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1. Aims 
 

1.1 Volunteers at John Ball School bring with them a range of skills and experience that can enhance 
the learning opportunities of the children at our school. We welcome and encourage volunteers 
from the local community.  

1.2 Our volunteers include: 

- Members of the Governing Body 

- Parents of pupils 

- Student Teachers 

- Local residents 

 

1.3 The type of activities that volunteers are engaged in, under supervision, include: 

- Hearing children read 

- Working with children as part of a small group 

- Working alongside individual children in the classroom 

- Working with children on ICT 

- Accompanying school visits 

- Supporting in the EYFS 

 

2. Becoming a volunteer  
2.1 Anyone wishing to become a volunteer, on a regular basis, should speak to the Deputy Head or 

Headteacher. 

2.2 At John Ball, we run three volunteer recruitment and induction sessions across each academic 
year.  These take place at the beginning of each term. 

2.3 Those wishing to volunteer on a one-off basis (i.e. for a school outing) should speak to the 
relevant class teacher.  

2.4 Where a volunteer who is normally a parent is engaged in a “one-off” activity e.g. helping 
supervise a group of children as part of a class visit, no formal checks are carried out on these 
volunteers. However, these volunteers, who are under constant supervision of school staff, will 
not be allowed to carry out such duties as escorting children to the toilet or leading a small group 
of children without a member of the school’s staff and must read and sign our Off-site Visit 
agreement (Appendix 3) 

2.5 People who wish to volunteer on a regular basis will be required to complete the Volunteer 
Application Form (Appendix 1) which includes their contact details, type of activities they would 
like to help with, and the times they are available to help. Volunteers will be required to have an 
interview with a member of the Senior Leadership Team.  Following this, they will also be 
required to complete a DBS application form. 

2.6 As part of the application process the school will require the names and addresses of 2 referees. 
A Referee may not be a family member and will preferably be a previous employer or 
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representative of an organisation where the applicant has previously volunteered. If this is not 
possible, a character witness from somebody who has known you in a professional capacity. 

2.7 Before starting to help in school, volunteers should complete the Volunteer Confidentiality 
Contract (Appendix 2), which sets out the schools expectations of volunteers and asks volunteers 
to confirm they have received a copy of this policy. 

2.8 Where a volunteer will be working with the school as a student teacher from a recognised 
provider, much of the process will be handled by the ITT provider – see figure 2. 

 

 

Figure 1 – process for regular volunteer work 

 

Figure 2 – process for student teacher volunteers 
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3. The induction programme 
3.1 Volunteers will receive a two part induction, this will cover Health and Safety arrangements 

(including fire and in-evacuation alarms); and Safeguarding training from the DSL.  These must 
be completed every 2 years, with the first training received prior to the volunteer supporting at the 
school. 

3.2 Student teachers should receive this training on their first day of placement. 

 

4. Supervision 

4.1 All volunteers work under the supervision of the Class Teacher of the class to which they are 
assigned.  

4.2 Teachers retain responsibility for children at all times, including the children’s behaviour and the 
activity they are undertaking.  

4.3 Volunteers should have clear guidance from the teacher as to how an activity is carried out/ what 
the expected outcome of an activity is.  

4.4 Volunteers are encouraged to seek further advice / guidance from the teacher in the event of any 
query / problem regarding children’s understanding of a task or behavior. 

4.5 Student teachers should have additional support (the class teacher, where possible) in the 
classroom at all times.  This should be flexible and dependent on the current level of training the 
trainee teacher has received. 

 

5. Confidentiality 
5.1 Volunteers in school are bound by a confidentiality contract (See Appendix 2).  

5.2 Any concerns that volunteers have about the children they work with / come into contact with 
should be raised with the class teacher (or the Designated Safeguarding Lead). They should 
never be raised with the parents of the child, or of any other child, or any other person outside 
school.  

5.3 Volunteers who are concerned about anything another adult in the school does or says should 
raise the matter with a DSL team member.  The DSL team information can be found in the atrium 
of the school, by the entrance. 

 

6.  Health and Safety 

6.1 The school has a Health & Safety Policy and this is made available on request to volunteers 

working in the school.  

6.2 Class teachers ensure that volunteers are clear about emergency procedures (e.g. fire alarm 

evacuation and about any safety aspects associated with a particular task (e.g. using DT 

equipment / PE lessons /accompanying children on visits). 
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6.3 Volunteers need to exercise due care and attention and report any obvious hazards or concerns 

to the Class teacher or Headteacher. 

