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School is an extension of the family in all sorts of ways, and it is our set purpose that parents are the principal educators of their children. To enhance the opportunities for parents to learn about and contribute to the work that children are doing in school, we want our schools to be open and welcoming to all who would like to support them. We would like to encourage parents and other adults to help their school in a variety of ways. We believe that parents and carers can add enormous value to children’s learning opportunities. Our over-riding concern is for the education but also for the safety and security of the children in our care. Underlying this policy is the determination to ensure that the children benefit from as much help and support as necessary while being ensured of the best security possible. 
 
Aims of Volunteer Helpers policy   
· To provide parents/staff and volunteers with clear opportunities, expectations, induction and guidelines for working in school.  
· To encourage the wider community to engage with children’s learning to raise standards of achievement and deepen the sense of school community.  
  
Volunteer helpers are:  
· Parents or other adults working alongside the teachers  
· Members of the governing body 
· Students on work experience  
· Reading Partners (where available) 
  
Volunteer helpers support the school in a number of ways:  
· Supporting individual pupils within classrooms  
· Hearing pupils read  
· Hearing children’s number bonds and/or times tables 
· Helping with classroom organisation  
· Helping with supervision of children on school visits  
· Helping with group work  
· Helping with art or other practical subjects (cooking etc)  	Attending on school trips to support school adults.  
  
Volunteer helpers are not allowed to do the following activities:  	Take responsibility for all or some of the class  
· Change very young children or supervise them changing  
· Supervise or take children to the toilet 
· Supervise children engaged in PE or other specialist activities 
· Take the children off the school site without a teacher in charge  
  
Signing in   
When any helper arrives in a school they must sign in at the school office and collect a visitor/parent helper badge which must be worn at all times in school. Volunteer helpers should indicate their arrival time and which class they will be visiting. Volunteers must also sign out and state the time when they are leaving the school premises.  
 
Volunteer helpers coming to the school should: 
· always be given our leaflet of general advice including information on how to handle a child’s disclosure or any concern they may have about a child or member of staff.   
· be escorted to their ‘base’ classroom and shown where facilities are. 
  
Safeguarding checks    
All volunteers with access to children must be cleared through the Disclosure and Barring Service (DBS).  
  
If a parent has had any criminal allegations made against them, these must also be disclosed to the Headteacher prior to volunteering in the school. Any disclosures will be dealt with in strictest confidence. The Headteacher has the authority not to accept the help of volunteers if he or she believes this may not be in the best interest of the children 
 
The Headteacher has the authority not to accept the help of a Volunteer Helper if he or she believes it will not be in the best interests of the children. 
 
GDPR (General Data Protection Regulations) 
All Volunteer Helpers will be required to complete a Privacy Notice which sets out how we use personal data. 
 
Confidentiality   
We recognise that for staff and parents of other children to be confident about helpers in school, all volunteers will need to agree to a protocol about confidentiality and conduct. Volunteer helpers are asked to sign a ‘Volunteer Helpers Protocol’, a copy of which will be kept in school.  
  
Deployment of Volunteer Helpers 
 
We are keen to involve Volunteer Helpers in the learning of our children. The deployment of any Volunteer Helper, 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 children and the staff to whom they are assigned. Volunteer Helpers will be asked to support in classes where there is the most need for additional support.  It is the policy of this school that parent volunteers will be deployed to work in any class, not necessarily that of their child(ren).  
 
 Whilst offers of help are most appreciated it is not always possible for the school to make use of such offers, although we will do ort best to accommodate days, timings, regularity of availability etc.  It can happen that a Volunteer Helper’s particular skills or knowledge do not match the current needs of the school.  Volunteer Helpers should not be offended by any such refusal. 
 
