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Volunteer and Student Working in School Policy 
 

The Fairfield volunteers / student policy is part of the schools safeguarding system and policy. 
 
Fairfield welcomes, and encourages volunteers / students into Fairfield School, as we appreciate they can 
bring with them a range of skills, knowledge and experience that can enhance the learning opportunities of 
pupils. 
 
All adults and young people who work in our school, whether a paid member of staff, or a volunteer are 
expected to work and behave in such a way as to actively promote our school aims and educational 
purpose. 
 
At Fairfield School all our pupils will be given the opportunity and experiences to engage in purposeful 
learning opportunities. We value the contributions of other, our families and the wider community. 
Anyone wishing to become a volunteer / or student and begin a placement at Fairfield, either for a one off 
session such as a school visit or on a more regular basis e.g. regular placement, needs to contact the 
school. It is the school’s decision to take on volunteers and this will depend on classes in school, the 
number of volunteers and students we already have on placement, and the potential impact on the 
children.  
 
You will be asked to come into school for a visit to see if it is an appropriate placement. You will be also 
asked to complete the application form, and an agreement which is attached to this policy. 
 
Child Protection and Safeguarding 
 
Safeguarding is our priority and we follow the safer recruitment guidelines to ensure that we are 
committed as a school to safeguard our pupils, and expect volunteers / students to share that dedication. 
The process of recruitment of volunteers mirrors the safer recruitment of paid staff, to ensure the most 
suitable adults for our school.  
To ensure the safety of our pupils, we adopt the following procedures: 

 All students and volunteers are given a copy of this policy and asked to complete documentation 
and a volunteer/student agreement 

 All students and volunteers are informed of our safeguarding expectations 
 All volunteers / students (over 16 years) must have been cleared by the Disclosure and Barring 

Service (DBS) 
All volunteers / students work under the supervision of a teacher or full time member of staff. Teachers 
and support staff in school retain ultimate responsibility for pupils at all times. 
 
 



Complaints Procedure 
Any volunteer/student who makes a complaint must speak to a member of the SLT or follow the school’s 
complaints policy which is found on the school website. 
 
Monitoring and Review 
This policy has been approved by the Governing Body and will be regularly reviewed and updated. 
 
Volunteer / Student Code of Conduct 
 
At Fairfield our Code of Conduct policy sets out clear guidance on the standards of behaviour we expect from our 
volunteers / students.  The principles underlying the guidance aims to encourage volunteers / students to achieve 
the highest possible standards of conduct at all times, as you are in a position of trust and influence as role models, 
therefore must adhere to appropriate behaviour that sets a good example to all pupils, parents and visitors within 
school.  
 
Volunteers / students are expected to set good examples to pupils, parents, colleagues and visitors by arriving on 
time and being well prepared for their roles in school. We place a strong emphasis on the common value that all 
communities share e.g. self-respect, tolerance and the sanctity of life.  
 
Safeguarding 
At Fairfield everyone within our school community has a duty to safeguard and promote the welfare of our pupils. 
We have a Safeguarding, and Child Protection Policies in place (see school website). Fairfield is committed to 
safeguarding and promoting the welfare of all our pupils and young people, and expects all volunteers / students to 
share this commitment. Fairfield operates stringent safeguarding and child protection policies, in line with Kirklees 
guidelines. Volunteers and students (over 16 years) will be asked to complete a DBS (Disclosure Barring Service) 
check prior to beginning their time at Fairfield. 
 
All safeguarding issues must be referred to the DSL (Bev Brooks, John Page, Tanzila Ilyas). 
 
Security 
All volunteers / students are required to sign in and out of the building at all times to ensure a comprehensive record 
is available in the event of an emergency. An electronic system is installed which allows you to register quickly and 
have a photo ID printed. For the safety of pupils, the external doors have security locking devices, which can only be 
operated by a security fob, or key. Please ensure that doors are closed securely behind you to ensure the safety of all 
our pupils. 
 
Welcoming volunteers / students, and other visitors as members of the school community is at the heart of the 
school. However, we also have a duty of care to ensure the safety and welfare of all those who use the school 
premises, and we work under strict national and local safeguarding (Child Protection) guidelines. As a result, all 
regular visitors who have not had an advance DBS (Disclosure Barring Service) will need to be accompanied in school 
by a member of staff. Visitors will be issued with a blue or a red lanyard; members of staff wear a black lanyard. All 
staff will appropriately enquire regarding unknown adults who are on site without a lanyard or badge. Volunteers / 
students will be introduced to the Head teacher and SLT at the start of their placement. 
 
The use of phones during school teaching times is prohibited, except in an emergency and with agreement with the 
SLT / HOD. Volunteers / students should not carry mobile phones around with them for personal use. Mobiles may 
be used at lunch and break times (preferably in the staffroom), however not in places that are being used by the 
pupils (linked to the school E Safety policy). Fairfield School accepts no responsibility for the loss, theft or damage of 
personally owned mobile phones or mobile devices.  
 
