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The United Nations Convention on the Rights of the Child (CRC) is at the heart of our school’s planning, policies, practice and ethos. As a rights-respecting school we not only teach about children’s rights but also model rights and respect in all relationships – Linked to Articles 3, 7, 16 (CRC)

A POLICY FOR

SAFEGUARDING
The Governing Body of Penyrheol Primary School believes that there are five key issues in the complete development of each and every child, in that we have a duty to ensure that each child:
• stays safe;

• is healthy;

• is able to enjoy and achieve;

• is able to achieve economic well-being;

• makes a positive contribution.

Penyrheol Primary School Safeguarding Children Statement

At Penyrheol the health and safety of all children is of paramount importance. Parents send their children to school each day with the expectation that school provides a secure environment in which their children can flourish. We therefore have to ensure that this expectation becomes reality. In order to do this a wide range of measures and policies are put in place:

1. 
The Health and Safety Policy

The school has a health and safety policy, which is monitored regularly by the Health and Safety Sub Committee of the governors which meets termly. The Headteacher and the Governors oversee the policy. Any concerns from staff are reported to the Headteacher and Senior Management team who conduct initial examination, assessing what remedial action needs to take place. Termly there is a fire drill that practices efficient evacuation from the buildings. The school conducts an annual Fire Risk Assessment and a critical incidents plan details what staff and parents should do in the case of an of site evacuation due to severe emergency.

2. 
First Aid

There is a fully stocked dedicated first aid area in school where there are always trained members of staff who volunteer to oversee first aid. First aid equipment is stored centrally in this area, and a travel first aid kit is available for off-site activities. When a child is poorly, or has suffered an accident in school or on the playground there is a protocol for staff to follow:
· initial first aid, comfort and reassurance is provided;

· a trained first aider is consulted;

· the incident is logged in the accident book by the person responsible for the child at the time of the accident and a parental notification slip provided;
· where a child may have sustained a  head injury a parent is contacted;
· if there is any doubt at all a parent is contacted for further confirmation of required action.
School policy is that members of staff will only give medicines when the parent has completed and signed the appropriate form requesting that staff administer medicine (see Appendix 1); the decision to meet the request is at the discretion of the Headteacher. For the majority of medicines, however, a dose before and after school is perfectly adequate. Naturally the parents should consult doctors before giving any form of medication. For matters of an intimate nature staff are informed to deal with a child with utmost sensitivity and always to seek guidance from the Headteacher or Deputy. In almost all situations the parents will be asked to come into school immediately so that they are part of the decision making process for such matters.  Where ongoing medication is required a formal agreement is completed in partnership with home and school and the necessary medication is stored securely within each class away from children but readily assessable to appropriate notified adults.  Some children required more detailed health care plans.

3. 
Site security

Penyrheol Primary School provides a secure site, but the site is only as secure as the people who use it. Therefore all people on the site have to adhere to the rules which govern it. Lack of rigor and discipline can cause potential problems and compromise safeguarding. Therefore:
· All gates should be closed and locked promptly at 9.00 am. Only one is open for access during the day, directly in front of main reception;
· all exit doors should be closed and locked to prevent intrusion (unless a member of staff is supervising from the yard);

· visitors must only enter through the main entrance and after signing in at

· the secure visitors area. They should be given a visitors badge on entry before being given access to the main school from the admin department;

· children will only be allowed home (see Appendix 2) with adults with parental responsibility or confirmed permission and must sign the Early collection of children book;

· should a child leave the school premises without permission then staff have been informed never to chase after a child, but rather to report immediately to the office. Then parents and police will be informed of the circumstances;
· visitors who use the school site do so only with the express permission of the Headteacher; this permission can be withdrawn at any time. 

4. 
Attendance

Excellent attendance is expected of all children, but when children are unwell parents are expected to confirm absence by telephone. If there is no notification Penyrheol Primary operates a first day notification check by telephone and text home to ascertain each child’s whereabouts. The school works closely with the Local Authority’s Education Welfare Officer, Carly Grancourt, whenever attendance and punctuality causes concern. Attendance rates are closely monitored on a daily weekly and termly basis and reported each term to the LA, annually to the government and to all parents. Positive measures and a detailed action plan are in place to encourage children to attend regularly and punctually and the school is aware of its right to take legal action against parents who do not ensure good attendance and punctuality. Sanctions are available to be implemented where positive measures prove ineffective. 
5. 
Appointments of staff and induction of newly appointed staff and                 work placements

All staff that are appointed to work in school have a criminal records search called a DBS check. This search highlights people who have a criminal record or if previous allegations have been made them. If staff are found to have a criminal record the appointment is reconsidered by the Headteacher and the Governing Body in consultation with the Local Authority. The Headteacher sits on all appointment panels where the candidates are external applicants. New staff are inducted into safeguarding practices via a process of welcome and induction. 

