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Welcome Guide for Volunteers 
We value our volunteers and want everyone to enjoy being part of our school family. By donating your time, skills and experience, you’re making a significant difference to the lives of our children and supporting our team to be the “best they can be”.

We want to do all we can to help you settle into your role and this guide will hopefully give you some useful information about volunteering with us. Please do get in touch with our Volunteer Link Leader (VLL) – Mrs Sue Taylor, if you have any further questions or suggestions.
Thank you for volunteering to help our children at Leckhampton C of E Primary School. 
We actively encourage the involvement of volunteers in the work of the school and there are a number of ways in which they can get involved. Some volunteers help with a variety of tasks such as art, cooking or reading. Other volunteers help when children are taken on visits outside school or to assist the class teacher with administrative tasks, such as preparing resources. 
The aims of our handbook
· To ensure that parents and other volunteers are welcomed and valued as members of the school community. 
· To give clear guidelines on the ways in which parents can help in school.

Volunteering
What can you expect from us?

· A warm welcome from the team.

· A clear induction into your role in school.

· A clear understanding of where to find key school policies and the part you play within them. This is especially important in relation to policies which support our Child Protection and Safeguarding duties. 

What do we expect of you?

· To support our school vision and values during your time in school.

· To meet any child protection and safeguarding requirements outlined in school policies.

· To respect the confidentiality of the school and its pupils. 

· To report any concerns directly to the PLL. 

Child Protection and Safeguarding

All volunteers are asked to read the school's Child Protection and Safeguarding Policy, available on the school website, and to familiarise themselves with the school's Safer Working Practice guidance. Safeguarding and promoting the welfare of children is everyone's responsibility and all adults working in school have a role to play in keeping children safe. 

As part of your induction, you will be informed of:

· The identity and role of the Designated Safeguarding Lead (DSL) and Deputy DSLs.

· How to report a concern about a child.

· How to report concerns about the behaviour of an adult working or volunteering in school.

· The school's whistleblowing procedures.

· Expectations regarding professional conduct and safer working practice.

· The school's approach to online safety and the use of technology. 

The school's Designated Safeguarding Lead is:

Miss Sam Porter (Headteacher)
Deputy Designated Safeguarding Leads are:

Mrs Sue Taylor and Miss Sarah Bird.  

If a Child Shares a Concern or Disclosure

If a child says or does something that causes concern:

· Stay calm and listen carefully.

· Do not ask leading questions or investigate further.

· Do not promise to keep information secret.

· Reassure the child that they have done the right thing by speaking to you.

· Make a factual record of what was observed or said, using the child's own words where possible.

· Report the concern immediately to the DSL or a Deputy DSL. 

Even if you are unsure whether a concern is significant, you must share it. It is always better to report a concern that later is proven unfounded, than to miss an opportunity to protect a child. 

Professional Conduct and Low-Level Concerns

Volunteers are expected to maintain appropriate professional boundaries with all pupils.

A low-level concern is behaviour by an adult working in or on behalf of the school that may not meet the threshold for a safeguarding referral but is inconsistent with the school's Code of Conduct or Safer Working Practice guidance. Examples may include:

· Being overly familiar with pupils.

· Inappropriate comments or jokes.

· Unnecessary physical contact.

· Favouritism towards individual pupils.

· Communication with pupils outside agreed school procedures. 

Any concern about the conduct of an adult, however small it may appear, should be reported to the Headteacher immediately. 

Concerns About Adults

If an adult working or volunteering in school:

· behaves in a way that has harmed a child or may have harmed a child;

· may have committed a criminal offence against or related to a child;

· has behaved towards a child or children in a way that indicates they may pose a risk of harm; or

· behaves in a manner that is inconsistent with the school's safeguarding expectations;
the concern must be reported immediately to the Headteacher. If the concern relates to the Headteacher, it should be reported directly to the Chair of Governors. 

Online Safety

Online safety is an essential part of safeguarding.

Volunteers must:

· Follow the school's acceptable use expectations.

· Never communicate with pupils through personal social media accounts, messaging services or personal email addresses.

· Report any online safety concerns to the DSL.

· Support children to use technology safely where appropriate.

· Never share information relating to pupils online. [ 

Further Advice

Should you wish to discuss a concern regarding a child, advice may also be sought from the Gloucestershire Safeguarding Children Partnership.

Telephone: 01452 426565
In an emergency, contact the police on 999.

What checks will we need to make if you would like to become a volunteer?
Volunteer Information Sheet: Volunteers should 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.  The school will then complete a Risk Assessment (Appendix 2) to ascertain which checks will need to be made for each individual. For all volunteers this will include;
Overseas Working/Living Declaration: all staff and volunteers are required to declare if they have lived or worked abroad in the last 5 years and whether they have ever been brought to the attention of the Police, Court or authorities during their time abroad. Further checks and a risk assessment may be required following completion of the declaration.

Declaration of Criminal Record: all staff and volunteers are required to provide relevant information not only about themselves but also any person who lives or works in the same household who may have been disqualified from working with children. A declaration form will need to be completed prior to volunteering in school. 
For an individual who will be involved in a regulated activity a Disclosure and Barring Service (DBS) check will be necessary: There is a requirement for schools to carry out a (DBS) check for all staff and volunteers who are involved in regulated activities with children. All schools need to hold a register of the checks undertaken. Volunteers who are involved in regulated activities with children must have an enhanced DBS certificate. A description of what constitutes a regulated activity can be found below.
Regulated Activity 

In summary, a person will be engaging in regulated activity with children if they;
· teach, train, instruct, care for or supervise children regularly;

· provide advice or guidance on well-being, or drive a vehicle solely for children, regularly;

· provide relevant personal care or healthcare to a child;

