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By God’s Love, we all flourish together 
 

At St Michael’s, by God’s love and through our Christian values of Love, Faith, Respect and 
Courage, we celebrate uniqueness and nurture curiosity, enabling each child to flourish on 
their own rich learning journey, whilst contributing to the wider community. 
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1. Engaging Volunteers 

 

The school values the contribution that volunteers make to its community and 
recognises the positive impact they can have on pupils’ learning, experiences and 
wellbeing. 
 

Volunteers are seen by children as safe and trustworthy adults and the same high 
standards of safer recruitment principles and processes are applied to volunteers as 
are applied to paid staff.  
 
New volunteers undertaking Regulated Activity must be DBS checked - details of what 
constitutes Regulated Activity and guidance on what is not a Regulated Activity 
because it is done on a voluntary basis and is supervised are in the Pre-employment 
Checks Procedure. It is important to refer to this guidance as there is specific DfE 
Statutory Guidance on supervision.  
 
 It is vital that the school considers what type of work the volunteer will be carrying    
 out at school as this will dictate which checks are required. The checklist will assist   
 in identifying the appropriate steps. 
 
Returning volunteers who have not engaged in any volunteer duties since 
March 2020 
 
The statutory guidance relating to checks on volunteers’ states: 
 
184. Volunteers who, on an unsupervised basis teach or look after children regularly 
or provide personal care on a one-off basis in schools and colleges, will be in 
regulated activity. The school or college should obtain an enhanced DBS certificate 
(which should include barred list information) for all volunteers who are new to 
working in regulated activity. Existing volunteers in regulated activity do not have to 
be re-checked if they have already had a DBS check (which includes barred list 
information). However, schools and colleges may conduct a repeat DBS check 
(which should include barred list information) on any such volunteer should they 
have concerns. 
 

Due to the period that has elapsed since they last volunteered, it is the school’s 
decision that, if the volunteer has not been in school for most of the academic year, 
then updated checks (including the DBS check) should be completed.  In many 
cases, we expect that existing volunteers will be checked in the same way as a new 
volunteer to ensure all safeguarding checks are completed. If a volunteer has not 
worked at the school for over a year, it is at the discretion of the school to complete 
an additional DBS check. Therefore, although there is no requirement to re-check an 
existing volunteer before they return to volunteer in the school, they can be re-
checked. This decision will be made based on the work undertaken by the volunteer 
and whether they are unsupervised. If a DBS is not felt necessary, a risk assessment 
could be completed instead. 
 
If, due to the new school arrangements in place to cover Covid (e.g. working in 
bubbles), a previously unsupervised volunteer will now be supervised (as defined in 
Annex F of the statutory guidance) a risk assessment may be completed to ascertain 
whether they are working in Regulated activity and/or whether an enhanced DBS 
check is required. 



 
Schools can choose to DBS check volunteers who are not undertaking Regulated 
Activity (in such cases a Barring List check will not be done). We recommend that all 
volunteers complete an SD2 form regardless of whether they will be undertaking 
Regulated Activity. 
 

2. Interviewing Volunteers 
 

Volunteers will be asked to have a discussion with the headteacher or other manager 
prior to commencing their role.  This will not be a formal interview but will provide: 
The school with: 

• an opportunity to explain the workings of the school and how volunteers fit into 
that; 

• time to ask volunteers for the factual information needed to make a successful 
placement including any safeguard checks; 

• the opportunity to explore their suitability to work with children, including their 
motivation to work with children and their ability to form and maintain appropriate 
relationships and personal boundaries;  

• an opportunity to determine whether any special health, safety and welfare 
criteria need to be met. 

The volunteer with:  

• the opportunity to find out more about the nature of the work; 

• information to decide how best they can make a contribution, using their skills 
and experience; 

• how much time they want to commit. 
 

3. Application Forms 
 

Volunteers will be asked to complete a basic application form.  This provides the 
information necessary to undertake safeguard checks and to give a picture of the 
skills and experience the volunteers brings to maximise their contribution and the 
volunteers own fulfilment in the assigned activities.  
 

