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WELCOME TO VOLUNTEERS/STUDENTS/VISITORS 

 
The school’s volunteer policy is part of the school’s safeguarding systems. 
 
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 the local community. 
 
Our Volunteers include: 
 

 Members of the Governing Body 

 Parents of pupils/ex-pupils 

 Ex-pupils 

 Students on work experience 

 University students referred to us by Student Volunteer Services 

 Ex-members of staff 

 Local residents 

 Volunteers from local businesses 

 Pets as Therapy dog owner 
 

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 extra – curricular  clubs e.g. knitting, football skills practice 

 Working with children on the computers 

 Accompanying school visits 

 Developing areas of the school site 
 

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, usually approaches the Headteacher or Deputy 
Headteacher directly. 
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Volunteers should complete the Volunteer Induction 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 complete the Volunteer Induction Sheet 
(Appendix 2) and Volunteer Agreement (Appendix 3), which sets out the school’s expectations 
of volunteers and asks Volunteers to confirm they have received a copy of this policy. 
 
The school will complete a risk assessment (Appendix 4) to determine if an enhanced DBS 
clearance is necessary before they come into school to protect the staff and children.  
 
 
0ur vision and aims 
 
Our School Vision 
Any adult who works in our school, whether a paid member of staff or a volunteer, is 
expected to work and behave in such a way as to actively promote our school vision. 
 
Our vision is to provide a high quality education where high expectations, inclusive approaches 
and excellent teaching and learning form the basis of all our work. Our children will be 
encouraged to have a positive attitude to learning and achieve their full potential while 
working in a caring environment that embraces equality for all. 
 
We will create a culture of achievement for all. 
We are committed to providing stimulating learning activities that will ensure our children 
leave our school with the skills and knowledge that will prepare them for lifelong learning. We 
will do this by fostering a love for learning, self-confidence and respect for others, while we 
work in partnership with parents and the local community. 
 
This vision is underpinned by the following aims and values. 
 
Aims 

 To enhance the quality of children’s learning through highly effective teaching. 

 To promote and sustain a challenging, stimulating and caring learning environment. 

 To maintain high standards of behaviour through self-discipline, tolerance and mutual 
respect. 

 To work closely and openly with parents/carers and the wider community to 
maximise children’s development. 

 To continually seek ways to improve every aspect of the school’s work and life. 
 
Values 

 We will respect our children’s individuality, encourage creativity and assist them to 
make the most of their abilities. 

 We want our pupils to leave us well educated, self-confident and caring members of 
society. 

 We will endeavour to promote equality of opportunity for all of our children 
irrespective of gender, race, creed, ability or disability. 
 

Safeguarding 
The welfare of our children is paramount. To ensure the safety of our children, we adopt the 
following procedures: 
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 All Volunteers are given a copy of the Volunteer Policy and asked to sign a Volunteer 
Agreement (Appendix 3) 

 To ensure the safety of our pupils at all times, a risk assessment (Appendix 4) must be 
completed for all our regular volunteers to determine if an enhanced DBS is 
necessary.  If it is, then the volunteer should be fully supervised until this is 
completed. 

 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, who are under constant supervision of school staff, must read and 
sign our Off-site visit agreement (Appendix 4). 

 
Identity 
We need to ensure that any adult entering our site, is who they say they are by presenting 
appropriate ID e.g. passport or driving license.  It must be photographic ID.  A letter from 
the service/college is not enough.  The letter should correspond to the person’s 
photographic ID.  If identification cannot be shown, we need to contact the company 
sending the individual to our site to agree what happens next. 
 
Supervision 
Any adult on site without a DBS enhanced certificate should be supervised.  This means 
they should not have any direct or one to one access to a pupil without a member of staff 
(appropriately cleared) being present.  In the instance of volunteers hearing children read, 
this should be in an open, accessible space, where a member of your workforce can 
observe and supervise the activity.  Contractors should be isolated to the area of the 
school they are providing maintenance to and supervised by a member of staff (usually 
the site supervisor). 
 
