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Camrose Primary School 

Volunteers in School Education Policy 
 
 

To be read in conjunction with the attached Camrose Protection Leaflet 
 
Introduction 
Volunteers at our school bring with them a range of skills and experience that can enhance 
the learning opportunities of children at our school. We welcome and encourage volunteers 
from the local community. 
Our Volunteers include: 
• Members of the Governing Body 
• Parents of pupils 
• Ex-pupils 
• Students on work experience  
• University students from our partner Universities & Colleges of FE – Hertfordshire   
   University, Institute of Education, Middlesex University, Stanmore College and Harrow   
   College 
• Ex-members of staff 
• Local residents 
• Friends of the school 
• International Students from IES Abroad  
  Transage Volunteers (Harrow) 
 
The types of activities that Volunteers engage in include: 
• Hearing children read 
• Working with small groups of children 
• Working alongside individual children 
• Undertaking art & craft activities with children 
• Running after-school clubs e.g. dancing 
• Working with children on the computers 
 Cataloguing new library books 
• Accompanying school visits 
 
 
Becoming a Volunteer 
Anyone wishing to become a volunteer, either for a one off event such as a school visit or 
on a more regular basis, e.g. hearing children read, usually approaches the school office in 
the first instance. The lead person for Volunteers in our School is Theresa Chapman, Deputy 
Headteacher. 
Volunteers complete the Volunteer Information Sheet (Appendix 1) with their contact 
details, type of activities they would like to help with, and the times they are available to 
help. 
Before starting to help in school, volunteers should complete the Volunteer 
Agreement (Appendix 2), which sets out the school’s expectations of volunteers and asks 
Volunteers to confirm they have received a copy of this policy and the Stag Lane Child 
Protection Leaflet for Volunteers in School. 
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Our School Vision 
All adults who work in our school, whether a paid member of staff or a volunteer, are 
expected to work and behave in such a way as to actively promote our school vision.  
 
Our vision is under pinned by the following school aims:- 

 We are committed to developing a passion for learning in all who attend our school. 
 We want every child to see themselves as learners and to become thinking, active 

and effective members of our global community. 
 
Confidentiality 
Volunteers in school are bound by a code of confidentiality. Any academic/ behavioural 
concerns that Volunteers have about the children they work with / come into contact with 
should be voiced with the Class Teacher and NOT with the parents of the child / persons 
outside school.  Comments regarding children’s behaviour or learning can be highly 
sensitive, and if taken out of context, can cause distress to the parents of a child if they 
hear about such issues through a third party rather than directly from the school.  
Volunteers who are concerned about anything another adult in the school does or says, 
should raise the matter with the Headteacher or Deputy Headteacher. 
 
Supervision 
All volunteers work under the supervision of the Class Teacher of the class to which they are 
assigned. Teachers retain responsibility for children at all times, including the children’s 
behaviour and the activity they are undertaking. 
Volunteers should have clear guidance from the Teacher as to how an activity is carried out 
/ what the expected outcome of an activity is. Volunteers are encouraged to seek further 
advice / guidance from the Teacher in the event of any query / problem regarding children’s 
understanding of a task or behaviour. 
 
Health & Safety 
The school has a Health & Safety Policy and this is made available on request to Volunteers 
working in the school. Class Teachers ensure that Volunteers are clear about emergency 
procedures (e.g. fire alarm evacuation) and about any safety aspects associated with a 
particular task (e.g. using DT equipment / accompanying children on visits). Volunteers 
need to exercise due care and attention and report any obvious hazards or concerns to the 
Class Teacher / Headteachers. 
 
Child Protection/Safeguarding 
The welfare of our children is paramount. At Camrose we are committed to Safeguarding and 

meeting the needs of all children.   We hope you find it useful.  

To ensure the safety of our children, we adopt the following procedures: 
• All Volunteers are given a copy of the Volunteer Policy and a copy of Camrose Child 
Protection Leaflet for Volunteers and asked to sign a Volunteer Agreement Form stating that 
these have been understood and that the individual will adhere to them. This leaflet 

additionally, provides some useful advice and information when working with children in our school. 
(Appendix 2) 
• To ensure the safety of our pupils, all of our Volunteers must be cleared by the DBS. It is 
the responsibility of the volunteer to provide DBS information. The school will not meet the 
cost of this.  
 
