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Policy Statement 

 

At Churchwood Kindergarten we recognise that qualifications and training make an important 

contribution to the quality of the care and education we provide. As part of our commitment to 

quality, we offer placements to students undertaking early years qualifications and training, and to 

school pupils on work experience. We aim to provide experiences that contribute to the successful 

completion of students’ studies and that provide examples of quality practice in early years care and 

education.  

 

Alongside this, we welcome and encourage volunteers from the local community, recognising that 

volunteers bring with them a range of skills and experiences that can enhance the learning 

opportunities of children. Volunteers may include parents of children at the setting, local residents 

and friends of the Kindergarten.  

 

Student Placements 

 

 We require students on qualification courses to meet the Suitable Person requirements of 

the Early Years Foundation Stage and to have a satisfactory enhanced DBS check with barred 

list checks. 

 We require students in our Kindergarten to have a sufficient understanding and use of 

English to contribute to the well-being of children in our care.  

 We require schools, colleges or universities placing students under the age of 17 years with 

us to vouch for their good character. 

 We supervise students under the age of 17 years at all times and do not allow them to have 

unsupervised access to children. 

 Students undertaking qualification courses who are placed in our Kindergarten on a short 

term basis are not counted in our staffing ratios. 

 Students and apprentices over the age of 17 and who are undertaking a Level 3 qualification 

may be considered to be counted in the ratios if the Manager deems them to be suitably 

qualified and experienced.  

 We hold employers’ liability insurance and public liability insurance which covers both 

students and voluntary helpers. 

 We require students to keep to our Confidentiality and Client Access to Records Policy. 

 We co-operate with students’ tutors in order to help students to fulfil the requirements of 

their course of study. 

 We provide students, at the first session of their placement, with a short induction on how 

our Kindergarten is managed, how our sessions are organised and our policies and 

procedures.  

 We communicate a positive message to students about the value of qualifications and 

training.  

 We make the needs of the children paramount by not admitting students in numbers that 

hinder the essential work of the Kindergarten.  



 We ensure that students placed with us are engaged in bona fide early years training, which 

provides the necessary background understanding of children’s development and activities.  

 

Volunteers 

 

Volunteers are individuals or groups who offer us their time, experience, knowledge and skills for 

free to help us provide high quality care and education to our children and to provide a benefit to 

the local community.  

 

The types of activities that volunteers engage in, on behalf of the Kindergarten, may include: 

 Reading to and with children 

 Working with small groups of children on set tasks to assist them in their learning 

 Working alongside individual children as an additional tutor 

 Accompanying off site visits 

 Providing a workshop to enhance children’s learning and life experiences 

 

Anyone wishing to become a volunteer, either for a one-off event or on a more regular basis, must 

approach the Kindergarten Manager or Director. Volunteers should complete the Volunteer 

Application Form (see Appendix 1) with their contact details, types of activities they would like to 

help with and their availability.  

 

Before starting at Churchwood Kindergarten, volunteers should complete the Volunteer Agreement 

(see Appendix 2) which sets out the Kindergarten’s expectations of the volunteer, and confirm they 

have received a copy of this agreement.  

 

Volunteers who wish to engage in any activity at the Kindergarten on a frequent or intensive basis 

must comply with all statutory requirements regarding recruitment and identity checks. This process 

involves: 

 Meeting with the Kindergarten Manager or Director for an informal discussion to ensure their 

suitability for the role 

 Undertaking statutory recruitment checks such as enhanced DBS checks, proof of ID and 

uptake of references 

 Making the volunteer aware of the roles and responsibilities they will be undertaking 

 Making the volunteer aware of the policies and procedures in place to safeguard children 

 Undertaking an induction period  

 

The Kindergarten will seek enhanced DBS checks for a volunteer before they are left unsupervised 

with any children. This is not required where a volunteer is engaged in a one-off activity as the 

volunteer will be accompanied by a member of staff at all times. 