6. 
Induction of volunteers

Any person applying for a position as a Volunteer not linked with a local college/recongised training provider will need to comply fully with the new volunteer guidance including a DBS check and references in accordance with Local Authority guidelines (see Appendix). For a brief activity, such as a school visit or occasional helping out in class, which does not involve the supervision or close contact of children, a DBS check is not required. A risk assessment is completed where non DBS checked personnel are undertaking duties by the class teacher in partnership with SMT and Admin Staff.  Visitors who do not yet have clearance will under no circumstance be left alone with a child or group of children.

7. 
Welcoming visitors

It is assumed that visitors with a professional role (i.e. the School Nurse or members of the police) already have relevant clearance but the office will endeavour to check this before admittance is granted. 

8. 
Child Protection Policy


The designated staff member for Child Protection is Alison Williams, Headteacher (Deputy CP staff member is Clare Lecrass) and the designated governor is Alison Seabourne. It is the Governing Body’s duty to ensure the Child Protection Policy is reviewed annually and any deficiencies within the policy addressed immediately. All  staff have had appropriate child protection training, which is updated at least every three years, next due November 2017.  Child Protection matters are reported to the Governing Body every term.
This school follows guidelines which assert that physical restraint may only be used if there is the possibility that a child may be about to cause harm to him/herself or to another. It also asserts that on no occasion should such physical contact be used as a punishment. All allegations of abuse by, or complaints of, a teacher will be dealt with following the Local Safeguarding Board procedures. For any complaints about the Headteacher the Chair of Governors should be contacted directly.

9. 
The Design of the Curriculum

The curriculum deals with safeguarding in two ways. Firstly, the curriculum, in subjects such as Personal and Social Education discusses relevant issues with the children. Topics include such themes as Drugs, Sex and Relationships and Stranger Danger. Children are encouraged to explore and discuss these issues. Secondly, the curriculum is designed so that safety issues within the subject are discussed and safe practices taught, such as using equipment properly in PE and Design and Technology. At all times there has to be appropriate staffing levels and when the curriculum is taken out of school appropriate and agreed pupil/adult ratios are maintained. The lead adult always assesses visits as to the level of risk and all educational visits are finally authorised by the Headteacher. Visiting speakers, with correct clearance are always welcome into school so that can give specialist knowledge to the children.

10. 
Internet Safety

Children should be encouraged to use the internet as much as is possible, but at all times in a safe way. Pupils must never be left unattended whilst online and staff should ensure that this does not happen. If staff know of misuse, either by a staff member or child the issue should be reported to the Headteacher without delay. As Child Protection Officer the Headteacher has overall responsibility for internet safety. The school has recently reviewed its “Acceptable Use Policy” in line with Local Authority guidelines.  
.

11.
Equal opportunities

Penyrheol Primary ensures that equal opportunities are available for everyone, regardless of sex, class and ethnic group or ability range.” Children with disabilities must be able to take a full and active part in every lesson and every measure must be taken to ensure this.

12.
Behaviour policy (Rights and Responsibilities)
Good behaviour is essential in any community and at Penyrheol Primary we have high expectations for this. Although the emphasis is always on the positive there are also times when sanctions must be applied in order to maintain the safety and security of all children. There is a very structured programme of promoting positive behaviour strategies and merits and rewards systems including:
· Stickers
· Merits, merit cards, achievement certificates and assemblies
· Golden Time and Lunch time Golden Table
Sanctions include:

· Loss of playtime and/or lunchtime play and supervised time out
· A letter home

· Exclusion
· I can do monitoring

· Removal of privilege package (Year 6)
Parents are informed of our merit and rewards policy and individual partnership agreement are initiated to support pupils with additional pastoral, emotional and behavioural needs.
Staff are discouraged  from any physical contact with children where ever possible whilst at the same time providing high levels of care, compassion and reassurance at all times.
13.
Anti Bullying Policy

At Penyrheol Primary the definition of bullying is: “A systematic and extended victimisation of a person or group, by another or group of others.” The school’s response to this is unequivocal. Adults must be informed immediately and action will take place. Children are repeatedly consulted and reminded about the issues relating to bullying. Although bullying in this school is rare the school always acts swiftly with a process of investigation, communication and action, and always in partnership with parents. Bullies will not be tolerated. There is a more detailed Anti-bullying Policy.

