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Introduction

This policy reflects the ethos and vision of Dromore Road Primary School, where we strive to create a safe, inclusive and welcoming environment for all. In line with our school motto, ‘Together We Can,’ we value the contributions of volunteers as partners in learning and wellbeing. Volunteers help foster a positive and supportive learning environment by working alongside staff and pupils. Their involvement strengthens our connection with the wider community and reflects our commitment to inclusion, partnership and pupil wellbeing.
Volunteers bring a range of skills and experiences that enrich the learning opportunities available to our pupils. The Board of Governors welcomes and encourages volunteers from the local community. However, while we appreciate the enthusiasm and generosity of those who wish to support our school, it is essential that we follow procedures that ensure the safety and confidence of children, parents, staff and volunteers themselves.
Volunteers may include, but are not limited to:

· Members of the Governing Body

· Parents of pupils

· Former pupils

· Students on work experience

· Former members of staff

· Friends of the school and members of the local community
The intake of volunteers will depend on the suitability of the candidate and the availability of placements within the school. The smooth running of Dromore Road Primary School and the wellbeing of our pupils will always be the priority. 
The Principal reserves the right to decline or terminate volunteer placements.
Volunteers may support the school in a variety of ways, including:

· Reading partnerships with pupils

· Supporting small groups in their learning

· Assisting with after-school activities (e.g. STEM)

· Teaching a language

· Maintaining the school garden

· Accompanying school visits

BECOMING A FORMAL VOLUNTEER

Dromore Road Primary School welcomes regular volunteers who can positively contribute to school life. The decision to accept regular volunteers is at the discretion of the Principal and will depend on the time of year, existing commitments and the potential impact on pupils. The school takes a considered approach to recruiting regular volunteers, balancing safeguarding requirements with knowledge of the individual and their connection to the school community.
Where appropriate, the following steps will be taken:

A) The Principal identifies the need and role for a volunteer.
B) Volunteers may be approached directly or express interest through school communications.
C) Interested individuals are directed to the school office to receive the Volunteer Policy. Completion of Appendix 1 is required for anyone interested in regular volunteering. Support is available to help complete the form, and translation or assistance can be arranged if needed.
D) A discussion is held with the Principal to explore the suitability of the volunteer for the role.
E) Where necessary, an Enhanced Disclosure Certificate (EDC) from Access NI is requested.
F) The volunteer is informed of their role and responsibilities.
G) References may be sought, particularly for ongoing or unsupervised roles.
H) Volunteers are introduced to key school policies during induction, including Child Protection, Health and Safety, Positive Behaviour and Whistleblowing.
I) Records of volunteer involvement are maintained centrally within the school.
Before beginning their role, formal volunteers are asked to sign the Volunteer Agreement (Appendix 2), which outlines the school’s expectations.
Volunteers are expected to follow the school’s Staff Code of Conduct, which outlines expectations around behaviour, safeguarding, confidentiality and appropriate use of technology. This includes signing in at reception and adhering to school policies on mobile phone use, photography, and interactions with pupils. A full copy of the Staff Code of Conduct is available at the school office.
INFORMAL VOLUNTEERS
Dromore Road Primary School greatly values the involvement of parents and the wider community in enriching pupils’ learning experiences. There may be occasions when individuals are invited to contribute to specific curriculum-related activities—such as giving a talk, sharing a skill, or supporting a class project.
These contributions are arranged in advance with the Principal or class teacher and are always carried out under the full supervision of school staff. Volunteers will be briefed on their role and expected conduct and are required to follow the school’s safeguarding procedures, including the Visitor Code of Conduct.
Decisions to invite volunteers are made by the Principal, based on the relevance of the contribution, the needs of the pupils and the smooth running of the school. We appreciate offers of support and will consider them where they align with planned learning experiences

Work Experience/ Placement Students
Dromore Road Primary School maintains strong partnerships with local secondary schools, colleges, and universities, and welcomes student placements where appropriate. All placements must support the smooth running of the school and align with EA and Department of Education (NI) guidance on safeguarding and educational provision.
Requests for Placement
Schools or institutions seeking placements should contact the Principal directly, outlining the aims, duration, and any specific requirements of the placement. Students are not required to complete a volunteer application form but must meet with the Principal to discuss expectations and arrangements.

