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VOLUNTEERS IN SCHOOLS

1 Introduction

The value of well-deployed volunteers in a school is now widely recognised. Volunteers are a
welcome resource for helping to raise children’s achievement, complementing the work of
teachers and support staff. There is no doubt that an individual school will benefit greatly from
developing well-planned, active parental and community links through participation by adults in
the activities of the school on a voluntary basis. It should be emphasised that the role of
volunteers in schools provide for the enrichment of the students’ learning experiences, but must
not encroach on or restrict professional teaching duties.

The deployment of any volunteer, whether for one day or for a number of sessions over a longer
period, must be managed with care; in particular taking account of the needs of the students and
the staff to whom they are assigned.

Head teachers and Governors should be mindful of deploying volunteers appropriately.
Volunteers should not be asked to replace paid staff or be given responsibility within the School
that would normally be associated with paid employees.

These guidance notes are offered for the guidance of the Head teacher and the Governing
Body.

2 Statement on the Deployment of Volunteers

It is strongly recommended that the Governing Body adopts a clear statement on the
engagement and deployment of volunteers and that this document is available to staff for their
information.

3 Deployment of Volunteers
3.1 Volunteers should not be asked to carry out duties which :

o fall normally within a Teacher’s responsibility under loco parentis;

o fall normally within the job description of a Teacher or member of Support Staff, ie, they
must not be asked to cover the absence of staff from School,

¢ would normally be performed by a contractor engaged by the LA or by the school;

It should be noted that the class teacher remains responsible for the organisation of the
class and methods of work.

3.2 Supervision of Volunteers

During a visit to the School each volunteer should be designated to a specific member of staff to
whom he or she will be directly responsible. Whilst there should be no significant addition to the
workload of the staff member taking responsibility for the volunteer, it would be expected that
time is taken to ensure the volunteer is adequately inducted into the role and that there is mutual
agreement and understanding. This additional responsibility is not compulsory for staff and
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should only be delegated with the agreement of the employee concerned. It is however
essential that the volunteer is clear which member of staff has this responsibility.

4 Recruitment, Child Protection and Safeguarding

4.1 Recruiting Volunteers

41.1

4.1.2

4.1.3

4.1.4

Schools need to have a clear process for recruiting and vetting potential
volunteers.

Schools are recommended to use an application form for the recruitment of
volunteers. A model form is attached at Appendix A. The form should be used as
a framework for structuring the discussion with the individual about the school’s
needs, their needs and potential contribution and expectations of the volunteering
arrangement.

It is important that two satisfactory references are obtained before volunteers
begin to carry out activities in the school.

It is strongly recommended that the School issues all volunteers with an induction
pack that includes support materials.

4.2 Child Protection and Safeguarding

421

422

Child protection and safeguarding procedures should be undertaken with
volunteers in the same way as with employees. The Schools Model Recruitment
and Selection Policy should be consulted for guidance in this area. Staff training
procedures are detailed below and are the same as those detailed in paragraph
10 of the College Child Protection Policy.

Staff training

It is important that all staff have training to enable them to recognise the possible
signs of abuse and neglect and to know what to do if they have a concern.

New staff and governors will receive training during their induction. All staff,
including the Principal and governors will receive Group 2 training (as specified
by DSCB) that is updated regularly (Keeping Children Safe in Education. At
Tavistock College this is done annually through Hayes as an online package. The
SDO and deputies will receive Group 3 training (as specified by DSCB) updated
at least every two years, including training in inter-agency procedures.

In addition to the group 2 and 3 training, the following Safeguarding issues are all considered to
be child Protection issues and should be referred immediately to the most relevant agency. The
issues featured below are linked to guidance and local procedures which can be found at:
www.swcpp.org.uk or www.educationdevon.org/moodle/

www.gov.uk/government/uploads/system/uploads/attachment_data/file/300309/KCSIE_gdnce_F

INAL.pdf
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http://www.swcpp.org.uk/
http://www.educationdevon.org/moodle/

child sexual exploitation (CSE) — see also below
bullying including cyberbullying

domestic violence

drugs

fabricated or induced illness

faith abuse

female genital mutilation (FGM) — see also below
forced marriage

gangs and youth violence

gender-based violence/violence against women and girls (VAWG)
mental health

private fostering

radicalisation

sexting

teenage relationship abuse

trafficking

O OO0 O0O0OO0OO0OO0OO0OO0OO0OO0OO0OO0oOOoOOo

Supply staff and other visiting staff will be given the school's Safeguarding Policy and the Poster
of key personnel and will be accompanied at all times whilst on site. However If they are going to
be with the College regularly then they will be asked to complete the Level 2 online training with
Hayes plus any additional briefing sessions that are available to all staff throughout the year.
The DSO will also conduct safer working practices training with all volunteer staff before they are
un-supervised.

4.2.2 The DBS Disclosure Policy should be followed to ensure that appropriate checks
are undertaken :

Many parents and other volunteers help regularly in the classroom and some will
require a DBS Disclosure. This should be determined by the frequency and
nature of contact with children ie, if being left unsupervised with children and/or if
having regular contact which is defined as 3 times in a 30 day period or more.
Volunteers who only accompany staff and children on one off outings or trips or
who help at one off specific events such as sports days, school fetes etc do not
need to be DBS checked. If however an overnight stay is involved then an
enhanced DBS must be obtained.

