[image: ]Volunteering Enquiry
Thank you for your interest in volunteering at Hillcrest Primary School. Please fill in your details and return the form to the school office so that we can process your enquiry.
	Name
	

	Address


	

	Phone number
	

	Email address
	

	
Do you have a current Enhanced DBS certificate?

	
	
	DBS Number


	Date of issue



	
Have you lived abroad within the last 5 years? *

	
	
	Details

	
Is there a particular year group or class you would like to volunteer in?

	

	
Do you have a child or children at the school?

	

	
Is there a particular activity you are interested in volunteering for? e.g. reading 

	

	
What is your availability?
Preferred times and day/s

	

	
If you are seeking work experience for a training course you are doing please give details.

	

	












	
Referee 1 - Previous employer / volunteer overseer


	
Name

	

	
Company or organisation

	

	
Position

	 

	
Telephone number

	

	 
Email address

	


  
	
Referee 2 - Personal character referee 


	
Name

	

	
Occupation

	

	
Relationship to you

	

	
Address

	

	
Telephone number 

	

	 
Email address

	


 
* If you have lived abroad in the last 5 years we will have to ask you to provide an overseas criminal record check at your own expense (in addition to a UK Enhanced DBS, which the school will fund).  https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants


Childcare Disqualification Declaration Form - 2022/23

	Name
	

	Role
	



As part of our duty to safeguard pupils, we need to check whether you have been disqualified from caring for children. Please answer the questions and sign the declaration.

Please note that you are not required to disclose convictions or cautions that are ‘protected’ as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013).

Self-declaration
	Have any orders relating to the care of children, as set out in schedule 1 of the Childcare (Disqualification) and Childcare (Early Years Provision Free of Charge) (Extended Entitlement) (Amendment) Regulations 2018, been made in respect of you?
This includes, but is not limited to:
· Orders disqualifying you from caring for children
· Orders disqualifying you from private fostering
· Any refusal of an application for you to be registered in relation to a children’s home
· Care/child protection orders issued in respect of a child in your care
	Yes/No



	Have you been convicted of committing, or been given a caution, reprimand or warning since 6 April 2007 for, any offences set out in regulation 4 and schedules 2 and 3 of the Childcare (Disqualification) and Childcare (Early Years Provision Free of Charge) (Extended Entitlement) (Amendment) Regulations 2018?
This includes, but is not limited to:
· Any offence against or involving a child
· Any sexual offence
· Any violent offence, i.e. murder, manslaughter, kidnapping, false imprisonment, actual bodily harm (ABH), or grievous bodily harm (GBH)
	Yes/No


	Have you been barred from working in regulated activity with children (i.e. are you included on the Disclosure and Barring Service Children’s Barred List)?
	Yes/No


	Have you committed an offence overseas which would have resulted in disqualification if it had occurred in the UK?
	Yes/No


	Please provide further information where you have answered ‘Yes’ to any of the questions above.
.........................................................................................................................................................

........................................................................................................................................................
I will make the school aware of any changes in my circumstances, including any cautions or convictions that affect my suitability to care for children.

Signed:...................................................                                                Date:..........................






VOLUNTEERING AT HILLCREST
To ensure the safety of Hillcrest children, as a volunteer you are required to:
· Submit your details on a Volunteer Enquiry Form.
· Provide two references (unless you have a child in the school)
· Show a current, Enhanced DBS certificate (criminal history background check) and photo ID to Sue Cockle in the School Office. If you do not have a DBS you can apply one through the school (at our expense). 
· Attend induction training before you start volunteering in school.
· Sign a copy of the Hillcrest Volunteer Agreement annually
· Read and understand the school’s Safeguarding and Child Protection procedures, available on the school website, annually
· Complete and sign a Childcare Disqualification Declaration form annually

