
    

Page 1 

 

Hoole St. Michael Church of 
England Primary School 
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Member of staff responsible: J Price 

Most recent review: November 2023 
Date to be next reviewed: November 2025 

 
Mission Statement 
Christ’s love is in everything we do at Hoole St Michael. Our creative and high-attaining Church of 
England Primary School is safe, loving and supportive. We encourage the building of good 
relationships and friendship through respect, tolerance and understanding. Within our Christian 
family, where parents are our partners in all aspects of school life, we aim to inspire a love for 
learning within each and every child. 

Bible Verse: I can do all through Christ who strengthens me. Philippians 4:13 

 
Rationale: 
At Hoole St Michael CE Primary School , we recognise the worthwhile contribution that can 
be made by adults to our children in supporting them with their learning. Additional adults 
in school, such as volunteers can support children in their learning and social and emotional 
well being. Given the voluntary status of such adults, it is appreciated by the school greatly 
to have additional members of the workforce who can make a real contribution. The school 
recognises that volunteers often require positions in order to further their own experience in 
relation to career pathways, and is supportive of individuals in the community who require 
this. The following guidelines have been set out for any person making enquiries about 
volunteering in school. This is in line with Safer Recruitment procedures and the school 
policy for recruiting staff. The safety and well being of children is of paramount importance 
and for this reason, the guidelines followed for recruiting volunteers are in line with other 
school policies.  
Aims of the policy This policy is designed to ensure that there are procedures and practices 
in place for recruiting volunteers and working with these volunteers.  
 
Defintions:  
A volunteer is someone who is unpaid but would like to work in school. The reasons for 
working in school can be varied but usually pertain to a college course placement or similar, 
which they have been instructed to gain as a mandatory element of starting the course. On 
some occasions, willing members of the community also become involved in school life 
because they want to make a contribution. On occasions, the school receives queries from 
degree level students and teaching students who require a short experiential primary 
placement. The procedure for allowing these students into school is slightly different 
because of the shorter time period they wish to come in for. This is detailed below.  
 
Procedure for recruitment of volunteers:  
The following procedure is followed with each recruitment for a volunteer.  
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1. Initial query by potential volunteer. Directed to visit school office to obtain an application 
pack and speak to the Headteacher  
2. School office will hand out the application pack and direct the applicant to apply for an 
online DBS form.  
3. Potential volunteer to return the forms to the Headteacher or Deputy Head Teacher for 
screening, subject to Safer Recruitment procedures.  
4. Screened and accepted forms to be kept on file whilst the Deputy Headteacher makes 
initial contact to query what is needed by the volunteer and what the school can 
accommodate.  
5. DBS form approved by the authority.  
6. HT / DHT to interview the volunteer and outline expected standards. A volunteer letter 
containing details of safeguarding and behaviour.  
7. References to be sought where applicable  
8. Appointment / File for future opportunities / Write to say unsuccessful application and 
reasons why.  
9. Start date and induction and training dates set. 
 
Procedure for accepting students seeking short experiential placements: 
1. Query received via Headteacher and /or Deputy Headteacher .  
2. Details sought by one of the above staff about time scales and dates. It will also be 
ascertained at this point whether a DBS clearance is in place or not. This will often already 
be the case because students are on teaching courses.  
3. Where a DBS clearance is not in place, one will be obtained. In addition, a letter is 
required from the university to clarify that the student is on a course currently. This is 
required because we do not go through the application process that we do for other 
volunteers, due to the short length of the placement.  
4. Student starts on the required dates once the DBS has been received. A short induction 
is given on the first day.  
Obtaining DBS clearance- On most occasions, DBS clearance is obtained for individuals 
working in school. However, it is at the discretion of the Headteacher to allow any other 
individual to work in school without one and this will only be allowed if the individual is 
working under direct supervision and a full risk assessment has taken place.  
 
Volunteers on educational visits: 
In order to run educational visits safely and give children wider opportunities, additional 
adults are required. When planning these trips, as far as possible, the school uses existing 
staffing and school volunteers already in place. However, it is acknowledged that on 
occasions, further adults may be required to support the visit. In this event, the school may 
ask parents or other community members to help out. These adults may not have DBS 
clearance because this is rarely practicable to undertake this. They will always work under 
direct supervision of staff members and will never be left alone with groups or individuals. 
They will not supervise toilet visits without supervision. They will be instructed at the start 
of the visit to ensure that they follow our policy on the use of mobile phones, social media 
and our general code of conduct.  
Induction and Training-All volunteers will receive a copy of the staff handbook, which 
details everything an employee needs to know in order to carry out their duties. A full 
induction will be carried out with the volunteer, and signatures given to say this has been 
done. Training will be included as relevant, but all volunteers will receive basic child 
protection training.  
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Duties: 
Volunteers will be directed to work in a class / classes, under the direction of the class 
teacher. The class selected will be determined by the need in school and the preferences of 
the volunteer. Duties carried out will be under the supervision of the class teacher. Duties 
will reflect the level of experience, training, support, and skills of the volunteer.  
 
Parent of a child in school:  
It is not school policy to provide volunteering opportunities in a class if the volunteer is 
related to a child in that class. This is due to a potential conflict of professional interest for 
the parent and other parents in school. It may be possible to place the volunteer in an 
alternative class in school.  
 
The policy will be reviewed every 2 years. 
 
Signed ___________________________________________  (Headteacher) 
 
Signed   ___________________________________________  (Chair of Governors) 
 


