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Aim

The aim of this policy is to establish expectations for both staff and volunteers
regarding the work undertaken by volunteers and their conduct whilst in school.

Introduction

Volunteers at our school bring with them a range of skills and experience that can
enhance the learning opportunities of pupils at our school. We welcome and
encourage volunteers from the local community. Volunteers bring with them a range
of skills and experience which can enhance the learning opportunities of all children
in the school.

Windmill Church of England Primary School believes that volunteers are a welcome
resource for helping to raise children’s achievement by supporting the work of
teaching staff in delivering the curriculum to all pupils.

Our Volunteers include:

+ Members of the Governing Body
» Parents of pupils

*  Ex-pupils

» Students on work experience

« University students

* Ex-members of staff

* Local residents

» Friends of the school

The types of activities that Volunteers are engaged in include:

* Hearing children read

» Working with small groups of children

» Working alongside individual children

» Undertaking art & craft activities with children
* Working with children on the computers

« Accompanying school visits



Our Vision

1 Corinthians 16:14: Do everything in love

Guided by God’s love, our courage, compassion and advocacy inspire others and
nurtures self-belief, resilience and confidence. As one community and one family, we
flourish academically, socially, morally and spiritually achieving our dreams and
showing the world just who we are.

Inspire, Believe, Achieve

Becoming a Volunteer

Anyone wishing to work as a volunteer who will be in school on a regular basis (at
least 3 occasions in one month) should complete a volunteer application form
(appendix 1) This should be completed and returned with the necessary original
Identity documents to facilitate a DBS (Disclosure and Baring Service) clearance
check.

Where the volunteering is a placement linked to a course of study the cost of the
DBS will be met by the volunteer (or his/her college).

When two satisfactory references and a clear DBS check has been received by the
school, the School Business Manager will interview the potential volunteer and an
appropriate placement will be agreed. This will be in a class which has no family
connection to the applicant. A regular day and time will be agreed and the applicant
will be expected to sign a confidentiality agreement.

An entry will be made on the school’s Safeguarding Central Record and a file
maintained with the confidential details of the volunteer which will be retained by
school for 7 years after the volunteer resigns from their volunteering responsibilities.

The exceptions to this are:

*  Work Experience Students or University Placements who apply via their
educational establishment as it is expected that all necessary safeguarding
checks have been carried out by the educational establishment before arriving
at Windmill Church of England Primary School. The student will be expected
to sign a confidentiality agreement and will not be placed in a class with any
family connection.

» One-off volunteers i.e. assisting with a school walk, a fund-raising event or a
school visit will only require an ISA or list 99 check to be carried out. Care
should be taken to ensure these volunteers do not have sole responsibility for
a group of children or provide any form of intimate care (as directed in the
Educational Visits Policy).

» Volunteer drivers who would need to be accompanied by another adult (both
with Isa check) should provide to the School Business Manager MOT, current
insurance and driving licence 2 days before the event.



Confidentiality

Volunteers in school are bound by a code of confidentiality. Any 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 & staff team 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

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 / manual handling / positive physical intervention).
Volunteers need to exercise due care and attention and report any obvious hazards
or concerns to the Class Teacher / Headteacher.

Safeguarding

The welfare of our children is paramount. To ensure the safety of our pupils at all
times regular volunteers must have been cleared by the Disclosing & Barring Service
(DBS). A certificate is issued to the individual to produce in school who receive
confirmation when issued. Volunteers are able to access and attend any relevant in-
house training sessions in their own time.

The school has a safeguarding policy and all volunteers will complete an online
safeguarding course before being allowed to work with children. This short course
gives basic information about safeguarding issues and can be completed in half a
day.

The school induction process will give you all the information you need about who to
speak to if you have any concerns.



Complaints Procedure
Any complaints made about a Volunteer will be referred to the Headteacher / Deputy
Headteacher for investigation. Any complaints made by a Volunteer will be referred
to the Headteacher / Deputy Headteacher.
The Headteacher reserves 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 available from the school.

Appendices

A. Volunteer Application Form

B. Volunteer Privacy Notice

Date of issue: June 2016 (ratified at the meeting on July 12" 2016)
Reviewed January 2020

Reviewed February 2022

Signed (Chair of Governors) ........c.ccevvvveiienen.n. Date.....coovveiiiii

Signed (Headteacher) ..., Date....oveeiii



Appendix A

Volunteer Application Form - Windmill Church of England Primary School

Please complete and return this Volunteer Application Form to:

Emma Turnbull

School Business Manager

Windmill Church of England Primary School
Upper Batley Lane

Batley

West Yorkshire

WF17 ONP

The school is committed to safeguarding and promoting the welfare of children
and young people and as such expects all staff and volunteers to share this
commitment. All personnel are required to complete a DBS disclosure prior to
commencing voluntary work.

Name Title

Home address E-mail address

Home telephone number Mobile telephone number




Which school area/activity are you interested in supporting (please tick as
many as you like):

Reception O Year 1 or Year 2 O Year 3or Year4 O Year5or Year6 O
Availability: Monday O Tuesday O Wednesday O Thursday O Friday O

Time (between 9.00 am — 3.20 pm)

Why you would like to take on voluntary work at our school?