Roles and Responsibilities of the volunteer helper in school 
There are many things that we need you to help with, but some of them are listed here: 
· Assisting with craft work – cutting, sticking, sewing, sawing, nailing, constructing.  There are lots of skills which children need one to one teaching and guidance as they practise them. 
· Art work in class is very exciting and the more adult support and challenge, the more the children learn.  They need help with colour mixing, layering materials, practising techniques with paint or clay, constructing sculptures, learning batik sills, textile work etc. 
· Practical maths and science lessons benefit from volunteer helper support.  Children need reminding of the task, guiding with the next steps, questioning in the right way to make them think.  They also need to be regularly “brought back” to the learning objective.  For the class teacher to be with every group is not possible so another adult in class improves the quality of learning for all of the children. 
· Literacy support during all lessons enables some children to be more successful than they might be without adult intervention.  Children often need to hear the instructions over a few times, or to have a task broken down into smaller steps for them, or to have someone close by to encourage them to say on task or to reassure them that they are doing the right thing.  Small groups or individuals benefit greatly from one to one support. 
· Learning games – some of the best learning for children happens when they are playing a game and so we use lots of games in all our lessons.  An adult supporting the game is wonderfully helpful for the children and the teacher.  
· Listening to the children reading – this is a skill which has many levels and volunteer input can make a big difference to children’s progress. 
· Accompanying the children on educational visits enables the school to meet its legal requirements in terms of adult – pupil ratios.  
 
 
 
Monitoring and review   
The day to day monitoring of this policy is the responsibility of the Deputy Headteacher and leadership team. The Headteacher will report to governors annually on the number of Volunteer Helpers in school, summarising their value and impact in supporting children’s learning. This policy will be reviewed on a 2-year cycle.  
 
 
 	 

Information for Volunteers 
Welcome to Berlesduna Academy Trust.  We would like you to know that we greatly value the time volunteers give.  Volunteers are a great asset to the team and can play an important role by offering commitment, energy and enthusiasm to a wide range of activities, both inside and outside the classroom. 
As volunteers will be in a position of trust we expect them to maintain strict confidentiality at all times in accordance with the confidentiality policy. 
We are committed to providing a safe environment and expect all staff and volunteers to share in this commitment.  
All schools/academies have a statutory duty to safeguard and promote the welfare of the children in its care.  Safeguarding is about protecting children from abuse or neglect, preventing impairment of their health and development, and ensuring they are growing up in circumstances that enable children to have optimum life chances and enter adulthood successfully.   
It is illegal for anyone who is barred from working with children to apply for, or work/volunteer to undertake Regulated Activity. 
We will carry out other safeguarding checks on volunteers.  You will be asked to supply us with a reference, proof of identification and to complete a self-disclosure form (SD2).  A full Disclosure and Barring Service (DBS) check and a signed DBS consent form giving  consent for the DBS certificate to be copied and shared (within strict guidelines) for the purposes of considering suitability for the voluntary role will be required  for volunteers undertaking Regulated Activity and may be required for those not undertaking Regulated activity. 
The consent form also seeks consent for an online status check to be carried out in the event that the applicant subscribes to the DBS update service 
We would invite volunteers who are to work regularly to be interviewed. This is an opportunity to explain the workings of the school and how we could best benefit from your skills and also provide an opportunity for you to ask any questions.   
All new volunteers will undertake an induction programme, and on-going training will be provided wherever relevant to the activity in which the volunteer is engaged, including the safe use of any work equipment, etc. 
As part of the induction you will be asked to familiarise yourself with key policies and procedures particularly those on: 
· Safeguarding and child protection  	Equality and Diversity Policy   	Health and Safety. 
· Behaviour Management 
· Code of Conduct (including confidentiality) 
 
You will be assigned a key link person who you can go to if you have any concerns or queries about any matter; at CTPS this is the Deputy Headteacher.  Volunteers, like all staff, are expected to report to their link person any issues, whether they experience them or witness them, which they feel concerned about. 
Whilst we appreciate the voluntary nature of your commitment, for the smooth operation of the school and to minimise disruption for pupils, we do ask all volunteers to fulfil their commitment as agreed between themselves and the school.  This includes consistent attendance where that is a requirement of the voluntary activity and undertaking the agreed tasks.  Volunteers are provided with a Role Profile setting out the key duties of the role and will be asked to sign Volunteer Agreement confirming their acceptance of the commitment. 
Enclosures (delete as applicable) 
· Personal Information Form 
· SD2 
· DBS consent form 
· Volunteer Agreement 
· Privacy Notice 
 
 	 

Volunteer Application Form 
 
Personal Details 
Last name and Title: 	First name (s): 
Previous names: 	Date of birth: 
Home telephone no:   	Mobile: 
Email Address: 
Address: 
Emergency Contact Details: 
Relevant skills, training, qualifications or job history if applicable: 
Other information in support of this application: 
Please give the name and contact details of a referee who has known you for at least 2 years.  This should be someone who knows you in a professional capacity, not a friend or relative.  
Referee’s Name: 
Referee’s Address: 
Position:  
Telephone number:  
Email Address:  
The Governing Body is committed to safeguarding and promoting the welfare of children and young people, and expects all staff and volunteers to share this commitment. The school requires all volunteers to complete a self-declaration of criminal record. A signed DBS consent form and a satisfactory enhanced Disclosure and Barring Service Disclosure will be required if they will be undertaking Regulated Activity. Volunteers not undertaking Regulated Activity may be required have a satisfactory DBS disclosure. 
 