To have access to any part of the building e.g. toilets or staff room the adult must be 
escorted by a member of your workforce.  It is therefore useful, particularly with 
maintenance work that this is carried out at times when pupils are not on site. 
 
 
Lanyards will identify the level of supervision needed 
Purple – students 
Green – enhanced DBS  
Red – no enhanced DBS 

 
Induction 
Any adult accessing our site will be given a full and thorough induction.  This should 
include health and safety, fire safety, lock down procedures, access to any relevant 
policies and recognition of the named designated safeguarding leads and how to access 
them. 

 
Next of Kin 
It is necessary that for anyone regularly accessing our site regularly e.g. volunteers, 
students that details of their next of kin are kept in the event of an emergency e.g. a 
medical issue.  This ensures that appropriate support is available as soon as possible for 
the adult on site. 
 
Safety of the staff 
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For any adult regularly accessing our site, it is necessary to know and understand any 
medical condition they may have including treatment or medication that may be required 
on site.  So that the medication can be stored securely and safely on site as we would for 
pupils and not held within their valuables.  

 
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. If it is a 
comment which a child makes which gives rise to concerns then the lead safeguarding person 
[Deputy Headteacher] or deputy lead safeguarding person [Headteacher] should be informed 
directly.  
 
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.  
 
 
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 / Headteacher. 
 
 
Code of Conduct 
We have clear child protection systems in place. You may ask to see a copy of the policy at any 
time. 

 If a child tells you something that you think may be a child protection issue please 
inform the class teacher immediately 

 You may not take photographs of children under any circumstances, unless at the 
direct request of a member of staff, using a school camera – this will be for 
professional purposes only 

 You may not take photographs on your mobile phone, under any circumstances 

 You may not share any information / observations about children with anyone outside 
of this school 

 
 
Mobile phones 

 The use of mobile phones in the learning environment is forbidden. 

 You are requested to turn your mobile phone onto silent when you enter the school.  
Should you need to use it, you should return to the main office area. School will 
provide you with a locked area to keep your personal belongings, if not appropriate 
to keep them with you. This may be in the area you are working or the main school 
office.  

 
Dress code 
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If possible we ask volunteers to adhere to our dress code  

 Wear clothing appropriate to your role – always clean, smart and practical. 
Inappropriate would include trainers (apart from P.E.), denim jeans (apart from 
outside work), shorts (apart from P.E.), crop-tops, excessive body jewellery, garden 
wear, beach wear, T-shirts with excessive logos 

 Do not wear clothing which is likely to cause offence or be distracting to pupils, 
parents or colleagues   (For further advice please see our dress code policy) 

 If you can see down it, up it or through it, it is probably inappropriate! (Please note 
that cleavage should not be visible.) 

 Leggings should not be worn as trousers 

 Please see ‘Dress Code Policy for Staff for further information 
 
Complaints Procedure 
Any complaints made about a Volunteer will be referred to the Headteacher / Deputy 
Headteacher for investigation.  
 
The Headteacher reserves the right to take the following action: 

 To speak with a Volunteer about a breach of the Volunteer Agreement 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.  

 The full Complaints Procedure (available from the School Office). 
 
Interaction with children 

 Insist that children speak politely to you and to each other at all times 

 Encourage children to carry out all tasks to the best of their ability 

 Encourage children to keep the school tidy, clean and safe 

 Keep children calm and on task 

 Encourage children to share and to take turns 

 Report any incident of unacceptable behaviour to the class teacher 

 Help children to make choices 

 Do not shout – we believe in mutual respect and expect all adults to model desired 
behaviours 

 
Developing language skills in all activities 

 Staff and volunteers are encouraged  to help children develop their language skills in 
all school activities: 

 Staff and volunteers are encouraged to encourage children to speak in sentences and 
to use Standard English at all times. This should be modelled by all adults in school. 