No volunteer or adult employee is to have unsupervised access to the children 
prior to a satisfactory DBS.   
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• Where a Volunteer is engaged in a ‘one-off’ activity e.g. helping supervise a group of 
children as part of a class visit, a formal check may not be necessary, but staff will ensure 
they are always supervised. We hold a list of DBS checked volunteers who we can call upon 
in the first instance for such activities.  
 
Use of the school ICT network 
During the course of a volunteer’s duties, it may become necessary for them to gain access 
to the school’s computer network.  If this should happen, the volunteer should approach the  
the school business administrator who will arrange for them to gain limited access through a 
password.  Under no circumstances should a volunteer use the computer network 
under the passwords of a pupil or member of staff.  They will be in breach of the 
Acceptable use of ICT agreement if they divulge their password to anyone.  (Please see 
Acceptable use of ICT policy.) 
 
Complaints Procedure 
Any complaints made about a Volunteer will be referred to the Headteachers for 
investigation. Any complaints made by a Volunteer will be referred to the Headteachers.  
The Headteachers reserve the right to take the following action: 
• To speak with a Volunteer about a breach of the Volunteer Agreement and seek 
reassurance that this will not happen again; 
• Offer an alternative placement for a Volunteer, e.g. helping with another activity or in 
another class; 
• Inform the Volunteer that the school no longer wishes to use them. The full Complaints 
Procedure is set out in the School Handbook (available from the School Office). 
 
Monitoring and Review 
This Policy will be reviewed every three years and updated in the light of new guidance from 
either the Dfe or LA. 
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CAMROSE PRIMARY SCHOOL                                                                    APPENDIX 1 
 

VOLUNTEER INFORMATION SHEET – FOR NEW VOLUNTEERS 
 

Name of Volunteer: 
 

Other names known by (including maiden names): 
 

Date of Birth: 
 

Gender:   M/ F 
 

Address: 
 
 
 

Phone: 
 

Mobile: 
 
 
 

What skills / areas would you like to help with in school? 
 
 
 

Do you have any qualifications that are relevant to the type of voluntary work you are 
applying for? 
 
 
 

Are there any particular age groups you would like to work with? 
 
 
 

Are you currently studying?   YES /NO 
 
If Yes please provide details of course: 
 
 

What days and times are you available? 
 
 
 

Do you have any disabilities / other needs we need to take into account when working as a 
Volunteer in school? (please give details) 
 
 
 

Thank you for taking time to complete this Volunteer Information Sheet. 

Please hand it to Lara Wheeler – Deputy Headteacher 

Your offer of help is appreciated and we will be in touch shortly. 
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CAMROSE PRIMARY SCHOOL                                                                   APPENDIX  2 
 
 

VOLUNTEER AGREEMENT  
 

 
 I  have received and read the following documents:  
 

 
Volunteers in School policy    
 
 
Camrose Child Protection Leaflet   
 
 

 I agree to abide by the Policy and understand that if I breach the policy the 
Headteacher has the right to withdraw consent for me to continue any 
voluntary work in the school. 

 
 
 
 
Signed: ………………………………………………………………………………………Volunteer 
 
 
 
Date: …………………………………… 
 
 
 
Please return to:- 
Mrs J Handley 
School Office 
office@camrose.harrow.sch.uk 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:office@camrose.harrow.sch.uk
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Risk Assessment Template for Volunteers working in Schools who are 
NOT in Regulated Activity (Electronic Version) 

This risk assessment template may be used by schools and colleges when deciding 
whether to obtain an enhanced DBS certificate for regular Volunteers who are NOT 
engaged in regulated activity. This would NOT be appropriate for Volunteers who simply 
assist with day-time school trips.   

Name of Volunteer Click or tap here to enter text. Start Date 02/07/2024 

Person conducting 
the risk assessment  

Click or tap here to enter text. 

Is the Volunteer going to be working in Regulated Activity1? [Tick one box] 

A   Yes      ☐  (if “Yes” you must obtain an Enhanced DBS certificate with Barred   

List check and you do not need to fill out this risk assessment 
further) 

B   No        ☐  (if “No” you may choose to obtain an Enhanced DBS certificate 

without a Barred List check, based on this risk assessment and 
your professional judgement) 

Factors to Consider Description Risk score 

Will they have direct 
contact with children? 

Click or tap here to enter text. Choose an item. 

Frequency of working 
directly with children? 

Click or tap here to enter text. Choose an item. 

Age range of the 
children? 

