
LONG MEADOW SCHOOL 
 

VOLUNTEERS IN SCHOOL POLICY 
 
Purpose 

• To enable opportunities for children to be enriched both within the curriculum 
and for extra curricular activities 

• To promote the safety and wellbeing of children 

• To establish expectations for both staff and volunteers 

• To promote continuity and coherence across the school 
 
The importance of volunteers in schools 
The value of well-deployed volunteers in schools is widely recognised. Volunteers are a 
welcome resource in helping to raise children’s achievement, complementing the work 
of Teachers and Teaching Assistants. Long Meadow School recognises that there is no 
doubt that the school as a whole benefits greatly from developing well planned, active 
parental and community links through participation by adults in the activities of the 
school on a voluntary basis. Volunteers in school provide for the enrichment of the 
pupils’ learning experiences, but must not encroach on or restrict professional teaching 
duties. Volunteers in school will be deployed appropriately and will not be asked to 
replace paid staff or be given responsibility within the school that would normally be 
associated with paid employees. 
 
There are two main ways of helping: - 
 
a) Occasional support e.g. at sports events or school trips. These are individual 
events and generally parents/volunteers only commit themselves to one or two 
occasions and less than 3 times per month. 
 
b) Regular support - this is when parents or helpers offer regular, sometimes weekly, 
support to the school for a period of time. Usually the commitment will be for a term and 
will consist of one or two timetabled weekly sessions. 
 
We encourage and recognise parents as educators and we always welcome parents 
into school. We sometimes offer work experience for young adults in training as well as 
young people wishing to have a work experience of school life. 
 
Deployment of volunteers. 
All volunteers at Long Meadow School will be made to feel welcome. The parameters 
of their role within the School will be clearly defined from the outset in order to avoid the 
possibility of misunderstanding. The school will provide volunteers with a code of 
conduct. During visits to the school, or visits elsewhere with the school, each volunteer 
will be designated a particular member of staff to whom he / she will be directly 
responsible and this will usually be the Class Teacher. The Headteacher, however, 
retains overall responsibility for volunteers in school. Whilst there should be no 
significant addition to the workload of the staff member taking responsibility for the 
volunteer, it is expected that time is taken to ensure the volunteer is adequately 
inducted into the role and that there is mutual agreement and understanding. This 
responsibility is not compulsory for staff and should only be delegated with the 
agreement of the employee concerned. It is however essential that the volunteer is 
clear as to which member of staff has this responsibility. 
 
All volunteers to Long Meadow School will be made aware of the following as 
appropriate: 
• Volunteers at Long Meadow School will not have unsupervised access to children 
• Location of toilets and staffroom and invitation to tea / coffee facilities 
• Location of areas in which they will be working 
• Fire-alarm procedures 



• Expectations with regard to confidentiality 
• Access to information, as necessary, in relation to staff and pupils. 
• Expected level of behaviour and an awareness of professional codes of conduct 
 
Volunteers will not be asked to carry out duties which: 

• fall normally within a Teacher’s responsibility under loco parentis 

• fall normally within the job description of a Teacher or Teaching Assistant, i.e. 
covering for absence. 

• would normally be performed by a contractor engaged by the Local Education 
Authority or the school 

• expose them to dangerous or hazardous substances or situations 
 
It should be noted that the Class Teacher remains responsible for the organisation of 
the class and methods of work. 
 
Child Protection 
The law requires checks to be made on anyone with responsibilities in a school which 
can give them regular unsupervised access to pupils under the age of 19. Under the 
Education (Teachers) (Amendment) Regulation 1998 this now includes volunteers who 
regularly help: 
• in the classroom; 
• in extra curricular activities; 
• supervise pupils on school organised holidays or residential visits 
 
Volunteers who work with children within,or outside of, the classroom, will be asked for  
proof of identity and a Disclosure and Barring Service check will be required. These 
volunteers will be asked to complete a Disclosure and Barring Service (DBS) Form.  
 
Important: it is the Headteacher’s responsibility to ensure that volunteers have 
appropriate access to children and that they have undergone the required 
checks. 
 