14.
Race Equality

We want our children to be prepared for an ethnically diverse society. The school will work hard to promote racial equality and harmony by preventing and challenging racism. All staff and Governors have attended a workshop  Raising Awareness of Radicalisation and Extremism. Prevent training was delivered by the LA Officer with dedicted responsibility in this area. ( 3.1.2017) . If anyone ever feels unjustly treated then the school welcomes and values a response. Racism is tackled in both the RE and in the PSE curriculum. The children take part in discussions designed to raise awareness and address prejudices. From time to time visitors work with the children also. All racist incidents are reported to the Local Authority and Governing Body when they occur in line with current procedures.
15.
Photographing and videoing

There has been a lot of controversy about adults photographing and filming young people. The concerns are genuine, however we have taken a sensible, balanced approach, which allows parents to photograph and film providing they follow certain guidelines which is completion of safe use of images form (see Appendix 3).
16.
Whistleblowing

If members of staff ever have any concerns about the behaviour or intentions of any person within the building, school grounds or within proximity of children, they have a professional duty to inform the management accordingly. This can be done in writing or verbally but staff should be prepared to discuss issues in the confidence that any such matter will be dealt with sensitively and with the necessary degree of confidentiality. The school has a current Whistleblowing Policy.
Appendix 1
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            SWANSEA  SA4 4LY
05 October 2017
REQUEST FOR SCHOOL TO ADMINISTER MEDICATION
The school will not give your child medication unless you complete and sign this form, and the Headteacher has agreed that staff can administer the medication.

DETAILS OF PUPIL

Surname
__________________________

Forename(s)   _________________________

Address          _______________________________________________________

Condition or illness:

___________________________________________________________

M/F ________    Date of Birth _______________  Class  ____________ 

MEDICATION
Name/type of Medication (as described on the container)

For how long will your child take this medication ________________________

Date dispensed:      ___________________________

Dosage & Method    ____________________

Timing

____________________

Special Precautions   ____________________

Side Effects                ____________________

Self Administration:   ____________________________________

Procedures to take in an emergency:

____________________________________________________________
Contact Details:

Name: _____________________________

Phone No: 
____________________________ (Home)



____________________________ (Work)



____________________________ (Mobile)

Relationship:
____________________________ 

Address:
_________________________________________________​​​ 

I understand that I must deliver the medicine personally to (agreed member of staff) and accept that this is a service which the school is not obliged to undertake.

Date: __________________________
Signature(s) _______________
Relationship to Pupil: __________________________________

Appendix 2
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Dear Parent

COLLECTION OF CHILDREN FROM SCHOOL – NAMED PEOPLE


Please help us to ensure the safety of your child by filling in the details on the form.  The form is about who is allowed to pick your child up from school, or whether your child can go home on their own. 

These details are important, please think carefully when completing the form.  Please contact the school if you are not sure how to complete the form.

The reasons we need you to fill in this form:

· The safety of your child at our school is our most important responsibility and filling in this form will help us do this part of our job even better.

· Sometimes parents will want to take children’s friends home to play with them and we need to know whether they are allowed to go.

· Sometimes relationships within families break down and either Mum or Dad needs to take sole responsibility for the child.  We need to know if the other partner has the legal right to pick the child up from school.

Names of people who collect your child from school:

· Please put relationship to family (e.g. friend of family, mother’s brother, grandfather, etc.).  It would help us if you include their telephone number but you do not have to.  The people you name will have to either carry identity or be introduced to the class teacher beforehand.

This form is important, please fill it in and return it to the class teacher
Thank you for your help in this.

Yours sincerely

A J WILLIAMS

HEADTEACHER
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COLLECTION OF CHILDREN FROM SCHOOL – NAMED PEOPLE

My child’s name is:

____________________________________

My child’s date of birth is:
______________________

My child is allowed to be collected from school by:

	Full Name
	Male/

Female
	Relationship to

Family
	Telephone No.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	
	Please  boxes as appropriate

	My child can be released to an adult they recognise and trust
	

	I may change who picks my child up by telephoning the school
	

	I will write to the school to make any changes
	

	My child can be released at the end of the day to find their own way home.
	


