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Name of School:   Queen Elizabeth's  
 
Date of Next Review:  October 2017  
 
Members of staff responsible: Director People 
      
History of Policy: Ratified - January 2003; Ratified – January 2005; Ratified 
March 2007 P30/06 Reviewed Jan 2009 P46/08 Reviewed March 2011 P57/10 
Reviewed 10th November 2014 (Min P45/14) 
 

Links with Aims of College 

 

5. Investing in and developing people at every opportunity. 

6. Being open, outward looking and responsive. 
 

 

Description of Policy Formation and Consultation Process 

 

 
 

People involved:  Governor’s People Committee 

    Director People 

     

     

Stages/Process:  Policy document to be ratified – People Governors 

 

Main Issues Considered: Child Protection 

    Supervision 

    Deployment of Time 

    Volunteers’ Base 

 
 
 
 
 
 

 

Volunteers in School Policy 
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1. Introduction 
 

a) The value of well-deployed volunteers in Schools is now widely recognised. Volunteers 
are a welcome resource for helping to raise children’s achievement, complementing the 
work of Teachers and Support staff. There is no doubt that an individual School will 
benefit greatly from developing well-planned, active parental and community links 
through participation by adults in the activities of the School on a voluntary basis. It 
should be emphasised that the role of volunteers in Schools provides for the enrichment 
of the student’s learning experiences, but must not encroach on or restrict professional 
teaching duties. 

 
The deployment of any volunteer, whether for one day or for a number of sessions over a 
longer period, must be managed with care; in particular taking account of the needs of 
the students and the staff to whom they are assigned. 

 
b) The Principal and Governors should be mindful of deploying volunteers appropriately.   

Volunteers should not be asked to replace paid staff or be given responsibility within the 
School that would normally be associated with paid employees. 

 
Volunteers will be given a copy of the Volunteers booklet before starting their role in QE, along 
with a copy of the Child Protection Policy and a map of the campus. 
 

2. Deployment 
 

a) Volunteers should not be asked to carry out duties which: 
 

i. fall normally within a Teacher’s responsibility under loco parentis; 
ii. fall normally within the job description of a Teacher or Member of Support Staff, i.e. 

they must not be asked to cover the absence of staff from School; 
iii. would normally be performed by a contractor engaged by the LA or by the School. 
iv. Require them to have unsupervised access to children. 
v. It should be noted that the Class teacher remains responsible for the organisation 

of the class and methods of work. 
 
 

b) During a visit to the School each volunteer should be designated to a specific 
member of staff to whom he or she will be directly responsible. Whilst there should be 
no significant addition to the workload of the staff member taking responsibility for the 
volunteer, it would be expected that time is taken to ensure the volunteer is 
adequately inducted into the role and that there is mutual agreement and 
understanding.  This additional responsibility is not compulsory for staff and should 
only be delegated with the agreement of the employee concerned. It is however 
essential that the volunteer is clear as to which member of staff has this 
responsibility. 

 
 

c) All volunteers need to be made to feel welcome.  It is important that the parameters 
of their role within the School are clearly defined from the outset in order to avoid the 
possibility of misunderstanding. It is strongly recommended that the School prepare 
volunteers with an induction pack that includes support materials. 
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d) Where a volunteer’s particular skills or knowledge do not match the current needs of 
the School the offer of help should be declined. 

 
 

3. School Regulations and Other Information. 
 

a) In fairness to all concerned, volunteers must be made aware of the rules governing 
behaviour at the School; the key “dos” and “don’ts” for children and adults.   This should 
include procedures designed to avoid hazards or risks associated with the tasks that they 
are being asked to carry out and importantly details of first aid and emergency 
arrangements such as procedures to follow in case of fire. 

 
b) As part of their induction to life at the School, volunteers should also be provided with 

basic information such as details of those facilities available to them e.g. staff room, 
toilets etc. 

 
c) It is important that volunteers are made aware of the following procedures: 

 Expectations with regard to confidentiality; 

 Access to information related to students and/or staff; 

 Expected level of behaviour and an awareness of Professional Codes of 
Conduct; 

 School’s Equal Opportunities policy – especially focussing on issues relating to 
discrimination and the use of appropriate language; 

 The School’s Complaints procedure; 

 The School’s Disciplinary procedure. 
 
 

4. Child Protection 
 

a) The law requires DBS checks to be made on anyone with regular contact with students. 
Please refer to the DBS Policy. 

 
b) These regulations do not apply to volunteers such as those who help organise and run 

fetes, or parent’s working parties, or who may assist the School activities on an irregular 
or ad hoc basis but should apply to volunteers that drive children in cars or minibuses.   
However, if the Principal is unclear about the position in respect of a volunteer, further 
advice is available from the School’s Link Personnel Officer. Also, if an overnight stay is 
involved with any trips an enhanced DBS check must be obtained. 

 
 

5. Insurance 
 

a) Volunteers should be informed about the extent of the insurance cover available.  
Whilst volunteering for the school they are covered by the LA for third party liability 
only and the limitations of this insurance should be explained carefully to volunteers.   
They may wish to make their own arrangements for insuring against theft, personal 
injury or damage to their own property. 

 
b) Volunteers using their own car to transport children other than their own children to 

school events (sport, music etc) should be made aware of the school policy and 
advised to check with their car insurance company to ensure that they do not 
contravene their insurance policy conditions. 

 
c) The school should carefully consider all aspects of insurance and safety before 

deploying volunteers to drive a school minibus.  All parties should be made fully 
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aware of the regulations and drivers should be offered appropriate training and 
instruction before taking children on journeys in vehicles owned by the school. 

 

 
6. Allowances 
 

a) There is no obligation to make financial reimbursement to volunteers; it may be 
appropriate to consider paying out-of-pocket expenses connected with the tasks they 
undertake for the school. If school funds will not allow a policy of general 
reimbursement, consideration could be given to such payments in exceptional 
circumstances. 

 
b) State benefits claimed by volunteers can be affected by voluntary work and schools 

are strongly advised to refer volunteers to the local Benefits Office if they are in any 
doubt about work they may undertake voluntarily.    



Appendix 1 

   

QUEEN ELIZABETH’S  
Volunteers in School 

 
PLEASE USE THIS FORM TO GIVE US YOUR BASIC CONTACT DETAILS  
 
 
QUEEN ELIZABETH’S  
 
Now that I have read the Volunteers Booklet, I would like to try volunteering  
 
MY NAME: ……………………………………………………………… 
 
 
MY ADDRESS: ………………………………………………………… 
 
 
…………………………………………………………………………… 
 
 
MY TELEPHONE NUMBER: …………………………………………… 
 
MY MOBILE NUMBER: …………………………………………………. 
 
 
 
 
I WOULD LIKE TO GIVE ………….. HOURS   
 
ON …………..………. DAYS 
 
 
Please sign: …………………………………. 
 
No information will be passed to any other agency or person without your 
permission. 
 
 
Please return this form to our Personnel Office 