 Children/staff and volunteers are not expected to use ‘slang’ while they are in school 
 
 
Volunteers/Visitors who display inappropriate behaviour 
The office should be alerted and the visitor should be escorted immediately to reception 
where help should be sought from a member of the SLT. If necessary the police should be 
called. The incident should be recorded and given to SLT. 
 
 
Special events 
 



Hylton Castle Primary School 

 6 

Assemblies/Performances 
Parents/carers should enter school via the main entrance and directed straight into the hall.   
 
Parents/carers wishing to use the crèche will have the opportunity to speak to staff and hand 
over their child/children, signing relevant paperwork, on entering the school.  Parents/carers 
and young children will be reunited at the same place following the performance. 
 
If leaving immediately after, parents should leave by the main reception.  If staying for 
refreshments, parents/carers should be escorted by a member of staff to the appropriate 
area.  Once parents are ready to leave they will be escorted to the main reception by a 
member of staff whilst another member of staff stays with any remaining parents/carers. 
 
A member of staff should remain in the hall/refreshments area with parents/carers at all 
times. 
 
Parents needing to use the toilet facilities should be escorted by a member of staff. 
 
Workshares 
Parents/carers should enter the school via the main reception and should sign a register once 
in the classroom. 
 
A member of staff should escort the parents/carers to the appropriate classroom/area where 
they will be met by the class teacher.   
 
At the end of the workshare, a member of staff should escort the parents/carers back to the 
main entrance, ensuring they sign out as they leave.  
 
During workshares, unused electrical equipment, including cameras/ipads, should be locked 
away.  Staff wishing to take photographs should keep the camera on themselves (in their 
hand, pocket, on a lanyard etc). 
 
Parents needing to use the toilet facilities should be escorted by a member of staff. 
 
Fayres 
Parents/carers should enter school via the main entrance and be guided by a member of staff 
into the hall/designated area.   
 
Parents/carers should remain in the hall/designated area at all times and leave by the main 
reception exit. 
 
Parents needing to use the toilet facilities should be escorted by a member of staff. 
 
Parent’s evening 
Parents/carers should enter and leave school via the main reception, signing in on arrival. 
 
Any children in after-school clubs should be closely supervised by the nominated member(s) 
of staff throughout. 
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APPENDIX 1 
VOLUNTEER INFORMATION SHEET – FOR NEW VOLUNTEERS 
 
Name of Volunteer: 
 
Date of Birth: 
 
Other names known by (including maiden names): 
 
Address: 
 
Phone: 
 
What skills / areas would you like to help with in school? 
 
Are there any particular age groups / classes you would like to work with? 
 
 
 
 
 
Do you have any disabilities / other needs we need to take into account when working as a 
Volunteer in school? (please give details) 
 
 
 
 
 
 
 
 
Thank you for taking time to complete this Volunteer Information Sheet. 
Please hand it to the Headteacher / Deputy Headteacher. 
Your offer of help is appreciated and we will be in touch shortly. 
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Appendix 2 

SCHOOL INDUCTION RECORD (To be filed confidentially on site) 

Full Name: 

 

D.O.B. 

Type of photographic ID seen: 

 

Home Address: Next of Kin Contact details: 

Name: 

Contact number(s): 

 

Medical Conditions (please circle): 

Asthma    Heart Condition    Diabetic    Epilepsy     Hearing Loss    Back Problems   Allergies   

None 

Other:  

Medication: 

 

 

DBS no: 

 

Risk assessment completed?  

