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Ashford Oaks Volunteer Policy 
 

1. Introduction  

Ashford Oaks aims to: provide a happy, caring and quality learning environment for 

children in South Ashford.  As a school, we believe that children’s self-esteem is the 

most important consideration in a child’s education and volunteers make a vital 

contribution to our aims. We recognise the added value that volunteers bring to 

Ashford Oaks and those who use our services. Volunteer involvement in this 

organisation does not replace or devalue the role of paid staff.  

 
Ashford Oaks volunteers are involved in: 

 Parent Focus Group 
 Supporting the teaching teams 
 Supporting the children with their learning 
 Socialising with the children during their lunch time 
 Providing a ‘box office’ for school events 
 Helping with the grounds maintenance 

 
Ashford Oaks aims to have a reciprocal and mutually beneficial relationship with our 
volunteers; with their involvement informing and developing our work, and our work 
enabling individuals to learn skills and achieve personal development through their 
volunteering.  
 
The involvement of volunteers will be guided by the following principles of good practice: 

 the tasks to be performed by volunteers will be clearly defined, so that everyone is 
sure of their respective roles and responsibilities; 

 the organisation will comply with the Data Protection Act in the use of data held on 
all volunteers;  

 volunteering opportunities will complement rather than replace the work of paid 
staff; 

 volunteers will be provided with regular opportunities to share ideas or concerns;  

 all existing and future policies will be checked as to how they affect volunteers; 

 
2. The Purpose of this Policy 
By adopting this policy Ashford Oaks aims to:  

 highlight and acknowledge the value of the contribution made by volunteers; 

 reflect the purpose, values, standards and strategies of the organisation in its 
approach to involving volunteers;  

 recognise the respective roles, rights and responsibilities of volunteers; 

 confirm this organisation’s commitment to involving volunteers in its work; 

 establish clear principles for the involvement of volunteers; and 

 ensure the ongoing quality of both the volunteering opportunities on offer and the 
work carried out by our volunteers; 

This policy provides an overview of the activities carried out by volunteers currently and 
provides a basis for the expansion, if required, for the role of volunteers alongside paid staff.  
This document and the associated policy, procedures and guidance provide a framework for 
the involvement of volunteers.  



 

3. Recruitment and Induction 
Ashford Oaks will adhere to its equalities and diversity policy when recruiting and inducting 
volunteers.  All volunteers will be asked to complete a Disclosure Check as part of the 
recruitment process. Where there is specific training required this will be highlighted as part 
of the induction process.  
 
All volunteers will have an induction to their volunteering which will involve an overview of 
the relevant policies and procedures. Following induction, volunteers will have regular 
support and supervision meetings with a named contact to identify areas for development, 
or to discuss any issues.  
 
Support and Supervision 
Once placed, we will expect volunteers to comply with existing policies and procedures. All 
volunteers are covered under Ashford Oaks Public Liability Insurance.  
 
Volunteers will be able to claim reasonable expenses for their volunteering in line with the 
Expenses Policy. Volunteers should discuss any planned expenditure prior to incurring these 
expenses to ensure that it will be covered by the organisation.  
 
Where volunteers have holidays or other commitments which mean that they cannot attend 
their normal volunteering, they should advise their named contact to ensure that we can 
arrange alternative cover. If volunteers require a longer break from their volunteering, they 
should discuss this with their named contact.  
 
Volunteers can access learning and development opportunities which are relevant to their 
volunteering role throughout their time with Ashford Oaks. Opportunities for Learning and 
Development will form part of the discussions at support and supervision sessions.  
 
Problem Solving 
Where a concern is highlighted – either by a volunteer or about a volunteer, this will be 
dealt with using the organisation’s Disciplinary, Grievance and Dismissal Policy. 
 
Responsibility 
Overall responsibility for the implementations, monitoring and review of the policy and 
procedures lies with the headteacher of Ashford Oaks. Implementation and adherence to 
this policy is the responsibility of all staff and volunteers within the organisation. 
 
Mobile phones 
In line with guidance volunteers/placements that are based in Early Years (Nursery and 
Reception) need to hand in their phones at the office upon arrival every day that they come 
in (to be collected upon finishing for the day). 