Teaching Placements (BEd/PGCE)
Placements as part of Initial Teacher Education (ITE), such as BEd or PGCE programmes, are coordinated in line with university protocols and GTCNI standards. These placements involve structured school-based experiences and are managed directly by the Principal.
Work Experience Placements
For secondary school pupils undertaking work experience, the referring school or college is considered the primary point of reference. Dromore Road follows EA’s Work Experience Arrangements, which include safeguarding, supervision, and risk assessment procedures. The referring institution is responsible for ensuring all required documentation is completed and retained. 

School Discretion
The school retains the right to decline or terminate a placement at any time to ensure the wellbeing of pupils and the effective operation of the school.
Online Safety

Online safety relates to the teaching and learning of technology in a responsible and safe environment, focusing on raising awareness of the core messages of safe content, contact and conduct when using it.  Issues can include accessing websites and online content, email, online chat rooms, mobile phones, gaming and games consoles, social networking sites, instant messaging, viruses and spam.  Volunteers, like staff are expected to follow the Online Safety Policy which is available from the main office or the school website.   Mrs L. English is the ICT Co-ordinator.  
Personal devices including mobile phones that connect to the internet should not be used in school during class time.  Volunteers may not make or receive calls during teaching time.  Use of phones or phone watches must be limited to non-contact time when no children are present.  Volunteers should keep devices out of sight when on school property.  Volunteers must only use school owned devices for capturing, recording and storing data or photos of children, unless prior consent has been obtained by the Principal. 

Confidentiality

Volunteers at Dromore Road Primary School are expected to maintain confidentiality at all times. Any concerns about pupils encountered during volunteering must be raised with the Principal or the Designated Teacher for Child Protection, Mrs English and must not be discussed with parents or others outside the school.
If a volunteer has concerns about any aspect of school life that may affect their role, they should speak with the Principal or the relevant class teacher. All information gained in school about children, families or staff must remain confidential.
In cases where a volunteer feels unable to raise a concern through normal channels, or believes a serious issue needs to be reported, they should refer to the school’s Whistleblowing Policy, which outlines safe and responsible procedures for reporting concerns. This policy is available from the school office.

Supervision

Volunteers will be supported by a member of staff throughout their time in school. While the teacher remains responsible for the pupils and the learning environment, volunteers can expect guidance and direction to help them carry out their role effectively.

If any questions or concerns arise during an activity—whether about pupil understanding, behaviour, or wellbeing—volunteers are encouraged to speak with the staff member they are working alongside to ensure clarity and support.

Health and Safety
The school has a Health & Safety Policy which is available from the school office.  The Principal will ensure that volunteers are clear about emergency procedures (e.g. Fire Alarm Evacuation) and about any safety aspects associated with particular tasks (e.g. using cookery equipment) or the volunteer’s specific role.  Volunteers need to exercise due care and attention and report any obvious hazards or concerns to the Principal. 

EDUCATIONAL VISITS

Educational visits are a valuable part of learning at Dromore Road Primary School, offering pupils experiences beyond the classroom. Volunteers may be invited to support these visits in a supervisory role. For one-off activities such as accompanying a class trip, formal checks are not required, provided the volunteer remains under the direct supervision of school staff at all times.

The staff member leading the visit will brief volunteers on key information, including the risk assessment, schedule, and any specific responsibilities. The visit lead retains overall responsibility for the pupils, and volunteers must never be left alone with children.
During the visit, volunteers are expected to:

· Support all pupils in their group equally, under the direction of the teacher.

· Remain with their allocated group and help ensure their safety and wellbeing.

· Encourage respectful behaviour and represent the school positively.

· Stay with the main school party during transitions and activities.

· Report any concerns (e.g. first aid, safety, behaviour) to a staff member.

· Follow the school’s Online Safety, Pastoral Care and Child Protection policies.

· Engage with pupils to support learning, e.g. reading signs, asking questions and encouraging curiosity.

· Follow staff guidance throughout the visit.
Volunteer helpers must not:

· Bring additional children (e.g. siblings or children in their care).

· Smoke, vape, consume alcohol, or engage in any illegal activity while volunteering.

· Take photographs of pupils using personal devices.

· Give or buy treats for pupils during or after the trip.
VOLUNTEERS’ RIGHTS
Volunteers at Dromore Road Primary School have the right to:

· Be valued and recognised for their contribution to the life and learning of the school.

· Be assigned tasks that are appropriate to their role and experience.

· Access relevant school policies and procedures to support their understanding of expectations.

· Receive appropriate guidance, support, and supervision to carry out their role effectively.

· Have any concerns or complaints involving them handled fairly, in line with the school’s Complaints Policy.

