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Student and Volunteer Policy 
 ‘Building for Successful Futures’ 

 
Introduction 

 

Students and volunteers are welcomed into our community at Fred Nicholson 

School. We recognise that there are a variety of situations in which volunteers and 

student can make an appropriate and significant contribution to the work and 

services of the School.  

 

We believe that by providing opportunities for volunteers to work alongside complex 

needs children, the volunteer will gain a range of skills and work experience. They will 

also develop confidence and motivation to try different things and benefit the 

community they serve. The contribution of volunteers to the work of the School is 

especially valued and respected 

 

We expect that volunteers and students will: 

 Respect other volunteers, students, staff and children and make them 

  feel welcomed and valued. 

 Be sensitive towards others. 

 Be approachable and pleasant. 

 Dress and behave in a manner which promotes healthy and safe  

  working practices. 

 Maintain the confidentiality of personal information at all times. 

 

Our volunteers and students include: 

 Members of the governing body 

 Members of Friends of Fred 

 University, College and sixth form students 

 Ex members of staff 

 Members of the local community  

 

Aims 

 

The aim is to ensure a consistent approach in the appointment, management and 

supervision of volunteers and students.  

 

The policy defines the term and sets out the principles, practices and procedures, 

which will be followed in the recruitment and retention of students and volunteers.  

 

All students and volunteers must be familiar with this policy prior to making an 

application to Fred Nicholson School for a placement.  

 

Whilst we endeavour to meet the need of all students and volunteers our pupils and 

staff, their dignity and wellbeing, will always be paramount. If a placement in 

anyway has the potential to, or actually affects student or staff dignity or wellbeing 

the placement will be ended with immediate effect.  

 

 



 
 

Broad Guidelines 

 

Recruitment of volunteers 

All volunteers are required to complete our online application form. Applications are 

encouraged from anyone aged 16 and over. From September 2018 we will no 

longer be accepting Year 10 work experience placements.  

After an application has been submitted you will be contacted by a member of our 

management team (currently Sammie Burrell, Assistant Headteacher) who will 

discuss the nature of your placement further.  

There is space on the application form to share any access concerns, disabilities or 

additional needs students or volunteers may have and require support with during 

their placement. If preferred please contact Sammie Burrell via the school office on 

01362 693915 to discuss these in person. Any health or medical needs will remain 

confidential unless: 

 

 it endangers pupils or other members of staff; 

 there is a legal obligation to disclose such information; 

 it is necessary for legal proceedings; 

 despite the duty of confidence the staff member’s interest or the wider 

  public interest justifies disclosure. 

 

Students and volunteers will be made aware of any information which is deemed 

necessary to pass on with the exception of legal proceedings.  

If both the school and student / volunteer agree the placement is in everyone’s best 

interests you will be invited into school for a DBS check. You will need to have access 

to at least two of the following documents- driver’s license, passport, birth / marriage 

certificate or utility bill. You will also need a national insurance in order to proceed 

with a DBS check.  

When you have received your DBS you will need to contact school to say you have 

your copy. At this point, school will contact your referees. Referees should be known 

to you in a professional capacity. References from family members will not be 

accepted.  

Once school have two clear references you will be invited into school for an 

induction morning. You will need to bring in your paper DBS and a form of photo ID 

on your first morning in school.  

DBS checks are already in place for UEA students and for City College Students. For 

these students we expect confirmation of names via e-mail from either UEA or City 

College Staff. Students are then expected to bring photo ID with them on the first 

day of placement. The ID must match the exact name provided by their place of 

study. References are not sought for those on student placements as their place of 

study is recommending them and therefore deeming them suitable for a placement 

with us.  



 
 

Please note placements are only offered on 6-8 week basis due to the high demand 

for placements. At the end of the 6-8 weeks placements are reviewed and may be 

extended if there is capacity within school and if both the school and volunteer / 

student feel that maintaining the placement is everyone’s best interests.  

We expect students or volunteers to commit to regular full day (8.45am to 3.30pm) 

or half-day sessions (8.45am -12.05pm or 1.05pm - 3.30pm). There are potential 

evening placements in boarding. Students and volunteers should keep staff 

informed of when they are intending on coming in, where possible a weeks notice 

should be given. In the event of absence students and volunteers can contact the 

Assistant Headteacher directly vis phone or e-mail or leave a message with the 

office staff.  

Induction and training 

Before students and volunteers work with pupils they will have an induction session 

with a member of the schools management team (currently Sammie Burrell, 

Assistant Headteacher). The following will be covered during induction:  

 working hours 

 dress code (professional and modest attire, no blue jeans, ripped  

  clothes, images and slogans should be work appropriate as should  

  footwear) 

 expectations of the role 

 absence procedures 

 fire drill procedures 

 confidentiality 

 safeguarding 

 whistleblowing 

 well being  

 health and safety 

 

Students and volunteers must sign an agreement stating they understand their role 

with regards to the items listed above.  

 

Trainee teachers are able to access the staffroom. Students and volunteers are 

encouraged to access the PSU or go offsite during lunchtimes and break times.  

 

Expenses 

It is not anticipated students or volunteers would incur any expenses other than 

travel whilst on placement at Fred Nicholson School. Students and volunteers are 

expected to organise and pay for their own travel arrangements. If students or 

volunteers feel expenses are going to be incurred these must be discussed with the 

senior leadership team prior to costs being incurred. Expenses will not be reimbursed 

without the consent of management.   