Yes                   No     

Purpose of Visit(s): 

 

Base in school: 

 

Dates of visits: 

 

 

 

Times of visits: 

 

For Students only: 

Name and Address of Placement Office: 

 

 

 

 

Contact at Placement: 

Tel no: 

Letter from placement:  

Visitor 

 

Signature:____________________________ 

 

Date: _______________________________ 

Staff Member 

 

Name:_______________________________ 

 

Signature:____________________________ 

 

Date: _______________________________ 
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VOLUNTEER AGREEMENT 
 
Thank you for offering your services as a Volunteer at Hylton Castle Primary School 
 
Your offer of help is greatly appreciated and we hope that you will gain much from your 
experience here. 
 
Please read and sign this Volunteer Agreement Sheet and hand it in at school. 
 
 
You will receive a copy of it for your records. 
 

 I have received a copy of the School’s Volunteer Policy which I will adhere to 
 

 I will try to encourage the children to speak using Standard English 
 

 I will follow all of the school’s safeguarding policies and procedures and will report 
any concerns I have to one of  the safeguarding leads; Lisa Wood, Elaine Armstrong, 
Julie Clark 

 

 If I see or am concerned of any issues of a health and safety nature for example 
broken equipment I will report it immediately to the school reception 

 

 I agree to support the School’s Aims and Core Values 
 

 I agree to treat information I learn from being a Volunteer in School as confidential 
 

 I understand that I am/am not required to undergo a Disclosure and Barring Service 
(DBS) check to advise the school of my suitability as a volunteer. 

 

 If you already have a DBS number, please pass it to the school, the number will be 
recorded and checks made with the issuing body.  

 

 I will not move around the building without being escorted by a member of staff (for 
volunteers without enhanced DBS) 

 

 I will switch my phone onto silent and only use it in the reception area if necessary 
 

 I will not take any photographs/videos of children using my mobile technology 
 
 
 
Signed: _____________________________ 
 
Name: ______________________________ 
 
Date: _______________________________ 
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APPENDIX 3 
Hylton Castle Primary School - OFF-SITE VISITS VOLUNTEER AGREEMENT 
 
School trips are an integral part of learning at our school and afford many children 
opportunities which are outside their usual experiences. We are pleased that you have come 
forward as a volunteer helper: you will have an important role to play in the success and 
safety of this school trip. 
 
Please read and return this appendix, and sign and return the helper’s slip. 
This is part of our school’s risk assessment planning and safeguarding arrangements. 
 
Role of the Volunteer Helper 

 to be responsible and look after, in equal measure, all of the children in your group 

 to stay with your allocated group of children, ensuring that their well-being and safety 
is maintained for the total duration of the school trip 

 to promote polite, respectful and courteous behaviour towards each other and 
members of the general public - we all go as ambassadors of our school! 

 to ensure that your group keep up with the body of the school visit party, be it 
walking, entering or exiting from transportation or following speakers for the trip 

 to contact your child’s class teacher/member of staff if there are issues with first aid, 
safety and/or behaviour 

 
Working alongside school staff 
School staff expect volunteer helpers to: 

 comply with all of the above whilst being under the direct line management of school 
staff 

 show a commitment to their group, an interest in the focus of the visit and assist 
children in their learning by helping them to read signs/labels/information, asking 
questions that encourage children to think about the task and help to explain areas of 
interest 

 follow guidance from the school staff 
 
What is not permitted 

 Volunteer helpers are not allowed to bring additional siblings on the school trip. 

 Volunteer helpers are not allowed to re-organise school visit groups. 

 Volunteer helpers are not allowed to smoke, drink alcohol or engage in any illegal 
practices. 

 Volunteer helpers are not permitted to take photographs of children or video children 
unless directed by the teacher to do so using school equipment 

 Volunteer helpers are not allowed to give/buy their group treats e.g., ice-creams, 
biscuits, sweets – before, during or after the school trip. 
 

First Aid 
For each class on the school visit, there will be at least one qualified first aider. 
You will be informed if any child in your group has medication/needs. If medicine needs to be 
administered, this will be done by a member of staff unless it is your child who requires 
medicine in which case you will be asked to administer this and be responsible for carrying the 
medicine. 
 
