


Making the most of your policy 
Step 1: Find and replace ‘name of school’ with your school’s name (top tip: press Ctrl H to find and replace all instances in no time). 
Step 2: We have used certain names for policies, procedures and roles throughout this policy. Find and replace the following terms with what they are known as in your school: 
Roles 

Headteacher
Chair of governors
DSL
Governing board

Policies and procedures 
If your school does not have all the below policies, make sure you replace the relevant document names to suit your school’s circumstances. 

Child Protection and Safeguarding Policy 
Allegations of Abuse Against Staff Policy 
Low-level Safeguarding Concerns Policy 
Complaints Procedures Policy 
Safer Recruitment Policy 
Data Protection Policy
Staff Equality, Equity, Diversity and Inclusion Policy
Health and Safety Policy
Fire Safety Policy
Behaviour Policy
Anti-bullying Policy
Whistleblowing Policy
Disciplinary Policy and Procedure
Complaints Procedures Policy
Allegations of Abuse Against Staff Policy
Online Safety Policy
Data Protection Policy
Cyber-security Policy
Social Media Policy
Staff ICT and Electronic Devices Policy
Photography and Images Policy
Staff Code of Conduct 


Please note: The majority of the responsibilities assigned to roles are recommendations only – you must amend them to suit your school’s circumstances. 
Step 3: As you read through the policy, there is other school-specific information that you must amend. To help you find these amendable elements, such as timescales, we’ve highlighted them as follows:
Orange, bold and underlined text – this is for information that needs to be amended to suit your school’s processes
[Orange and bold text] – this is for information that should be included or removed depending on your school type and phase
[Grey filled and bold text] – this is for instructional information that should be removed
Step 4: We have highlighted the new and updated information in this policy in [aquamarine filled and bold text]. As you read through the policy, you can remove these markers or leave them in so those reading the policy can easily see what information has been updated or what’s new.
Step 5: Enter your review date – remember to make a note! 
Step 6: When you’ve finished amending your document, simply click the ‘Insert’ tab, select ‘Cover Page’, and click Remove Current Cover Page’ to remove these pages. If you would like to remove the borders from the policy, click ‘Design’ and select ‘Page Borders’. From the pop-up, select ‘None’ and then make sure this applies to the whole document. 
Step 7: Add this policy’s article page to your ‘Watch list’ to be notified immediately when any change is made to this policy.




Your school’s unique, so your policy must be too! 
You must ensure that any policy derived from the guidance in this model policy reflects your establishment’s specific requirements. When making changes to certain policies, such as those affecting pay and conditions, schools are required to consult with any recognised unions. Further information regarding your requirements to consult with recognised unions can be found here. 
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[bookmark: Codeofconduct]Volunteering Code of Conduct 
All Volunteers are expected to maintain high standards of behaviour and conduct when undertaking any activity at or for the School.
Volunteers will:
· Observe the high standards of behaviour and ethical conduct mandated by the School.
· Respect other Volunteers, members of staff and pupils, and make them feel valued.
· Be approachable, pleasant and positive role models for pupils.
· Adhere to all School policies as provided and read as part of the induction process.
· Always maintain the confidentiality of personal information, unless there is a need to report an issue to a member of staff.
· Treat all pupils and members of staff equally.
· Report any incident of challenging behaviour to the supervisor, class teacher or a member of the SLT immediately.
· Dress appropriately and behave in a manner which promotes healthy and safe working practices.
· Accept and follow directions from the supervisor and seek guidance through clarification when uncertain of tasks or requirements.
· Observe safe working practices which avoid unnecessary risks, apply reasonable instructions given by supervisors, and report any potential hazards in the workplace to the supervisor.
· Make proper use of the resources.
· Conduct work in a cooperative manner.
· Turn off mobile phones whilst on School premises.
Volunteers will not:
· Discipline pupils. If there are any problems, the class teacher or member of the SLT will be informed immediately, and they will manage the situation.
· Shout at, hit, threaten, or handle a pupil.
· Take photographs in School without the prior permission of the Principal.
· Develop ‘personal’, sexual, or other inappropriate relationships with pupils.
· Work with pupils when not in the proper physical or emotional state to do so, ie under medication which causes drowsiness, or under extreme stress which may impair judgement.
· Behave in an illegal, improper or unsafe manner, ie smoking or drinking alcohol.
· Share personal contact details with pupils or make personal arrangements to meet pupils outside School.
· Express any extremist or discriminatory views, or any views that would offend others.
· Make inappropriate jokes or remarks of a sexual, racial, intimidating, discriminatory or offensive nature.
· Behave in a manner which may bring the School into disrepute when representing the School.
· Give or receive (other than ‘token’) gifts, unless arranged through the Principal, ie giving an outgrown sports kit, football boots or uniform direct to a pupil.
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