Signature of parent/guardian:  _______________________________

Today’s Date: _____________________________
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Putting Children First/Plant yn Gyntaf
Photographic Consent Form

	To
Name of the child’s parent or guardian:
	

	Name of Child:
	

	School:
	Penyrheol Primary School


Occasionally, we may take photographs of the children at our school.  We may use these images in our school’s prospectus or in other printed publications that we produce, as well as on our website.  We may also make video or webcam recordings for school-to-school conferences, monitoring or other educational use.

From time to time, our school may be visited by the media who will take photographs or film footage of a visiting dignitary or other high profile event Pupils will often appear in these images, which may appear in local or national newspapers, or on televised news programmes.

To comply with the Data Protection Act 1988, we need your permission before we can photograph or make any recordings of your child.  Please answer the questions below, then sign and date the form where shown and return the completed form to the school.

	
	Please Circle

your answer

	
	

	May we use your child’s photograph in the school Prospectus and other printed publications that we produce for promotional purposes?
	YES/NO

	
	

	May we use your child’s image on our website?
	YES/NO

	
	

	May we record your child’s image on video or Webcam?
	YES/NO

	
	

	Are you happy for your child to appear in the media?
	YES/NO


Please note that websites can be viewed throughout the world and not just in the United Kingdom where UK law applies.

Please note that the conditions for use of these photographs are on the back of this form.

I have read and understood the conditions of use on the back of this form

Parent’s or Guardian’s signature ​​​​​​​​​​​​​​​​​​__________________________ Date:___________________

Name (capitals):
____________________________________
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YSGOL GYNRADD PENYRHEOL

PENYRHEOL PRIMARY SCHOOL

Putting Children First/Plant yn Gyntaf
Conditions of Use

The form is valid for *two years from the date of signing /*for this project only.  The consent will automatically expire after this time.

We will not re-use any images *after this time / *after the project is completed.

We will not include details or full names (which means first name and surname) of any child or adult in an image on video, on our website, or in printed publications, without good reason.  For example, we may include the full name of a competition prize winner if we have their consent.  However, we will not include the full name of a model used in promotional literature.

We will not include personal e-mail or postal addresses, or telephone or fax numbers on video or on our website or in printed publications.

If we use images of individual pupils, we will not use the name of that child in the accompanying text or photo caption without good reason.  And if a pupil is named in the text, we will not use a photograph of that child to accompany the article without good reason.  For example, we may include a picture and full name of a competition prize winner if we have their consent.  However, we will not include a picture and full name of a model used in promotional literature.

We may use group or class images with very general labels, such as ‘a science lesson’ or ‘making Christmas decorations’

We will only use images of pupils who are suitably dressed, to reduce the risk of such images being used inappropriately.

*Please delete the option that does not apply.
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The United Nations Convention on the Rights of the Child (CRC) is at the heart of our school’s planning, policies, practice and ethos. As a rights-respecting school we not only teach about children’s rights but also model rights and respect in all relationships – Linked to Articles 3, 7, 16 (CRC)
Engaging Volunteers in Schools 

and other Education Settings

Aims of the Guidance

To provide clear guidelines for Headteachers, Heads of Centres and Managers to follow when recruiting volunteers to support the provision of education.  

It is recommended that governing bodies put in place a Volunteer policy which should be reviewed on a regular basis eg as part of the good practice guidance on a three year rolling programme of review of all school policies.

General

The guidance below outlines the minimum process which schools/settings/services should follow when recruiting volunteers.  It is recognised that, depending on the individual school/setting/service and the nature of the volunteer placement, there may be a need to include specific additional elements in the recruitment process, or to ask volunteers to agree to comply with specific service related Codes of Practice, requirements etc.

Advertising

Volunteers will often live within the local community or catchment area for a particular school and thus volunteering opportunities could be promoted and extended within the community.  

Volunteer Role Description

Where volunteers are recruited to support a school/setting/service on a regular basis, a clear and concise Volunteer Role Description of the tasks to be undertaken and the skills / experience required should be developed.  

A copy of the Volunteer Role Description should be provided to any individual interested in volunteering with the school/setting/service.  This will ensure that the prospective volunteer fully understands the role which they are volunteering to undertake.  A sample Volunteer Role Description is attached at Appendix 1.