GUIDELINES FOR VOLUNTEERS
· Use the main entrance on Cemetery Road. Press the button on the intercom and give your name. Report to reception and sign in on the screen in the lobby.
· Ensure office staff know that you are volunteering and where.
· You will be given the appropriate identification lanyard by the receptionist, which you must wear at all times. Please return it to the front desk as you leave.
· Ensure you report to the class teacher you have come in to volunteer with.
· Call the school office as soon as possible if you are not able come in on your scheduled day so the class teacher can make other arrangements. 
· Only perform support under the direction of a member of staff (who wear white No-Outsiders lanyards). If you are ever unsure, report to the school office. 
· The Head Teacher or your designated lead teacher will be able to answer any questions you may have. 
· Avoid being alone with children in unsupervised locations. 
· Use common sense and follow a hands-off policy with children (this includes if you are working with your own child).  Child and adult should sit next to each other, each on their own chair, and in a public place within the school building. 
· Refer any child discipline issues to a school staff member. 
· Never intervene in a dispute unless a student is in danger of being harmed. 
· Uphold confidentiality at all times.  As a matter of professional ethics, do not discuss teacher, child, or school affairs with other people. 
· Acquaint yourself with the fire procedure for the area you are working in and leave the building along with students and staff if there is an emergency drill. 
· If you have concerns about a child speak to the teacher. If you have reason to suspect child abuse report to one of the designated leads: Bridget Norman or Tina Allen-Cowles.  If these members of staff are not available, please wait to speak to someone. (It is not appropriate for a volunteer to question a child or comment about any suspicion of abuse. However, there are laws that govern the action that schools are required to take if signs of possible abuse are observed. Keep in mind - some forms of abuse are not outwardly visible. Types of abuse could include physical, mental, or sexual abuse; neglect; or threat of harm).

Volunteers must NOT: 
· Bring younger children/siblings to the school while volunteering. Even a quiet, sleeping baby draws the attention of the children away from their school work. 
· Disrupt classroom activities with questions or concerns about your own child. Please arrange for a separate time before or after school to speak with your child’s teacher. 
· Sit children on your knee or have hands-on contact with any child, including your own.
· Engage in political or religious activities while working with children in school. 

Volunteering on school visits: 
· Sign-in at the school office first, if travelling in a coach with students. 
· Check in with the class teacher and get information about the visit and the risk assessment.  Attend the briefing about the arrangements and expectations for the day and collect any necessary supplies, e.g. first aid kits, inhalers etc. 
· Wear the identification lanyard you are given at all times. 
· Never leave children unattended. 
· Keep your group together, e.g. toilet visits should include everyone in the group (liaise with the Lead Teacher for instructions if only one child needs to go). 
· Follow school guidelines with regard to child discipline. If a child becomes a discipline problem during an off-site visit, every effort should be made to address the situation with the Lead Teacher.  
· If any situation arises that you feel concerned about, please refer to the teacher. 
· Do not bring younger children/siblings on the off-site visit.
· If a student receives a minor injury, they may apply their own plaster.

In case of an emergency: 
· Never split up your group.  Contact the Lead Teacher straightaway.
· Call 999 immediately if asked.
· The Lead Teacher must assume leadership of the situation. Follow their instructions. 






VOLUNTEER AGREEMENT 
Volunteers are an important part of Hillcrest Primary School.  We hope that you enjoy volunteering with us and feel a valued member of the school community.
This agreement tells you what you can expect from the school and what the school would like from you.
Hillcrest Primary School will:
· Introduce you to how the school works and your role within it
· Provide you with induction training to enable you to undertake your role
· Introduce you to our Safeguarding, Child Protection and Behaviour policies and ensure you know what to do if you have a concern
· Consult with you and keep you informed of any changes that affect you
· Provide you with a safe workplace and ensure you have a basic understanding of health and safety issues
· Treat you with dignity and respect
· Provide you with tasks which are clearly explained and resourced
· Where appropriate, provide meetings with the class teacher so that you can tell us if you are happy with how your work is organised and can get some feedback from the class teacher.
· Indemnify volunteers against Third Party claims under the Council’s Public Liability Policy, while the volunteer is carrying out their duties.
Volunteers will:
· Undertake the voluntary role as outlined in the Volunteer Guidelines and give as much warning as possible where unable to attend as arranged
· Follow the schools rules and procedures, including Health and Safety, confidentiality, child/adult safeguarding and equality and diversity (the policies are available on the school website).

I have read and understood the Volunteer Guidelines and I accept the voluntary role. I am fit to undertake the duties as described.
Note:  This agreement does not constitute a legally binding contract of employment

Signed …………………………………………………………...............   (Volunteer)   

Print name ………………………………………………………........            Date …………………………..

Signed ……………………………………………………………….......    
(Class teacher/Designated Lead/Head Teacher)

Print name………………………………………………………........            Date........................................
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