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Aims
At Magic Dragon Preschool We value volunteers for the diverse skills and experience they bring to the setting.  We recognise that volunteers should be seen as complementary and additional to paid staff.  The aim of this policy is to ensure that the interests of  volunteers are met, whilst bearing in mind that the children’s safety and wellbeing is paramount.  
Principles

This Volunteering Policy is underpinned by the following principles:
· We will ensure that volunteers are properly inducted and  integrated into the organisation and that systems are in place for them to contribute to the settings work.
· We do not aim to introduce volunteers to replace paid staff.
· We expect that staff at all levels will work positively with volunteers and, where appropriate, will actively seek to involve them in their work.
· We recognise that volunteers require satisfying work and personal development and will seek to help volunteers meet these needs, as well as providing the training for them to do their work effectively.

Procedure

Recruitment

We will ask all potential volunteers to fill out a Volunteer Application Form.  If we feel the application is suitable, we will ask them to visit the setting to meet with the Manager.  The purpose of this meeting will be to discuss the application and the volunteer role that would be available. 
Prior to this meeting, volunteer applicants will be asked to complete a self-declaration of their criminal record that would make them unsuitable to volunteer with children. The purpose of a self-declaration is to give the opportunity to share relevant information and enable this to be discussed and considered at the meeting, before the DBS certificate is received. As a result of amendments to the Rehabilitation of Offenders Act 1974 (exceptions order 1975) in 2013 and 2020, some minor offences are now protected (filtered) and should not be disclosed on the form. We will signpost to information about this. Forms should be returned to the setting, for the attention of the Interview Panel, by a specified date. 

Objectives, References and checks

All volunteers must provide preschool with a written objective stating the reason for volunteering at Magic Dragon Preschool. 

All volunteers will be expected to complete the appropriate level Disclosure and Barring Service (DBS) check and all offers of volunteering will be subject to this being satisfactory and will not begin volunteering here until this is received. 

They must provide two referees.  We will ensure that all references are taken up before the volunteer starts work.

All volunteers will be expected to complete an enhanced level Disclosure and Barring Service (DBS) check. Volunteers are required to disclose if they have received any convictions, cautions, court orders, reprimands and warnings, whilst volunteering with us which may affect their suitability to work with children and vulnerable adults.  We will also review their DBS check status on a regular basis to verify this. 
Any information, either disclosed on the volunteer’s self-declaration or via the DBS check, will be dealt with in line with our Recruitment of ex-Offenders Policy.

Induction and Training and Feedback

Volunteers will be given a thorough induction to the organisation, work they will be doing as well as health and safety, equal opportunities etc.  The volunteer may be given a particular area of work to focus on, depending on their interests. 
Initial training needs will be identified during induction and will be reviewed through regular support and supervision
At the end of the volunteering period, a review will be held with the leader to offer feedback.

Expenses
All volunteers are entitled to have their expenses paid; which includes travel. Volunteers should provide receipts so that the accounts can show the volunteer expenditure.  

Insurance

We will provide a safe workplace and provide insurance cover against any injury caused by negligence. All volunteers are covered by the settings Employer’s Liability and Public Liability insurance. 

Equal Opportunities

We operate an equalities policy in respect of both paid staff and volunteers. Volunteers will be expected to have an understanding of and commitment to this policy.

Health & Safety

Volunteers are covered by our Health and Safety Policy, a copy of which will be provided during the induction process. 

Child Protection

All volunteers will be given a copy of our Child Protection policy and will be required to work within it.  In addition Volunteers had a responsibility to ensure a child’s welfare and should adhere to the following:

· Avoid being alone with a child, at all times, if possible.  This prevents difficult situations arising, which could lead to false accusations.
· Never seek to make relationships with children and families outside of the setting. If a volunteer has any prior relationships with children and families who attend the setting, these need to be declared to the Manager/Designated Safeguarding Lead during induction.  NB: You can add in details of your Babysitting Policy if you feel relevant.
· Report all concerns, no matter how small, regarding the safety and wellbeing of a child to the Designated Safeguarding Lead.
· Confidentiality must be respected at all times, except where a child’s safety is at risk.
· Take any concerns regarding the safety and wellbeing of a child to the leader.
· Always act as a positive role model for the children.
· Have regard for and follow the settings code of conduct at all time

Volunteer’s responsibilities
· Be punctual and notify staff as soon as possible if they are unable to attend a session
· Help staff set up at the start and tidy up at the end of sessions
· Help to provide a safe, stimulating environment for children
· Work as part of a team and under the supervision of the staff
· Help ensure that equipment is maintained and that anything damaged or dangerous is removed.
· If there are any concerns about a child’s behaviour, the volunteer should refer this to a paid member of staff.
· Report any information about changes to their suitability to work with children to the Manager on an ongoing basis. This includes arrests, charges, convictions, cautions and court orders.


Problems
If a volunteer has any problems, they should to talk to a member of staff.  If there are any issues that cannot be discussed with staff then the volunteers should talk to a management committee member.

If Magic Dragon Preschool has any problems  with a volunteer then it will be fed back to the volunteer or to their supervisor depending on the type of volunteer.
If an issue relating to mental health interferes with the volunteer’s ability to work, a meeting will be arranged to discuss it with the supervisor or volunteer directly.
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