All other medicines and first aid box(es) will be carried by staff. 
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Emergencies 
You are expected to inform a member of staff as soon as possible. 
If you have become separated from the rest of the school party, please telephone one of the 
members of staff on your contact list or telephone the school. 
 
 
Volunteer Agreement for off site visits 
 
I have read the Volunteer Policy 
 
I agree to the terms and conditions as stated in the policy 
 
I will support the young people in enjoying the trip and actively contribute to the smooth 
running of the occasion. 
 
I will treat any information I may hear about children as confidential and will not discuss it out 
of school.  
 
 
 
 
Signed : _____________________ Date : ____________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Hylton Castle Primary School 

 12 

 
Name of volunteer: ______________________________ 
 
Is the volunteer in ‘regulated activity’? ________________ 
 
If yes, an enhanced DBS with barred list check is required. If no, an enhanced DBS with 
barred list check is not required, however you may obtain an enhanced DBS without barred 
list. 
 

 

Area to consider Notes Level of risk 

How will the volunteer be working 

with children? 

Consider: 

 The ages of the children 

 The number of children that the individual is working with 

 How vulnerable the children are 

 The nature of the work 

 How they will be supervised? 

E.g. high level of risk may occur if 

little is known about the volunteer, 

no references can be provided 

and the individual will be working 

with vulnerable children 

What is known about the 
volunteer? 

What formal or informal information do you have about the volunteer? E.g. information 
from staff, parents and other volunteers. 

 

Are there any referees that can 

advise on suitability if the 

volunteer has other employment 

or voluntary work? 

It is good practice to seek references for volunteers. 

If the volunteer is unable to provide employer references, ask for a character reference 

from a person of standing in the community such as a doctor or priest.  

If a prospective volunteer is very reluctant to provide references, this may raise questions 

about their suitability. 

 

Is the role eligible for an 

enhanced DBS? 

There are certain circumstances where you may need to obtain an enhanced DBS 

without barred list check for volunteers who are not in ‘regulated activity’. This is set out in 

DBS workforce guidance. 

 

https://www.gov.uk/government/publications/dbs-workforce-guidance
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Outcome 

Summarise the outcome of the risk assessment, explaining whether an enhanced DBS is needed and the reasons for your decision. 
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Inclusion Statement 
 
 At Hylton Castle Primary School, we are committed to offering an inclusive curriculum to ensure the best 
possible progress for all of our pupils whatever their needs or abilities. 
 
Pupils have Special Educational Needs if they have a learning difficulty which calls for special educational 
provision to be made for them. Pupils with a disability have special educational needs if they have any 
difficulty in accessing education and if they need any special educational provision to be made for them, 
which is anything that is additional to or different from what is normally available in schools in the area. 
 
At Hylton Castle Primary School we undertake the duties, including in relation to this policy: 
• Not to treat disabled pupils less favourably for a reason which relates to their disability 
• To take reasonable steps to avoid putting disabled pupils at a substantial disadvantage 
• To do our best by all disabled members of our school community in relation to the requirements of this  
    particular policy 
 
Equality & Diversity Statement 
 
Hylton Castle Primary School fully recognises its duty to comply with equality and diversity legislation, and its 
Gender Equality Scheme sets out the school’s aims in relation to equality and what it will do to ensure that 
equality is fully embedded in practice. The school fully acknowledges its responsibilities in terms of equality 
issues in relation to gender, age, race, disability, religion or belief, sexual orientation and gender 
reassignment, including in relation to this policy.  
 
Hylton Castle Primary School is firmly committed to equality and diversity, and when carrying out our 
functions, we shall have due regard to the need: to eliminate unlawful discrimination and harassment; to 
promote equality of opportunity between men and women. 
 
 
This Policy should be read in conjunction with the School’s: 

 Child Protection Policy 

 Behaviour Policy 

 Equality, Diversion and Community Cohesion Policy 
 
 
 

 

 