 See Appendix M(i) for a volunteer application form. 
 
 
 
4. Role Profiles  

 

Volunteers will be given clear and simple description of the roles and boundaries of the 
voluntary activity.   
 
See Appendix M(ii) for a model role profile 

 
 

It is acknowledged that by its very nature, volunteering does not place the same 
obligations on an individual in terms of attendance etc. as a paid employee.  However, 
it is very much hoped that volunteers will fulfil their commitment as agreed between 
themselves and the school - this includes consistent attendance and undertaking the 
agreed tasks.  Volunteers will be provided with an information sheet and may be asked 
to sign a voluntary agreement as clarification of the commitment they are making to the 
school and visa versa.   
 



See Appendix M(iii) for example Volunteer Information Sheet and Appendix M(iv) for 
example voluntary agreement. 
 

5. Safeguarding checks 
 
Certain safeguard checks must be undertaken on volunteers.  These vary according to 
the frequency of the work.  
 
More details on safeguarding checks and what constitutes Regulated Activity can be 
found at Appendix 6 of the Pre-Employment Checks Procedure.  

 

• Self-Disclosure form(SD2) and Disclosure and Barring (DBS) checks 
(Appendix M(v) 
All volunteers will be required to complete a self-disclosure of criminal records 
and those undertaking Regulated Activity will also be required to have a DBS 
and Barring List check and complete a DBS consent form. 

  
Where no DBS check is undertaken (for volunteers not undertaking Regulated 
Activity) it will clearly not be possible to check the information given against a 
DBS check outcome. In these cases the SD2 should be scrutinised using the 
guidelines for making a decision to engage (in the Pre-employment Check 
Procedure). Once this has been done a note should be made that an SD2 
was checked and the SD2 form destroyed. 
 
Clearly there is no way to ascertain whether an individual has declared all 
relevant information but the requirement to complete the form may act as a 
deterrent  

 
NB It is illegal for anyone who is barred from working with children to 
apply for, or work (including volunteering) in a school to undertake 
Regulated Activity.  

 
 

• References 
At least one reference will be required for all new volunteers undertaking 
Regulated Activity. 

 
6. Induction, information and training 

 
All new volunteers will undertake a suitable induction programme. This may involve 
discussions with staff and some reading – for which assistance can be provided as 
necessary.  It is essential that volunteers are familiar with key polices including the 
Code of Conduct, behaviour management, safeguarding and health and safety policies.  
On-going guidance and training will be provided for volunteers that are relevant to the 
voluntary activity in which they are engaged, including the safe use of any work 
equipment, safe working environment etc. 
 

7. Agency and other workers 
 

It is expected that the same standards of safer recruitment will be applied by external 
bodies providing workers or volunteers to the school. 
 



External bodies will be required to provide written confirmation that relevant safer 
recruitment and other relevant pre-employment checks have been undertaken and this 
will be recorded on the Single Central Record. 
 
More details on safeguarding checks can be found at Appendix 6 of the Pre-
Employment Checks Procedure. 
 
All workers and volunteers will be required to provide evidence of their identity when 
first arriving on the premises and to sign in on each visit. 
 
All workers and volunteers will be provided with an induction into key policies and 
procedures and expects everyone to comply with these. 
 

  



Appendix M(i) 
Volunteer Application Form 

 

School:___________________________________________________ 
Personal Details 

Last name and Title: 
 

First name (s): 

Previous names: 
 

Date of birth: 

Home telephone no:   
 

Mobile: 

Email Address: 
 

Address: 
 

Relevant skills, training, qualifications or job history if applicable: 
 

Other information in support of this application: 
 
 
 
 
Please give the name and contact details of a referee who has known you for at least 2 years.  This 
should be someone who knows you in a professional capacity, not a friend or relative.  

