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How Volunteers can help the school.
Our schools are committed to creating an environment in which the teaching and learning, achievements, attitudes and well-being of every member of the school matter. We seek to create opportunities for all children to achieve their very best in terms of academic progress and personal goals. We aim to make the curriculum accessible to all in a stimulating learning environment in which success is celebrated in all areas. We endeavour to work with parents and members of the community to create a supportive environment for learning. Parents and other members of the community have many skills which can be deployed in a school on a voluntary basis for the benefit of the children’s education. Volunteer helpers in the classroom, on trips and for extra- curricular activities are a great asset in helping teachers to offer a much broader and differentiated curriculum.  Typical activities that volunteers can play in the school.
· Hearing children read   
· Working with small groups of children   
· Working alongside individual children
· Undertaking art and craft activities with children   
· Supporting or running after-school clubs   
· Accompanying school visits   
· Assisting on swimming visits.

Recruitment and Induction Procedure
All adults who work in our schools, whether a paid member of staff or a volunteer are expected to work and behave in such a way as to actively promote our schools’ and MAT visions and values.  The schools’ and MAT are committed to safeguarding and promoting the welfare of young children and expects all staff and volunteers to share this commitment.  To this end there should be a thorough recruitment and induction process. Staff must not invite volunteers into school without the knowledge and consent of the Head of School. 
1) Advertise the Role: Clearly outline the responsibilities, time commitment, and skills required.  A template volunteer advert is attached in the Appendix of this guide as is the accompanying role description.
2) Application: Have potential volunteers fill out an application form that includes personal details, experience, and references. A template volunteer application form is attached in the Appendix of this guide.
3) Interview: Conduct an interview to ensure the volunteer is a good fit for your school environment. Questions for the interview are attached in the appendix of this guide.  Prior to interview you should share the school’s child Protection and Code of Conduct with the potential volunteer.  
Potential volunteers should also be asked to complete a Criminal Records Self Disclosure form which can be found in the Appendix of this guide.  References should have been requested and received before interview and the reference request form and covering letter can be found in the appendix of this guide.
4) DBS: Before a volunteer begins, the Headteacher (or delegated safeguarding lead) must carry out a written risk assessment to determine the level of DBS check required.  Once the DBS is obtained the school must see a physical copy of the certificate and ensure that the volunteer is placed on the school’s Single Central Record.  If the volunteer is on the DBS Update Service there is no need for a new DBS but the original certificate must be seen and a check of the update service must be done. Where volunteers subscribe to the DBS Update Service, status checks should be undertaken periodically. Until the school receives clearance and the volunteer has received their certificate, they are unable to help in school.
DBS checks for volunteers should be renewed every 12 months. 
Where a volunteer has lived or worked overseas, the school should consider whether overseas criminal record information or certificates of good conduct are required alongside any DBS check.. https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
Induction 
Volunteers cannot be expected just to “do”. Their generous offer of time requires the school to equip them properly for the tasks we ask of them. Volunteers support and supplement the teachers work. To that end it is important that volunteers are give the correct information to help pupils and staff, and to equally ensure their own wellbeing. Volunteers must follow all school policies and procedures whilst on site in exactly the same way as employees.
1 General Induction: Invite the volunteer into school and complete the Volunteer Induction found in the Appendix to this guide which outlines Safeguarding, Health & Safety, Security & Compliance and Behaviour.  Prior to the Induction please email/ hand copies of all policies listed in the Induction to the Volunteer. Have the volunteer sign and date the Induction document.  
2 Classroom Induction: Teachers should clearly define the tasks and responsibilities for each volunteer based on their skills and interests and the requirement of the school e.g. where volunteers are listening to children read, clear instruction should be given regarding the needs and next steps of the individual and a process of feeding back key information with the class teacher should be established. This will augment the Volunteer Guidance for Supporting Children.
3 Ongoing Support: Arrange regular check-ins to provide support and address any concerns.



Appendix – Supporting Documents 
1. Volunteer advert

2. Volunteer role description

3. Application form

4. DBS Risk Assessment

5. Reference request covering letter and Reference form

6. Criminal Records Self Disclosure

7. Interview questions

8. Volunteer Induction

9. Volunteer Guidance for Supporting Children

10. Volunteer Privacy Notice
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