When considering taking on a volunteer to help on a regular basis the school will adopt 
the same recruitment measures as it would for paid staff. An interview will be held and 
two references will be sought. The Headteacher will take all reasonable steps to 
confirm the identity of the person volunteering. The School Manager / Headteacher will 
view at least one original document from the list below, together with a utility bill 
showing the volunteer’s address: 
• Birth Certificate 
• Marriage Certificate 
• Passport 
• Driver’s Licence 
 
In other circumstances, eg where a volunteer’s roles will be a one off, such as 
accompanying teachers and pupils on a day outing or helping at a concert or school 
fete, those type of measures would be unnecessary provided that the person is not to 
be left alone and unsupervised in charge of children. Where volunteers recruited by 
another organisation work in a school, eg sports coaches from a local club or students 
from local schools and colleges, the school should obtain written assurance from that 
organisation that the person has been properly vetted. 
 
The above regulations do not apply to volunteers such as those who help organise and 
run fetes or who may assist the school activities on an irregular or ad hoc basis. 
 
Volunteers transporting children in cars must not travel with a lone pupil unless it is 
their own child. 
 



The Governing Body have directed that all governors should be DBS checked, whether 
or not they have direct contact with children.  
 
Insurance 
Volunteers are covered by the LEA for third party liability only and the limitations of this 
insurance will be explained carefully to volunteers. They may wish to make their own 
arrangements for insuring against theft, personal injury or damage to their own 
property. Volunteers using their own car to transport children other than their own 
children to school events, (sport, music etc) should be made aware of the school policy 
and advised to check with their own car insurance company to ensure that they do not 
contravene their insurance policy conditions. 
 
Allowances and benefits 
Although there is no obligation to make financial reimbursement to volunteers; it is 
sometimes appropriate, in exceptional circumstances, to consider paying out-of-pocket 
expenses connected with the tasks they undertake for the school. 
 
State benefits claimed by volunteers can be affected by voluntary work. The schools 
should refer volunteers to the leaflet from DWP “A guide to volunteering while on 
benefits” (http://www.volunteering.org.uk/NR/rdonlyres/D1C7064B-561C-4057-84ED-
77AF8CEEDA93/VG12006.pdf) and discuss any voluntary work with their Personnel 
Advisor to see how this may affect any possible benefits if they are in any doubt about 
work they may undertake voluntarily. The main points for consideration are that 
volunteers should remain available for work if claiming unemployment benefits and that 
disabled volunteers should not undertake voluntary work of a nature similar to that for 
which they are receiving disability benefit. 
 
Extension or extra curricular opportunities 
Medium Term Planning may identify opportunities for visits and fieldwork as 
appropriate to the unit of work. The planning of such activities will be in line with school 
policy and practice and will be discussed with the head teacher before firm plans are 
made. Such visits may include and involve volunteers. 
 
Inclusion 
Long Meadow School recognises that there will be times when the school requests the 
support of a volunteer for whom particular arrangements are necessary. The school 
operates an inclusive policy and all offers of help from volunteers will be considered on 
an equal basis. Offers of help will be accepted purely because they fit the needs 
identified for the specific group of children and enhance and support what is on offer at 
the school both within and in addition to the curriculum. 
 
Health and Safety 
Safe practice must be promoted at all times. The school has a Health and Safety policy 
and maintains records of Risk Assessment. All volunteers will have their attention 
drawn to identified risks, the teacher will explain to the volunteer the risk and any 
specific actions which should or should not be taken by the volunteer. 
 
Approved at a meeting of the Governors Resources Committee held on 
 
 
Signed………………………………………. Date………………… 
(Chair of Committee) 
 
Updated: 25.6.15 
 
 
 
 



 
 
 
 

LONG MEADOW SCHOOL 
 

GUIDELINES FOR VOLUNTEERS IN SCHOOL 
 

WELCOME TO OUR SCHOOL 
 
Thank you for your interest in volunteering in school. Volunteering can take many forms 
and we appreciate the help that our volunteers give us to support the work of the 
school. We value our volunteers and we hope that you will enjoy working with us. We 
have produced this guide to help you feel comfortable working in school and we hope 
that you will also feel able to ask any questions as they arise. 
 