Individuals applying to volunteer in a role covered by the Childcare (Disqualification) Regulations 2009 will be asked to complete a Disqualification Declaration Form. 
A disqualified person may only be engaged in a relevant voluntary role if they obtain a waiver from Ofsted. By signing this application form you acknowledge and consent to completing the Disqualification Declaration Form if relevant to the role. 
It is illegal for anyone who is barred from working with children to apply for, or work/volunteer to undertake Regulated Activity. 
General Data Protection Regulations 
I hereby give my consent for personal information (including recruitment monitoring data) provided as part of this application to be held on computer or other relevant filing systems and to be shared with other accredited organisations or agencies in accordance with the General Data Protection Regulations 2018. 
Signature:                                                                                Date: 
 
 	 
Volunteer Agreement 
	This document sets out the agreement between the named person and the school/academy for voluntary work. This agreement is not intended to be a legally binding contract between us and may be cancelled at any time at the discretion of either party. Neither of us intend any employment relationship to be created either now or at any time in the future. 

	School/Academy: 

	Name of Volunteer 
	 

	Agreed start date, frequency/duration, general area(s) of work: (attach role profile) 
 

	Induction and training to be supervised by: 
	 

	School/Academy Link Person: 
	 

	We agree to: 
· Explain tasks carefully and train you in any skill needed to carry out a given task  	Share the relevant sections of the School’s Behaviour, Health & Safety and Child Protection policies with you and inform you who the designated safeguarding leads are 
· Treat you with respect and care and expect the children to do the same, doing our best to ensure the children learning with you behave appropriately 
· Share relevant information about learning with you as necessary 
· Let you know in advance if we have changed the plan for the day and don’t need you 
· Treat anything you tell us with complete confidentiality 
 
Headteacher Signature:                                                                   Date: 
I agree to: 
· Use the School’s Behaviour, Health & Safety and Child Protection Guidelines and inform the teacher of any inappropriate behaviour 
· Inform the teacher/safeguarding lead if I observe anything that concerns me 
· Follow the instructions/advice in this document or given to me by staff 
· Treat any information with total confidentiality 
· Let the school know if I am unable to come in on the agreed date 
· Respect the guidance of the teacher at all times 
· Understand the need for DBS and other checks prior to working with children 
I agree not to: 
· Look at or compare children’s work, records or staff notes 
· Share any information about a child or member of staff with anyone outside the school staff team 
· Speak ill of a child or adult as a result of things I have seen them do or say in school 
· Discuss things with parents which you may have access to as a result of your position in our school 
· Use my mobile phone on the school premises 
 
Volunteer Signature:                                                                        Date: 


 	 
Model Volunteer Role Profile 
	School: 
	

	Name:  
	 

	Timing/Frequency of work: 
	 

	Area of work: 
	Enter group, class, activity etc. 

	Reports to: 
	Enter key contact for instruction, raising concerns or queries 

	Working with: 
	Enter other staff/adults volunteer will be working with 

	Equalities 
	Understand and comply with school policies and procedures. Demonstrate a commitment to treating all people fairly. 

	Health & Wellbeing 
	Understand and comply with school policies and procedures relating to Health, Safety and Wellbeing of all members of the school community. 

	Safeguarding 
	Understand and comply with safeguarding and children protection policies and procedures. 

	Confidentiality 
	Understand and comply with policies and procedures relating to confidentiality. 


 
 	 

Volunteer Reference 
 
Candidate Name: 
The above has given permission for us to write to you for a reference regarding their suitability to work as a volunteer in our school. 
We would be grateful if you could answer a few questions below with regard to the above applicant. 
	How long have you known the applicant and in what capacity? 
 
 
 
 
	 

	Please could you comment on the applicant’s suitability to undertake volunteer work in our school. 
 
 
 
 
	 

	Please could you comment on the applicant’s suitability to work with children? 
 
