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1. Introduction 
We want our schools to be open and welcoming to all who would like to support our children. 

We would like to encourage parents and other adults to help the school in a variety of ways. We 

believe that parent, carers and other adults can add enormous value to children’s learning 

opportunities and experiences. Our overriding concern is for the safety and security of the 

children in our care. Our trust policy is to ensure that the children benefit from as much help and 

support as necessary whilst being assured of the best security possible.  
 

2. Scope of Policy and Objectives   
I. To provide parents/staff and volunteers with clear expectations, induction and guidelines for 

working in school.  

 
II. To encourage the wider community to engage with children’s learning to raise standards of 

achievement and promote community cohesion.  

 

3. Responsibilities 
 Head Teacher: The Head Teacher has responsibility to ensure that operational services are 

suitably established to provide the processes required to ensure that all staff and volunteers 

understand and comply with the service provision. 

 Senior Leadership Team: Each Senior Leader is responsible for ensuring that the policies and 

procedures are adhered to within their area of accountability. 

 Teachers: Each Teacher is responsible for ensuring that the policies and procedures are adhered 

to within their area of accountability. 
 All Staff and volunteer helpers: All staff and volunteer helpers within the scope of the policies 

and procedures are responsible for the implementation of the policy within their own area of 

accountability 

 

 

3.1 Volunteers are:  

 
Parents, carers or other adults working alongside the teachers.  

 

Volunteers support the school in a number of ways such as:  

 Supporting individual pupils within classrooms  

 Helping with supervision of children on school visits  

 Helping with group work  

 Helping with the delivery of practical subjects  

 

 

4. Recruitment Process 
4.1 Volunteer application checks  

 
1. In accordance with Keeping Children Safe Education 2018 (KCSIE), all volunteers will undertake 

a risk assessment process to determine whether an enhanced DBS should be obtained. (Appendix 

1) 

 

2. All volunteers will have a DBS check in place if they are undertaking regulated activity and this will 

be done before they start volunteering. On occasions volunteers will come and help with a 

particular activity. For these occasions parents do not need a DBS check, however these 

volunteers will be supervised and therefore in non-regulated activity.  
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3. Because of the school’s duty of care to all pupils and adults in the school, we must ensure that 

your volunteering does not put anyone at risk. For more information see the schools child 

protection policy. The school’s designated safeguarding lead and their deputy is highlighted in the 

School Safeguarding policy. It is possible that children may tell you (or try to tell you) things that 

may concern you. If this happens, let your link staff member know immediately, and so they can 

manage this in accordance with school procedures. While you cannot promise confidentiality 

within school (i.e. you must make it clear to the child that you’ll have to tell someone), you must 

ensure that once you have passed the matter on you do not discuss it with anyone else. If you are 

in any doubt about this, please speak to the School designated safeguarding lead.   

 

4. All volunteers will be subject to safer recruitment procedures. This will entail a clear job 

description being shared with the volunteer, the volunteers completing a Volunteer Application 

Form and undergoing a discussion/interview with an appropriate member of staff. Following this 

appropriate ID checks will be undertaken, and references requested.   Only once these checks 

have been completed will an volunteer may allowed to commence their volunteering work. 

 

5. All volunteers will be provided with copies of: Child Protection Policy, Staff Behaviour Policy, 

Whistleblowing Policy, Keeping Children Safe in Education part 1 and Schools acceptable Use 

Policy. It is expected that all volunteers will read and be familiar with these school policies and 

procedures prior to volunteering.  

 

6. An appropriate level of safeguarding training will be given to all volunteers.  

 

 

4.2. Confidentiality  
We recognise that for staff and parents of children to be confident about volunteers in school, . 

all volunteers will need to agree to a protocol about confidentiality and conduct. Volunteers are 

asked to sign a ‘Volunteer Protocol,’ a copy of which will be kept in school.   The Volunteer 

Protocol is in Appendix 7 of this Policy. 

