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With love we flourish 

 

“I have come that you may have life in all its fullness.” John 10:10 

 

Our Christian vision is the foundation of our school and allows us to: 

 Respect and love everyone for who they are 

 Celebrate and serve our diverse community 

 Nurture a passion for education so everyone can realise their potential 
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Introduction 

Thank you for volunteering your time and enthusiasm to Phil and Jim Primary School. 

Volunteers have a very important role to play in bringing a range of skills and experience to enhance 

and promote the learning opportunities that we offer to our pupils.  

Our volunteers and visitors include:  

 Members of the Governing Body  

 Parents of pupils 

 Ex-pupils  

 Ex-members of staff  

 Students on work experience  

 University students  

 Local residents  

 Friends and supporters of the school 

 External agencies 

 Educational/professional speaker 

The types of activities that volunteers and visitors engage in, include:  

 Listening to pupils read  

 Working with small groups of pupils to assist them in their learning or with a specific task 

(e.g. Tile Project) 

 Accompanying school educational visits  

 Assisting with extra-curricular activities 

 Giving talks  

Safeguarding  

Phil and Jim Primary School is committed to the safeguarding of all our pupils. All volunteers and 

visitors must share this commitment and follow our policies and procedures in relation to this. 

Volunteer Process  

Phil and Jim School will adhere to the following process to recruiting regular Volunteers:  

a) Identify the need and role  

b) Attract candidates by means school newsletter and/or ParentMail  

c) Invite interested candidates to complete a Volunteer agreement and application form  

d) Invite the candidate(s) to attend a meeting at school for an informal discussion with the school 

business manager to ensure that they are suitable for the role (which may take place virtually via 

Microsoft Teams) 

e) Complete a DBS Enhanced Disclosure before the volunteer starts working  

f) Ensure the volunteer completes the online safeguarding course http://www.oscb.org.uk/  

g) Gain two references for each volunteer 
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h) Ensure a short induction takes place to make the volunteer aware of their role and responsibilities 

within the school - relevant school policies, site risk assessment and documentation should be 

explained and issued/sign posted 

i) keep records centrally within the school  

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.to listen to children read), should approach the class teacher or the Business 

Manager. 

Volunteers should complete a Volunteer Application Form (Appendix 1) and the Volunteer 

Agreement (Appendix 2) which sets out the schools’ expectations of its volunteers and confirms that 

they have received a copy of this policy. 

Upholding the School Ethos  

All adults and young people, who work within our school, whether as a paid member of staff, a 

visitor or a volunteer, are expected to work and behave in such a way as to promote Phil and Jim 

School’s aims, visions, values and educational purpose, as identified below:  

At Phil and Jim, we provide a happy, nurturing and supportive environment underpinned by our core 
values. All members of our school community are valued and respected, so that everyone can have a 
positive attitude about themselves and others. With love we flourish.                                                                    

Vision 

“I have come that you may have life in all its fullness.” John 10:10 

Our Christian vision is the foundation of our school and allows us to: 

 Respect and love everyone for who they are 

 Celebrate and serve our diverse community 

 Nurture a passion for education so everyone can realise their potential 

Values 

Our three core values of love, compassion and community form the basis of our work in school. 

We create an environment where our pupils can show love for each other, our school, our local 
community and global community. 

Because all people have been made in a caring God and all are valued equally, we 
show compassion for each other, those in our community and across the globe. 

In our community we model and develop trusting relationships which enable our pupils to make the 
right choices and keep themselves safe and happy. 

The role of volunteer/visitor 

It is critically important for pupils to see all adults in school as role models.  
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Please adhere to the following at all times: 

 You are not expected to make judgments about pupils' abilities or behaviour.  

 Any personal views you may have about a pupil's ability should not be disclosed to anybody 
except a member of the school’s teaching staff, if applicable to the activity you are 
undertaking.  

 Much of what you see in school is confidential so please do not talk about things outside of 
school.  

