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VISITORS AND VOLUNTEERS POLICY 

 

Visitors and volunteers at our school bring with them a wealth of skills and experience that can enhance 

the learning opportunities of the children. Whitehall Park School welcomes and encourages them. 

Aims and Values 

All adults who work in our school, whether a paid member of staff or volunteer, are expected to work 

and behave in such a way as to actively support our school aims and values  listed below. 

At Whitehall Park School our aims are to: 
 Ensure that our school reflects and celebrates the diversity of the community and that everyone 

develops respect for each other  
 Provide a broad and balanced curriculum and learning environment that inspires, achieves the 

highest standards, creates a spirit of adventure, builds confidence and develops independent lifelong 
learners 

 Develop strong links between school, home and the wider community, communicating effectively to 
ensure that all members of the school family have opportunities to contribute ideas and knowledge 
that will be valued. 

 Promote a positive attitude in our pupils, creating an environment in which good behaviour is 
expected from everyone, within a climate of trust and mutual consideration and respect.     

 

 
Our Learning and Behaviour Standards 
Our rules apply to all members of our school community and are the fundamental beliefs upon which we 

base our actions.    These rules are displayed prominently around the school so that they can be used for 

reference whenever appropriate. 

 

At Whitehall Park School we respect each other and cooperate together. 
 

We practice active listening 
So we can learn from one another 

 

We help and encourage each other 
So we can make our school a safe and happy place 

 

Everyone participates and cooperates 
To help everyone to do their very best. 

 

We complete tasks and always try our best 
So we can be proud of ourselves, our learning and the progress we make 

 

We solve our problems and settle our arguments by talking about them 
So we do not hurt each other 

 

We are honest, tell the truth and are kind to each other 
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So we can trust and respect each other 
 

We look after our school and our belongings 
So we have a pleasant place to learn 

 

We  treat  each  other  as  we would  like  to  be  treated. 
 

 

Roles and Responsibilities 

The responsibility for implementation of this policy rests with the Headteacher. On an 
operational basis, management, responsibility and evaluation of this policy will be delegated 
to the Senior Leadership Team.  

 

Suggested Audience 

All school staff and the Local Advisory Board, volunteers and visitors. 

As part of their school induction or professional development, all school staff will participate 
in training which enables each person to be familiar with the principles and procedures 
outlined in this policy.  

Future changes as a result of new legislation and guidance from relevant bodies will also form 
part of a programme of Continuing Professional Development.  

This policy is one of a suite of policies which should also be referred to:  

 Safeguarding Policy 
 Behaviour Policy 
 Safer Recruitment Policy 
 DBS Policy 
 Childcare Disqualification Policy 
 
 
School Commitment 
 
Whitehall Park School believes that all children have a right to attend school and learn in a 
safe environment. Children should be free from harm by adults in the school and other 
pupils.   

We recognise that volunteers make an important contribution to Schools and WPS 
wishes to establish procedures to harness the contribution of volunteers whilst 
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continuing to uphold the highest safeguarding standards for the welfare of its pupils.  

The Local Advisory Board expects volunteers to share this commitment. 

Volunteers in school bring with them a range of skills and experience that can enhance the 

learning opportunities of pupils.  

The Local Advisory Board therefore, welcomes and encourages volunteers from the local 

community. 

 

 

 

 

Visiting and Becoming a Volunteer 

We have many requests from a variety of people who wish to visit or volunteer. These may be parents 

of children at Whitehall Park, members of the local community or individuals interested in pursuing a 

career with children. It is important that we keep track of who is working in our school, where they are 

placed and for how long they will be with us. For this reason all requests from visitors and volunteers 

should be directed to our Core Leader Joanne Fynaut who has responsibility for the organisation and/or 

placement of such individuals. 

Our volunteers include: 

 Members of the Local Advisory Board 
 Parents of pupils 
 Ex-pupils 
 Students on work experience 
 University students referred to us by Student Volunteer Services 
 Ex-members of staff 
 Local residents 
 Friends of the school 
 
The types of activities that volunteers engage in, on behalf of the school, include: 

 Hearing pupils read 
 Working with small groups of pupils to assist them in their learning 
 Working alongside individual pupils, as an additional tutor 
 Accompanying school visits 
 Making resources 
 Admin 
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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 pupils read, will need to get in touch with our Senior directly.  
Volunteers should complete the Volunteer Application Form (Appendix 1) with their contact 
details, types of activities they would like to help with, and the times they are available to 
help. 

 

Process for recruiting Volunteers who will be working frequently or intensively 

 Identify the need and role 

 Attract candidates by means of a local advert/school communications system 

 The candidate attends the school for an informal discussion to ensure their suitability for 
the role 

 Enhanced DBS check undertaken 

 The volunteer will be made aware of the role and responsibilities they will be undertaking 

 If appropriate 2 references should be sought where the volunteer arrangement will 
continue on a regular basis. 