 

 

7. Complaints Procedure 

7.1 Any complaints made about a volunteer will be referred to the Headteacher for investigation.  

7.2 Any complaints made by a volunteer will be referred to the Headteacher.  

7.3 The Headteacher reserves the right to take the following action:  

 To speak with the volunteer about a breach of the Volunteer Confidentiality Contract and seek 
reassurance that this will not happen again;  

 Offer an alternative placement for a volunteer, e.g. helping with another activity or in another 
class;  

 Inform the volunteer that the school no longer wishes to support the placement. 
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8. Appendix 1: Application form for volunteers 
 

Name: Gender: 

Date of Birth: Home Address: 

Telephone: 

Email: 

 

Have you any experience of working as a volunteer and/or with children?  Yes/No 

If yes, when and where did you gain this experience? 

 

 

 

 

Are you available to commit yourself to this voluntary work for at least one term (average, 12 

weeks)      Yes/No 

 

Why would you like to be a volunteer at John Ball School? 

 

 

 

 

 

How much time each week do you feel able to volunteer for? 
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When can you volunteer? 

 Monday Tuesday Wednesday Thursday Friday 

AM      

PM      

 

What age group would you prefer to work with?  Please tick your preference/s: 

EYFS  

(Nursery and 

Reception) 

 

KS1  

(Year 1 and 2) 

LKS2  

(Year 3 and 4) 

UKS2  

(Year 5 and 6) 

 

References 

Your placement as a volunteer in the school is subject to satisfactory references. Please give the name, 

address, phone number and email address of two referees who have known you for a minimum of two 

years in a professional capacity if possible (e.g. employer, tutor, colleague, etc.) who can vouch for your 

integrity and reliability.  Where this is not possible, a character reference will be considered. 

Please note: If  you have lived / worked overseas for a period of 3 months or more, in any one 

country since the age of 18, we will require a 3rd reference. This referee (where possible) will have 

known you during the period you were overseas.    

 

Referee 1 Referee 2 Referee 3 

Name: Name: Name: 

Address: 

 

 

Address: 

 

 

Address: 

 

 

Tel: Tel: Tel: 

Email: Email: Email: 
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John Ball School is committed to safeguarding and promoting the welfare of children and young 

people and expects all staff and volunteers to share this commitment. This post is exempt from 

the Rehabilitation of Offenders Act (1974) and is subject to an enhanced DBS check. The school 

will also carry out further prohibition checks. 

I confirm the information given is true and I understand I will require an enhanced DBS check 

and that further prohibition checks will be carried out. 

 

Signed:        Date: 
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9. Appendix 2: Confidentiality Agreement 
 

As a data controller, John Ball School has a responsibility to protect its personal data in line with the Data 

Protection Act 1998 and the General Data Protection Regulations (GDPR) which came into force on 25th 

May 2018.  Therefore, the appropriate confidentiality and security requirements must be agreed.  

                                                                                                                                                                                               

I, (inset name)_______________________must comply with the following: 

 Use the data the school discloses to you for the specific service it was provided and not for any 
other purpose or purposes unless agreed by the school. 

 Only ask for schools personal data that is adequate and relevant to the task at hand so you can 
carry out services to John Ball School. 

 Only hold schools personal data disclosed to you for as long as agreed by John Ball School.  When 
no longer needed, you must ensure you always securely destroy data in line with The Data 
Protection Act 1998 and the General Data Protection Regulations (GDPR). 

 You must take all appropriate technical and physical measures to protect the personal data you are 
holding on behalf of John Ball School. For example: electronic personal data must not be held on 
an un-encrypted device and ensuring that all electronic systems are protected.  If you are 
accessing paper records, they must be transported from one location to another securely. 

 You must not share the schools personal data we disclose to you with any other third parties 
without the consent of John Ball School unless you are permitted to by law. 

 In addition for support functions that John Ball School do not directly enter into contract with but 
may become party to it, it is your responsibility to ensure those support functions keep schools 
personal data confidential and secured at all times. 

 Under no circumstances will the schools personal data you are collecting be transferred outside of 
the European Economic Area (EEA). 

 

To ensure best practice, it is advisable to extend this advice to any third parties you work with or may 

work with when handling schools personal data. This is to ensure that the confidentiality of personal data 

is upheld. 

 

Unlawful disclosure or selling of personal information 

Under The Data Protection Act 1998 and General Data Protection Regulation (GDPR) is it a criminal 

offence to sell or disclose personal data ‘knowingly or recklessly’ to anyone you are not supposed to, 

therefore, any inappropriate or unauthorised disclosure of the schools personal information could be 

subject to legal action. 