There are two main ways of helping: - 
 
a) Occasional support e.g. at sports events or school trips. These are individual 
events and generally parents/volunteers only commit themselves to one or two 
occasions. 
 
b) Regular support. This is when parents or helpers offer regular, sometimes weekly, 
support to the school for a period of time. Usually the commitment will be for a term and 
will consist of one or two timetabled weekly sessions. 
 
The points of contact for volunteers in school are as follows: 
• the class teacher you work with 
• the school office 
• the Headteacher 
 
What procedures do I need to follow to help at school? 
We are very pleased to receive offers of help from volunteers.  If you are working within 
the classroom and are working with children in the presence of a teacher, less than 
three times a month, you will not need to have a Criminal Record Bureau (CRB) check. 
If you help more than three times a month, or are on your own with children in the 
school, we will require proof of identity and address plus a CRB check will need to be 
completed. We do not want this procedure to put off volunteers, but this safeguarding 
measure is in place to contribute to the safety of all our children. 
 
Safety is at the heart of our care for all children and it is very important that we know 
exactly who is on the school premises and where they are. We do so via the school 
office and ask every adult who comes into school to report to the office. Each visitor 
must see the receptionist and sign in. They will then be issued a visitors badge. We ask 
that visitors then sign out when they leave and return the badge. 
 
Where will I be working? 
If you are a parent you may be asked to support in your child’s class or you may be 
asked to help in another class where additional support for an activity would be useful. 
Volunteers often utilise their skills and help in a curriculum area such as Art or ICT. 
Please let us know if you have an interest or skill in a certain area. 
 
How much time must I give? 
It’s up to you! We appreciate all the time you choose to offer. Some volunteers prefer to 
have a regular time each week for a term, some prefer to arrange to help when they 
can spare some time e.g. for school trips, on special school activities or visits etc. All 
we ask is that you let us know as soon as possible if you have made an arrangement 
with the school but find that you can’t come. Your work in school is valuable and the 



teacher may have been counting on you to help with an activity that cannot go ahead 
without your help. For example, on school visits we have to comply with strict 
adult:child ratios and if one person is unable to come on a trip it can mean that the trip 
cannot go ahead. Let us know if you cannot come - just give us a call or send a 
message so that we can try to arrange for a replacement to avoid disappointing the 
children. 
 
Where can I go in the school? 
As a volunteer you will be expected to work with the teacher/s to whom you have been 
allocated. You will be sharing the classroom with the teacher/s concerned. The teacher 
will be responsible for you and if you are in any doubt about your role, where you 
should be working or you have questions about the school please ask your teacher. 
You are welcome to use the staff room at break times and lunchtimes – please help 
yourself to tea and coffee (there might even be cakes and biscuits sometimes!). You 
can use the toilets that the staff use located in Reception (Ladies) or next to the Deputy 
Headteacher’s office (Gentlemen). It is not permitted for adults to use the children’s 
toilets.  
 
What do I do if I have seen challenging behaviour or something that concerns 
me? 
It is very important that you share any concerns with the class teacher. What you have 
seen or heard may be part of a bigger picture and will need investigating further. If you 
are unable to talk to the class teacher, please come to the school office and speak to 
the office staff who will pass on the details to the Headteacher.  
 
We have well defined procedures for informing parents of what has happened whilst 
the children are at school. Please do not be tempted to relay anything you have seen or 
heard in the classroom to other parents. We need to be assured that you will exercise 
total discretion in all respects when you are helping in school.  
 