 



 
Supervision and support 

Throughout the placement students and volunteers are expected to report directly 

to their class teacher / the class form tutor. If the class teacher is not able to help 

resolve an issue or provide the support needed students and volunteers should refer 

back to the Assistant Headteacher, in their absence the Deputy Headteacher or 

Headteacher will be available to offer support. 

The class teacher will explain daily expectations of the role of the student or 

volunteer, including class routines and how to support with learning and behaviour 

within their class. The class teacher will pass on essential information about pupils 

within the class.  

Students and volunteers are expected to demonstrate confidence and initiative 

whilst on placement. We reserve the right to end a placement if we feel students 

and volunteers are unable to meet the needs of our pupils. Students and volunteers 

must ask the class team how they can help if they are unsure.  

Safeguarding  

All students and volunteers will be inducted into safeguarding procedures at Fred 

Nicholson as part of their initial induction. This will include the schools format and 

procedures for reporting safeguarding concerns, what constitutes a safeguarding 

concern and who to pass this information to. Students and volunteers have an 

obligation to pass on any safeguarding concerns regarding staff or pupils.  

Safer working practice will also be shared, including lone working and physical 

contact with children.  

Students and volunteers should not provide restrictive intervention, manual handling, 

administration of medication, basic first aid or intimate care to pupils. It is strongly 

advised that students or volunteers do not enter into changing rooms or toilets with 

pupils. Under some circumstances, this may be necessary however, a member of 

school staff must be present. If such circumstances arise they must be reported to a 

member of senior management immediately. 

Students and volunteers should not be left unattended with pupils. If this occurs it 

must be reported to a member of senior management immediately. Management 

are expected to investigate why the situation occurred and take appropriate action 

to ensure it does not happen again.  

The use of mobile phones is not allowed on school site.  

The use of school ICT equipment for personal use is prohibited. Photos of pupils may 

only be taken on school devices under the supervision and direction of the class 

teacher e.g. photographic evidence of pupils work for learning journals.  

Students and volunteers should not contact with parents. Contact with parents 

should solely be done through school staff.  

 



 
Students and volunteers should not name or discuss their placement on social 

media. Students and volunteers should not be have contacted with parents or 

pupils via social media. If parents or pupils are known to a student or volunteer prior 

to the placement starting this should be disclosed within their inductions. Health and 

safety 

All students and volunteers will be inducted into health and safety procedures at 

Fred Nicholson as part of their initial induction. This will include slip and trip hazards, 

working at heights, hazardous materials, keeping the environment safe for pupils 

and fire drill procedures.  

We are a non-smoking site.  

We request all students and volunteers provide an emergency contact number.  

Equal Opportunities 

We recognises that the activity of volunteering can provide an individual with 

experience and opportunities for self and career development. In accordance with 

School’s Equal Opportunity Policy, volunteer placements will therefore be open to 

individuals irrespective of race, gender, disability, sexuality, age or marital status. 

Where a prospective volunteer demonstrates hostility to, or a clear lack of support 

for equal opportunities, she/he will be deemed automatically unsuitable for a 

volunteer position. All volunteers are required to make a commitment to this policy. 

A copy can be given on request. 

Confidentiality and data protection 

Volunteers and students must be aware that the school will hold electronic 

information on school computers shared in their application form. School will also 

hold a photo of the student / volunteer on our electronic signing in system and on 

our main computers as visuals. Pictures of adults working within school are often 

shared with pupils to support them. If students and volunteers would prefer for 

photos not to be shared online they should make the Assistant Headteacher aware 

of this in their induction.  

Whilst being on placement it is possible you will be aware of sensitive information 

about our pupils and staff. All information that students and volunteers are exposed 

must be treated with the highest level of confidence. Information must not be 

discussed beyond the school. Pupils and staff should not be named and information 

must not be shared.  

Problem solving and complaint procedures for volunteers. 

Students and volunteers are encouraged to discuss any issues or concerns with their 

class teacher in the first instance. If this is not possible or appropriate they can talk to 

the Assistant Headteacher.  

If the Assistant Headteacher is unavailable or the student / volunteer feels unable to 

discuss the matter with the Assistant Head Teacher they can speak to the Deputy 

Headteacher or the Headteacher.  



 
There may be times when the student or volunteer feel discussing the matter with 

school staff is not appropriate. In this instance, the chair of governors should be 

contacted.  

If issues continue to be unresolved and are related to safeguarding at this point the 

local authority designated officer should be contacted.  

Whistle bowling will be covered in more detail during the induction session.  

We value having volunteers helping in our school and we want you to feel 

successful and valued. Please never hesitate to ask if you are not sure about 

something – or for advice if you feel something you are doing is not working well. We 

will do whatever we can to ensure your time with us is rewarding. 

 

 

 



 
Links to Other Policies 

Safeguarding including Child Protection 

Confidentiality 

Dignity at Work 

E safety 

Health & Safety 

Staff Hand Book 

Staff code of conduct   

Whistleblowing 

 

Equality Impact Statement 

 

The Head Teacher has reviewed this policy giving due regard to their 

responsibilities with respect to the equalities agenda, in line with recent 

legislation. They believe that the policy reflects a positive attitude and 

approach to all members of the school community. 

 

 

Policy Approved by: 

 

Head Teacher   

 

*To be ratified Summer 2022 

 

 