 

Confidential Information whilst in John Ball School 

As a volunteer at John Ball School, I understand that class, pupil and parent details, staff room 

conversations or school matters are confidential and not to be shared or discussed with parents or 

members of the general public.  

If I have any concerns I will initially raise them with the class teacher or Headteacher if necessary. I 

understand that the class teacher is in charge of all activities and the discipline in the class.  
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I understand that before I start working in school, the school will initiate an enhanced DBS check on me in 

the interest of the safety of the children in the school.  

Should a situation arise that indicates that I have divulged any confidential information to a parent or 

members of the public, the matter will be investigated and my placement may be withdrawn.  

I understand that my personal details and details of the DBS check will be held on the school’s single 

central record for inspection by authorised personnel only. 

 

I……………………………………………………………….have read and understood the above 

statement. 

Signed:……………………………………………………………………..…………………… 

Date:____/____/____ 
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10. Appendix 3: Work Experience Processes 
 

1. Introduction to Work Experience Placements 
1.1 Work experience introduces young people to the work environment and can be a valuable 

part of their education.  

1.2 John Ball wants to actively support these placements, recognising the importance this brings 
to a pupil’s educational experience. 

1.3 This guidance supports the administrative processes involved in hosting these placements.   

2. Roles and Responsibilities 
2.1 The Headteacher and Deputy Headteacher are responsible for: 

- Engaging in training to support WEX (work experience) placements 

- Ensuring clarity of expectation is achieved for both the school and student on 

placement 

- Appointing and coaching staff members to be reliable and suitable WEX coaches 

- Communicating openly with WEX Lewisham and individual schools regarding their 

students and placements 

- Seeking advice from Lewisham Borough in the event of a situation which is not 

resolvable through the scope of this policy 

 

2.2 The WEX Administrator is responsible for: 

- Collecting the data required prior to the start of the placement 

- Ensuring that records are destroyed following placements (as per data retention 

policy 

- Delivering a short induction to support the students in beginning their placements 

(see Appendix 3) 

- Corresponding with secondary schools and WEX placement coordinators in other 

settings to request and supply information as required. 

- Speaking with the leadership team to arrange and facilitate WEX placements. 

 

2.3 The Named Contact is responsible for: 

- Ensuring the student has a positive experience at John Ball School 

- Providing appropriate tasks for the WEX student to complete, in relation to the job 

descriptions in Appendix 2. 

- Ensuring that the student does not work in any environment which could be 

considered as unsafe 

- Acting as a coach, supporting the student in achieving well during their placement  

- Supporting a reflective conversation at the end of the placement 
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- Filling in any paperwork from WEX/the home setting to ensure the student has a 

record of their placement and achievement 

 

3. How are placements arranged? 
3.1 Placements can be sourced in one of two ways: 

- Through a student directly approaching John Ball (known as an ‘own find’ placement) 
- Through WEX Lewisham or schools approaching John Ball School. 

 

3.2 All placements will have a named staff member responsible for the placement.  This will be a 
member of the leadership team.   

3.3 Placements can be offered in the following areas of the school: 
-  EYFS as a learning associate (responsible staff member: EYFS AHT) 
-  KS1 as a learning associate (responsible staff member: KS1 AHT) 
-  KS2 as a learning associate (responsible staff member: KS2 AHT) 
-  Office as an administrator (responsible staff member: School Business Manager) 

3.4 Before the start date, a WEX Placement Form must be completed (Appendix 1) 

Initial 
contact

• WEX Administrator: Pupils 
contact the school dedicated 

email address

WEX 
placement 

form

• Students requested to complete 
WEX form

Confirmation
• DHT confirms placement 

with office who will 
contact student

Staff 
members 
informed

Induction

• On day 1, the WEX 
administrator will meet 
students and administration 
team will complete a short 
induction

Placement
• Named contact: The named 

contact is responsible for the 
placement at this point.

Reflection

• Following the 
placement, students 
will have an 
opportunity to reflect 
with their mentor 
(named contact)
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3.5 A student cannot start a work experience placement without emergency contact and medical 
information (obtained through the WEX placement form).  This data will be securely stored 
for the duration of the WEX placement and securely destroyed thereafter. 

4. Induction 
4.1 On the morning of the first day of placement, WEX students must be informed of the 

following: 

- Fire processes (where to find individual room information) 

- Lockdown processes (NB: we will not provide a copy of this policy to student, to 

support the integrity and security of the fine details of this policy) 

- First aid information  

- Safeguarding information (who is the DSL and what is their role?) 

