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HUNGERFORD SCHOOL & CHILDREN’S CENTRE

Volunteer Policy 2011
 Revision Date: 2013
Introduction

Volunteers at our school bring with them a range of skills and experience that can enhance the learning opportunities of children at our school. We welcome and encourage volunteers from families, the local community and wider workforce.

Our Volunteers include:

· Members of the Governing Body

· Parents/ carers of pupils

· Ex-pupils

· Students on work experience (14 – 16)
· Students on placement (post 16)
· University students 

· Ex-members of staff

· Local residents

· Friends of the school

The types of activities that Volunteers are engaged include:

· Hearing children read

· Working with small groups of children

· Working alongside individual children

· Undertaking art & craft activities with children

· Running after-school clubs e.g. country dancing

· Working with children on the computers

· Sharing personal and/ or professional skills

· Accompanying school visits

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 children read, approaches the Headteacher or Deputy Headteacher via the School/ Centre Admin. Volunteers should complete the Volunteer Information Sheet (Appendix 1) with their contact details, type of activities they would like to help with, and the times they are available to help. Before starting to help in school, volunteers should make an appointment to meet the Head Teacher or Deputy Head who will set out the school’s expectations of volunteers and ask Volunteers to confirm they have received a copy of this policy.

Confidentiality

Volunteers in school are bound by a code of confidentiality. Any concerns that Volunteers have about the children they work with / come into contact with should be voiced with the Class Teacher and not with the parents of the child / persons outside school. Comments regarding children’s behaviour or learning can be highly sensitive, and if taken out of context, can cause distress to the parents of a child if they hear about such issues through a third party rather than directly from the school. Volunteers who are concerned about anything another adult in the school does or says should raise the matter with the Headteacher or Deputy Headteacher.

Supervision

All volunteers work under the supervision of the Class Teacher of the class to which they are assigned. Teachers retain responsibility for children at all times, including the children’s behaviour and the activity they are undertaking.

Volunteers should have clear guidance from the Teacher as to how an activity is carried out / what the expected outcome of an activity is. Volunteers are encouraged to seek further advice / guidance from the Teacher in the event of any query / problem regarding children’s understanding of a task or behaviour.

Health & Safety

The school has a Health & Safety Policy and this is made available on request to Volunteers working in the school. Class Teachers ensure that Volunteers are clear about emergency procedures (e.g. fire alarm evacuation) and about any

safety aspects associated with a particular task (e.g. using DT equipment / accompanying children on visits). Volunteers need to exercise due care and attention and report any obvious hazards or concerns to the Class Teacher /

Head Teacher.
All volunteers must sign in and out at Reception. 
Child Protection

The welfare of our children is paramount. To ensure the safety of our children, we adopt the following procedures:
All disclosures must be reported to the class teacher or Head Teacher as soon as possible. Child Protection policy will be shared with the Volunteer before starting a placement. 
All Volunteers are given a copy of the Volunteer Policy 

To ensure the safety of our pupils at all times, all of our Volunteers must have been cleared by the Criminal Records Bureau (CRB). A certificate is issued to the individual to produce in school.

Volunteers will provide the school/ centre with a copy of their CRB and photographic identification. A school based CRB will be needed in most cases. 
If a volunteer does not take up the offer of a school placement and a school CRB has been done on their behalf, a charge of £50 will be made to cover the cost of the check. Volunteers are asked to sign an agreement to this at initial interview. 

• Where a Volunteer is engaged in a ‘one-off’ activity e.g. helping supervise a group of children as part of a class visit, no formal checks are carried out on these volunteers. These Volunteers will be under the constant supervision of school staff.
Complaints Procedure

Any complaints made about a Volunteer will be referred to the Headteacher / Deputy Headteacher for investigation. Any complaints made by a Volunteer will be referred to the Headteacher / Deputy Headteacher.

The Headteacher reserves the right to take the following action:

• To speak with a Volunteer about the complaint and seek reassurance that this will not happen again;

• Offer an alternative placement for a Volunteer, e.g. helping with another activity or in another Class;

• Inform the Volunteer that the school no longer wishes to use them. 
Monitoring and Review

This Policy has been approved by the Governing Body and will be reviewed annually and updated in the light of new guidance from either the DfE or LEA.
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