Application Process

It is recommended that volunteers complete an application form.  This is to ensure that the headteacher/head of centre/manager has all the necessary information prior to offering volunteering opportunities to individuals. A sample application form is attached at Appendix 2.   

Volunteer Interviews

When a headteacher/head of centre/manager has received a completed Volunteer Application Form, it is strongly recommended that the applicant should be interviewed.  This may take the format of being called in to meet with the headteacher/head of centre/manager to assess suitability or could be a more formal interview process. In the case of a school setting, it is suggested that the headteacher undertakes this interview on behalf of the governing body but this must be approved by the governing body beforehand.    

Listed below are some ideas for headteachers/heads of centres/managers to consider when interviewing/meeting with a prospective volunteer:

· Outline the volunteering role/s available, including how regularly volunteering will take place

· Gain further information about the volunteer’s skills and experience

· Check the details in the volunteer’s application e.g. periods of time not covered by education or employment, details of any convictions or cautions disclosed

· Explain the Council’s / school’s requirement for satisfactory references and (where applicable) DBS checks (see below) prior to any volunteer commencing

· Outline any school/setting/service guidance that will apply to the volunteering opportunity eg Child Protection Policy

The purpose of the volunteer interview/meeting is intended to be an opportunity for:

· The volunteer to ensure that they fully understand the potential and requirements of the volunteering commitment and opportunity 

· The school/setting/service to satisfy itself that the volunteer is capable of undertaking the volunteering position

Proof of Identity

It is strongly recommended that volunteers provide evidence of their proof of identity eg passport, driving licence, utility bill as required when making an application for a Disclosure Barring Service (DBS) application. 

Offer of Volunteer Placement and Volunteer Agreement

Following the volunteer interview/meeting, if the headteacher/head of centre/manager decides to proceed with the volunteer’s application for voluntary work, they should write to the volunteer confirming the offer of the volunteer placement.  The volunteer placement must be offered subject to receipt of satisfactory references and, where applicable, DBS check (see below).  A sample Volunteer Placement Offer Letter Is attached at Appendix 3 and a sample Volunteer Agreement is also attached at Appendix 4.

The Role Should Not Include

There is need for clarity on the role and some suggestions are included below  on ‘what the role should not include’:

· Taking a lead role in a classroom situation

· Addressing or instructing pupils without agreement of the teacher in charge or Headteacher

· Organising or re-organising the layout of the classroom environment

·  Administering medication or supporting pupils to take medication

· Collection of money

· Contacting parents/carers

· Discipline of pupils

References

The school/setting/service should seek to obtain two written references for the potential volunteer.  References which are deemed “satisfactory” to the school/setting/service should be received prior to the volunteer undertaking any volunteering duties.  

A sample reference is attached to this document at Appendix 5.

Disclosure and Barring Service Checks

Where a standard or enhanced Disclosure and Barring Service (DBS) check is required for employment in a specific area, the school/setting/service will need to ensure that a DBS check to the equivalent level is submitted and a satisfactory return prior to the volunteer commencing duty.  

Further information and guidance on undertaking DBS Checks can be obtained from the Employee Vetting Team based in the Guildhall, Swansea.  Telephone 01792-637795.  Currently the DBS does not charge for DBS checks undertaken for volunteers; however, if this should change, the cost of the DBS check would be met by the school/setting/service.

Should the need arise to engage any volunteer who does not have a satisfactory DBS in place the headteacher/head of centre/manager MUST undertake a Risk Assessment.  Following completion of the Risk Assessment the headteacher/head of centre/manager must contact a Principal Officer in Human Resources to discuss the completed risk assessment and the measures in place to ensure that the volunteer will never be left alone with a child/ren or young person.

NOTE: It is the recommendation of the Local Authority that 2 written references and satisfactory clearance of a Standard or Enhanced DBS check is in place BEFORE a volunteer commences at the school/ setting.

Appendix 1 – Sample Volunteer Role Description

Duties may include:

· To support the class teacher in a range of learning activities

· To provide reading support for a small group of children within the classroom environment

· To support the class teacher in delivering outdoor activities for children within the Foundation Phase curriculum

· To provide support for teaching and support staff in a range of after school activities including creative activities, artwork, physical activities etc

· To help prepare classroom activities as instructed by the class teacher

· To undertake administrative tasks within the school office/administration setting eg answer telephone calls

Requirements:

Volunteers will be required to support teaching and support staff in a range of  classroom based and outdoor activities.  This may require working with a small group of children to focus on specific activities as instructed by the classroom teacher.  Similarly, support could be required to focus on 1:1 activities eg listening to a child read aloud for a short period of time. 

Volunteers must be prepared to act upon the direction of the teacher in charge and support activities as required by the class teacher.  

Skills:

Good listening skills

Ability to engage with children and encourage participation in activities

Ability to encourage children to stay on task and complete work to the best of their individual ability

Patience 

Ability to work in a noisy environment

Appendix 2:  Sample Volunteer Application Form

	First Name:


	

	Surname:


	

	Age:
	
	Date of Birth:


	

	Home Address:
	

	Employment History:



	
	Dates
	Name of Organisation
	Brief Description of Duties



	1. 


	
	
	

	2. 


	
	
	

	3. 


	
	
	

	4.


	
	
	

	Reasons for Seeking Volunteer Placement:

Please provide below a brief description why you would like to pursue a volunteering placement:



	

	References:

Please provide below the names and addresses of two referees.  These people should not be members of your family and should know you well and be able to provide a written reference on your suitability to provide support in a volunteering role.



	1. Name, home address and contact details of referee 1:



	2. Name, home address  and contact details of referee 2:



	Signature of Applicant:                                                  Date:                                               




Appendix 3: Volunteer Placement Offer Letter 

<NAME>

<ADDRESS>

<DATE>

Dear <NAME>

OFFER OF VOLUNTEER PLACEMENT: <NAME OF SERVICE / SCHOOL>


Thank you for your interest in working on a voluntary basis with The City and County of Swansea’s <NAME OF SERVICE / SCHOOL>. Following your volunteer interview on <DATE> with <NAME>, <JOB TITLE>, I have pleasure in confirming that we would like to offer you a volunteer placement for you as outlined below.

This letter and the enclosed Volunteer Agreement set out the basis of the volunteer arrangements between the City and County of Swansea and yourself. The documents aim to ensure that we are both clear about what voluntary work you have offered to do and that you are fully aware of what the Local Authority/ school undertakes to provide in return for your valuable time.

Volunteer Placement:

Your volunteer placement will be based at <BASE OF VOLUNTEER PLACEMENT>. As discussed at your volunteer interview, your placement will be for <NUMBER OF HOURS> hours per <DAY OR WEEK> from <TIME> to <TIME>, on <DAY/S OF THE WEEK>. You have agreed that the minimum length of your placement will be for <INSERT DETAILS E.G. THREE MONTHS< ONE TERM, ETC> and this will be reviewed after <LENGTH OF REVIEW PERIOD>.

As discussed at your volunteer interview, your volunteer placement is subject to the receipt of satisfactory references and receipt of satisfactory Disclosure Barring Service check.  You will not be able to commence your volunteer placement until these have been received,

Volunteer Agreement:

Attached to this letter you will find two copies of the Local Authority/School’s Volunteer Agreement. The purposed of the Volunteer Agreement is to make the expectations of the volunteer placement clear for both the Council and yourself as a volunteer. Please read the Agreement carefully and then sign both copies, returning one to me in the envelope provided, retaining the second for yourself.

As soon as the Local Authority has received satisfactory reference and DBS Check, we will contact you to arrange a mutually agreeable start date for your volunteer placement.  However, if you have any queries in the meantime, please contact your Volunteer Co-ordinator, <NAME, JOB TITLE> on <INSERT CONTACT DETAILS>.

Finally, I have great pleasure in welcoming you to <NAME OF SERVICE / SCHOOL’S> volunteer team. I hope you will enjoy your voluntary work with <NAME OF SERVICE / SCHOOL and that your work will be rewarding.

Yours sincerely

<NAME>

<JOB TITLE>

Appendix 4: Volunteer Agreement
Volunteers are an important and valued part of The City and County of Swansea / <NAME OF SCHOOL>. The Council appreciates and values you volunteering with us and will do the best we can to make your volunteer placement with us enjoyable and rewarding. The Volunteer Agreement describes what you can expect from us, and what we hope you will contribute to us.  We hope that you enjoy volunteering with us and feel a full part of our team.

THE VOLUNTEER

The volunteer agrees to:

· perform my volunteering role to the best of my ability and to work to the Volunteer Role Description I have received
· follow the Council’s / school’s procedures and standards, including those for child protection and safeguarding, health and safety and equal opportunities, in relation to its  employees, volunteers and clients

· attend for my volunteer placement on time, and for the hours agreed, and to give as much warning as possible when I cannot work when expected.

· maintain the confidentiality of information received during the course of my volunteer placement, including that of the organisation and of its clients, and ensure that this is not disclosed to any third party

· treat all individuals I encounter as a volunteer fairly and not discriminate on the basis of gender, age, disability, family circumstances, marital status, sexual orientation, colour, nationality or ethnic origin, trade union activity, religion or belief

· undertake any training or development necessary for me to fulfil my volunteer placement

· participate in the agreed volunteer support and / or formal supervision arrangement discussed with me at my volunteer interview

· attend and contribute to unit staff and volunteer meetings where appropriate

· assign to the Local Authority/school the copyright or intellectual rights for any design or other work written, originated, conceived or made whilst I undertake my volunteering duties with the Local Authority/school or connected with the volunteering role I undertake

· ensure that, if using my own vehicle as part of my volunteering work, the vehicle is insured for business use and has a current MOT certificate, and that the copies of the relevant documentation has been provided to the Local Authority.

CITY AND COUNTY OF SWANSEA / <NAME OF SCHOOL>

City and County of Swansea / <NAME OF SCHOOL> agrees to:

General 
· support you in undertaking your volunteer placement and do our best to help you develop your volunteering role with us

· respect the skills and experience which you bring to your volunteer placement

· keep you informed of any possible changes to your volunteer placement and consult with you on these where appropriate.

Equal Opportunities 

· ensure that you are dealt with in accordance with the Local Authority/school’s Equal Opportunities Policy
· treat all volunteers fairly and not discriminate on the basis of gender, age, disability, family circumstances, marital status, sexual orientation, colour, nationality, or ethnic origin, trade union activity or religion.

Health and safety

· ensure that you have a safe workplace in which you can undertake your volunteer placement

· provide any necessary training in relation to child protection and safeguarding and health and safety

· Provide any necessary personal protective equipment necessary for you to undertake your volunteer placement.

Induction, training and support

· allocate you a named Volunteer Co-ordinator who will oversee your induction, training and development and who will be your main contract for any concerns you may have in relation to your volunteering placement.

· provide you with a thorough induction to the work of the City Council and the Service Area / school, our employees and your volunteering role

· explain the standards we expect for our services and to encourage and support you to achieve and maintain these

· provide you with the support of a nominated employee in your workplace to provide day to day guidance and advice to help you carry out your volunteer placement and tasks effectively.

Expenses

· pay any reasonable out of pocket expenses you incur in accordance with the provisions of the Local Authority’s Travel and Subsistence Policy. The procedure for making a claim, and what expenses can / cannot be claimed will be explained to you as part of your induction process. The payment of any expenses claim is subject to the production of receipts as evidence of the expenditure.

Insurance

· Provide adequate insurance cover for volunteers whilst undertaking voluntary work approved and authorised by us.  Please note that volunteers’ personal possessions are not insured against loss or damage

Dealing with Concerns

· try to resolve fairly any problems, grievances and difficulties you may have while you volunteer with us

· In the event of an unresolved problem, to apply the procedure outlined in the Council’s / school’s Complaints Policy

· If at any time you are unhappy or experience problems about aspects of your voluntary work with us, please contact your Volunteer Co-ordinator in the first instance.
FOR THE CITY AND COUNTY OF SWANSEA

NAME OF MANAGER / HEADTEACHER <INSERT NAME AND JOB TITLE>

SIGNATURE:                                                      DATE:

VOLUNTEER’S ACCEPTANCE

I have read the above and the conditions of the volunteer placement, and confirm my acceptance of the volunteer placement offered.

NAME OF VOLUNTEER:                     <INSERT NAME>

SIGNATURE:                                                      DATE:

This agreement is binding in honour only; it 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 intends any employment relationship to be created now or at any time in the future.
Appendix 5:  Sample Reference:

Your name has been given as a reference for _____________________ 

who has applied to volunteer at __________________________ School.

Could you please provide information below to support 

___________________ in his/her application:

	First Name:


	

	Surname:


	

	Home Address:
	

	In what capacity do you know the applicant eg friend, colleague, ex-colleague, fellow parishioner etc 



	How long have you known the applicant?



	Please give a brief description below of the applicant’s suitability to volunteer in your opinion:



	Signed: 


	Date:
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