 Please do everything possible to avoid any physical contact with pupils and closely follow the 
site Risk Assessment. 

 You should not get drawn into inappropriate topics of conversations with pupils. If a pupil 
begins to talk to you about matters which concern you, please tell to a member of staff, or a 
member of the Senior Leadership Team immediately. 

 Dress in an appropriate manner. 

 If you are a parent of a child in the school, please do not seek to use your time in school as 
an opportunity to discuss personal issues such as your child's educational progress (this can 
be distracting for teachers during school time).  

 Mobile phones, personal cameras and recording devices must be off at all times. They must 
remain out of sight and reach of children during school hours and must never be used to 
take photographs of pupils, whether in school or out on a school trip or other event. If you 
are in doubt about anything, always ask the advice of a member of staff. 

Many of the above standards are there not only for the protection of our children, but also for your 
own. A serious breach of any of the standards set out above might lead to a volunteer being 
removed and considered an unsuitable candidate for further voluntary / student placement 
involvement. 

Supervision  

All volunteers work under the supervision of a teacher or member of school staff.  

Teachers retain ultimate responsibility for pupils at all times, including pupils’ behaviour and the 
activity that they are undertaking. Volunteers should have clear guidance from the teacher as to 
how an activity is carried out and the expected outcome of the activity. In the event of any query or 
problem regarding the pupil’s understanding of the task, their behaviour or welfare, volunteers must 
seek advice / guidance from the Teacher, class Teaching Assistant or member of SLT as appropriate.  

Health and Safety  

Phil and Jim School has a Health and Safety Policy, which will be sign posted to volunteers working in 

our school. An appropriate member of staff will ensure that volunteers are clear about emergency 

procedure (e.g. fire alarm evacuation) and about any safety aspects associated with particular tasks 

e.g. using equipment or accompanying pupils on visits. Volunteers need to exercise due care and 

attention and highlight any concerns to the teacher or teaching assistant. Volunteers are covered by 

the school’s Indemnity and Public Liability Insurance. Complaints Any complaints made about a 

volunteer will be referred to the Headteacher for investigation. Any complaints made by a volunteer 

will be dealt with in the same way.  

The Headteacher reserves the right to take the following action:  

To speak with the volunteer about a breach of the Volunteer Agreement and seek reassurance that 

this will not happen again  
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Offer an alternative placement for the volunteer (e.g. helping with a different activity or in another 

class) 

Based upon the facts identified in the investigation, it may be necessary for the school to inform the 

volunteer that they are unable to continue using them  

The volunteer will be provided with a copy of Phil and Jim School’s Complaints Policy and Procedures  

Equality, Diversity and Inclusion  

At Phil and Jim School we aim to ensure that no member of the school community experiences 

harassment, less favourable treatment or discrimination within the learning environment because of 

their age; any disability they may have; their ethnicity, colour or national origin; their gender; their 

religion or beliefs.  

We value the diversity of individuals within our school and do not discriminate against anyone. We 

believe that all our children matter and we value their families too. We give our children every 

opportunity to achieve their best by taking account of our children’s range of life experiences when 

devising and implementing school policies and procedures. 

Virtual visits 

If a face-to-face visit cannot take place, a virtual visit may be a suitable alternative. This will be 

decided by SLT in conjunction with class teachers. 

Virtual visits must: 

 adhere to the principles of this policy and the school ethos 

 be facilitated by a member of school staff 

 take place via Microsoft Teams 

 not be recorded (without permission) 

 have a blank/non-identifiable or fake background (if visitor using camera) 

 

Finally… We hope that you will find this guidance helpful and that you will keep it in mind 

throughout your time in school. We are confident that you will enjoy the experience of working as a 

volunteer at Phil and Jim Primary School, satisfied in the knowledge that you are making a positive 

contribution 

This policy should be read in conjunction with: 

 Safeguarding Policy 

 Health and Safety Policy 

 E-safety Policy  

 Remote and Blended Learning Policy 
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Appendix 1 

