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Thank you for offering your services as a Volunteer at Riverwalk School. Your offer of help is 
greatly appreciated, and we hope that you will gain much from your experience here.  

Definition 
Volunteers may be described as individuals who put their experience, knowledge and skills to help 
an organisation, free of charge, with the primary aim of bringing some benefit to the local 
community. Individuals may also volunteer to develop their own skills and experience to enhance 
their employment opportunity. 

Please read and sign this Volunteer Agreement information sheet and hand it in at school along 
with the Volunteer Interest Form. This policy sets out the arrangements for volunteer helpers only. 
 
You will receive a copy of it for your records. 
 
Relationship to other policies. 

This policy relates to: 

• Child Protection/Safeguarding Policy 

• Keeping Children Safe in Education 

• Recruitment, Retention and Vetting Policy 

• Equality and Diversity Policy 

• Health & Safety Policy 

• Code of Conduct 

• Online Safety & Acceptable Use of ICT 
 
 
Introduction 
We want our school to be open and welcoming to all who would like to support the children. We 
also want to encourage parents and other adults to help teachers in a variety of ways. However, 
our overriding concern is for the safety of the children in our care. This document sets out our 
school’s policy, which is to ensure that the children benefit from as much help and support as 
possible and are provided at the same time with the best possible security. 

 
The school has a variety of adults working on the premises at any one time. They can be 
categorised as follows: 

• Teachers. 

• Teaching Assistants.                

• Site Manager. 

• Cleaners. 

• Midday Supervisors. 



 

 

• Admin Staff 

• Health Professionals and Visiting Therapists 

• Grounds Maintenance staff.        
 
Volunteer helpers: 

• parents or other adult helpers working alongside teachers. 

• students on work experience       

• governors 
 
Volunteer helpers support the school in a number of ways, including: 

• helping with classroom organisation. 

• helping with the supervision of children on school trips. 

• helping with group work. 

• helping with specific lessons (e.g. cooking or swimming) or other practical activities. 
 
 

Volunteer helpers are not allowed to do the following activities: 

• take responsibility for all or some of the whole class 

• change children, or supervise them changing 

• supervise children engaged in PE or other specialist activities 

• take children off the school site without a teacher in charge. 

• talk in depth to a child who is upset. 

• administer any form of first aid or medication to a pupil. 
 

The responsibility for the health and welfare of the pupil remains with the class teacher at all times. 
 
Signing in and out 
When helpers arrive in the school, they must sign in at the reception desk. They will be given a 
visitor’s wristband, which they should wear at all times. The signing-in sheet will give the date and 
time of arrival. They must also sign out, stating the time they are leaving, and return their badge 
before they leave. 
 
Confidentiality 
During your time as a helper, you may become involved in conversations with individual children. 
You will also become aware of different abilities and levels of behaviour in different children. The 
teacher may well discuss the varying needs and requirements of individuals when discussing their 
expectations and requirements of your role. Similarly, when you join the Staff in the staff room at 
break times you may well be privy to comments and opinions that you would not otherwise have 
expected to hear in a formal teacher/parent relationship. 
 
It is important to remember that anything you might learn as the direct result of acting as a 
helper, whether it refers to a child or a member of staff, must remain in absolute 
confidence. 
You may well be asked by a friend to comment on a particular child or on a member of staff or 
even on an incident to which you may have been a witness. Your answer must be to the effect that 
as a helper at the school you are unable to make any comment. You should also make it clear that 
any enquiries should be made through the class teacher, the Head teacher and then the Chair of 
Governors of the school. This applies to any enquiries via a social media platform which you must 
not respond to or comment on.  

 
During your time at Riverwalk School any documentations that you may have access to are strictly 
confidential and should be treated as such. All staff at the school are expected to observe the  
same rule. 



 

 

The School Day 
The school day begins at 8.45am. 
School finishes at 3.15pm. 

 

 
Break and lunchtimes 
You are welcome to make a drink or eat lunch in the designated staff room areas. However, 
please be aware that any discussions heard in the staffroom must remain confidential to the 
school, or any information that is seen on the walls/notice board.   
 
 

A Few Hints to Guide You 

• Try to get into school a few minutes before class so that you and the teacher/class teams     

• Have time to talk about what you are doing before all the children come in. 

• Make sure you understand clearly what you are expected to do. 

• Assist with the setting out or packing away of resources at the end of the lesson or the end 
of the day. 

 
Child Protection 
It is our constant responsibility to monitor any unusual changes in mood or behaviour of the 
children and we have strict guidelines within which we work, should we suspect that there is a 
Child Protection issue. Please follow the procedures below in the event of a child talking to you 
about anything you find disturbing: 
 

• If a pupil makes a disclosure, do not ask leading questions but listen and then record verbatim 
what was said. If not immediate, then as soon as practically possible refer the concern to a 
Designated Safeguarding Lead (DSL). 

 
At Riverwalk School the lead DSL is the Headteacher, in addition there are several Alternate 
DSL’s around the school.  Photographs of DSL staff are displayed on the wall in reception, the 
walls in the staff rooms and in the safeguarding leaflet handed to you on your  
first day. If you are worried or concerned about something a pupil has said, then please 
speak to the designated member of staff or the class teacher. There is probably a perfectly 
reasonable explanation but not speaking out could have serious consequences for the child if 
there is a genuine risk to their welfare. 

 
To ensure the safety of both the children and yourself, you should never work: 

• with an individual child behind a closed door 

• in a room or isolated area that is unsighted by other adults 

• never have any physical contact with a child – touching/patting on the head, or hugging 
 
 

Police checks 
For the children’s safety, all volunteer helpers are required to have police clearance before they 
work in the school. 
The headteacher has the authority not to accept the help of volunteers if she believes it will not be 
in the best interests of the children. 
 
 
Absence 
Volunteers are expected to telephone and inform their supervisor or the office, prior to their start 
time, so as to inform the person you are working with and that appropriate arrangements can be 
made. 
 



 

 

 
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.  
 
 
Cancellation  
The headteacher is able to stop any volunteer from either starting to work in school or continuing 
their work in school if: 

• He/She feels it is not in the best interest of the school or a group of children or an individual 
child. 

• The volunteer does not follow the school’s policy on Volunteer agreement. 

• The volunteer does not successfully obtain an Enhanced DBS check. 
 
Mobile Phones (& other devices with cameras) 
Mobile phones are to be turned off in the classrooms. If you need to be reached, please let the 
office know you are expecting a call and the admin team will contact you. Only use your phone 
in the designated areas (staffrooms) Taking out your phone in school could raise child 
protection concerns and you may be asked to show your mobile phone pictures 
immediately. 
             
No Smoking  
School is a tobacco and vape free zone.  This means you are not allowed to smoke on school 
premises. If you bring tobacco or vaping paraphernalia products into school, please ensure they 
are kept secure in your bag until you are off school premises.  
 
    
In order to progress your application of interest in becoming a Volunteer at Riverwalk School, 

please read, sign and return this document to the School.  
 
 

• I hereby sign to state I have read, understood and agree to abide by and follow the above 
guidance. 

• I have received a copy of the School’s Volunteer Agreement Policy. 

• I have completed and attach a copy of the Volunteer Interest Application. 

• I agree to follow the school’s policy and am aware of my responsibilities. 
 

 
Signed: _____________________________ 
 
Name: ______________________________ 
 
Date: _______________________________ 
 
 
 
Signed on behalf of the school. 
 
Signed: _____________________________ 
 
Name: ______________________________ 
 
Date: _______________________________ 