Click or tap here to enter text. n/a 

Any contact with 
children particularly 
vulnerable? 

Click or tap here to enter text. Choose an item. 

Assisting with any 
personal care? 

(If “yes” the Volunteer is Regulated Activity, tick box 
A above)    

Click or tap here to enter text. 
 

Choose an item. 

What tasks will they be 
doing? 

Click or tap here to enter text. Choose an item. 

Frequency of working 
in the school? 

Click or tap here to enter text. Choose an item. 

Will they be working 
with children outside of 
school hours? when? 

(Work between 2am and 6am is Regulated Activity, 
tick box A above) 

Click or tap here to enter text. 

Choose an item. 

Will they be working 
with children off school 

Click or tap here to enter text. Choose an item. 

                                                 
1 Refer to Annex F in Keeping Children Safe in Education 2018 for the Statutory Definition of Regulated Activity 
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premises? Where? 
When?  

Is the school a 
residential setting? 

Click or tap here to enter text. Choose an item. 

What is the association 
of the Volunteer with 
the school? 

Click or tap here to enter text. Choose an item. 

How well does the 
school know the 
history of the 
Volunteer? 

Click or tap here to enter text. Choose an item. 

What do you believe is 
their reason for 
volunteering? 

Click or tap here to enter text. Choose an item. 

Can the volunteer 
provide a relevant 
reference from 
someone they have 
worked or volunteered 
for? 

Click or tap here to enter text. Choose an item. 

Can the volunteer 
provide a reference 
from someone who 
knows their work with 
children? 

Click or tap here to enter text. Choose an item. 

Does the volunteer 
have a history of paid 
or voluntary work with 
children? 

Click or tap here to enter text. Choose an item. 

Does the Volunteer 
have a recent DBS 
certificate from another 
role? 

Click or tap here to enter text. Choose an item. 

Is the Volunteer 
currently signed up to 
the DBS update 
service? 

Click or tap here to enter text. Choose an item. 

Are there any known 
or suspected concerns 
around working 
children? 

Click or tap here to enter text. Choose an item. 

Any other factors to be 
taken into account. 

Click or tap here to enter text. Click or tap here 

to enter text. 

Total Risk Rating [total up the risk scores for each factor] Click or tap here 

to enter text. 

Overall Risk level [tick one box – refer to guide below] 
Low   ☐ Medium  ☐ High   ☐ 

 
 



 9 

 

 
Guide to assessing risk level 
(remember this is only a rough guide and individual schools should determine their own risk levels) 

Low Risk. A score of less than 30 points suggests the volunteer is well known to the school, 
has probably got some experience of previous work with children and can provide a reference 
and is generally working on school premises and within normal school hours with children who 
are not deemed particularly vulnerable. They may be a previous employee, governor or 
volunteer and/or well known to staff or colleagues. They may hold a recent DBS certificate 
which has been seen or a portable DBS 
Action: there is no legal requirement to carry out a further DBS check but if the person 
doesn’t hold a portable DBS they may wish to consider carrying out an enhanced DBS check 
with NO Barred List check  
Moderate Risk. A score between 30-40 points suggests the volunteer has some connection 
with the school, perhaps as a parent and may have done some similar voluntary work in the 
past. No particular issues have come to light and there are no concerns over their suitability. 
The person has provided suitable references. They may work regularly with children where 

occasionally some of these children are deemed vulnerable. They do not have recent or 
portable DBS check. 

Action: there is no legal requirement to carry out a further DBS check however the school 
may wish to consider carrying out an enhanced DBS check with NO Barred List check  
High Risk. A score of above 40 points suggests that the volunteer has no previous 
connection with the school and is not known to staff at the school and cannot provide 
relevant references as to their suitability to work with children. They do not hold a current 
DBS or portable DBS check or they may be expected to work directly with children who may 
be particularly vulnerable or off school premises and out of hours. 
Action: there is no legal requirement to carry out an enhanced DBS check, however it is 
recommended that the school consider carrying out an enhanced DBS check with NO 
Barred List check. 

Agreed Action: [tick box] 

Enhanced DBS Check NOT required ☐   Enhanced DBS Check IS needed  ☐ 

Comment on reason: Click or tap here to enter text. 
 
 
 
Sign Off: 
Name of person signing off risk assessment:  Click or tap here to enter text. 
Role: Click or tap here to enter text. 
Signature: …………………………………………………………………………………... 
Date: Click or tap to enter a date. 
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