
 

 

STOCKLAND CofE PRIMARY ACADEMY 

VOLUNTEERS IN SCHOOL POLICY 

 
 

Status Adopted 

Policy Written 3 Sep 2018 

Policy Approved 2 Oct 2018 (FGB) 

Panel Responsible Resources Committee 

Date of Review 3 Sep 2020 

 

Introduction 

At Stockland Primary Academy (SPA) we very much welcome the involvement of parents             
and friends of the school working alongside teachers and children. All help is extremely              
valuable to us. Any help that is given, whether on a regular or occasional basis can make an                  
important contribution to the education of individual children and the class as a whole. We               
consider voluntary help provides a genuinely enriching experience for the children. 
 
All volunteers should feel welcome in the school. To facilitate this a teacher will be assigned                
to assist, guide and support the volunteer. The Assigned Teacher will provide guidance on              
the type and scope of help needed. It is important that the volunteer understands what               
needs to be done and feels free to ask for help or clarification. If help is on a regular basis                    
the teacher may prepare written plans. 
 
Definition of Voluntary Help 
 
Volunteer help can be considered as: 
 

● Regular timetabled help in school, usually in class.  
● Occasional help in school. 
● Accompanying a class on an educational trip.  
● One off support for special events; for example, workshops within school time, sports             

fixtures, helping at a show or Christmas party.  
● People on work experience placements; for example, before or during a PGCE            

course. 
 



 
Regulated Activity 
 
For Child Protection and Safeguarding reasons the school is legally required to make a              
distinction between volunteers who take part in “regulated” or “non-regulated” activity. These            
terms have a strict definition, the details of which can be found in the Department for                
Education publication “Keeping Children Safe in Education (2018)” and are shown in            
Appendix 1 of this document. Volunteers who will be engaged in, or seek to be engaged in,                 
regulated activity will have different Safeguarding checks to those engaged in non-regulated            
activities. 
 
The Principal will decide whether a volunteer’s role is regulated or non-regulated. Volunteers             
in regulated activity are referred to as “regulated volunteers”, while those not in regulated              
activity are referred to as “non-regulated volunteers. General guidance is given below: 
 
Regulated Volunteer Role 
Where it is reasonable to assume that a volunteer will assist with school activities on more                
than three occasions in a year and the assistance will, or could foreseeably, involve              
unsupervised contact with children the role will be regulated activity. Any paid work is              
regulated activity. 
 
Non-regulated  Volunteer Role 
Where it is reasonable to assume that a volunteer will assist with school activities on three                
occasions or less per year and/or there is no foreseeable likelihood that there will be any                
unsupervised contact with children the role will be non-regulated. On no occasion can a              
non-regulated volunteer ever have unsupervised contact with children.  
 
Responsibilities of the Principal 
 
The Principal must be consulted, and give consent, whenever a new volunteer either             
requests or is asked to assist in school activities. The Principal will decide if the volunteer                
should be a “regulated” or “non-regulated” volunteer and who is to be the teacher assigned               
to the volunteer. The Assigned Teacher should normally be the teacher with whom the              
volunteer will work most closely. 
 
The Principal will ensure that for non-regulated volunteers a risk assessment is carried out in               
line with “Keeping Children Safe in Education” (2018) paragraph 160 and that, if judged              
necessary, an enhanced DBS check is carried out. The risk assessment should set out in               
Appendix 2 to this document, a written record of the risk assessment must be made and                
passed to the Administrator for safe keeping. 
 
The Principal will ensure that for all volunteers an induction process is carried out by the                
Assigned Teacher or another suitable and competent person. 
 
Responsibilities of the Administrator 
 
On instruction from the Principal the school Administrator will: 
 
For non-regulated volunteers: 
 

● Receive the risk assessment from the Principal 



● If required from the risk assessment ask the volunteer’s permission to carry out an              
enhanced DBS check. 

● If appropriate carry out an enhanced DBS check and relay the outcome to the              
Principal and record it in the normal manner. 

● Keep the risk assessment form in a secure place for safe-keeping (a legal             
requirement). 

● Inform the assigned teacher that the volunteer is to be a non-regulated volunteer.             
Ensure that the assigned teacher has sight of the risk assessment and notes the              
supervision requirements and how it is to work in practice. 