 

Churchwood Kindergarten is flexible regarding all volunteer work undertaken. We ask for a week’s 

notice of any changes to schedules wherever possible but volunteers are under no obligation to turn 

up, return to, or remain at work. Actions taken with no prior notice, however, may affect a 



volunteer’s future with the Kindergarten. All volunteers have full access and recourse to 

Kindergarten policies regarding equal opportunities and complaints procedures.  

 

Induction of Students and Volunteers 

 

We provide an induction for our staff and volunteers in order to fully brief them about the 

Kindergarten setting, the families we serve, and our policies and procedures, curriculum and daily 

practice.  

 

We have a written induction plan for all new students and volunteers which includes the following: 

 Introductions to all employees and volunteers. 

 Familiarisation with the Kindergarten site and wider woodland area. 

 Familiarisation with the fire and evacuation procedures. 

 Ensuring our policies and procedures are read and adhered to. 

 Details of the tasks and daily routines to be completed. 

 

The Kindergarten Manager is responsible for inducting students and volunteers.  

 

During the induction period, the individual must demonstrate understanding of, and compliance 

with, policies, procedures, tasks and routines. Failure to do so may result in the student being asked 

to leave their placement or the volunteer being asked not to return. 

 

Confidentiality 

 

All students and volunteers are bound by a code of confidentiality. Any concerns that students or 

volunteers have about the children they work with or come into contact with should be voiced to the 

Kindergarten Manager and NOT with the parents of the child. 

 

Students or volunteers who are concerned about anything in the Kindergarten which may affect 

their work should raise the matter with the Kindergarten Manager or Director. 

 

Any information gained at the Kindergarten about a child or their family must remain confidential.   

 

Supervision 

 

All students and volunteers work under the supervision of the Kindergarten teachers. The teachers 

retain ultimate responsibility for the children at all times, including responsibility for children’s 

behaviour and the activity they are undertaking.  

 

Students and volunteers should be given clear guidance from the designated supervisor as to how an 

activity is carried out and what the expected outcome of an activity is. In the event of any query or 

problem regarding the children’s understanding of a task, behaviour or their welfare, 

students/volunteers must seek further advice and guidance from their designated supervisor.  



 

Expenses 

 

Expenses will only be paid for services, equipment, travel or other expenditure that has been 

expressly permitted by Churchwood Kindergarten. No reimbursement will be forthcoming for 

anything not agreed prior to the purchase being made.  

 

Behaviour 

 

All students and volunteers are expected to read, and comply with, the Kindergarten’s Staff Conduct 

Policy.  

 

Policy Monitoring and Review 

This policy is monitored by the staff and management of Churchwood Kindergarten and will be 

reviewed annually, or before if necessary. 

 

Date created: 19th April 2019 

Created by: Caroline Bennetts 

Reviewed by: 

Signed: ……………………………………………………………………. Date: …………………………………………………..… 

Name: …………………………………………………………………….. Role: ……………………………………………………… 

 

Review date: 19th April 2020 

Reviewed by: 

Amended / Updated?  Yes / No 

Brief explanation of changes: 

 

 

Signature of reviewee: 

New review date set: 

 

 

 

 

 

 

 

 

 

 

 



Appendix 1  Volunteer Application Form 

 

VOLUNTEER APPLICATION FORM 

Thank you for expressing a wish to volunteer at Churchwood Kindergarten. Please complete the 

application form below, providing us with as much information about yourself as you can.  

 

Name  

Date of Birth  

Address 

 

 

 

 

Email Address  

Telephone Number  

 

Which activities/areas of the Kindergarten’s work would you like to help with? 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you are a student, please give us details of your course/placement requirements: 

 

 

 

 

 

 

 

 

 

 

 

 



 

Do you have any disabilities or other needs we need to take into account, or adjustments we need 
to make to allow you to work as a volunteer with us? If yes, please give details below. 
 