We expect all members of the school community to be polite, courteous and self-
disciplined. Pupils watch us and follow our example. The same rules apply to staff, 
children and volunteers working in school. 
• Never get into an argument with children or adults. Teachers are trained to deal with 
problem situations and they are paid to take responsibility 
• Never tell off a child. The school has a behaviour policy which children are expected 
to follow. As a volunteer you are not expected to discipline children. If there is a 
problem — tell the teacher straight away. 
• The only time we would expect any adult to intervene is to prevent a child hurting 
themself or another child. Do this by telling them quietly and firmly to stop. Avoid 
physically restraining a child unless they will hurt another child or themselves and do 
this with great care. 
• Never shout at a child 
• Never hit a child 
• Never threaten to hit or manhandle a child 
 
What rules are the children expected to follow? 
At Long Meadow School we have high expectations for achievement and behaviour. 
The school has a positive behaviour system used by all members of staff, as outlined in 
our behaviour policy. This is age appropriate for both Key Stages 1 and 2 and helps to 
celebrate good behaviour and reinforce our school rules. Our Golden Rules are 
displayed in all classrooms and around the school. As a volunteer, you will not be 
required to manage behaviour, but the children enjoy verbal praise for good behaviour 
from all adults. 
 
What medical/accident procedures must I follow? 
We have many qualified first aiders in school who are on hand to deal with any first aid 
treatment. Volunteers are not permitted to administer first aid of any kind. If a child 



requires first aid, please see a Teacher, Teaching Assistant, Midday Supervisor or our 
School Health Administrator who is based in Reception. If you are injured whilst on the 
school site, please report this to the school office immediately. If you are responding to 
an emergency, please stay with the child and send another child to fetch a member of 
staff. 
 
Health and Safety 
The Headteacher will make sure that all volunteers are made aware of Health and 
Safety procedures, including fire alarm evacuation. Class Teachers must make 
volunteers aware of any safety issues relating to a particular task in the classroom or 
on a school trip. Volunteers need to exercise due care and attention and should report 
any obvious hazards or concerns to the Class Teacher or the Headteacher.  
 
Am I insured while in school? 
You will be insured for the same activities as teachers. Basically, as long as you follow 
the guidelines in this booklet you will be covered by the school insurance policy for 
most ordinary occurrences. 
 
What kind of work should I NOT undertake? 
Some activities will expose you to unnecessary risks and teachers supervising your 
work should ensure that this does not happen.  
 
What about confidentiality? 
We expect our volunteers to abide by the same code of confidentiality as teachers and 
we ask that you do not discuss incidents that happen in school that are of a sensitive 
nature with anyone else. We ask that you respect the rights, privacy and dignity of all 
members of the school community at all times. Any concerns that a volunteer has 
about a child must be discussed with the Class Teacher and not with the child’s parents 
or anyone else outside of 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. 
 
Child Protection 
Before you start volunteering at our school the Headteacher will speak to you about our 
Child Protection procedures and she will give you a card which outlines these 
procedures. It is very important that you pass on any concerns that you have about 
individual children to the class teacher or to the Headteacher as soon as possible.  
 
What if I’m not happy? 
We will ensure that you have an opportunity to discuss how you feel about your 
volunteering with the teacher responsible for you but if you are unhappy in the 
meantime please tell us! 
Please do not just leave - one of us will be pleased to listen and help if we can. It’s the 
least we can do in return for your valuable time and commitment! 
 
Whistleblowing 
If, however, you have serious concerns about the well being or safety of children, or 
indeed about anything that happens in school, we ask that you please tell us straight 
away. Please inform the Headteacher immediately, or if this would not be appropriate, 
please get in touch with the Chair of Governors. We encourage all members of staff 
and all volunteers to feel confident that any concerns will be taken seriously and 
followed up quickly and in an appropriate manner. If you would like more details about 
how to raise a concern please speak to the Headteacher or refer to our Whistleblowing 
Policy which is on display in the Staff Room.  
 
Finally .... 



We would like to thank you for offering to volunteer to help at our school. We regard 
you as a friend and member of our team. We have a professional duty to you - just as 
we have to all members of staff - to make your time with us happy and fulfilling. 
 