 
 

 Volunteer completes the Childcare Disqualification pro-forma. 
 

 Induction- school and corporate policies and documentation explained and issued. These 
are to include Health and Safety, Behaviour Management Policies, Code of Conduct and 
Whistleblowing Policy 

 

 Volunteer records are to be kept in a central place within the school 
 

Confidentiality 

Volunteers in school are bound by a code of confidentiality. Any concerns that volunteers 

have about the pupils they work with/come into contact with should be voiced with the 

designated supervisor and NOT with the parents of the child/persons. 

Volunteers who are concerned about anything in the school, which may affect their work 

should raise the matter with the Headteacher or appropriate senior member of staff. Any 

information gained at the school about a child or adult should remain confidential. 

 

Supervision 

All volunteers and visitors work under the supervision of a teacher or full time member of 

staff. Teachers retain ultimate responsibility for pupils at all times, including the pupils’ 

behaviour and the activity they are undertaking.  Volunteers and visitors should have clear 

guidance from the designated supervisor as to how an activity is carried out/what the 
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expected outcome of an activity is. In the event of any query/problem regarding the 

pupil’s understanding of a task, behaviour or their welfare, volunteers must seek further 

advice/guidance from their designated supervisor.   

 

Health & Safety 

The school has a Health & Safety Policy and this is made available to volunteers working in the 

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

emergency procedures (e.g. Fire Alarm Evacuation) and about any safety aspects associated 

with particular tasks (e.g. using D T equipment/accompanying pupils on visits). Volunteers 

and visitors need to exercise due care and attention and report any obvious hazards or 

concerns to the designated Supervisor/Headteacher. Volunteers are covered by BPET’s Health 

& Safety Statement and indemnity and Public Liability Insurance. 

 

Safeguarding Children 

The welfare of our pupils is paramount. To ensure the safety of our pupils, we adopt the 

following procedures: 

 

 All volunteers are given a copy of the Volunteer Policy and asked to sign a 
Visitors and Volunteers Agreement (Appendix 1) 

 Visitors and volunteers must wear an identification badge whilst on the premises  
 

 The school reserves the right to ask for  a character reference if  necessary 

 All of our volunteers must have been cleared by the Disclosure and Barring Service 
(DBS). A DBS Disclosure will be issued to the individual to present to the designated 
member of staff in school. 
 

 Volunteer completes the Childcare Disqualification pro-forma. 
 

 If appropriate 2 References should be sought where the volunteer arrangement will 
continue on a regular basis. 

 

 Where a volunteer is engaged in a ‘one-off’ activity e.g. helping supervise a group of 
pupils as part of a class visit, no formal checks are required. However, such 
volunteers, who will be under the constant supervision of school staff, must read 
and sign our Off-Site Visit Agreement (Appendix 2). 

 

 Any concerns a volunteer has, about child protection issues, should be referred to the 



 

7 

 

designated supervisor or Head Teacher. 
 

 Induction, school and corporate policies and documentation will be explained and 
issued. These are to include Health and Safety, Behaviour Management Policies, Code 
of Conduct and Whistleblowing Policy. 

 

Positive Role Models  

 
As visitors and volunteers we are active role models to the children in our care. In order to be successful 

and positive role models the following guidance should be adhered to. We should model to the child the 

respect and care we hope they show our resources and building. It is everyone's responsibility to clean 

up work spaces and communal areas in order for professional duties to be carried out.  Smoking is not 

permitted on school property at any time. Visitors and volunteers wishing to smoke may do so off school 

premises.  

 

Professional Dress 

 
All visitors and volunteers are expected to dress as professionals as we are the role models for the 

children.  Jeans, short skirts, denim clothing items, trainers and other items of casual wear are not 

appropriate; however sports clothes can be worn when PE sessions are being taught.  Underwear, e.g. 

when wearing Spaghetti straps on vest tops, should never be on display.  Clothing with inappropriate 

logos/branding should not be worn. 

 

 
Complaints Procedure 

 

Any complaints made about a visitor or volunteer will be referred to the Headteacher or 

appropriate senior member of staff, for investigation. Any complaints made by a visitor or 

volunteer will be dealt with in the same way and a copy of the complaints policy will be 

provided. 

The Headteacher or designated member of staff reserves the right to take the following 

action- 

 To speak with the individual 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 

 Based upon the facts identified in the investigation it may be necessary for the 
School to inform the volunteer that the school no longer wishes to use them 

 Provide the volunteer with a copy of the school’s full Complaints Procedure. 
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Before starting to help in a school, a volunteer should complete the Visitors and Volunteers 

Agreement (Appendix 1), which sets out the school’s expectations of its volunteer and to 

confirm they have received a copy of this Agreement. The school will seek DBS clearance for a 

volunteer before they come into school, to make an informed decision when accepting 

volunteers to work with children. This is not required where a volunteer is engaged in a 

‘one-off’ activity. 