 
 
 
 
 
 
 
 
 
 

Do you have any specific interests or skills that you are willing to offer the Kindergarten? If yes, 
please give details below. 
 
 
 
 
 
 
 
 
 
 
 

Please use this space to tell us anything else about yourself that you think we might like to know! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Thank you for taking the time to complete this Volunteer Application Form. Your offer of help is 

greatly appreciated and we will be in touch as soon as possible. 

Many thanks, the Churchwood Kindergarten Team 



Appendix 2  Volunteer Agreement 

 

VOLUNTEER AGREEMENT 

 

Thank you for offering your services as a volunteer at Churchwood Kindergarten. Your offer of help is 

greatly appreciated and we hope that you will gain much from your experience.  

 

Please read and sign this Volunteer Agreement and return it to the Kindergarten on completion at 

the following address: 

Churchwood Kindergarten 

Churchwood Valley Holiday Park 

Wembury 

PL9 0DZ 

You will receive a copy of it for your records. 

 

Volunteer Agreement 

 

As a volunteer helper at Churchwood Kindergarten, I agree to adhere to the following procedures 

and expectations when helping with activities or preparing resources, when involved in a working 

party addressing a particular area of school life, when accompanying children on an outing and at all 

times when I have direct contact with children and staff.  

 

 I am aware of the Kindergarten’s dress code and will dress appropriately. 

 I will sign the visitor book when entering and leaving the Kindergarten site. 

 I respect the need for confidentiality when working with children. I agree not to discuss or 

disclose any information about children or their needs and behaviour with anyone other than 

the Kindergarten staff involved in the children’s care. 

 I understand this confidentiality agreement also applies to my working with staff and our 

behaviour towards each other. I also agree to respect my colleagues’ privacy as I expect the 

Kindergarten to respect mine.  

 I will be a role model at all times, following the Kindergarten’s expectations as set out in the 

Staff Conduct Policy and the Learning and Development Policy.  

 I fully understand that if, at any time, I am in breach of this agreement, I will not be permitted 

to continue as a volunteer helper at the Kindergarten. 

 I agree to an enhanced DBS/Barred list check and other statutory applicable safeguarding 

checks on request.  

 

Signed: 

 

Date: 

 

Print Name: 

 



Appendix 3  Volunteer Guidance for Off-Site Visits 

 

These guidance notes have been written in conjunction with the Kindergarten’s policy on off-site 

visits (Supervision of Children on Outings or Visits). If you have any questions about an off-site trip, 

please see the Kindergarten teacher or Manager. We do appreciate your help on these off-site visits. 

 

 Parents may not always have their own child in their group. 

 The Kindergarten teacher will give volunteers a list of children for whom they are responsible. 

 All children are told they must stay with their group and the group adult at all times.  

 If a trip involves a minibus or coach journey, please help the children in your group to put on 

and fit their seatbelts. Children are not allowed to eat or drink on the minibus/coach. The 

Kindergarten teacher will have sick bags and buckets as needed.  

 The Kindergarten teacher is responsible for ALL first aid and medication. 

 The Kindergarten teacher leads the rules, routines and expectations for the day. Please help 

the teacher by ensuring your group follows all instructions eg: when to eat and drink / where 

to go. 

 If there is a medical or other emergency, please let the teacher know immediately. The 

Kindergarten teacher is responsible for contacting the Kindergarten and associated parents in 

emergency situations.  

 If you need to leave your group for any reason eg: to take a child to the toilet, please ensure 

you are with another adult and inform the Kindergarten teacher so that supervision can be 

arranged for the rest of your group.  

 Volunteers are asked to keep the same degree as confidentiality on a trip as when at the 

Kindergarten. If you have any queries or problems concerning the trip, please direct these in 

the first instance to the Kindergarten Manager or Director on your return from the trip. 

 

Many thanks, the Churchwood Kindergarten Team 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