 

 

4.3. Equal Opportunities 
At our school we do not tolerate discrimination on the grounds of age, disability, race, ethnic 

background, colour, religion, gender, sexual orientation, history of illness, non-relevant criminal 

records or your marital, employment, financial or social status. As a volunteer you must treat 

people with respect at all times and ensure that there is no unlawful discrimination, abuse, 

harassment or bullying in your dealings with children, colleagues or others at the school. If you 

feel that you have been unfairly discriminated against, please discuss this with the Head Teacher.  

 

Our equal opportunities policy is available from the school. 
 

5. Procedure/Process 
5.1. Signing in  

 

1. When any volunteer arrives in the school they must sign in at the main visitor reception and 

collect a visitor badge which must be worn at all times in school.  
2. Volunteers must also sign out when they are leaving the school premises. 

 

 

5.2 Use of Mobile Telephones 
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Volunteers are not permitted to make/receive calls or text messages when in school. Volunteers 

should ensure that mobile phones are turned off or in silent mode at all times while on school 

premises. Mobile phones should be kept out of site eg in a bag/locked in a drawer and not be left 

on view.  

 

 

5.3. Deployment of Parent Volunteers 

 
It is the policy of the school to ask parents not to support in their own child’s classroom, as this 

can be distracting for the child and perhaps can place the class teacher in a difficult situation. 

Volunteers will be asked to support in classes where there is the most need for individual support.  
 

 

5.4. Voluntary Placements 

 
All requests for voluntary placements will be discussed with the Senior Leadership Team who will 

accept and deploy requests according to school need.  

 

 

5.5. Working with Children  

 
Whether you have previous experience of working with children or not, here are some guidelines 

to help you be successful in your voluntary work:  

 
1. Be friendly and encouraging with the children, especially when working with them for the first 

time. Expect them to be a little nervous – introduce yourself and explain that you will be helping 

them with their learning etc.  

2. Remember that although we need to be friendly, we are not making friendships, and it is important 

that the children give the same amount of respect as other adults in the school. Expect children 

to use your surname, e.g. Mrs Smith 

3. Our children are usually enthusiastic and cooperative. You are not responsible for managing their 

behaviour beyond making a reasonable attempt to help the child focus on their task. Be positive 

and clear in your explanations, and remember you are not there to negotiate about what the 

children have to do.  

4. If a child is overenthusiastic or disengaged, ask them politely to settle down to help them and 

others concentrate. If a child is not engaging at all with their work, remind them of the purpose 

of the activity and that you are there to help them. 

5. If your reasonable attempts to help the child engage with their task are not working, use a final 

reminder, e.g. ‘If you can’t settle down you will have to go back to see your teacher.’ 

6. If you have any concerns at all, go and get help from a member of staff immediately.  

7. The children know you are not a teacher, so don’t feel embarrassed or disappointed if you need 

to seek extra support. Simply ask the child to return to class and explain to their teacher why 

they have been sent back.  

8. When you have finished working with a child it is good to reflect on how the activity has gone. 

Praise the children when they have done well with their learning and attitude; when they haven’t 

use phrases like ‘Next week you should think about…’ and ‘I think it would help your learning 

if…’  

 

 

 

5.6 Training and Development 
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Your voluntary work is important to us – so we want to help you do it to the best of your ability.  
 

 
1. Induction  

Whatever tasks you volunteer to do, we will offer you a simple induction session where you will 

be given information about volunteering. We will also tell you about the work we would like you 

to do and give you basic information about the school and staff. 

 
2. Monitoring 

At various points through the year a short review will be held as a discussion point. However, at 

any time you are welcome to talk with the class teacher or link staff member. 

 

 

5.7 Volunteer helpers are not allowed to do the following activities  

 
1. Take responsibility for all or some of the class  

2. Change very young children or supervise them changing 

3. Supervise children engaged in PE or other specialist activities  

4. Take the children off the school site without a teacher in charge  

 
The responsibility for the health and welfare of the children remains with the class teacher at all times.  

 

6. Implementation 
1. The School Governing Body, Head Teacher, Senior Leadership Team and Teachers are 

responsible for ensuring that this policy is effectively implemented. 

2. All volunteers regularly in school and involved in regulated activity will hold a DBS and have signed 

the volunteer protocol. 

3. This policy will be available on individual school websites. 

4. Each School within the Trust reserves the right to end any voluntary or student placement at 

our discretion. 