5 School Protocols

5.1 In fairness to all concerned, volunteers must be made aware of the rules governing
behaviour at the School; the key ‘dos’ and ‘don’ts’ for children and adults. This should
include procedures designed to avoid hazards or risks associated with the tasks that they
are being asked to carry out and, importantly, details of first aid and emergency
arrangements such as procedures to follow in case of fire.
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5.2 As part of their induction to life at the School, volunteers should also be provided with basic
information such as a plan of the campus and details of those facilities available to them
eg, staff room, toilets etc.

5.3 Itis essential that volunteers are made aware of the following procedures :

expectations with regard to confidentiality;

access to information related to students and/or staff;

expected level of behaviour;

School's Equal Opportunities policy — especially focussing on issues relating to
discrimination and the use of appropriate language;

the School's Complaints procedure;

the School's Conduct procedure.

6 Insurance

6.1 Volunteers should be informed about the extent of the insurance cover available. Whilst
volunteering for the school they are covered by the LA for third party liability only and the
limitations of this insurance should be explained carefully to volunteers. They may wish to
make their own arrangements for insuring against theft, personal injury or damage to their
own property.

6.2 Volunteers using their own car to transport children other than their own children to school
events, (sport, music etc) must provide documentary evidence that their car insurance
covers this.

6.3 The Headteacher must ensure that the appropriate insurance is in place before deploying
volunteers to drive a school minibus. All parties must be made fully aware of the
regulations and drivers should be offered appropriate training and instruction before taking
children on journeys in vehicles owned by the school.

7 Out of Pocket Expenses

7.1 The Governing Body may wish to consider whether it would be appropriate to consider
paying out-of-pocket expenses connected with the tasks volunteers undertake for the
school if approved in advance. If school funds will not allow a policy of general
reimbursement, consideration could be given to such payments in exceptional
circumstances. Volunteers are not employees. In order to make sure volunteers don't fall
under the legal or tax definition of an employee, Schools should ensure the following :

e Only reimburse expenses after a receipt has been submitted.
¢ Do not pay unaccountable round sums to cover expenses
e Do not pay regular allowances, no matter how small.

7.2 State benefits claimed by volunteers can be affected by voluntary work and schools are
strongly advised to refer volunteers to the leaflet from DWP “A Guide to Volunteering
whilst on Benefits”
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GUIDANCE HISTORY
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School Volunteer Application

Please note - This is not an application for employment

1. PERSONAL DETAILS

Devon f

County Council
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First name/s:
|| Address: Contact telephone number:_
Postcode: Email address:

2. YOUR ROLE AS A VOLUNTEER

Please use this space to talk about how you would like to help at the school (eg. hearing children read).

have.

Please use this space to talk about any volunteering you have done before and any relevant skills you
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3. AVAILABILITY

Days:

Hours per day:

4. CHECKS FOR THE SAFEGUARDING OF CHILDREN

We are committed to safeguarding and promoting the welfare of children and young people and expect
all staff to share this commitment. As part of our commitment, we need to ensure that all potential
employees satisfy our employment checks. Please note that where appropriate, potential volunteers
will be required to undertake further checks, including references, and will be required to provide a
Disclosure from the DBS.

Rehabilitation of Offenders Act

This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore all convictions,
cautions and bind-overs, including those regarded as ‘spent’, must be declared. Please use the space
below to give details of any convictions, cautions and bind-overs, including those regarded as ‘spent’.
If there are none please write ‘none’:

5. SUPPORT FOR VOLUNTEERS

We welcome volunteer applications with all ranges of abilities for the skills they bring. We aim to
create a positive environment that enables all volunteers to realise their full potential. So we can
consider any appropriate adjustments in the school and better support you in your role, please give
details below of any disabilities, health or other relevant issues.

6. REFERENCES
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Please give details of two referees, one of whom should be your most recent employer (if applicable). If
you are in, or have just completed full-time education, one referee should be from your school, college or
university.

Referees must not be related to you, or writing solely in the capacity of a friend, and must be able to
comment on your skills and abilities in relation to being a volunteer.

Name: Name:

Address: Address:

Tel no: Tel no:

Email: Email:

Occupation/Relationship: Occupation/Relationship:

How long have they known you? How long have they known you?

| declare that the information given in this application is, to the best of my knowledge, complete and
accurate and that it may be used for purposes registered by the Council under the Data Protection Act.

Signature: Date:

DATA PROTECTION ACT 1998. INFORMATION FROM THIS FORM MAY BE PROCESSED FOR ANY PURPOSES
REGISTERED BY THE COUNTY COUNCIL UNDER DATA PROTECTION LEGISLATION. INDIVIDUALS HAVE THE RIGHT OF
ACCESS TO PERSONAL DATA HELD ABOUT THEM BY THE COUNTY COUNCIL. THIS INFORMATION WILL BE DISCLOSED
ONLY TO THOSE PERSONS AUTHORISED TO SEE IT.
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