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‘The Governing Board is committed to safeguarding and promoting the welfare of children and 
young people, and expects all staff, volunteers and visitors to share this commitment’ 
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Introduction 
 
Flamstead End School recognise and value the effort taken by parents and other volunteers who 
contribute towards school activities. We encourage their assistance and acknowledge that some school 
activities are enhanced with their help.  
We aim to make sure that their time spent with the school is productive and enjoyable. The deployment 
of any volunteer, whether for one day or for a number of sessions over a longer period, must take 
account of the needs of pupils and the staff to whom they are assigned. We have a duty to ensure that 
the welfare of pupils is promoted and they are safeguarded from harm. 

This policy sets out the practices and procedures which will be followed by appointing, managing and 
supervising volunteers. It also contains a code of conduct which all volunteers are required to comply 
with, in order for us to provide a safe environment and positive educational climate for pupils. 

Our volunteers include: 

 Parents of pupils 

 Ex-members of staff 

 Members of the Governing Body 

 Members of Friends of Flamstead End (FoFE) 

 Main Volunteer contacts in the school are: 

 Head Teacher, Deputy Headteacher, Assistant Headteacher 

 Class Teacher 

 Office staff 

Activities that volunteers are engaged in might include: 

 School visits / trips 

 Assisting with workshop activity days 

 Fundraising activites and preparation e.g. Summer and Winter Fayre 
 

Recruitment of a volunteer 

The DfE statutory guidance, ‘Keeping Children Safe in Education”, states that if a school seeking 
volunteers has little or no recent knowledge of the individual, it should adopt the same recruitment 
measures as it would for paid staff. The school will therefore usually request a volunteer application form 
is completed and handed to the school office with evidence of identification.  

Safeguarding children and child protection  

Depending on the extent of the volunteering role as stated above, volunteers may need to provide the 
school with information sufficient to apply for a DBS (including barred list check). This is standard 
practice for anyone who could be in regulated activity with children. Any criminal convictions must be 
declared. References may also be required. 

 

Welfare and Safety of Volunteers and Pupils 
 

Flamstead End School will ensure activities are planned properly and safely, and that volunteers are 
informed of these plans. We will ensure they have access to a member of school staff, to discuss 
difficulties or report on issues that may arise – the school office are the point of reference for any 
uncertainties.  
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All staff, visitors and volunteers are required to be identified and located at all times. The following 
process must be adhered to: 

 Volunteers must sign in and out of the building at the main office reception. 

 Volunteers must wear the volunteer/visitor badge at all times when volunteering. 

Health & Safety 

Volunteers are required to comply with the school’s Health and Safety Policy (school 
website>information>policies. They will be made aware of emergency procedures and safety aspects of 
being involved in a particular task as necessary.  

Any potential hazard that may put people at risk of injury or harm must be reported immediately to the 
nearest staff member. An induction process will ensure volunteers are aware of emergency procedures 
and any safety aspects associated with their task (i.e. whilst accompanying children on school offsite 
visits). 

Absence 

Volunteers are required to inform the school, before 8.00 am, if they are unable to attend when 
expected. If they are called away in the event of an emergency while volunteering, the class teacher / 
office must be made aware before leaving the premises/group.  

Confidentiality  

School volunteers are bound by a code of confidentiality. There may be instances where volunteers 
MUST pass information to the Head or class teacher, including any concerns regarding children or 
where the child claims to be bullied or a child discloses he/she is being harmed in any way. Volunteers 
must not report this to the child’s parents / carers and Must inform the class teacher as soon as possible 
for the school to follow strict procedures. 

School Policies 

Volunteers must be aware of the contents of school policies, particularly including; 

Online Safety (they will be asked to sign the related Acceptable Use agreement). Health & Safety, Child 

Protection, Equal Opportunities, Safeguarding, Behaviour of Parents/carers/visitors, Whistleblowing, 

Complaints 

Equal Opportunities 

At Flamstead End School, we do not tolerate discrimination on the grounds of age, disability, race, ethnic 
background, colour, religion, gender, sexual orientation or marital, social or financial status. All 
volunteers are required to make a commitment to this policy and treat everyone with respect at all times.   