 

 

7.  Audit 
1. The day to day monitoring of this policy is the responsibility for the Headteacher and Leadership 

Team. The Headteacher will report to Governors annually on the number of volunteers in school 

and summarising their value and impact in supporting children’s learning.  

 
2. This policy will be reviewed on a 2-year cycle or earlier if necessary following full consultation 

with parents, staff and governors.  
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8. Appendices 
 
Appendix 1 DBS Disclosure risk assessment process and safer recruitment checklist 

Appendix 2 Sample Job Description for classroom volunteer 

Appendix 3 Volunteer Application form 

Appendix 4 Volunteer Reference Request Form 

Appendix 5 Documentation for Volunteer File Check List 

Appendix 6 Childcare (Disqualification) Self Declaration Form 

Appendix 7 Volunteer Protocol 
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APPENDIX 1 
 

DBS Disclosure risk assessment process and safer recruitment checklist for 

volunteers 
This pro-forma should be completed in all cases when deciding whether to obtain an enhanced DBS 

certificate for any volunteer not engaging in regulated activity. 

 

Applicant Details 

 

Name:  

Post applied for/Volunteer role:  

Start date  

Initial Assessment 

 

Is the activity carried out for the purpose 

of the school and does it provide 

opportunity for contact with children? 

 

Is the person supervised by a person who 

is in regulated activity? 

 

Is this reasonable in all circumstances? 

 

Have there ever been any complaints or 

concerns raised about this persons 

work/care with children? 

 

Has the person themselves disclosed any 

criminal offences which are not 

‘protected’? 

 

Wider considerations i.e: physical 

environment where the individual will be 

expected to work. Will they be working 

out of sight of members of staff? 
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Safer Recruitment Checklist 

 

 Date Initial 

Volunteer role specification and 

description (JD) 

   

Completed volunteer application form    

Discussion/Interview notes   

ID checks   

Reference(s) received   

Provided copies of the following documents:-   

Child protection policy for the school                                            
  

Guidance for safer working practice - 

Staff Behaviour policy/Code of Conduct   

Whistleblowing procedures      
  

Keeping children safe in education part 1 

(plus Annex A if they work directly with 

children) 
  

Schools acceptable use policy 
  

Child protection training and induction  
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Risk Assessment Matrix 

 

 Least risk Moderate risk Higher risk 

Opportunity for contact with children No Yes  

Supervised by a person in regulated 

activity 
Yes  No 

Involved in tasks that would be deemed 

regulated  
No  Yes 

Frequency of time in school Less than 3 times  
3 or more times in a 

month 

Any complaints/concerns raised about 

this persons work or care of children 
No  Yes 

Any criminal offences which are not 

‘protected’? 
No  Yes 

Identified areas of risk within the school 

environment 
No 

Yes (some staff 

oversight) 

Yes (no staff 

oversight) 

 

Risk assessment outcome  

 

Least risk 

This is not regulated activity. There is no legal requirement to have 

to obtain DBS certificate but an enhanced DBS certificate may be 

obtained. 

Higher risk 
This is regulated activity. An enhanced DBS certificate with a barred 

list check should be obtained 

Outcome of DBS risk assessment 

No DBS   

 

 

Enhanced DBS   Enhanced DBS with 

barred list check  

 

Signature: 
 

Position in school: 
 

Date: 
 

This form must be kept in the HR file of the volunteer and the date the risk assessment was 

carried out must be noted on the Single Central Record.  
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APPENDIX 2 

Classroom Volunteer Job Descriptions 
 

Floating Volunteer 

Purpose/Description:  

Volunteer circulates through classroom to monitor learner progress during activities. 

Possible tasks:  

 Check for general understanding of task 

 Error correction 

 Check for comprehension 

 Answer questions 

 Monitor individual, pair or group activities and report progress/problems to teacher 

 Assist in demonstrations  

 Handing out papers, supplies, etc. 

 Making copies 

 

Small Group Leader 

 Purpose/Description:   

These volunteers are intended to work with a small group of learners on either tasks being 

completed that day in class, or areas in which the learners needs extra attention. 