· Raise concerns through the appropriate channels, including informal discussion with the Principal or, where necessary, through the Complaints or Whistleblowing Policies, depending on the nature of the issue.
VOLUNTEERS’ RESPONSIBILITIES

Volunteers at Dromore Road Primary School are expected to:

· Act in the best interests of pupils and contribute positively to the school environment.

· Follow guidance provided by staff and carry out tasks as directed.

· Maintain confidentiality at all times and refer any concerns to the appropriate staff member.

· Adhere to relevant school policies, including those related to safeguarding, behaviour, and e-safety.

· Communicate openly with staff and seek support or clarification when needed.

· Represent the school professionally and respectfully when interacting with pupils, staff, parents, and the wider community.

· Be reliable and punctual and inform the school in advance if unable to attend.

CHILD PROTECTION REPORTING
All volunteers must be aware that any concerns relating to a child’s welfare or safety must be reported immediately to the school’s Designated Teacher for Child Protection, Mrs English. In their absence, concerns should be directed to the Deputy Designated Teacher, Mrs O/K Graham or Mrs McGrath. Volunteers are not expected to investigate or resolve concerns themselves but must pass on any information promptly and confidentially.

Complaints Procedure

Any concerns or complaints relating to a volunteer should be addressed in line with the school’s Complaints Policy, which outlines the appropriate steps for raising and resolving issues. This policy is available on the school website or can be requested from the school office.

Volunteers are encouraged to raise any concerns or issues directly with the Principal or the staff member they are working alongside. If a concern cannot be resolved informally, volunteers may follow the procedures outlined in the school’s Complaints Policy, available on the school website or from the school office. In cases where a volunteer believes a serious issue needs to be reported confidentially, such as suspected misconduct, they should refer to the school’s Whistleblowing Policy.

Monitoring and Review
This policy will be reviewed every three years by the Board of Governors, or sooner if required due to changes in legislation, guidance, or school procedures. The review will consider feedback from staff, volunteers and other stakeholders to ensure the policy remains relevant, effective and aligned with the school’s ethos and safeguarding responsibilities.
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APPENDIX 1  VOLUNTEER APPLICATION FORM FOR FORMAL VOLUNTEERING
Name of Volunteer: ………………………………………………… 

Address: ……………………………………………………………………………………………………………………………….… ……………………………………………………………………………………………………………………………………………….. 

Home phone:…………………………..                          Mobile: …………………………………. 

Please declare below any relationships with pupils or staff at Dromore Road PS.

Have you previously been involved in voluntary work involving children and young people? If yes, please give details below.

What activities/areas of the school’s work would you like to help with? 

Are there any particular age groups/classes you would like to work with? 

Do you have any disabilities/other needs we need to take into account or adjustments we need to make to allow you to work as a volunteer in school? (Please give details) 

Please provide details of two people who can provide professional references for you: 

	1)Name: 


	2)Name

	Address: 


	Address: 



	Phone number: 


	Phone number: 




CRIMINAL RECORDS CHECKS

· Voluntary activities in the school may involve substantial contact with children and it may therefore be necessary to arrange for a Criminal Records Check to be carried out on certain applicants, depending on the activities they will undertake.

· Please sign the declaration below, indicating whether you are willing for such a check to be carried out on you.

DECLARATION

The information above is correct. I have declared any criminal convictions as listed above.

I give/I do not (please circle) give my permission for a Criminal Records check to be made should this be considered necessary.

Name (please print): ________________________________________

Signature: ______________________________________

Date: ________________

Thank you for taking time to complete this Volunteer Application Form. Please hand it to the school office, marked for the attention of the Principal. Your offer of help is greatly appreciated and we will be in touch as soon as possible.
APPENDIX 2                             VOLUNTEER AGREEMENT

Thank you for offering your services as a volunteer at school.   Your offer of help is greatly appreciated and we hope that you will gain much from your experience.  Please read and sign this Volunteer Agreement Sheet and hand it in at school.  You will receive a copy of it for your records. 

 I will follow Dromore Road’s Child Protection and Safeguarding Policy and E-Safety Policy.

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

 I will follow the Staff’s Code of Conduct. 

 I agree to treat information obtained from being a volunteer in school as strictly confidential . 

 I understand that an Enhanced Disclosure Certificate (EDC) from Access NI is required for regular and unsupervised volunteers.

 If you already have an Access NI Certificate, please hand it to the school, the number will be recorded and checks made with the issuing body. 

 I have been made aware of who is my designated supervisor e.g. Class Teacher, Classroom Assistant, Principal. 

 I have received an induction pack. 

Name: ____________________________ 

Signed: ___________________________ 
Date:  _____________________________
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