Referee’s Name: 

Referee’s Address: 
 
 

Position:  

Telephone number:  

Email Address:  
The Governing Body is committed to safeguarding and promoting the welfare of children 

and young people, and expects all staff and volunteers to share this commitment. 
The school requires all volunteers to complete a self-declaration of criminal record. A 
signed DBS consent form and a satisfactory enhanced Disclosure and Barring Service 
Disclosure will be required if they will be undertaking Regulated Activity. Volunteers not 
undertaking Regulated Activity may be required have a satisfactory DBS disclosure. 
 

 It is illegal for anyone who is barred from working with children to apply for, or 
work/volunteer to undertake Regulated Activity. 

Data Protection Act 1998 
I hereby give my consent for personal information (including recruitment 

monitoring data) provided as part of this application to be held on computer 
or other relevant filing systems and to be shared with other accredited 

organisations or agencies in accordance with the Data Protection Act 1998. 
 
 
 

 
Signature:                                                                                Date: 
 



  
Appendix M(ii) 

Volunteer Role Profile 
 
School: 
 

Name:   
 

Timing/Frequency 
of work: 

 

Area of work: Enter group, class, activity etc. 
 

Reports to: Enter key contact for instruction, raising concerns or 
queries 
 

Working with: Enter other staff/adults volunteer will be working with 
  

Equalities Understand and comply with school policies and 
procedures. 
Demonstrate a commitment to treating all people fairly. 

Health & Wellbeing Understand and comply with school policies and 
procedures relating to Health, Safety and Wellbeing of all 
members of the school community. 

Safeguarding Understand and comply with safeguarding and children 
protection policies and procedures. 

Confidentiality Understand and comply with policies and procedures 
relating to confidentiality. 

 



Appendix M(iii) 
Information for Volunteers 

Welcome to St. Michael’s Junior School.  We would like you to know that we greatly 
value the time volunteers give.  Volunteers are a great asset to the team and can 
play an important role by offering commitment, energy and enthusiasm to a wide 
range of activities, both inside and outside the classroom. 
 
As volunteers will be in a position of trust we expect them to maintain strict 
confidentiality at all times in accordance with the confidentiality policy. 
 
We are committed to providing a safe environment and expect all staff and 
volunteers to share in this commitment.  All schools have a statutory duty to 
safeguard and promote the welfare of the children in its care.  Safeguarding is about 
protecting children from abuse or neglect, preventing impairment of their health and 
development, and ensuring they are growing up in circumstances that enable 
children to have optimum life chances and enter adulthood successfully.   
 

It is illegal for anyone who is barred from working with children to apply for, or 
work/volunteer to undertake Regulated Activity. 
 
We will carry out other safeguard checks on volunteers.  You will be asked to supply us 
with a reference(s), proof of identification and to complete a self-disclosure form (SD2). 
A full Disclosure and Barring Service (DBS) check and a signed DBS consent form 
giving  consent for the DBS certificate to be copied and shared (within strict guidelines) 
for the purposes of considering suitability for the voluntary role will be required  for 
volunteers undertaking Regulated Activity and may be required for those not 
undertaking Regulated activity. 

 
The consent form also seeks consent for an online status check to be carried out in the 
event that the applicant subscribes to the DBS update service 

 
We would invite volunteers who are to work regularly to be interviewed. This is an 
opportunity to explain the workings of the school and how we could best benefit from 
your skills and also provide an opportunity for you to ask any questions.   
 
All new volunteers will undertake an induction programme, and on-going training will 
be provided wherever relevant to the activity in which the volunteer is engaged, 
including the safe use of any work equipment, etc. 
 
As part of the induction you will be asked to familiarise yourself with key policies and 
procedures particularly those on: 

• Safeguarding and child protection 

• Equality and Diversity Policy  

• Health and Safety. 

• Behaviour Management 

• Code of Conduct (including confidentiality) 
 
You will be assigned a key link person who you can go to if you have any concerns 
or queries about any matter.  Volunteers, like all staff, are expected to report to their 
link person any issues, whether they experience them or witness them, which they 
feel concerned about. 