Possible tasks:  

 Lead pre-reading and follow-up activities 

 Lead pre-writing and follow-up activities 

 Lead a discussion 

 Monitor a game 

 Lead reading groups 

 Address special needs that all the learners in group have in common 

 

1-1 Helper 

Purpose/Description:  

One to one volunteers may focus on either tasks being completed that day in class, or areas in 

which the learner needs extra attention.   

Possible tasks (1-1 Volunteer): 

 Help teacher complete assessments 

 Meet with learners to conduct personal interview re: understanding, learning 

conversation,  

 Review previous lesson plan with learner who was absent or who needs additional work 

on topic 

 Work with flash cards 

 Work on writing skills  

 Reading partner 

 Provide extra conversation time for learners who are reticent to speak in class 



 

HR-VALT-014 Page 12 of 23 

 

 Provide more challenging work for advanced learners 

 

Lead part of class 

 Purpose/Description: 

A volunteer who is leading part of the class is taking a segment of the lesson.  This gives the 

teacher time to float, work 1-1 or observe class from a different perspective.  It is also valuable 

for the learners to hear a different voice and work with differing teaching styles. 

Possible tasks: 

 Lead the delivery of knowledge or skills 

 Demonstrate the activity 

 Lead follow-up activities  

 Assess understanding 
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APPENDIX 3  

Volunteer Application Form 
 

The VISION Academy Trust is committed to safeguarding and promoting the welfare of children and 

expects all self-employed workers, volunteers and people on work experience to share this 

commitment.  We will request DBS checks for all self-employed staff, volunteers and people on work 

experience who are placed in school and involved in regulated activity. 
 

Applicant’s Personal Details  

Tick for type of position being applied for Self-employed ☐      Volunteer  ☐      Work Experience  

☐  

School:  

Role applied for e.g. Teacher, teacher support, 

mentor, English placement 

 

Surname         

First names         

Title (select as appropriate)  Mr ☐ / Mrs  ☐ / Miss  ☐ / Ms  ☐ / Other  ☐   

Maiden name or previous name(s)        

Address   

       

  

  

Email address         

Correspondence Address (if different from above):   

       

  

Daytime telephone number         

Mobile         

Home         

  

Disclosure and Barring Service (DBS)  

Do you hold a DBS Certificate?   

 

If YES, please indicate the level of check 

      Yes ☐  /  No ☐ (select as applicable) 

 

Standard ☐ or Enhanced ☐ (select as applicable) 

If YES, have you subscribed to the update service?  

  
      Yes ☐  /  No ☐  (select as applicable) 

 

If you hold a certificate, please indicate the 

workforce to which it applies 
Child ☐    Adult ☐    Child and Adult ☐    Other 

☐ 
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Certificate Number  

Issue Date of Certificate  

Name of Employer on Certificate  

 

Why are you applying as a voluntary worker/work experience person at the 

school/college?   

Please mention any skills or experience that you bring to the role, and explain what you want to achieve 

from being a self-employed worker/volunteer or undertaking work experience.    

       

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

References   

Please provide two referees, one employment referee and one character referee.  Please let your 

referees know that we may contact them.   

Employment Referee – Most recent  

Name         

 

Address         

 

 

Tel No:         

 

Occupation/Position        

 

Email Address         
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Character Referee – In what capacity are you known to this referee 

Name       

   

Address       

 

   

Tel No:         

 

Occupation/Position        

 

Email Address         

In what capacity are you known to 

this referee 

 

  

Safeguarding Vulnerable Groups Act 2006  

Have you ever been the subject of any allegations in relation to the safety and 

welfare of children, young people and/or vulnerable adults, either 

substantiated or unsubstantiated?   
 Yes ☐ / No ☐  

If you have answered yes to the above question, you must supply details on a separate sheet of paper, place 

it in a sealed envelope marked confidential and attach it to your application form.   

I have attached details requested     Yes ☐ / No ☐  

  

Please note that it is a criminal offence for a person that has been barred from working 

with children and young people to work or volunteer in a school.  

 

Rehabilitation of Offenders Act 1974  

Please note that for any role in a school you must declare any convictions (including bind over 

and cautions) regardless of whether or not they would be considered “spent” in other circumstances.   