LONG MEADOW SCHOOL 
 

VOLUNTEER INFORMATION SHEET - FOR NEW VOLUNTEERS 
 
Name of volunteer : 
 
 
Address : 
 
 
 
 
 
Daytime phone number(s) :  
 
 

Mobile phone number :  

Are there any particular age groups / classes you would like to work with?  
(It may not be possible to accommodate every request but we will take requests into 
consideration)  
 
 
 

Do you have any skills or expertise that we may be able to use in school? 
 
 
 
 
Do you have any prior experience of working or volunteering in schools?  
 
 
 
 
Do you have any disabilities or other needs that we may need to take into account? 
 
 
 
 
Please indicate approximately how many hours / sessions you are offering to volunteer for 
and which days of the week would suit you best 
 
 
 
Is there anything else that you would like us to know about you? 
 
 
 
 
As part of our Child Protection procedures, we will need to receive two references which will 
need to confirm your suitability to work with children. Please provide contact details for two 
referees (name, address, phone numbers and email address if appropriate) :  
 
 
 
 
 
 
 
Signed: Date: 

 



 
Thank you for taking the time to complete this Volunteer Information Sheet. 

Please hand it to the staff at Reception. 
Your offer of help is much appreciated and we will be in touch shortly 

  DATE 

 
 
 
 

RE: NAME 
 
Dear , 
 
The above named person has applied to be a volunteer at Long Meadow School and 
she has given your name as a referee. She / he  would like to begin as soon as 
possible and I am writing to request a confidential reference for her, please. 
 
I should be grateful if you could outline your opinion of XXXXX by including the 
following information if you are able to: 

 

• personal qualities and skills that might make him / her a suitable volunteer in a 
primary school 

• ability to work effectively in a team 

• reliability 

• whether you have ever had any cause for concern about this person’s behaviour 
or judgement particularly in relation to working with children 

• any other information that you think may be relevant 
 
I have enclosed a SAE but if you would prefer to fax or email your reference to us 
instead, please feel free to do so. My e mail address is  
 

sue.davies@milton-keynes.gov.uk 
 
 
Thank you very much for your assistance. 
 
Yours sincerely, 
 
 
 
Sue Davies                                                                      
Headteacher                                  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
LONG MEADOW SCHOOL 

GUIDELINES FOR VOLUNTEERS IN SCHOOL 
 

WELCOME TO OUR SCHOOL 
 
Thank you for your interest in volunteering in school. Volunteering can take many forms 
and we appreciate the help that our volunteers give us to support the work of the 
school. We value our volunteers and we hope that you will enjoy working with us. We 
have produced this guide to help you feel comfortable working in school and we hope 
that you will also feel able to ask any questions as they arise. 
 
There are two main ways of helping: - 
 
a) Occasional support e.g. at sports events or school trips. These are individual 
events and generally parents/volunteers only commit themselves to one or two 
occasions. 
 
b) Regular support. This is when parents or helpers offer regular, sometimes weekly, 
support to the school for a period of time. Usually the commitment will be for a term and 
will consist of one or two timetabled weekly sessions. 
 
The points of contact for volunteers in school are as follows: 
• the class teacher you work with 
• the school office 
• the Headteacher 
 
What procedures do I need to follow to help at school? 
We are very pleased to receive offers of help from volunteers.  If you are working within 
the classroom and are working with children in the presence of a teacher, less than 
three times a month, you will not need to have a Criminal Record Bureau (CRB) check. 
If you help more than three times a month, or are on your own with children in the 
school, we will require proof of identity and address plus a CRB check will need to be 
completed. We do not want this procedure to put off volunteers, but this safeguarding 
measure is in place to contribute to the safety of all our children. 
 
Safety is at the heart of our care for all children and it is very important that we know 
exactly who is on the school premises and where they are. We do so via the school 
office and ask every adult who comes into school to report to the office. Each visitor 
must see the receptionist and sign in. They will then be issued a visitors badge. We ask 
that visitors then sign out when they leave and return the badge. 
 
Where will I be working? 
If you are a parent you may be asked to support in your child’s class or you may be 
asked to help in another class where additional support for an activity would be useful. 
Volunteers often utilise their skills and help in a curriculum area such as Art or ICT. 
Please let us know if you have an interest or skill in a certain area. 
 