 
Whilst we appreciate the voluntary nature of your commitment, for the smooth 
operation of the school and to minimise disruption for pupils, we do ask all volunteers 
to fulfil their commitment as agreed between themselves and the school.  .  This 
includes consistent attendance where that is a requirement of the voluntary activity 
and undertaking the agreed tasks.  Volunteers are provided with a Role Profile 
setting out the key duties of the role and will be asked to sign Volunteer Agreement 
confirming their acceptance of the commitment  
 

Enclosures (delete as applicable) 

• Application Form 

• SD2 

• DBS consent form 

• Volunteer Agreement 

• List of staff 

• The school day 

• General statements/information on safeguarding and other policies.  Policies 
and Procedures should be covered in detail at induction) 

 
 
 
 
 
 



Appendix M(iv) 
Volunteer Agreement 

 

Volunteer Agreement 
 
This document sets out the agreement between the named person and the school for 
voluntary work. This agreement is not intended to be a legally binding contract 
between us and may be cancelled at any time at the discretion of either party. Neither 
of us intend any employment relationship to be created either now or at any time in the 
future. 
 

School: 
 

Name of Volunteer: 
 

 

Agreed start date, frequency/duration, general area(s) of work: 
(attach role profile) 
 
 
 
 
 

Induction and training to 
be supervised by: 

 

School Link Person: 
 

 

 
 
Headteacher Signature:                                                                   Date: 
 
 
Volunteer Signature:                                                                        Date: 
 
 

 
Enclosures (delete/supplement as applicable)  
 

• List of staff 

• The school day 

• General statements/information on safeguarding and other policies.  (Policies 
and Procedures should be covered in detail at induction) 

 
 
 
 
 
 
 
 



Appendix M(v) 
Volunteer Reference 

 
Dear ……….. 
 
<Candidate name> 
 
The above has given permission for us to write to you for a reference regarding 
their suitability to work as a volunteer in our school.  The type of work they will be 
doing is………………….. 
 
We would be grateful if you could answer a few questions below with regard to the 
above applicant. 
 

How long have you known the applicant 
and in what capacity? 
 
 
 
 

 

Please could you comment on the 
applicant’s suitability to undertake the 
volunteer work described above in our 
school.   
 
 
 
 

 

Please could you comment on the 
applicant’s suitability to work with 
children? 
 
 
 
 

 

If you feel there is any other information 
relevant to the applicant and this work, 
then please continue on a separate 
sheet. 
 
 
 

 

 
We very much appreciate you taking the time to complete this reference request and 
enclose a pre-paid envelope for your reply. 
 
Yours sincerely 
 
Headteacher 



Appendix M(vi) 

DISCLOSURE OF CRIMINAL RECORD  

SELF-DISCLOSURE (SD2) 

Please carefully read the accompanying notes and answer all of the questions below:  

Do you have any unspent conditional cautions or convictions under the Rehabilitation of Offenders Act 

1974?  Please enter NONE if applicable.  

Offence  Date of conviction / caution Sentence  

 

 

 

 

 

 

 

  

 

Do you have any spent adult cautions (simple or conditional), or spent convictions, which are not 

‘protected’ as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as 

amended)?   

Please enter NONE if applicable. 

Offence  Date of conviction / caution Sentence  

 

 

 

 

 

 

 

  

 

If you are not sure whether your caution(s) or conviction(s) should be disclosed please see attached notes 

and contact Nacro for further advice. 

Have you been convicted or cautioned for any offences which occurred outside England & Wales which 

would be equivalent to a specified offence in England and Wales? The full list of specified offences can 

be found on the DBS Website.  You should take independent/legal advice to ensure the information you 

provide is truthful and accurate.  Please enter NONE if applicable. 

Offence  Date of conviction / caution Sentence  Country/Jurisdiction 

where offence 

occurred 

 

 

 

 

 

 

   

 

Applicant Declaration 

I certify that i) I have read and understood the attached guidance notes; ii) to the best of my belief, the 

information I have entered is true and accurate. I understand that any false information or failure to 

disclose criminal convictions will result, in the event of employment, in a disciplinary investigation by the 

County Council / Governing Board and is likely to result in dismissal.  