· undertake certain activities in schools or colleges which are not subject to the supervised volunteer exception and meet the statutory criteria;

· provide overnight care.
Once all necessary checks have been made, Volunteers are asked to complete Section 2 on the Risk Assessment. 
Please be assured that all information will be treated in the strictest confidence and that these checks are done only in the best interests and safety of the children.
Security

For security reasons, please use the front door by the School Office and sign yourself “in” and later, when you leave “out”. This enables us to know who is on the premises in case of fire or other emergencies. We will issue you with a school security badge which we ask you to wear at all times. 
Fire Procedures
The fire alarm is a continuously ringing bell. When it sounds, the teacher will lead the children from the room in silence through the designated exit. Please familiarise yourself with the fire evacuation instructions for the room you are working. These will be clearly displayed on the wall. If you are working with a small group of children in another part of the school, make sure that all the children are there and then take them out by the designated fire exit. Do not let them go back into the classroom for personal belongings. Take the children to the rest of their class and tell the teacher that you are there. 
Break times

Volunteers are welcome to use the Conference Room for tea or coffee at break times. Please help yourself!
For safety reasons, please do not take hot drinks with you outside of the room. Please feel free to use the staff toilets which are in the main office area of the school.
Attendance

If you are helping on a regular basis and are unable to attend, please let the class teacher or school office know to assist planning.

Guidelines

Volunteers helping in school are always under the supervision of the class teacher who will explain the task, what is required of children and the volunteer’s role within that setting. Volunteers are expected to work co-operatively and professionally with staff. If you are unsure of what you have been asked to do, please check immediately, either with the teacher or a teaching partner.

We seek to promote positive behaviour and actively praise and reward children for making good choices. Children learn quickly from the actions, words and attitudes of the adults around them, so it is important that all adults in school model the behaviours and values we wish to see in our pupils.

Volunteers should encourage positive behaviour through praise, encouragement and positive relationships. If a child requires support with their behaviour or does not respond to redirection, the matter should be referred to the class teacher, who retains responsibility for behaviour management
Mobile Phones

Volunteers are asked to ensure that mobile phones and personal devices are stored securely whilst volunteering in school.

Volunteers must not:

· Use personal devices to photograph, film or record pupils.

· Share images of pupils via social media, messaging services or email.

· Store school information or pupil information on personal devices unless specifically authorised to do so.

· Use mobile phones during volunteering activities except in exceptional circumstances and with staff permission. 

Any loss of a personal device containing school-related information, accidental disclosure of information, or online safety concern must be reported immediately to the Headteacher or Designated Safeguarding Lead.

Confidentiality and Information Sharing

Everyone working within the school is expected to respect the confidential nature of information relating to pupils, families and staff.

Volunteers may become aware of sensitive or personal information through their role. Such information must not be discussed:

· Outside school.

· With friends or relatives.

· On social media.

· With other parents.

· With members of the community. If a parent approaches a volunteer seeking information about a child, family or school matter, they should be directed to the relevant member of staff.

The only exception to confidentiality is where information needs to be shared in order to protect a child or safeguard their welfare. In these circumstances, information must be passed immediately to the DSL or Deputy DSL and should not be kept confidential.

Finally, a big thank you! Both children and staff reap enormous benefits from your involvement in school and we hope that you enjoy helping in school and find it to be a rewarding experience.
November 2026

Leckhampton C of E Primary School

Volunteering in School Register of Interest

Appendix 1     VOLUNTEER INFORMATION SHEET – for new volunteers

Name of volunteer………………………………………………………………………………………………………………….

Date of Birth……………………………………………Email address………………………………………………………..

Address…………………………………………………………………………………………………………………………………..

……………………………………………………………..Contact No………………………………………………………………

Why would you like to volunteer here at Leckhampton C of E Primary School?

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

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

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

Please could you provide the name, telephone number and email address of two individuals who would be willing to verify your motivation, attitudes, values and behaviours in relation to working with or near children.
Thank you for taking time to complete this Volunteer Information Sheet.  Please hand it directly to a member of staff in the School Office.  Your offer of help is appreciated and we will be in touch shortly. 
Leckhampton C of E Primary School

Volunteering Risk Assessment 

Appendix 2
	Section 1 – to be completed by Designated/Deputy Designated Safeguarding Lead.
	Tick to complete
	Section 2 - to be completed by Volunteer
	Tick to complete

	Volunteer Completed Volunteer Information Sheet – Appendix 1.
	
	☐ Received and read the Welcome Guide for Volunteers.
	

	Volunteer Information Sheet responses checked.
	
	☐ Read the school's Child Protection and Safeguarding Policy.
	

	Volunteer Completed Risk Assessment – Appendix 2
	
	☐ Been informed of the identity of the Designated Safeguarding Lead and Deputy Designated Safeguarding Leads.
	

	Confirm if the volunteer will be involved in regulated activity. DBS check initiated.
	
	☐ Read or been briefed on the school's Safer Working Practice guidance.
	

	References received and validated.
	
	☐ Understood how to report concerns about a child.
	

	Induction Checks taken place

☐ Safeguarding induction completed. 

☐ DSL and Deputy DSL details shared. 

☐ Online safety guidance shared. 

☐ Procedures for reporting safeguarding concerns explained. 

☐ Procedures for reporting allegations and low-level concerns explained. 

☐ Volunteer briefed on confidentiality and information-sharing expectations. 

☐ Volunteer received safeguarding quick-reference information
	
	Understood how to report concerns about the conduct of adults, including low-level concerns.
	

	
	
	Received information regarding online safety and the appropriate use of technology.
	

	
	
	Understood my responsibilities regarding confidentiality and information sharing.
	

	Name of DSL/Deputy DSL:

Signature:

Date:
	Name of Volunteer:

Signature:

Date:
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