
Volunteer and Student Placement Policy

The legal framework and documents referenced in this policy are:

Keeping Children Safe in Education. Statutory guidance for schools and colleges, Sept 2022

Aims
Alamiyah School believes strongly in facilitating entry into teaching as a noble and valuable

profession and furthering professional development for teachers. Therefore volunteers and work

experience pupils are welcomed to gain experience at the school. Furthermore as part of our

commitment to improving the quality of practice and professionalism in the Early Years and Primary

School, placements are offered to students undertaking Early Years' Montessori qualifications and

training and Montessori Primary teacher training.

We aim to provide volunteers, pupils and students with a model of excellent teaching practice and

high quality mentoring to allow them to gain the most benefit from their training and experience

with the school.

Volunteers or Students Appointment Procedure

If an individual expresses interest in commencing their student placement or voluntary work at

Alamiyah School we may review a CV in the first instance.

The CV will be reviewed to identify that the individual would be an appropriate candidate to

commence a placement at the School.

We ask all prospective volunteers and students to complete a formal application form.

Qualifications and experience will be reviewed, but are not essential in all instances. Alamiyah will

ensure that the needs of the children are paramount by not admitting students or volunteers in

numbers which hinder the essential work of the school.
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The pupil or student will be invited to visit for an observation in order to ensure that he or she is

able to fit in with our work, and that we are able to work with the individual.

The individual will also be asked to attend an interview. the individual will be asked a number of

questions to further ensure their suitability for the placement and also to set an agreement on the

expectations and responsibilities of both parties. (These discussions will help inform the letter of

agreement in the future should the applicant be successful, see below.) At this meeting the

individual will be asked to provide the following documentation:

- Photo identification (passport)

- A signed letter from the college must be provided, if appropriate

- They will be asked to confirm if they are medically and physically able to discharge the

responsibilities required for the position

- Complete a Staff disqualification from childcare form, where appropriate for the role

- proof of qualifications

Types of Volunteers/Students and related vetting and checks.

The nature of voluntary roles varies across the school and so Alamiyah School undertakes a

written risk assessment to decide what checks are required for each volunteer. This risk

assessment will be kept under review each academic year.

The checks below are mandatory for any volunteer:

Identity Check

Qualifications (if applicable)

References (minimum of 2)

Employment History

Medically & Physically Able to undertake the role
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Further Checks to be undertaken in Accordance to the Types of Volunteer at Alamiyah

School:

Non-Teaching Volunteers/Students (non-classroom based)

Volunteers that take on a non-teaching, non classroom based position to make resources (where

they are located in the staff room) are not in regulated activity and will be supervised. A risk

assessment will be put in place for this type of volunteer and the voluntary role will be kept under

review each academic year. Alamiyah School may obtain an enhanced DBS check without barred

list information.

For a non-teaching volunteer who is based in the office, assisting with basic administrative duties

they are also not in regulated activity and will be supervised. Depending on the level of work

undertaken, an enhanced DBS check may be obtained without barred list information. A risk

assessment will be put in place for this type of volunteer and the voluntary role will be kept under

review each academic year.

Teaching Practice Students/Volunteers (classroom based)

If the person is supervised Alamiyah school will obtain an enhanced DBS certificate without barred

list information.

If they are not supervised we will obtain an enhanced DBS certificate with the barred list check.

The risk assessment will confirm what vetting and checks have been undertaken.

Furthermore, for all classroom based teaching volunteers and teaching practice students we will

undertake the following:

Overseas Check

Prohibition from Teaching and from
Teaching in the EEA

Childcare Disqualification
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In any instance, a volunteer will only be deemed ready to commence their placement subject to

satisfactory references, proof of qualifications, provision of an appropriate DBS Disclosure (if

applicable) and a completed medical questionnaire and staff disqualification form (if applicable)

that is acceptable.

All appointed volunteers and teaching practice students are recorded on the SCR.

Letter of Agreement

A formal letter of agreement outlining the agreed expectations and responsibilities of both parties

will be sent to the student/volunteer after the interview and subject to the satisfactory completion of

any necessary vetting and checks

The letter of agreement is a written understanding between the School and the volunteer. It is the

responsibility of the School to ensure that the following have been agreed prior to commencement:

· list of the volunteer’s aims and objectives

· specific tasks to be undertaken

· timelines for completion of tasks, including familiarisation with specific school policies

· allocation of responsibilities

· start and, possible, end date, hours of volunteering

· allocation of a suitable supervisor (if on a long term placement)

· date and time for formal induction

· a regular meeting for supervision and feedback

· any formal training they would be expected to attend.

· access to office space, computers, and other physical resources they may need, if

appropriate

Students who are accepted on placement at the school on a short term basis are not counted in

our staffing ratios.

Students who are placed for longer periods - for example, a year - may be counted in staffing ratios

provided they are considered to be competent.
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Accepting Pupils aged under or over 17 years old who attends a school or college

Prior to accepting any pupil or student Alamiyah school insists that :

● The school or college certifies that the pupil or student that wishes to attend work

experience is particularly interested in working with young children

● Students must meet the 'suitable person' requirements1

● Schools placing students under the age of 17 years with the school must vouch for their

good character

● Students under the age of 17 years do not have unsupervised access to children

● The school or college agrees the hours that the pupil or student is to attend the school, and

the pupil or student is aware of these timings, and can attend at  these times

● The school or college certifies that the pupil has not been suspended from school or college

at any time

● Students must adhere to our confidentiality policy

Long Term Students/Volunteers

Long term students will also be required to attend regular supervision meetings with their mentor.

They would also be asked to attend staff training on safeguarding, the prevent duty, confidentiality

as well as other key policies.

Insurance
Alamiyah school has employers’ liability insurance and public liability insurance which covers both

trainees and voluntary helpers.

Induction
Alamiyah is happy to work with students' tutors in order to help students to fulfil the requirements of

their course of study. We would expect that the volunteer/student understands and shows a

commitment to upholding a good, safe working procedure and have an understanding of certain

policies.

1 Requirements from Ofsted
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Therefore we provide a full induction for all volunteers and students within the two weeks of

starting at the school. At the first session of their placement, students will be provided with a short

induction which will include, Safeguarding, Staff Code of Conduct, Health and Safety, Fire Safety,

key aspects of school operation and relevant policies and procedures.

No individual is left unsupervised in the classroom until they are fully inducted. When the

Supervisor feels that their induction has been satisfactorily completed and that they are safe and

competent to work unsupervised, then the volunteer or student will be authorised to work with

pupils unsupervised.

Review

This policy will be reviewed annually or sooner or if there is any change in statutory

guidance or legislation. See ‘Policy Review Schedule’.

Adopted in a meeting at Alamiyah School on 21/07/2017

Signed: H Musa (Headteacher) and S Motara (Chair of Trustees)
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