S S  P h i l i p  a n d  J a m e s  C o f E  Primary School  
Volunteer Application Form 

 
Surname:  

 

 
Previous Names (if relevant): 

Forename(s):

 

 
 
 
 

Previous names:                                                 Date of birth: 
 
 
 
 

 

Address:                                                             E-mail: 
 
 
 
 
 

 
Postcode:                                                           Home telephone: 

 
 
 
 

 

Work telephone:                                                 Mobile telephone: 
 
 
 
 
 

 

Times available (please indicate below) 
 

 
 Mon Tues Wed Thurs Fri 

Morning      

Afternoon      

 

 

Type of work / duties interested in undertaking: 

 

 

 

 

 

 

 

 



 

 
References 

Please give the name and address of two persons from whom references may be obtained, one of these should 
be your current or most recent employer.  References from friends or relatives will not be accepted. 

 
(1) Name:   (2) Name:  

Position held:  Position held:  

 
Address: (including Post Code)  Address: (including Post Code) 

Telephone No:  Telephone No:  

E-mail:   E-mail:  

Fax:   Fax:  

 

Data Protection Act 

In accordance with the Act, you should be aware that personal details submitted with this 

application form, will be used only for volunteering records. Your information will be stored 
securely and only accessible to relevant persons in the course of their duties. For further details 

and our Privacy Notice see www.philandjim.org.uk  
 
     

Schools are legally obligated to process a Disclosure and Barring Service (DBS) check before making appointments 

to relevant posts. The DBS check will reveal both spent and unspent convictions, cautions, and bind-overs as well 

as pending prosecutions, which aren’t “protected” under the Rehabilitation of Offenders Act 1974 (Exceptions) 
Order 1975.  

We’ll use the DBS check to ensure we comply with the Childcare Disqualification Regulations. 
Any data processed as part of the DBS check will be processed in accordance with data protection regulations and 

our privacy statement. 

If you’ve lived or worked outside of the UK in the last 5 years, we may require additional information in order to 
comply with our safeguarding policies. If you answer ‘yes’ to the question below, we may contact you for 

additional information in due course. 
 

Have you lived or worked outside of the UK in the last 5 years ?:    ☐Yes ☐No  

 
 

 

Declaration 

I confirm that I have read and understood the Volunteer policy and Good Practice guide. I declare that, to the best 
of my knowledge and belief, all statements contained in this form are correct and I understand that, should I 
conceal any material fact, I will, if engaged, be liable to the termination of my services. 
 
 
 
 
 
 
 
 

 
Signature: 

  
Date: 

 

 

 

SS Philip and James C of E Primary School is committed to safeguarding and promoting the 

welfare of children, young   persons and vulnerable adults and we expect all volunteers to 

share that commitment. All regular volunteers will need an enhanced DBS check before they 
can commence working with the children. 

http://www.philandjim.org.uk/


 

 

Appendix 2  

                                                        

 

Volunteer Agreement 

 

Thank you for offering your services as a volunteer at Phil and Jim Primary School. Your offer of 

help is greatly appreciated and we hope that you will gain much from your experience.  

Please sign this Volunteer Agreement and hand it in to the School Office.  

I have been accepted as a volunteer at Phil and Jim Primary School and I can confirm the 

following:  

 I agree to work within the boundaries of Phil and Jim School’s Safeguarding procedures 

at all times  

 I agree to undertaking an enhanced Criminal Records Bureau check I know who the 

schools Designated Safeguarding lead is  

 I understand and accept the Phil and Jim School’s Volunteer Policy and Good Practice 

Guide, which applies to my involvement as a volunteer  

 I agree to support Phil and Jim School’s aims and educational purpose  

 I agree to adhere to Phil and Jim School’s policies and procedures at all times  

 I agree to treat any information obtained from within school with the strictest of 

confidence  

 I have been informed of who will be my designated supervisor  

 

 

 

Signed: ………...……………………………............................ 

Full Name: ……………………………………..……………………. 

Date: ……………………………………….............................. 