 

Volunteer Agreement; 

Thank you for offering your services as a volunteer at Flamstead End School. Your offer of help is 
appreciated. Please read this agreement, sign on the next page and pass to the senior administrator in 
the school office. 
 
Volunteers are expected to maintain high standards of behaviour and conduct while involved in activities 
at school. The following is a guide to appropriate conduct while working in or on behalf of the school. 

I have received a copy of the school’s Volunteer Policy and Code of Conduct, and will support the school 
procedures and values within.  
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I will; 
 

 observe the high standards of behaviour and ethical conduct mandated by the school, be 
approachable, pleasant and a positive role model for pupils. I will dress and behave in a manner 
which promotes healthy and safe working practices. 
 
 

 accept and follow directions from the head / class teacher / staff, and seek guidance through 
clarification where I may be uncertain of tasks or requirements. 
 

 adhere to all school policies, including: Online Safety (you will be asked to sign the related 
acceptable use agreement). Health & Safety, Child Protection, Equal Opportunities, 
Safeguarding, Behaviour of Parents/carers/visitors, Whistleblowing, Complaints. 
 

 report any incident of poor behaviour to the class teacher/staff immediately. 
 

 provide further information and identification as required, including for the school to obtain a 
check from the Disclosure and Barring Service (DBS) if necessary. 
 

 provide two references if requested. 
 

 provide evidence if my Right to Work in the UK is subject to a work permit/visa/worker registration 
scheme, if required. 
 

 Understand that as a volunteer, I will not receive any payment including expense 
reimbursements. 
 

 
I will not; 
 

 take images, sound recording or videos of school events or activities, on or off site, on any 
device.  

 

 work with children when not in the proper physical or emotional state to do so. For example: 
under medication which makes me drowsy, or under extreme stress which may impair 
judgement. 

 

 behave in an illegal, improper or unsafe manner e.g. smoking whilst acting as a volunteer or 
being under the influence of drinking alcohol or taking drugs. 
 

 use my personal mobile phone(s) or other device with camera functions either in school or when 
volunteering to help a trip offsite. Devices will be switched off and out of sight. 
 

 discipline children (including to shout, hit, threaten or manhandle a child). If there are any 
problems, I will tell the class teacher or staff immediately.  

 

 give out my personal details such as mobile phone number, email address, and social media 
account details to pupils and parent/carers – for them to contact me whilst acting on behalf of the 
school. 
 

 discriminate favourably or unfavourably towards a child. 
 

 make inappropriate jokes or remarks of a sexual, racial, intimidating, discriminatory or offensive 
nature towards any child or adult. Neither will I behave in a manner which may bring the school 
into disrepute when representing the school. 
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 I understand my visit to the school or accompanying a school trip may give me access to 
privileged information about pupils, staff, school systems and plans, this information will remain 
confidential and not shared with anyone else.  Such information will never be shared online at a 
later time, including on social media. 

 use school equipment to access the internet without prior approval from my contact in the school 
or the Headteacher or Business Manager. 

 
 
I, _________________________ have read and understood the Volunteer Policy and Code of Conduct 
and all relevant policies stated within, and will adhere to them. 
 
 
 
Signed; 
(Volunteer)………………………………………………….…………. Date …………………………. 
 
 

 
 
 
Volunteer – Information Details 
 

Name 
 

 

Address 
 
 

 

Telephone/mobile 
 

 

Emergency contact 1 (name & 
number) 
 

 

Emergency contact 2 (name & 
number) 
 

 

Known allergies (e.g.nuts) 
 

 

Known allergies to medication 
 

 

Date of last tetanus injection 
 

 

Medical conditions a medic 
should be aware of before 
treatment (e.g. asthma) 

 

Any disabilities school needs 
to take into account 

 

Identification available i.e. 
(DVLC, passport) 

 

Do you have Right to Work in 
UK 

 

If yes, is it subject to any work 
permit / visa / registration 
scheme 
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Reference 1 (preferably 
employer); Name, address, 
email (work preferred)  
 

 

How long you have worked 
for, or known them? 

 

Their occupation 
 

 

In what capacity do they know 
you 

 

Reference 2; Name, address, 
email (work preferred). 
 
 

 

How long have they known 
you 

 

Their occupation 
 

 

In what capacity do they know 
you 

 

 


