ExXcalibur

Academies Trust

Community. Individuality. Excellence.

Excalibur Academies Trust

Volunteer
Policy
Date of approval September 2026
Approved by Nythe Academy Committee
Review date September 2027

Registered Office: Excalibur Academies Trust, Granham Hill, Marlborough SN8 4AX
Registered in England and Wales
Company number: 8146633



Excalibur Academies Trust
Volunteer Policy

Contents
[ [a) igeYe1UTex 1] o Ie ] e e 1a'a L3 ST 3
2. HOW WE USE VOIUNTEETS ...ttt ettt ettt e et e et e e e mte e eee e e enteeeneeesnneeanee 3
3. HOW TO QPPIY TO VOIUNTEET ..ottt e et e e s e e e enneeas 3
4, APPOINTMENT OF VOIUNTEETS ... ittt e e e e s e e e anneeas 4
RN o1 (Yo U] Tale TRur OSSOSO RPN 4
6. INAUCTION AN TTAINING ...ttt e et e e et e e e e e bt e e e e eebbeeeeeeabeeeeeasbenaeaas 5
A Ote] a)iTe 1T ) e I1 YRR RRRPPRI 5
8. CONAUCT Of VOIUNTEETS ...ttt ettt ettt et s e s e st e e nbeesbeesaeesaeesnneas 5
9. Risk ProteCtion AIMONGEMENT ... e e e e e e e e e e e et ba e e e e e e e e eaans 5
10. Data protection aNd reCOrd KEEPING ....uviii ittt e e eraee e e snaeeas 6
Appendix 1: volunteer appliCAtioN fOrM . ... 7
Appendix 2: requesting a volunteer (information for staff) ... 10

Page 20f 10
Policy written by:- Kim Jones



Excalibur Academies Trust
Volunteer Policy

1. Infroduction and aims

Excalibur Academies Trust believes that volunteers provide a valuable contribution to our
academies’ work, and that they enrich our academies through the breadth of their
knowledge and experience.

We are committed to using volunteers in a way that supports the Trust's strategic aims and
vision, as well as its development plan.

The aim of the Excalibur Academies Trust volunteer policy is to:

? Encourage the wider community to engage with the academy, thereby enhancing the
curriculum, raising achievement and promoting community cohesion

> Ensure that volunteers support the Trust's vision and values, and adhere to our policies
> Provide staff, volunteers and parents with clear expectations and guidelines
> Set a clear, fair process for recruiting and managing volunteers

This policy has been developed in line with the Department for Education’s statutory
safeguarding guidance, Keeping Children Safe in Education.

2. How we use volunteers
At Excalibur Academies Trust volunteers may:

> Hear children read

> Accompany school visits

> Work with individual children

2 Work with small groups of children

? Support specific curriculum areas, such as ICT or art
This isn’t an exhaustive list.
Volunteers may be:

> Members of the Academy Committee

» Parents

? Former pupils

> Students on work experience

> Local residents

> Friends of the academy/members of the PTA

> Local clergy or members of the congregation
This is not an exhaustive list.

Members of the Academy Committee working at the academy in their capacity as
governors (for instance, conducting academy monitoring visits or attending meetings), are
not covered by this policy. They are covered by our governor code of conduct.

3. How to apply to volunteer

Potential volunteers should:
> Contact the office of the academy they wish to volunteer in
> Alternatively, contact central HR who will pass on the details

> Approach senior leaders, class teachers or heads of department if appropriate
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> Complete the form at the back of this policy

4. Appointment of volunteers

Intake of new volunteers can take up to 6 weeks and is dependent on the candidate and
available spaces within the academy.

All appointments are conditional upon the completion of an enhanced DBS check (if
appropriate) and other appropriate safeguarding and recruitment checks, and relevant
fraining.

The headteacher of the academy reserves the right to terminate a placement at any tfime.

Enhanced DBS checks for volunteers working in the academy through other organisations will
be conducted by the relevant organisation. The academy will ask for written confirmation
that enhanced DBS checks have been carried out before a volunteer is allowed to start work
at the academy.

In some academies an informal interview may be required in order to assess the suitability of
the candidate or to discuss options for volunteering activities.

5. Safeguarding

Safeguarding our pupils is of paramount importance, and our volunteers must share our
commitment to child protection.

To ensure we're upholding our responsibility to keep our pupils safe, we will:
> Conduct enhanced DBS checks on volunteers who:
e Work one-on-one with pupils unsupervised
e Work with groups of pupils unsupervised
e Supervise or accompany groups of pupils on overnight residential visits

> Consider the results of any DBS checks that return with unspent and spent listed
convictions, and assess these on a case-by-case basis, with regard given to the nature of
the conviction and the nature of the work the volunteer will be involved in

> Conduct online searches on all volunteers working in regulated activity, this is advised as
per the revision to the guidance in 'Keeping Children Safe in Education 2024'. This will not
require a social media search and we will only retain data in compliance with our
policies.

