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Volunteer Induction Checklist
A volunteer induction checklist will help give you more confidence in the early stages of your volunteering and will help you to gradually learn more about the role you will be doing. The careful planning, and time taken to complete the tasks in the checklist, will hopefully demonstrate that we value your involvement and your contribution as a volunteer.
Volunteer’s name: _______________________________________________________
	
	Additional information 
	Date complete 
	Responsible person 

	The mission statement, aims and objectives, the history, future plans and ethos of the school
	
	
	

	Staff structure and who makes decisions
	
	
	

	Introduction to the volunteer role and what you will be doing
	
	
	

	Discuss what we expect of you and what you should expect in return
	
	
	

	Agree the support available to you, who this is from, in what form, and how often
	
	
	

	Discuss and agree a learning and development plan
	
	
	

	Discuss the boundaries of your role, including to whom you are accountable and whether you will be working alone or in a team. 
	
	
	

	Discuss what you will need to do to be safe and comply with the insurance
	
	
	

	Identify the named person for you to contact
	
	
	

	Provide ID badge or any required equipment or uniform
	
	
	

	Set a review date to talk about how your volunteering experience is going
	
	
	

	Details on any assessment, monitoring or evaluation procedures
	
	
	

	Promote the importance of equality, diversity and inclusion and refer to school’s own policy
	
	
	

	Fire exits; location of break glass points and extinguishers; emergency evacuation procedures and weekly alarm test; fire marshals
	
	
	

	First Aiders and location of First Aid kits
	
	
	

	Accident procedures explained
	
	
	

	Confidentiality and social media
	
	
	

	Building entry and security outlined
	
	
	

	Your own responsibilities for health and safety
	
	
	

	Discuss any dress code
	
	
	

	Value and care and respect of all children
	
	
	

	Be an appropriate role model – language, dress, fair play, equality
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Volunteer Request Form
	Personal Details:
Mr/Mrs/Miss/Ms:
First Name:
Surname:
Address:

Postcode:
Date of birth:
Home telephone number:
Mobile telephone number:
Email address:
	

	Experience, Skills and Interest (you may attach CV)
Current occupation:
Educational qualifications:

Relevant skills:

Hobbies/Interests:
Previous volunteer/Relevant professional experience: 
	

	Please explain why you are interested in volunteering for Hartshorne C of E Primary School and Governor Run Nursery






	Availability
At what times are you interested in volunteering?

Please enter times available in the table below:
	Day
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	AM
	
	
	
	
	

	PM
	
	
	
	
	



Please state length of time you would be available: _______________________months/weeks



	References
Please provide names and addresses of 2 referees who may be approached with regard to your suitability to carry out volunteer work with children and young people

	
Name………………………………………………………………………………………

Telephone……………………………………………………………………………..

Address…………………………………………………………………………………..

………………………………………………………………………………………………………

Relationship to you………………………………………………………….

……………………………………………………………………………………………………..

	
Name………………………………………………………………………………………

Telephone……………………………………………………………………………..

Address…………………………………………………………………………………..

………………………………………………………………………………………………………

Relationship to you………………………………………………………….

……………………………………………………………………………………………………..


	Declaration

I certify that to the best of my knowledge, the information given in this application is factually correct.

Signature…………………………………………………………………………………………………………..   Date…………………………………………………………………………………….




Please return completed forms to:
Sarah Layhe-Humphreys and Francesca Mellor
[bookmark: _GoBack]Co-Headteachers
Hartshorne C of E Primary School
Main Street
Hartshorne
DE11 7ES
Email: headteacher@hartshorne.derbyshire.sch.uk 
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