 

Monitoring and review 

This policy has been approved by the Local Advisory Board and will be reviewed every two years. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

9 

 

 

Appendix 1 - Volunteer Application Form  

 

 

 

 

 

 

Volunteer Application Form  

This Volunteer Application form is part of the school’s safeguarding systems 
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The information that you provide will be treated as private and confidential. 
 

1. Personal Details 
 

 

 

2. Emergency Contact 

 

 

 

3. Why you are interested 
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4. General Information 
 

 



5. Skills Assessment 
 

Please tick the boxes below to identify the areas of work you are interested in and the skills you 
possess.  

 

 Very Confident Quite Confident Not done before 

but can try 

Not interested 

Supporting 

children with their 

literacy 

    

Supporting 

children with their 

numeracy 

    

Supporting 

children in other 

learning areas 

    

Supporting 

children with their 

play at break 

times 

    

Volunteering on 

trips 

    

Volunteering to 

improve the 

school’s outdoor 

environment 

    

Photocopying     

Word processing     

Creating 

banners/posters 

    

Filing     

Helping with 

displays 

    

Clearing and 

sorting in the 

classroom 

    

Mending 

equipment and 

books 
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Sorting equipment 

and books 

    

Cleaning 

equipment and 

books 

    

Making resources     

Doing DIY tasks     

Helping to 

organize 

events/activities 

    

    

Which languages do you speak? Please indicate if fluent, intermediate or basic 

 

 

Do you have any illness or health problem that you would like us to be aware of? 

 

 

6. Availability 
 

How much time would you like to spend in school?   

Please tick on the box below to day/s and time/s you are available: 

Days: 

Monday Tuesday Wednesday Thursday Friday 

     

 

Times: 

AM: 9AM – 12PM MIDDAY: 12PM – 1PM PM: 1-3:30PM 
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                    Volunteers are an important and valued part of Whitehall Park School. 

We hope that you enjoy your volunteering experience with us. 

 

 

This document constitutes a formal agreement between Whitehall Park School and 

 

……………………………………………………………………………………………………… (Volunteer) 

 

This agreement tells you what you can expect from us and what we hope from 

you. 

   

 

   We at Whitehall Park School will do our best: 

- to support you in your volunteer placement by providing guidance and training when 
appropriate 

- to respect your skills and treat you with dignity 
 

I ………………………………………… (Volunteer) agree to do my best to: 

 

- work reliably to the best of my ability, and to give as much warning as possible whenever 
I cannot work when expected 

- respect the ethos and values of Whitehall Park and to follow Whitehall Park policies and 
procedures 
 

My agreed weekly time commitment is:-  ……………  hours per week for …………….. weeks. 

 

About Child Protection 

  

As part of our commitment to safeguarding the children in our care, we require all our volunteers to 

provide the following information: 

 an original document giving proof of identity, e.g. photo card driving license, passport (we will 
photocopy this and retain it for our records) 

 an up to date DBS check (from within the past three months) or begin to complete a DBS check 
(please speak to Miss Fynaut to commence your application, and no charge is made for this 
check) 

 the name, address and telephone number of someone (employer or professional person, but 
not a relative or friend) who can comment on your suitability to work with children. 

 

Name 
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Address 

 

 

Tel 

 

 

Criminal Record Disclosure  

 

Declaration 

I confirm that the above details are true. I consent to a DBS check and references being taken up 

before my volunteering can commence. 

 

Signed: _______________________    Date: ____________________ 

 

Thank you for your form – once all appropriate checks have been made you will be contacted shortly 

to arrange an informal meeting, and we’ll try to get you started as soon as possible. 

 

Have you, or a member of your household ever been convicted of a criminal offence or 

subjected to a caution/reprimand/warning or bind over including any that would be 

regarded as ‘spent’ under the Act in other circumstances? (Yes/No)  

If yes, please give details including dates and penalties: 

Date:…………………… 

Details:  
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This agreement may be cancelled at any time at the discretion of either party. Neither of us intend 

any employment relationship to be created either now or at any time in the future. If the 

agreement is cancelled by Whitehall Park a clear explanation of the reasons will be given. 

 

(I have read and understood the school’s policies for Child Protection, Health and Safety and 

Volunteers) 

SIGNED Volunteer……………………………………………………………………………….  

Date …………………  

SIGNED Whitehall Park School ……………………………………………………………          

Date ……………….. 

 

End of the Policy 