> Provide safeguarding training to all volunteers prior to them beginning work at the
academy, including ensuring that they have read and understood part 1 of Keeping
Children Safe in Education

? Require volunteers to agree and adhere to our code of conduct (see appendix 2) and to
read, and adhere to, the Trust’s policies on:

e Safeguarding

e GDPR

e  Whistleblowing

¢ Confidentiality

e [T Acceptable Use

(please also see Excalibur Academies Trust — Employment Manual available on the
HR Sharepoint)
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> Ensure that volunteers without an enhanced DBS check are always supervised, and are
never left alone with pupils

» Conduct arisk assessment to determine whether a volunteer who isn’t working in
regulated activity needs an enhanced DBS check. The risk assessment will consider:

e The nature of the work they will be doing

e What we know about them

e References from employers or other voluntary roles

e Whether the role is eligible for an enhanced DBS check

> People ‘volunteering’ on a one-off basis are classed as visitors, and therefore must be
supervised at all times — DBS checks are not required

> Existing DBS certificates will be accepted if they are for the same workforce and issued
within the last 12 months

? Volunteers details will be added to the Single Cenftral Record for the relevant academy/s
— this information is kept secure and only for the purposes of safeguarding.

6. Induction and training

Volunteers must complete appropriate training prior to beginning work at the academy —
please refer to the Volunteer Induction document.

Training requirements will be determined by the Principal, or the appropriate member of
staff.

All volunteers must have safeguarding and emergency evacuation training. Other fraining
requirements will be based on the nature of the work the volunteer will be doing.

7. Confidentiality

Information about pupils, parents and staff is confidential. Volunteers are not permitted fo
discuss issues related to pupils, parents or staff with those outside of the organisation.

If volunteers have concerns, they should raise these with the appropriate member of staff.
They shouldn’t discuss them with pupils or parents.

This doesn't prevent volunteers from adhering to the Trust's safeguarding policy (with regard
to reporting safeguarding concerns or disclosures).

If concerns relate to safeguarding, volunteers must follow the guidance in our child
protection and safeguarding policy and inform the designated safeguarding lead for the
relevant academy.

If concerns are related to whistleblowing, volunteers must follow the guidance in our
whistleblowing policy.

8. Conduct of volunteers

Volunteers must comply with the code of conduct for staff which will be given as part of the
induction process and is available in the Employment Manual as above.

9. Risk Protection Arrangement

The Trust's risk protection arrangement also covers volunteers in the event of an accident or
emergency — more details can be found here.
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If a volunteer is working at the academy through another organisation, we will also check
that organisation’s insurance arrangements.

10. Data protection and record keeping

Our privacy notice for staff and volunteers explains what information we collect about our
workforce and why we collect it. This notice is published on each individual academy
website.

We will retain records relating to volunteers in line with our records retention schedule.
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Appendix 1: volunteer application form

Please complete the application form in full.

Data protection notice

Throughout this form, we ask for some personal data about you. We'll only use this data in
line with data protection legislation and process your data for one or more of the following

reasons permitted in law:

e You've given us your consent

e We must process it to comply with our legal obligations

[You'll find more information on how we use your personal data in our privacy notice for

staff & volunteers available on the relevant academy website ]

Your Name: (please print)

Your address:
(please print)

Date of Birth:

Your Mobile Tel. No.:

Your Home Tel. No.:

Email Address:

Department you will be working in:

Type of work you will be doing:

Start Date & End date:

Start:
End:

Days/times you will be in school:

Contact name in school:

Please sign as confirmation you have
received the school’'s Code of Conduct:

Signature required:

Please sign as confirmation you have
familiarised yourself with the latest version of
‘Keeping Children Safe in Education’
document:

Signature required:

Photographic ID evidence produced

Yes / No Date seen:
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Disclosure and Barring Service (DBS) information

The Trust is legally obligated to process an enhanced Disclosure and Barring Service (DBS)
check before making appointments to relevant posts.

The enhanced DBS check will reveal both spent and unspent convictions, cautions,
reprimands and final warnings, and any other information held by local police that's
considered relevant to the role. Any information that is “protected” under the
Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 will not appear on a DBS
certificate.

Volunteers working in regulated activity will also require a barred list check.

Any data processed as part of the DBS check will be processed in accordance with data
protection regulations and the academy’s privacy notice.

Do you have a DBS Yes/ No
check? (please circle)

If yes, what type of Enhanced DBS / Enhanced DBS with barred list information
check do you have?
(please circle)

Date of check:

Certificate number:

NEXT OF KIN/EMERGENCY CONTACT DETAILS

Name:

Address:

Relationship:

Contact Tel Nos:

References
Please supply two referees to be contacted regarding your suitability for this post

Referee Details - 1 Contacted by HR Reference Received
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Referee Details - 2

Contacted by HR

Reference Received

Signed: Date:
For school/office use only:
ID checked: Yes / No Added to SCR: Yes / No
DBS Certificate seen: Yes / No Certificate No:
DBS Certificate applied for: Yes / No / NA
Refer to HR / OH Yes / No Date:
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Appendix 2: requesting a volunteer (information for staff)

If you'd like assistance from a volunteer in your classroom, or for a specific activity, fill out the
form below and submit to your line manager (please do not use this form to request parent
volunteers for school frips).

Volunteer request form

Activity details
Year group/class
Activity details
Date(s) and time(s)
One-off?
Daily?
Is this activity... (circle one) Weekly?
Othere
If other, please explain:
Will there be any costs for the volunteer
(such as entry fees to museums, materials, or
travel)?

Volunteer details

How many volunteers do you need?

Do you need your volunteers to have any
specific skills or experience?

Submitted by:

Agreed by:
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