Name (please use CAPITALS):  

 

Signature:  

 

Date:  

 

Post applied for:  

https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.nacro.org.uk/criminal-record-support-service/
https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check


 
PLEASE COMPLETE THE FORM AND RETURN IT TO THE SCHOOL IN AN ENVELOPE MARKED CONFIDENTIAL SD2 

FORM FOR POST (INCLUDE POST TITLE OR NUMBER) TO BE OPENED BY SELECTION PANEL ONLY”  

SD2 NOTES OF GUIDANCE  

Criminal record self-declaration form for jobs exempt from the ROA 

This form must be completed by all applicants for jobs, activities or posts that are eligible for standard or 

enhanced DBS checks. The information disclosed on this form will not be kept with your application form 

during the application process.    
 

Policy statement on recruiting applicants with criminal records 

This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore applicants are required to 

declare all unspent cautions and convictions; and also any adult cautions (simple or conditional), and spent 

convictions that are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 

1975 (as amended in 2020). 
 

You should disclose: 

All unspent conditional cautions and convictions  

Any spent convictions or cautions which meet the criteria as outlined in the table below:  

 

The full list of specified offences can be found on the DBS Website. 

For further information on criminal record self-declaration for roles that are eligible for standard or 

enhanced DBS checks please refer to Nacro guidance and the MOJ website.  

A person’s criminal record will not in itself, prevent a person from being appointed to this post. Any 

information given will be treated in the strictest confidence. Suitable applicants will not be refused posts 

because of offences which are not relevant to, and do not place them at or make them a risk in, the role 

for which they are applying. 
 

All cases will be examined on an individual basis and will take the following into consideration: 
 

• Whether the caution or conviction is relevant to the position applied for  

• The seriousness of any offence revealed 

• The age of the applicant at the time of the offence(s)  

• The length of time since the offence(s) occurred  

• Whether the applicant has a pattern of offending behaviour  

• The circumstances surrounding the offence(s), and the explanation(s) offered by the person 

concerned  

• Whether the applicant’s circumstances have changed since the offending behaviour.  

Disclosure and Barring Service (DBS) disclosure 

As the post for which you are applying falls within the category where a criminal record disclosure is 

required, if   you are selected for appointment, you will be required to apply for an enhanced Disclosure & 

Barring Service (DBS)   disclosure.  A refusal to make such an application could prevent your employment.  
Offences which occurred outside England and Wales 

If you are aware that you have committed an offence outside England and Wales which may be equivalent 

to a specified offence as set out on the DBS Website you are advised to seek independent expert or legal 

advice to ensure the information you provide on this form is accurate.  In the event that you disclose 

relevant information, a certificate of good conduct/character or equivalent checks may be obtained to 

verify the information you have provided. Any decision on whether to proceed with your appointment may 

be delayed pending the outcome of these additional checks. 

Disposal Age when given/sentenced How long since given/sentenced? 

 

Caution for a specified offence* 18 or over Any time 

Caution for non-specified 

offence 

18 or over Less than 6 years 

Conviction for specified offence Any age Any time 

Conviction resulting in custodial 

sentence 

Any age Any time 

Conviction for non-specified 

offence 

Any age Less than 11 years 

Under 18 Less than 5½ years 

https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check
https://www.nacro.org.uk/criminal-record-support-service/
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check


Data protection 

The information you provide (by completing the form) will be treated as strictly confidential and will be 

considered only in relation to the post for which you are applying. If you disclose information which you are 

not required to or which is not relevant to your application, this will be disregarded.   
   

The information provided on this form will be held and processed in line with the school’s Data Protection 

Policy. The school will use/process this information for the duration of the recruitment process. This 

information will be shared with the selection panel, the authorised administrative officer and HR (where 

recruitment advice is sought).  Any further sharing of this information will not take place without seeking 

your prior written consent. 

 