Have you ever been convicted of a criminal offence?   Yes ☐ / No ☐  

Are there any alleged offences outstanding against you?   Yes ☐ / No ☐  

If you have answered YES to either of the questions above, please give details below or, if you prefer, attach 

details in a sealed envelope marked 'strictly confidential'.   
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Declaration  

I declare that the information given on this application form is true and correct. 

Signed:    

  

Date         

Print name         

If form has been completed electronically   

please place an ‘x’ in this box to indicate your consent  ☐  
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 APPENDIX 4  

Volunteer Reference Request 

 

Requesting reference for: [insert name of candidate] 

 

Volunteer position applied for: [insert position applied for] 

 

Please complete the following questions: 

Are you able to recommend this candidate for a volunteer role at our school without any 

reservations? If your answer is no, please explain your reservations. 

 

This volunteering role involves working with children. Do you know of any reason that this 

candidate is not suitable to work with children? If yes, please explain why. 

 

How long, and in what capacity, have you known the candidate? 

 

How would you describe the candidate? 

 

What do you consider to be the candidate’s strengths? 

 

 

Why do you think the candidate will be suited to this particular volunteering role? 
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Do you believe the candidate to be an honest and reliable person? If you have any 

concerns, please tell us about them. 

 

 

 

 

About you 

Name of person completing this form  

Tel  

Email address  

Address  
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APPENDIX 5  

Volunteer File Check List 

 

 

DOCUMENTATION FOR VOLUNTEER FILE CHECK LIST 

 

 

NAME ………………………………………….. 

 

POSITION  ……………………………………. 

 

START DATE ………………………………….. 

 

 

DOCUMENT SIGNATURE DATE 

DBS Risk Assessment  

 

  

Volunteer Job Description 

 

  

Volunteer Application Form 

 

  

Reference 1 

 

  

Reference 2 

 

  

DBS Confirmation and Disclosure Number (If 

Applicable):  

 

  

Childcare (Disqualification) Regulations New Starter 

Declaration (Where applicable) 

 

  

Signed Volunteer Protocol 

  

  

Photographic evidence – Passport or Drivers Licence 

 

  

Documents showing Name & Address including post 

code 
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APPENDIX 6 

Childcare Disqualification Self Declaration Form 
 

Name of School/Academy   Childcare Disqualification Self-Declaration Form  

 

The post for which you have applied involves regularly providing relevant childcare to children under 8 

years of age.  As part of our pre-employment safeguarding vetting checks you are required to provide the 

information requested on this form to enable a determination to be made regarding your suitability for 

employment in this role.  This forms part of our overall commitment to safeguarding. 

The legislative provisions which allow us to request this information from you are as follows: 

 The Childcare Act 2006 

 The Childcare (Disqualification) and Childcare (Early Years Provision Free of Charge) (Extended 

Entitlement) (Amendment) Regulations 2018 (“the 2018 Regulations”) 

 Rehabilitation of Offenders Act 1974 

 Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)  

 Keeping Children Safe in Education  

 

Please note you are only required to declare any cautions issued as below: 

Cautions – issued on or after 6 April 2007.   

Youth cautions – issued on or after 8 April, 2013 

Staff are covered by this legislation if they are employed or engaged to provide early years childcare (this 

covers the age range from birth until 1 September following a child’s fifth birthday i.e. up to and including 

reception year) or later years childcare (this covers children above reception age but who have not 

attained the age of 8) in nursery, primary or settings, or if they are directly concerned with the management 

of such childcare. 

A person may be disqualified through 

1.  having certain orders or other restrictions placed upon them 

2.  having committed certain offences 

 

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. 

 

You are required therefore to sign the declaration below confirming that you are not disqualified under 

the Regulations from working in this School/Academy. 

 

Please return this form in a sealed envelope, to (Insert details)  

Name  Post  

Please circle one option for every question 

Section 1 – Orders or other restrictions  

Have any childcare orders or other determinations been made in respect of you? YES / 

NO 
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Have any childcare orders or other determinations been made in respect of a child in 

your care? 

YES / 

NO 

Have any orders or other determinations been made which prevents you from being 

registered in relation to childcare, children’s homes or fostering? 