How much time must I give? 
It’s up to you! We appreciate all the time you choose to offer. Some volunteers prefer to 
have a regular time each week for a term, some prefer to arrange to help when they 
can spare some time e.g. for school trips, on special school activities or visits etc. All 
we ask is that you let us know as soon as possible if you have made an arrangement 
with the school but find that you can’t come. Your work in school is valuable and the 
teacher may have been counting on you to help with an activity that cannot go ahead 



without your help. For example, on school visits we have to comply with strict 
adult:child ratios and if one person is unable to come on a trip it can mean that the trip 
cannot go ahead. Let us know if you cannot come - just give us a call or send a 
message so that we can try to arrange for a replacement to avoid disappointing the 
children. 
 
Where can I go in the school? 
As a volunteer you will be expected to work with the teacher/s to whom you have been 
allocated. You will be sharing the classroom with the teacher/s concerned. The teacher 
will be responsible for you and if you are in any doubt about your role, where you 
should be working or you have questions about the school please ask your teacher. 
You are welcome to use the staff room at break times and lunchtimes – please help 
yourself to tea and coffee (there might even be cakes and biscuits sometimes!). You 
can use the toilets that the staff use located in Reception (Ladies) or next to the Deputy 
Headteacher’s office (Gentlemen). It is not permitted for adults to use the children’s 
toilets.  
 
What do I do if I have seen challenging behaviour or something that concerns 
me? 
It is very important that you share any concerns with the class teacher. What you have 
seen or heard may be part of a bigger picture and will need investigating further. If you 
are unable to talk to the class teacher, please come to the school office and speak to 
the office staff who will pass on the details to the Headteacher.  
 
We have well defined procedures for informing parents of what has happened whilst 
the children are at school. Please do not be tempted to relay anything you have seen or 
heard in the classroom to other parents. We need to be assured that you will exercise 
total discretion in all respects when you are helping in school.  
 
We expect all members of the school community to be polite, courteous and self-
disciplined. Pupils watch us and follow our example. The same rules apply to staff, 
children and volunteers working in school. 
• Never get into an argument with children or adults. Teachers are trained to deal with 
problem situations and they are paid to take responsibility 
• Never tell off a child. The school has a behaviour policy which children are expected 
to follow. As a volunteer you are not expected to discipline children. If there is a 
problem — tell the teacher straight away. 
• The only time we would expect any adult to intervene is to prevent a child hurting 
themself or another child. Do this by telling them quietly and firmly to stop. Avoid 
physically restraining a child unless they will hurt another child or themselves and do 
this with great care. 
• Never shout at a child 
• Never hit a child 
• Never threaten to hit or manhandle a child 
 
What rules are the children expected to follow? 
At Long Meadow School we have high expectations for achievement and behaviour. 
The school has a positive behaviour system used by all members of staff, as outlined in 
our behaviour policy. This is age appropriate for both Key Stages 1 and 2 and helps to 
celebrate good behaviour and reinforce our school rules. Our Golden Rules are 
displayed in all classrooms and around the school. As a volunteer, you will not be 
required to manage behaviour, but the children enjoy verbal praise for good behaviour 
from all adults. 
 
What medical/accident procedures must I follow? 
We have many qualified first aiders in school who are on hand to deal with any first aid 
treatment. Volunteers are not permitted to administer first aid of any kind. If a child 
requires first aid, please see a Teacher, Teaching Assistant, Midday Supervisor or our 



School Health Administrator who is based in Reception. If you are injured whilst on the 
school site, please report this to the school office immediately. If you are responding to 
an emergency, please stay with the child and send another child to fetch a member of 
staff. 
 
Health and Safety 
The Headteacher will make sure that all volunteers are made aware of Health and 
Safety procedures, including fire alarm evacuation. Class Teachers must make 
volunteers aware of any safety issues relating to a particular task in the classroom or 
on a school trip. Volunteers need to exercise due care and attention and should report 
any obvious hazards or concerns to the Class Teacher or the Headteacher.  
 