 
For regulated volunteers: 
 

● Inform the Assigned Teacher that the volunteer is to be a regulated volunteer 
● Ask the volunteer’s permission to carry out an enhanced DBS with barred list check.              

Explain to the volunteer that if they do not want the barred list check they can opt to                  
be a non-regulated volunteer but that this may restrict the scope of activities they can               
assist with. 

● Obtain the relevant information to carry out the enhanced DBS check, with barred list              
check, if permission has been granted. If permission is not granted stop the process              
and inform the Principal. 

● Ask the volunteer to provide two references 
 
For all volunteers: 
 

● Ask the volunteer to provide a completed application form  
● Provide the volunteer with a copy of this policy. 
● Open an entry in the Single Central Record for the volunteer. 
● Track the entries on the SCR and notify the assigned teacher and volunteer when all               

entries are satisfactorily complete. 
● Arrange for an Induction by the Assigned Teacher or other appropriate person            

approved by the Principal. 
● Provide volunteers with hard copies or electronic links to documents listed below and             

ask that they be read them before their induction: 
 

● Part 1 of the latest version of “Keeping Children Safe in Education”. 
● SPA  “Child Protection Policy” 
● SPA Staff “Code of Conduct”. 
● SPA “Whistleblowing” policy.  

 
● Arrange for the volunteer to: 

 
● Receive Level 2 Safeguarding training. 
● Complete an online “Prevent” course. 

 
Responsibilities of the Assigned Teacher 
 
The assigned teacher is the principal point of contact for the volunteer and they should aim                
to ensure that the volunteer’s contribution is positive and rewarding and that it enhances the               
learning experience for the children as much as possible. 
 
The assigned teacher is responsible for ensuring that the volunteer: 



 
● Receives an Induction 
● Works within the rules and guidelines outlined below. 
● Is made to feel welcome and that their contribution to the school is valued. 
● Understands what their role is and how the teacher in charge wishes it to be carried                

out. 
● Knows who to ask if they need any day to day assistance or have any concerns. 
● Knows who to contact if they have any concerns regarding the safeguarding of             

children and do not want to discuss it with the assigned teacher. 
 
Rules for Volunteers and Employed Staff 
 

● Volunteers should not be asked to carry out duties which normally fall within a              
teacher’s responsibility under loco parentis.  

● Volunteers must not be asked to cover the absence of employed staff from school. 
● The class teacher remains responsible, at all times, for the organisation of the class              

and methods of work.  
● No non-regulated volunteer may ever have unsupervised contact with children. 
● A regulated volunteer may have contact with children on a 1:1 basis provided they              

are supervised by a teacher (supervised generally means: regular throughout the           
activity, and “reasonable in all circumstances to ensure the protection of children”.            
(For a complete definition of “supervised” see Appendix F to “Keeping Children Safe             
in Education (2018)”). 

● A regulated volunteer may have unsupervised contact with pupils at a ratio of 2:1 (2               
pupils to 1 volunteer) or greater provided the arrangement has the prior approval of              
the Class teacher. 

● Volunteers must sign the visitors’ book in the school office on arrival and display a               
visitor’s badge. 

● Volunteers must not bring children or babies to school or on educational visits even if               
they are siblings of pupils. 

● Volunteers must not smoke in the building, school grounds or when accompanying            
children on educational visits. 

● Volunteers must never share any information, observations or gossip whatsoever          
outside the school.  

 
Guidance for Volunteers 
 
The following guidance is given in order to help the volunteer’s experience be as rewarding               
as possible and provide the maximum benefit to the children: 
 

● Arrive in good time for the session and starting and discuss your contribution with the               
class teacher. Prepare beforehand if necessary/appropriate. 

● Smile, listen and respond to all children. 
● Encourage children to work to their full potential. 
● Encourage children to work with independence while working under the supervision           

of staff. 
● Encourage children to share and discuss with each other and to respond to             

individual’s needs.  
● Encourage children to care for equipment.  
● Discourage bad manners or unruly behaviour.  



● Seek support from the teacher or teaching assistant if children display challenging            
behaviour.  

● Always accept the Principal’s and teacher’s professional judgements.  
● Be prepared to help with mundane tasks such as sharpening pencils or washing up.  
● Children are encouraged to sit next to adults but should not be allowed to sit on their                 

lap. 
● Do not transport children in any vehicle without first referring to the SPA             

Transportation Policy. 
 