Dignity and Respect at Work 
All volunteers / students have an equal responsibility to treat each other with dignity and respect, at all times. 
Harassment and discrimination covers a wide range of unwanted or unsolicited demeaning or offensive behaviours 
which may be related to ethnicity, gender, age, disability, nationality, religion, sexual orientation etc. It is the 
responsibility of staff to make themselves aware of the procedures related to the Kirklees LA ‘Dignity at Work’. 



 
In the event of a complaint the incident will be investigated and decide on an appropriate form of action to resolve 
the problem. It is assumed that all complaints are made in good faith, however if it is found that they are malicious 
or vexatious then the offer of a placement will be withdrawn. 
 
Race equality is central to the ethos and core values of Fairfield School.  To establish and maintain this, Fairfield 
believes that equality of opportunity is everyone’s entitlement and actively strives to eradicate any barriers which 
inhibit the development of individual potential and choice. Our aim is to create an environment where everyone 
feels secure and trusted, and where they treat each other with dignity and respect. 
 
Behaviour Management 
Behaviour is the responsibility of the whole school community. Fairfield School establishes a behaviour code of 
conduct, and high standards of behaviour are expected. Pupils are encouraged to build positive attitudes to school 
and learning through opportunities and strategies that meet their individual needs and the use of positive 
reinforcement, praise and rewards. 
 
Confidentiality 
Volunteers / students are bound by a code of confidentiality. Any concerns that you may have about the pupils 
should be voiced with the class teacher and not the parents of the child or young person. 
 
Volunteers and students who are concerned about anything in the school, which may affect their work should raise 
the matter with Bev Brooks (Deputy Head teacher and Safeguarding Lead). Any information gained at the school 
about a child or adult should remain confidential. 
 
Communication 
All volunteers / students will set a suitable example at all times by speaking appropriately and respectfully to each 
other and to the pupils, and respond professionally. Swearing and derogatory language is not permitted. Meeting 
rooms / offices should be used to have confidential conversations. Volunteers / students should not shout or behave 
in a threatening or bullying way at any time. Our language and behaviour will be appropriate models to others; 
volunteers / students should always be vigilant in the way they conduct themselves.  
 
Online Safety 
Volunteers / students should follow Fairfield’s on line safety and the Acceptable Use Policy at all times and have 
regard for Fairfield’s Safety policy for pupils. Photographs or video footage of pupils should only be taken using 
school equipment for purposes authorised by the school, and should be stored securely, on school equipment.  
Volunteers / students should not use social media sites or email to contact pupils in anyway.  
 
Health and Safety 
The welfare and safety of all members of the school community is of primary importance. This is of particular 
significance in light of the vulnerability and lack of danger awareness of many of our pupils. The school adopts the 
Kirklees Local Authority Health and Safety Policy, a copy of which is available in the staff workroom and Fairfield 
website. In addition, specific guidelines and training are provided for potential high risk activities such as moving and 
handling.  
 
An appropriate member of staff will ensure that volunteers / students are clear about emergency procedures (eg. 
Fire Alarm Evacuation) and about any safety aspects associated with particular tasks (e.g. using specific equipment, 
or accompanying pupils on visits). Volunteers / students need to exercise due care and attention and report any 
obvious hazards or concerns to the teacher they are working with. Volunteers / students are covered by our Health 
and Safety Statement and Indemnity and Public Liability Insurance. 
 
Attendance 
Volunteers / students should ring school if they anticipate that they are going to be late or absent, Fairfield School 
01924 326103 
 
 
 



 
Dress Code and Appearance  
A dress code is necessary to convey a professional image to the school and individuals. Volunteers / students are 
individually accountable for their general presentation, appearance and personal hygiene, and have a responsibility 
to consider how their appearance may be perceived by others. Volunteers / students should wear clothing which: 

 is appropriate to their role / activity e.g. trainers should be worn for PE sessions, swim wear for hydro 
sessions etc. No blue denim (jeans, jackets etc) or camouflage clothing at any times 

 is not likely to be viewed as offensive, revealing or sexually provocative e.g. underwear, low necklines, bare 
midriffs etc.) 

 does not create a health and safety issue moving around a busy school, supporting with a range of 
equipment 

 does not distract, cause embarrassment or give rise to misunderstanding (eg. political slogans, badges or 
symbols which may cause offence etc.)  

 is not considered to be discrimination or culturally sensitive 
 does not place themselves or others at risk (dangling jewellery etc.). Jewellery must not be worn which could 

present as a health and safety hazard 
 
Footwear must be safe, sensible, smart, and clean and have regard to health and safety considerations. Volunteer / 
students need to be aware that shoes with covered toes/heels are worn to avoid injuries.Finger nails should be kept 
short and not be sharp that they present as a health and safety hazard to others. Tattoos, where present must not 
be offensive to others, where they are deemed to be inappropriate they must be suitably covered. 
 
Lunchtimes 
Lunchtimes are staggered due to the number of pupils and staff. A team of lunch time supervisors support with 
feeding and supporting the pupils alongside the ETA/Interveners. If you would like to book a school meal they can be 
ordered at reception on arrival into school. Please carry hot drinks around the building in a safety cup. Chewing gum 
in school is not permitted.  
 