 
 
 
	 

	If you feel there is any other information relevant to the applicant and this work, then please continue on a separate sheet. 
 
 
 
	 


We very much appreciate you taking the time to complete this reference. 
Referee details: 
Name: [referee to print name] 
 
Date: [referee to insert date] 
 
Signed: [referee to sign] 
 	 
Induction – Checklist 
 	 
Volunteer: 

 	 
Start Date: 

 	 
Key Contact: 

 
	Action required 
	Key Contact Notes  

	Welcome and introduction to colleagues 
	 

	Familiarise volunteer with their environment, consider any facilities they may find useful 
 
	 

	Health and Safety  
· Location of fire exits and ‘Safe 
Havens’ for staff with restricted mobility  
· Fire and other emergency evacuation procedures 
· Personal safety guidelines 
· Manual handling 
· Accident and incident reporting 
· On site first aiders 
	 

	Work times, breaks, session times, lunch etc. 
	 

	Identify initial training needs, e.g. ICT needs, child protection training etc 
	 

	Introduce them to key school policies (code of conduct, child protection, behaviour management etc).  
	 

	Introduce them to facilities and equipment they may need to use e.g.  photocopier, etc 
	 


I confirm that I have been made aware of and have read the following policies/procedures: 
· Safeguarding & Child Protection (including Part 1 of Keeping Children Safe in Education 2018)  	Behaviour Management 
· Equality and Diversity Policy  
· Code of Conduct (including confidentiality) 
· Health and Safety 
Volunteer Helper’s Signature…………………………………………………………. 
Key Contact’s Signature……………………………………………………………….. 
Date…………………………… 
 
 
Volunteer Privacy Notice: 
What is the service 
Engagement of Volunteers being provided? 
 
What personal data do 
Name 	Address 	Date of Birth 	Pre-employment check we need from you? information 
 
	Who is the Data Controller? 	Berlesduna Academy Trust 
Who is the Data Controller’s  
Lisa Perry Who will be using 	Data Protection Officer? 
	your Personal Data? 	Are there any Data Processors?  	Yes ☒ 	No 	☐ 
	Who are they? 	HR and Legal Services Contracted by the Trust 
What will it be used The Purpose(s): Engagement as Volunteer for and what gives us 
the right to ask for it 	The Legal Condition(s): 	 	Legal Obligation and use it? 
Other Education Providers (eg HR, Legal), Regulatory Who else might we share your data with? 
Bodies, (prospective employers (references). 
Will your data be stored in or accessible from countries with no 
NO  UK-equivalent Privacy Law protections? 
	When will it stop being used? 	Termination of engagement1  
	How long will your 	Termination of engagement1 
data be kept? 	How long after this will it be deleted? 	1 Subject to exceptions – please refer to the school’s Retention Schedule 
Our use of the data 
[image: ]will be subject to your 	Inform ☒ 	Access ☒ 	Rectify ☒ 	Erase 	☐ legal rights (marked if 
	applicable): 	Restrict ☐ 	Portable ☐ 	Object ☐ 	Automate 	☐ 
	This is the reason why we are allowed to 	Education law 
	As you are giving us 	ask for it and use it: 	 
	your data directly: 	This is what could happen if you refused 
Unable to engage/continue to engage to let us use your data for this purpose: 
This is who is giving us your personal 
Previous employer, DBS service, NCTL. data: 
This is a source of personal data open to 
As you are not giving 	Yes ☐ 	No 	☒ anyone  your data directly to 
	us: 	Basic Demographics, e.g. name, address, Date of Birth, 
These are the categories of personal data 	references from previous employers, engagement being given to us 	suitability/safeguarding checks, prohibition and 
qualifications checks 
Visit the following links for more information about Privacy Law, our obligations and your Rights: 
The ICO Guide to the General Data Protection Regulations 2016 
The General Data Protection Regulations 2016 
If you have concerns over the way we are asking for or using your personal data, please raise the matter with our Data Protection Officer by the following means: 
	Postal Address 	Berlesduna Academy Trust, School House, Church Road, Basildon, Essex, SS14 2EX 
	Email 	lisaperry@berlesduna.co.uk 
	Phone Number 	01268 464759 
If you still have concerns following our response you have the right to raise the matter with the Information Commissioner’s Office: 
Postal Address 	Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF Online Form 	https://ico.org.uk/concerns/handling/  
	Phone Number 	0303 123 1113 
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