Volunteer Policy

These are our detailed policies regarding volunteers at our Mount Street Infant and Nursery School. These policies are
written to provide overall guidance and direction to staff and volunteers engaged in volunteering at Mount Street
Infant and Nursery School. These policies do not constitute, either implicitly or explicitly, a binding contractual or
personnel agreement. The school reserves the exclusive right to change any of these policies at any time and to
expect adherence to the changed policy. Changes to or exceptions from these policies may only be granted by the
head teacher, in consultation with the chair of the governing body, and must be obtained in advance and in writing.

Definition of '"Volunteer'

A "volunteer" is anyone who, without compensation or expectation of compensation beyond reimbursement, performs
a task at the direction of and on behalf of the school. A "volunteer" must be officially accepted and enrolled by the
school prior to performance of the task. Unless specifically stated, volunteers shall not be considered as "employees"
of the school.

Mandatory Service

Our school also accepts as volunteers those participating in teaching placements, work experience, students enrolled in
other related courses, and other volunteer referral programs. In each of these cases, however, a written agreement
must be in effect with the organization, college, university, school or program from whom these volunteers originate,
and this agreement must identify responsibility for the management and care of the volunteers.

Service at the Discretion of the School

Our school accepts the service of all volunteers with the understanding that such service is at the sole discretion of the
school and there are sufficient places available, at the discretion of the head teacher. Volunteers agree that the school
may at any time, for whatever reason, decide to terminate the volunteer's relationship with the school.

The volunteer may at any time, for whatever reason, decide to sever the volunteer's relationship with the school.
Notice of such a decision should be communicated as soon as possible to the head teacher.

Confidentiality

Volunteers are responsible for maintaining the confidentiality of all proprietary or privileged information to which they
are exposed while serving as a volunteer, whether this information involves a single staff, volunteer, student, or other
person or involves overall school business. Failure to maintain confidentiality may result in termination of the
volunteer's relationship with the school or other corrective action.

Screening/Reference Checks and CRB Checks

For some tasks, volunteers must submit samples of work and professional references. If such is required, it will be
outlined in the task description. Prior to beginning work in the school all volunteers are required to have a List 99
check. This will be done by the school administrator and usually takes 48hrs. Trainee teachers must have a full CRB
check and this is usually provided by the institution sending the students. All volunteers must fill in the Volunteer
Application and sign the Volunteer Agreement.

Dismissal of a Volunteer

Volunteers who do not adhere to the rules and procedures of the school or who fail to satisfactorily perform their
volunteer duties are subject to dismissal. No volunteer will be terminated until the volunteer has had an opportunity to
discuss the reasons for possible dismissal with supervisory staff. Possible grounds for dismissal may include, but are
not limited to, the following: gross misconduct or insubordination, theft of property or misuse of school materials,
abuse or mistreatment of children, staff or other volunteers, failure to abide by school policies and procedures, and
failure to satisfactorily perform assigned duties.

References

If a volunteer later requires a reference they should firstly contact the school to agree a reference and secondly
provide the school with a log of the work they undertook in the school, signed by the supervising teacher. Log forms
are available on request.



General Information for
Volunteers in School

At Mount Street Infant and Nursery School we welcome all volunteers such as parent helpers, adults from the local
community and people from organizations such as schools, colleges and universities. A “volunteer” is anyone who
carries out a task on behalf of the school without payment.

Before accepting a volunteer we request that an application form is filled in and a List 99 check, or CRB check is
carried out. Once accepted, a volunteer agreement form is completed and signed by the school and the volunteer,
which includes details of our commitment to the volunteer and their commitment to the school.

If the volunteer is likely to need a reference in the future, we request that he/she completes a log of the activities they
have undertaken which should be signed by the supervising teacher.

Volunteers are responsible for maintaining the confidentiality of all information to which they may be exposed.
The school reserves the right to terminate the volunteer agreement at any time if deemed necessary, for reasons such
as the mistreatment of children, staff or other volunteers; breach of confidentiality; or failure to carry out tasks

satisfactorily.

A more detailed Volunteer Policy is available from Mrs. Yates at the school office on request.



Volunteer Agreement

We Mount Street Infant and Nursery School agree to accept the services of

beginning on and commit to the following

1. To provide adequate information, training and assistance for the volunteer to be able to meet the responsibilities

of their job.

To ensure the satisfactory support to the volunteer and to provide feedback on performance.

3. To respect the skills, dignity, and individual needs of the volunteer and to do our best to adjust to there individual
requirements

4. To be receptive to any comment from the volunteer regarding ways in which we might naturally better accomplish
our respective tasks

5. To treat the volunteer as an equal partner with the organisations staff, jointly responsible for completion of the
organisations goals and the fulfilment of its mission

N

The Volunteer

| agree to serve as a volunteer and commit to the following

=

To perform my volunteer duties to the best of my ability

2. To adhere to the school’s policies, rules and procedures, including any record keeping requirements and the
confidentiality of school, staff and student information

3. To meet time and duty commitments* except in exceptional circumstances, or to provide adequate notice so

that alternative arrangements can be made

*Agreed Volunteer hours are;

Agreed and signed by:-

Volunteer

Mount Street Infant
And Nursery School

This agreement is binding in honour only and is not intended to be a legally binding contract between us and may be cancelled at any time
at the discretion of either party.



Volunteer Application

This agreement is intended to indicate the seriousness with which we treat our volunteers. The intent
of this agreement is to assure you of our deep appreciation of your services and to indicate to you our
commitment to make your experience rewarding and productive.

Personal Details
VOIUNTEEI'S FUIL NGB ..ottt oo e et e et e ettt e e et e et ee ettt e e e ee e bt e et e ettt st e eeeee it e eeeee et s eenaeen

Contact Phone Number: .......co.ooooiiiiiii e
= 1T 7AYo Lo [Tty

Other details

[ ] 1 am able to commit to ................ hrs per week during the school year to work in a classroom under the direction
of the class teacher

[ ] 1 wish to volunteer in a before school or after school club

L1 1 wish to volunteer in the school office or in another capacity (G/Ve GeLailS) .............cc.ocvceeveciieeeeeseeees e

[ ] 1 am a trainee teacher or other student and am required to complete a mandatory placement of ............... days,
beginning on ...

Preferences
Days: Monday [ | Tuesday[ ] Wednesday[ ]  Thursday [] Friday []

Time: Mornings from ..............ccccees 10 e
Afternoons from .............c.ceeeeees 10 i

Qualifications (if any)

Mount Street Infant and Nursery School are bound by law to conduct a ‘List 99’ check on all volunteers who have
supervised contact with children. You are entitled to receive a copy of any report, if you request it, or if the school
system modifies your volunteer status as a result. In some circumstances a full Criminal Record Check (CRB) may be
required.

SIGNALUIE ..o et ettt et ettt e e Date ....cocooeiiii e

Your signature on this form gives the school permission to hand on your name and date of birth to the Lincolnshire County Council
in order to carry out a ‘List 99’ check.



Log of work undertaken in school

If at any point in the future you ask for a reference we ask that you return this completed form. It should be filled in
by you and signed by the teacher you worked with.

Date work began ...........cccccoevivve v
Duration of placement/time spent in SChOOI ...........ccccoiiii i,

HOUIS PEF WEEK ...uviviiii e

Year Group ............

Supervising Teachers NAME .........coovcvvve i e

Details of work undertaken.

Signed by the supervising t€aChEr ... Date ....ccccoeviiieiiiee
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