Am I insured while in school? 
You will be insured for the same activities as teachers. Basically, as long as you follow 
the guidelines in this booklet you will be covered by the school insurance policy for 
most ordinary occurrences. 
 
What kind of work should I NOT undertake? 
Some activities will expose you to unnecessary risks and teachers supervising your 
work should ensure that this does not happen.  
 
What about confidentiality? 
We expect our volunteers to abide by the same code of confidentiality as teachers and 
we ask that you do not discuss incidents that happen in school that are of a sensitive 
nature with anyone else. We ask that you respect the rights, privacy and dignity of all 
members of the school community at all times. Any concerns that a volunteer has 
about a child must be discussed with the Class Teacher and not with the child’s parents 
or anyone else outside of 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. 
 
Child Protection 
Before you start volunteering at our school the Headteacher will speak to you about our 
Child Protection procedures and she will give you a card which outlines these 
procedures. It is very important that you pass on any concerns that you have about 
individual children to the class teacher or to the Headteacher as soon as possible.  
 
What if I’m not happy? 
We will ensure that you have an opportunity to discuss how you feel about your 
volunteering with the teacher responsible for you but if you are unhappy in the 
meantime please tell us! 
Please do not just leave - one of us will be pleased to listen and help if we can. It’s the 
least we can do in return for your valuable time and commitment! 
 
Whistleblowing 
If, however, you have serious concerns about the well being or safety of children, or 
indeed about anything that happens in school, we ask that you please tell us straight 
away. Please inform the Headteacher immediately, or if this would not be appropriate, 
please get in touch with the Chair of Governors. We encourage all members of staff 
and all volunteers to feel confident that any concerns will be taken seriously and 
followed up quickly and in an appropriate manner. If you would like more details about 
how to raise a concern please speak to the Headteacher or refer to our Whistleblowing 
Policy which is on display in the Staff Room.  
 
Finally .... 



We would like to thank you for offering to volunteer to help at our school. We regard 
you as a friend and member of our team. We have a professional duty to you - just as 
we have to all members of staff - to make your time with us happy and fulfilling. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

LONG MEADOW SCHOOL 
 

VOLUNTEER INFORMATION SHEET - FOR NEW VOLUNTEERS 
 
Name of volunteer : 



 
 

Address : 
 
 
 
 
 
Daytime phone number(s) :  
 
 
 

Mobile phone number :  

Are there any particular age groups / classes you would like to work with?  
(It may not be possible to accommodate every request but we will take requests into 
consideration)  
 
 
 

Do you have any skills or expertise that we may be able to use in school? 
 
 
 
 
Do you have any prior experience of working or volunteering in schools?  
 
 
 
 
Do you have any disabilities or other needs that we may need to take into account? 
 
 
 
 
Is there anything else that you would like us to know about you? 
 
 
 
 
As part of our Child Protection procedures, we will need to receive two references 
which will need to confirm your suitability to work with children. Please provide contact 
details for two referees (name, address, phone numbers and email address if 
appropriate) :  
 
 
 
 
 

 
Thank you for taking the time to complete this Volunteer Information Sheet.  
Please hand it to the staff at Reception.  
Your offer of help is much appreciated and we will be in touch shortly.  
 
 
 
 
 
 
 



RE: 
 
 
 
Dear , 
 
The above named person has applied for a volunteering position at our school and he / 
she has given your name as a referee. I would be very grateful if you could provide a 
reference for him / her. 
 
Please could you outline your opinion of the applicant’s suitability as a volunteer in 
school by including the following information: 

 

• In what capacity you know this person 

• their personal qualities and skills 

• their reliability and honesty 

• whether you have ever had any cause for concern about this person’s behaviour 
or judgement particularly in relation to working with children 

 
I have enclosed a SAE but if you would prefer to fax or email your reference to us 
instead, please feel free to do so.  
 
Thank you very much for your assistance. 
 
Yours sincerely, 
 
 
Sue Davies                                                                      
Headteacher                                    
 