- Who their named contact is 

- They will be given an information sheet for their reference (Appendix 3) 
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5. Appendix 1: WEX Placement Form 

 
The information provided on this form will only be kept for the duration of your 

placement. 

 

Personal Information 

Name:  

D/O/B:  

Current school/University:  

Form and tutor:  

Form tutor’s contact 

information: 

 

 

Placement information 

Start date:  

End date:  

 

Emergency Contact Information 

Main contact name  

Main contact phone number  

Second contact name  

Second contact phone 

number 

 

Do you have any medical 

conditions which we should 

be aware of (asthma, 

anaphylaxis)  

If yes, please provide further information: 
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Please tick the role you 
will be completing whilst 
at John Ball School: 

EYFS Learning 
Associate 

 

KS1 Learning 
Associate 

 

KS2 Learning 
Associate 

 

Administrator  
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6. Appendix 2: WEX Roles: Job Descriptions 
 

John Ball School: WEX Learning Associate 

Learning Associates support teachers and help children with their educational and 
social development, both in and out of the classroom.  

What’s involved? 

 getting the classroom ready for lessons 

 listening to children read, reading to them or telling them stories 

 helping children with their learning 

 looking after children who are upset or have had accidents 

 clearing away materials and equipment after lessons 

 helping with outings and sports events 

 taking part in training 

 carrying out administrative tasks 
 

To support pupils with particular individual needs, some Learning Associates work one-
to-one, while others work in small groups.  

Experienced and specially-trained Learning Associates can be expected to supervise a 
class for a teacher who is off sick or undertaking training. While every class must be 
allocated a qualified teacher, during these time a Learning Associate would be expected 
occasionally to lead a lesson 

Skills and experience you’ll need 

 An ability to build good working relationships with both pupils and adults 

 Good organisational skills 

 Flexibility and creativity 

 Enjoy working with children 

 Good literacy and numeracy skills 

 Ability to manage groups of pupils and deal with challenging behaviour 

 Patience and a sense of humour 
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7. Appendix 2: WEX Roles: Job Descriptions 
 

John Ball School: WEX Administrator 

At John Ball School, administrators are responsible for providing administrative support 
for the staff across a school. They play a crucial role in the day-to-day life of John Ball 
by providing a wide range of administrative support to keep everything running as 
smoothly as possible. 

What’s involved? 
 
Administrators will be involved in the following: 

 welcoming visitors to the school and dealing with their enquiries 
 answering the phone 
 administration relating to pupil attendance 
 managing email/post 
 using IT systems to draft letters, emails, reports, newsletters 
 keeping paper and electronic records up to date 
 using reprographic equipment 
 ordering resources, paying invoices and banking cash 

 
 

Skills and experience you will need 

 excellent spoken and written communication skills 
 methodical and well-organised 
 able to work accurately and pay attention to detail 
 confidence with figures 
 good ICT skills 
 able to relate well with pupils, teachers and parents 
 able to prioritise work 
 sensitivity and understanding 
 to be flexible and open to change 
 to be thorough and pay attention to detail 
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8. Appendix 3: Induction Information Sheet 
 

On the first day of a work experience placement, the following information should be 

discussed and the below induction form filled in. 

Induction Information Form 

Name:  

Current school:  

1, Has the student received 

fire safety information?  This 

should include: 

- Where to find the 

Fire policy 

- Where to find 

emergency exit 

information 

- What to do in the 

event of a fire 

alarm activation 

 

2, Has the student received 

lockdown safety information?  

This should include: 

- What the 

lockdown signal 

sounds like 

- What to do in the 

event of a 

lockdown 

activation 

NB: this policy should not be 

directly shared with any WEX 

students. 

 

3, Has the student received 

information on our First Aid 

arrangements?  This should 

include: 

- Where to find our 

first aid policy 

- Who to contact 

should the 

student require 

first aid 
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- What to do in the 

event of a first 

aid emergency. 

Has the student received a 

briefing regarding the 

safeguarding arrangement in 

the school?  This should 

include: 

- Where to find the 

Safeguarding 

policy 

- Who the DSL and 

DepDSL team are 

- What to do if a 

child discloses a 

concern 

- What to do if a  

 

Does the student know who 

their name contact is? 

This should be their class 

mentor/admin mentor. 

 

 

 

Confirmation Statement 

Name of staff member who 

delivered the induction 

briefing: 

 

Date:  

Sign:  

 

Confirmation Statement 

Name of WEX student:  

Date:  

Sign:  
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