 
 
 
 



Procedure for Short Term Students (e.g. PGCE), Volunteers and Work Experience 

DBS information from Matthew SPS:  
Volunteers would qualify for a DBS check if volunteering more than 3 times in a 30 day period. If volunteering less than this the volunteer should be supervised at all times. 
Under 18 and in full-time education (and not being paid for the role) they would not require a DBS check, despite the frequency.  If they become 18 during the course, they would be covered under this policy until the end of the academic year.   
If they were no longer in education anyone 16 or older would qualify for a DBS check if they met the requirements. 
Anyone who does not hold a DBS check should be supervised. 

 

 

 

 

 

  

 

 

 

 

 

 

 

Individual in 

question 

approaches 

the school 

and is passed 

on to Ellie. 

Ellie will then 

communicate 

with the 

appropriate 

member of 

CSLT/student 

lead. 

Short term student 

(e.g. PGCE). 

Martin/Ellie 

responsible for 

coordinating them. 

Adult volunteer or 

training TA. Jane or 

Claire (respectively) 

responsible for 

coordinating them. 

Child volunteer 

(e.g. school age 

but finished school 

for summer). Ellie 

responsible for 

coordinating them. 

Work experience 

(under 18 and in 

full time 

education). 

Organised through 

their school. Ellie 

responsible for 

coordinating them. 

DBS required if they are 

coming into school more 

than 3 times in a 30 day 

period. Their DBS no and 

date should be sent by 

their University on our 

request (before 

placement). 

DBS? 
Responsibility ? 

Decision to 
Proceed? 

For adult volunteer DBS 

organised by Ashford 

Oaks (Ellie) before they 

start volunteering with 

us. TA’s need to provide 

their DBS. 

 

DBS not required if in 

full time education and 

under 18 (or turn 18 

during their 

placement- covered 

until end of academic 

year). 

 

Ellie to contact their 

school to check they are 

a student there, their 

term has in fact finished, 

they are not excluded 

and that there isn’t any 

reason why we shouldn’t 

have them in to 

volunteer. 

If the volunteer has 

contacted us directly 

Ellie to contact their 

school to check they are 

aware and have 

approved this 

placement, that they are 

aware of the dates and 

if there is any work for 

the student/school to 

complete during their 

time here.  

Need to Contact 
Anyone External? 

DBS not required if in full 

time education and 

under 18. NB If they 

have left school at 16, 

they will require a DBS 

check if they meet the 

requirements (fall into 

adult category re DBS). 

 

Martin/Ellie to see 

whether it is 

possible to 

accommodate them. 

If possible then to 

coordinate with 

teachers. 

Ellie to see 

whether it is 

possible to 

accommodate 

them. If possible 

then to coordinate 

with teachers- the 

teachers will be 

aware of the 

student’s name. 

Jane/Claire to see 

whether it is 

possible to 

accommodate them 

Ellie to see whether 

it is possible to 

accommodate 

them. If possible 

then to coordinate 

with teachers- the 

teachers will be 

aware of the 

student’s name. 

 

Possible to 

Place Them? 
Ellie to complete 

their induction 

prior to them 

starting using 

‘work placement 

induction policy’.  

Ellie to complete 

their induction 

using ‘work 

placement 

induction policy’. 

This touches on 

DbA (if approp.) 

and child 

safeguarding. 

Ellie to complete 

their induction 

using ‘work 

placement 

induction policy’. 

This touches on 

DbA (if approp.) 

and child 

safeguarding. 

Induction 

Jane/Claire to 
complete their 
induction prior 
to starting.  

NO ONE CAN 

BE PLACED 

IN A CLASS 

WHERE THEY 

HAVE 

RELATIVES. 

ALL SHOULD 

BE 

SUPERVISED 

WHILST 

HERE. 

Once it is decided we 

will be happy to 

accommodate them: all 

of these people are to 

come through Ellie and 

Sarah first for the 

following to be carried 

out before they can 

come in or their 

induction can take 

place: 

See/complete DBS (if 

required). 

Volunteer information 

sheet filled in. 

Safeguarding, prevent 

and e-safety training 

completed (if 

appropriate). 

ICT code of conduct 

completed. 

Disqualification by 

association paperwork 

completed. (not for <18) 

ID seen. 

Copy of safeguarding 

policies/information 

given. 

Essential Admin Things 