YES / 

NO 

Are there any other relevant orders, restrictions or prohibitions in respect of you as set 

out in the 2018 Regulations?  

Download the guidance here. 

 

YES / 

NO 

Are you barred from working with Children (Disclosure and Barring 

DBS)? 

YES / 

NO 

Teaching Staff Only 

 

Are you prohibited from teaching by the Teaching Regulation Agency (TRA) 

YES / 

NO 

 

 

 

Section 2 – Specified and Statutory Offences  

Have you been cautioned (including a reprimand or warning) or have you ever been 

convicted of:  

 

 Any offence against or involving a child? (A child is a person under the age 

of 18)? 

YES / NO 

 Any violent* or sexual offence against an adult? 

*a violent offence in this context is murder, manslaughter, kidnapping, false 

imprisonment, ABH, GBH 

YES / NO 

 Any offence under the Sexual Offences Act? YES / NO 

Any other relevant offence? Download 

guidance here. 

 

YES / NO 

Have you ever been cautioned, reprimanded, given a warning for or convicted of any 

similar offence in another country?  

 

YES / NO 

Section 3 – Provision of Information 

If you have answered YES to any of the questions above you should provide details below. You may 

supply this information separately if you so wish, but you must do so without delay.* 

Details of the order, restriction, 

conviction, caution 

 

 

The date(s) of these  

The relevant court(s) or 

body(ies) 

 

  

https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006?utm_source=92a6ba9a-8a48-4071-9f68-4b901c40d2f9&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006?utm_source=92a6ba9a-8a48-4071-9f68-4b901c40d2f9&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
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Section 5 – 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 Principal/Headteacher immediately of anything that 

affects my suitability including any pending court appearances, cautions, warnings, 

convictions, orders or other determinations made in respect of me that may render me 

disqualified from working with children 

Signed  

Print Name  Date  

 

*In accordance with the GDPR Personal data, including any details of the person’s criminal record, 

should not be held without consent from the individual. In instances where an individual does not 

consent, schools should only record the date the declaration was made, details of any additional 

safeguarding restrictions, and whether or not an Ofsted waiver has been granted.           
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APPENDIX 7  

Volunteer Protocol  
 

Please read and sign the document below to confirm your agreement with the following school 

expectations as a volunteer helper: 

 

As a school we agree to: 

1. Explain your tasks carefully so that you are clear about what we would like you to do with the 

children 

2. Share the school behaviour and ethos policy with you to help you understand how we manage 

behaviour  

3. Share the Staff behaviour Policy so you are clear on our expectations for all staff or volunteers 

4. Share the Child Protection Policy with you so you are clear on our safeguarding procedures 

5. Share the Whistleblowing Policy with you 

6. Share the Schools acceptable use policy with you 

7. Ensure that the children you work with behave and work well 

8. Treat you with the highest respect and care 

9. Share relevant information about the children you are working with 

10. Treat anything you tell us with confidentiality 

 

We agree not to ask you to: 

1. Deal with difficult or challenging behaviour 

2. Carry out a task that you feel unprepared to complete 

 

 

Signed:……………………………………………………….. Date: ……………………………….. 

 

Name of School 

 

 

Volunteer Helper: ………………………………………………… (Printed Name) 

 

As a volunteer helper I agree to: 

1. Read and follow the guidance in the School Volunteer Policy 

2. Read and adhere to the expectations set out in the Staff behaviour Policy at all times 

3. Read and use the school behaviour policy and inform the teacher if I see any inappropriate 

behaviour 

4. Read the school Child Protection Policy 

5. Read Keeping Children Safe in Education (September 2018) part 1 / annex A 

6. Inform the teacher if I observe anything that concerns me in school 

7. Treat any information with total confidentiality 

8. Inform the school if I am unable to come into school by phone or email 

9. Respect and listen to the guidance of the teacher 

10. Hold a DBS check if involved in regulated activity. 

 

I agree not to: 

1. Look at or compare children’s work, records or staff records 

2. Share any information about a child or member of staff with anyone outside the school staff 

team 

 

Signed:……………………………………………………….. Date: ……………………………… 

 