Safeguarding  
 
The school is committed to keeping our children safe. We recognise that all staff have a full                 
and active part to play in protecting our pupils from harm and in looking after the welfare of                  
every child. We expect all staff to share in this commitment.  
 
By staff we mean: employed staff, self-employed staff, governors, contractors, volunteers           
and visitors working with children.  
 
The law requires checks to be made on anyone in a school who may have contact with                 
pupils under the age of 19. This applies to “regulated” and “non-regular” volunteers (as              
defined above) We hope that anyone volunteering to help at the school will understand the               
need for these checks and help us to carry them out. 
 
As best practice, and part of the Government’s Safer Recruitment guidelines, the school will              
also ask for two references for regulated volunteers. The most appropriate person to provide              
one of the references is an employer but where this is not applicable the school               
administrator, in consultation with the Principal where necessary, will provide advice on an             
alternative. 
 
The school recognises that although these checks are a good starting point for the protection               
of children they have limited effectiveness. Employed staff at the school, amongst others,             
are constantly aware of the need to be vigilant against any forms of child abuse or neglect.                 
Volunteers are asked to be part of this by ensuring that they know what to look out for and                   
what to do should something concern them. The induction process provides essential            
information to guide volunteers in this important role. 
 
The person responsible for safeguarding in the school on a day to day basis is the 
Designated Safeguarding Lead (DSL). THE DSL at Stockland Primary Academy is the 
Principal. (Clive Hellawell) 
 
There will also be at least one Deputy Designated Safeguarding Lead (DDSL) (Angela 
Witten). 
 
Insurance  
 
The school maintains insurance cover for Personal Accident Compensation provided by The 
Department of Education Risk Protection Arrangement for Academy Trusts. The limit of 
liability is £100,000. Details can be found on line under the RPA membership rules Section 9 
Personal Accident. 
 
The school does not provide insurance cover for any other risk. 



Appendix 1 
 
Definition of regulated activity as given in “Keeping Children Safe in Education (2018)” 
 

 
 
  



Appendix 2 
 
The Risk Assessment must be completed by the Principal in respect of any volunteer who 
will take part in non-regulated activity. It is designed to assist in deciding if an enhanced DBS 
check should be carried out. For more information refer to “Keeping Children Safe in 
Education (2018)” paragraph 160. 
 
Note: For any volunteer taking part in regulated activity this form is not required as an 
enhanced DBS check and barred list check must be carried out. 
 
A separate document of the risk assessment is available. 
 
 
Name of volunteer: Type of voluntary work: 

 

Intended date(s) of 
volunteering: 

Name of the Principal: 
 

 
Questions Considerations 

What type of work will the 
volunteer be undertaking? 

Insert details of the work to be undertaken by the 
volunteer. 
 

Would the work fit the 
definition of regulated activity 
above if it was undertaken 
more frequently  

Yes / No 
 
If Yes, it is possible to carry out an enhanced DBS check. 
 
If No, an enhanced DBS check cannot be carried out. 

Has formal or informal 
information been obtained 
about the volunteer from 
staff, parents and other 
volunteers from within the 
school community? 

Yes / No 
 
If Yes, insert summary details of the information obtained. 
 
 
 
 
If No, consider whether information should be sought.  If 
information is not sought record here the reasons why not. 
 
 
 
 



Does the volunteer work or 
carry out voluntary activities 
elsewhere? 

Yes / No 
 
If Yes, has a reference been requested and is it 
satisfactory? 
 
 
 
 
If No, are there any other third parties from whom a 
reference may be obtained? 
 
 
 
 

Based on the above 
information will an enhanced 
DBS check be requested? 

Yes / No 
 
If No, the volunteer must not have unsupervised access to 
children 

Level of supervision: What level of supervision should the individual receive? 
 
Statutory guidance states that: 
 

● The supervision must be by a member of staff in 
regulated activity; 

● The supervision must be regular and day to day; 
and 

● The supervision must be ‘reasonable in all the 
circumstances to ensure the protection of children’. 

 
State below how the supervision will work in practice: 
 
 
 
 
 
 

Additional measures / 
comments: 

 
 
 
 
 

 
 
Signature of Principal: ___________________________               Date: ______________ 
 