Parking 
At Fairfield we have parking facilities however; there are times when large numbers of staff and visitors to school 
cause a shortage of spaces. Between 9.30am and 2.30pm you may park in the spaces in front of the Post 16 
pathway; however, cars need to be moved to accommodate the parking of the buses at 2.30pm. If places in school 
are unavailable you may need to park on the road side, however be aware that it is a busy road and there needs to 
be clear visibility for access and exiting the school site. Please do not park in the disabled bays unless you have a blue 
badge and the badge holder is present as these spaces are used regularly throughout the day. 
 
Severe Weather Conditions Procedure 
If you are unable to get to school, or if you are going to be late due to traffic, you must contact Fairfield School as 
soon as possible. Information on any aspect of school closure will be communicated via the school website at 
www.fairfieldschool.uk. Details will also be posted on the Kirklees website at www.kirklee.gov.uk/schoolclosures . 
Local radio and television stations will also use the Kirklees sites to update their school information services.  
 
Smoking 
Fairfield recognises that smoking and passive smoking are a risk to health. We have a NO SMOKING policy. 
In line with national legislation all buildings and outbuildings / school grounds are designated no smoking areas. 
Volunteers / students wishing to smoke should do so off the school premises. We would request that you 
appropriately dispose of any cigarette ends appropriately. It is the responsibility of each individual to uphold and 
comply with the smoking regulations.  
 
Compliments Conflicts and Complaints 
At Fairfield School we welcome your comments. We value compliments as indicators of success. We also realise 
there are times when we may receive complaints where we may need to make changes and improve our practice. It 
is the aim of the school to deal with any complaints with openness, fairness and equity for all involved. By talking 
through your concerns many issues can be resolved. Difficult conversations should be done in the privacy of offices 
and never in front of children, other staff or parents.  



 
 
 
Fairfield School Volunteer / Student Agreement 
 
 
Thank you for your interest as a volunteer / student, we hope you will gain valuable experience from your 
time at Fairfield. 
 
Please read and sign this volunteer / student agreement and hand it to Bev Brooks (Deputy Head Teacher/ 
Designated Safeguarding Lead). I will inform the class teacher I am working with, or Bev Brooks (Deputy 
Head Teacher / DSL) if any of the information I have provided changes. 
 

 I have received and read a copy of the Fairfield School’s volunteer / student policy 
 

 I will follow the volunteers / student Code of Conduct 
 

 I have received and read the school visitor and safeguarding guide 
 

 I have received and read Fairfield School emergency procedures 
 

 I will inform Fairfield School if I am unable to attend a visit / placement 
 

 I agree to treat personal information obtained from being in Fairfield School as  
             Strictly Confidential 
 

 I give permission for my photograph to be used in Fairfield documentation       Yes                 No 
 

 I have a current DBS Certificate 
             Please bring it into school so we can check documentation 
 
 
 
Name:  _______________________________ 
 
 
Signed: _______________________________ 
 
 
Date: _________________________________ 
 
 
 
 



 
 
Volunteer / Student Application Form 
 
Name: 
 

 

Address: 
 
 
Postcode: 
 

 

Telephone: Home: Mobile: 
Email:  

 

Do you have any disability / other needs we need to take into account, or adjustments we need to 
make to allow you to work as a volunteer / student in school? 
No / Yes (please give details below) 
 
 
 
 

 

References – remember to ask your referees for permission before you give their name. 
One Reference must be from your current or most recent employer/tutor. 
References will be requested as part of the recruitment process, and will form part of the decision making 
process.  Your referees must be able to answer questions concerning your suitability for the post which 
includes any details of any investigations and/or disciplinary action.  This forms part of the requirements under 
‘Safeguarding and Safer Recruitment in Education’.  Please do not name friends or family. 
Name: 
 

Name: 
 

Address: 
 
Postcode: 
 

Address: 
 
Postcode: 
 

Email: 
 

Email: 

Telephone: 
 

Telephone: 

Occupation: 
 

Occupation: 
 

 

 

 



Please indicate the days / times you are available and over what period you are requesting to work 
 
 
 
 
 

 

Please indicate in the box below to tell us why you want to work at Fairfield School as a volunteer or 
on a work experience placement. Include details of any special interest and the type of work you 
would like to be considered for (the age range of pupils you would like to work with). 
This information will be used to ensure that you gain the most appropriate experience from your time 
with us. 
 
 
 
 
 
 
 
 
 

 
I declare that any information I have given with regards to being a volunteer is completed and 
accurate and that I am not barred or disqualified from working with children or young people, nor 
subject to any sanctions or conditions on any employment imposed by a regulatory body or disclosure 
and barring service. I understand that to knowingly give false information, or to omit information 
could result in the withdrawal at any time in the future. Please refer to our fair processing notice that 
is available to read on our school website. 
Signed: 
 

Print Name: 
 

Date: 
 

 
Many thanks for completing this documentation, please pass it onto Bev Brooks  
(Deputy Head Teacher / Designated Safeguarding Lead) 
 
 
 
 
 
 
 
 


