paramount. To ensure the safety of our pupils, we adopt the following
procedures:

e All volunteers are given an Induction and a copy of the Volunteer Policy and asked to sign
the Volunteer Agreement (Appendix B).

e All of our volunteers must have been cleared by the Criminal Records Bureau (DBS) and will have
signed to say that they have received safeguarding training.

e 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, will be briefed by a member of staff before departing our
premises.

e Any concerns a volunteer has, about child protection issues, must be reported to the Designated
Safeguarding Lead (Miss Fiona Hickie, Headteacher) or the Deputy Designated Safeguarding Leads
(Mrs Lizzie Cotton, Deputy Headteacher, Mrs Edgal, Inclusion leader/SENCO) immediately.

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. Volunteers can refer to the school Complaints Procedures policy. The Headteacher or designated
member of staff reserves the right to take the following action/s

o To speak with a volunteer about a breach of the Volunteer Agreement and seek reassurance that
this will not happen again
e Offer an alternative placement for a volunteer, e.g. helping with another activity or in another class



e 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
e 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 reviewed and updated bi-annually by
the Headteacher, unless required earlier. (For example, due to changes in regulations.)



Appendix A

TRAFALGAR COMMUNITY INFANT SCHOOL
VOLUNTEER REGISTRATION FORM - FOR NEW VOLUNTEER

Name of Volunteer: First Name.......cccoeoreeveneneenerine s SUM@ME..cciiiiiiierieirecteeeie e ees
Date of Birth:......cccoveveeecinerrreceene AQAIESS: ettt sttt et s s s s et
.................................................................................................................. POSECOdE...ciiirerectie s
Phone: HOME.......ccoeieieeicecce e s MODIIE .o
A reference may be SOUZNT frOM ..ot et st st s e e st e b e (name)

who is a friend / employer* (* delete as applicable)
Referees contact telephone number / @mail @ddress ........c.cveeeeeeerieeie et ea v s

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, and please note that volunteers will not necessarily be
placed in their own child/relative’s class).

Do you have any disabilities/medical needs/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, and this will only be shared with staff who need to know, such as first aiders and the staff
with whom you are based, and a copy kept in school for our safeguarding records)?

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.



Appendix B

TRAFALGAR COMMUNITY INFANT SCHOOL
VOLUNTEER AGREEMENT

Thank you for offering your services as a volunteer at Trafalgar Community Infant 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 the School Office. You will receive
a copy of it for your records.

e | have received a copy of the school’s Volunteer Policy

e | have received, read and will follow the information on the Safeguarding Guide

e | agree to support the school’s core values (on our ship)

e | agree to treat information obtained from being a volunteer in school as strictly confidential
e |understand that an enhanced Disclosure and Barring Service (DBS) check will be undertaken

e | have been made aware of who is my designated supervisor e.g. Class Teacher.

Please print your full name:

Signed: Date:




