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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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