Health

Do you have any health problems or disability of which we should be
aware? (please delete as appropriate) No O If Yes, please give details:




Work/Voluntary Experience (Last 3 years)

Employers name and
dates of employment

Position held and main duties

References

Please supply the names and addresses of two character referees.

Name

How you know this
person

Address, e-mail and telephone of
referee




Criminal Convictions:

Do you have any criminal convictions or any pending? Yes / No (please delete as
appropriate)

If yes please give details. A prior or pending criminal conviction may not prevent you
from volunteering but failure to disclose relevant information may result in an
unsuccessful application. Under the Rehabilitation of Offenders Act 1974 you do
not need to disclose any convictions which are considered ,spent” under the
provision of the Act.

Personal Declaration:

| hereby apply to become a volunteer with Windmill Church of England Primary
School. | also agree to abide by all school Health & Safety, Child
Protection/Safeguarding policies together with guidelines and risk
assessments and understand that | have a responsibility for my own and
others Health and Safety while volunteering with the school.

If accepted, | will abide by the principles of volunteering outlined at induction. |
agree that Windmill Church of England Primary School may hold and use the data
on this form for the purposes of administering and supervising my work with the
school and that such data may be available to those who reasonably need to know
within the same Local Authority.

You MUST tick the box below:
| understand that | am not applying for a paid position (please tick)




Appendix B
Volunteers Privacy Notice

This Privacy Notice has been written to inform volunteers and governors of
Windmill C of E Primary School about what we do with your personal
information.

Who are we?

Windmill C of E Primary School is a ‘Data Controller as defined by Article 4 (7) of
GDPR. This means that we determine the purposes for which, and the manner in
which, your personal data is processed. We have a responsibility to you and your
personal data and will only collect and use this in ways which are compliant with data
protection legislation.

The school has appointed Veritau Ltd to be its Data Protection Officer (DPO). The
role of the DPO is to ensure that the school is compliant with GDPR and to oversee
data protection procedures. Veritau’s contact details are:

Schools Data Protection Officer
Veritau Ltd

County Hall

Racecourse Lane

Northallerton

DL7 8AL

Veritau

Assurance Services tor

schoolsDPO@veritau.co.uk the Public Sector
01609 53 2526

*Please ensure you include the name of the School in all correspondence with
the DPO

What information do we collect and why do we require it?

As part of your role Windmill C of E Primary School may need to assess your
suitability for the role. This means that we need to collect information about you in
order to facilitate this.

The personal data we collect about you includes:

Personal identifiers (your name, address, contact details)

Personal information relating to your particular role (i.e. if you are a parent governor
etc)

Information relating to the history of your appointment

Register of business interests

Race and/or ethnicity may be collected for equality monitoring purposes



mailto:schoolsDPO@veritau.co.uk

Who do we obtain your information from?

Much of the information we process will be obtained directly from your application
form. However, we may need to collect data about you from, but not necessarily
limited to, the following organisations:

e The Disclosure and Barring Service,
e The Local Authority.

Who do we share your personal data with?

Your information will only be made available to those who need it to do their job in
relation to your role as a volunteer. This includes the relevant administrative staff.

We will share your information with the following organisations:

e Disclosure and barring service to conduct criminal record checks, if applicable

e Department for Education
e Local Authority

How long do we keep your personal data for?

The school will keep your data in line with our Information Policy. Most of the
information we process about you will be determined by statutory obligations. Any
personal information which we are not required by law to retain will only be kept for
as long as is necessary to fulfil our organisational needs.

Do you transfer my data outside of the UK?

Generally the information that the school holds is all held within the UK. However,
some information may be held on computer servers which are held outside of the UK.
We will take all reasonable steps to ensure your data is not processed in a country
that is not seen as ‘safe’ by the UK government. If we do need to send your data out
of the European Economic Area it will ensure it has extra protection from loss or
unauthorised access.

What is our lawful basis for processing your personal data?

The School processes your personal data and special category data based on its
legal responsibilities to:

e Safeguard pupils it has responsibility for,

¢ Maintain adequate health and safety standards,

e Monitor equality and diversity at our school.

The School relies on Article 6(1)(c) and Article 9(2)(b) of the GDPR to process your
personal and special category data.



What rights do you have over your data?

Under GDPR, individuals have the following rights in relation to the processing of
their personal data:

to be informed about how we process your personal data. This notice fulfils this
obligation

to request access to your personal data that we hold, and be provided with a copy of it
to request that your personal data is amended if inaccurate or incomplete

to request that your personal data is erased where there is no compelling reason for its
continued processing

to request that the processing of your personal data is restricted

to object to your personal data being processed

You can exercise any of these rights by contacting: Windmill C of E Primary School

If you have any concerns about the way we have handled your personal data or
would like any further information, then please contact our DPO on the address
provided above.

If we cannot resolve your concerns you may also complain to the Information
Commissioner’s Office (the Data Protection Regulator) about the way in which the
school has handled your personal data. You can do so by contacting:

First Contact Team

Information Commissioner’s Office
Wycliffe House

Water Lane

Wilmslow Cheshire

SK9 5AF

casework@ico.org.uk // 0303 123 1113
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