



[bookmark: _Toc194318397][bookmark: _Toc195102408]Appendix 2 – Code of Conduct for volunteers
[image: A colorful logo with text

Description automatically generated][image: \\belgravece\sjones2$\My Pictures\The St. Barts Academy Trust Logo.png]St. Bart’s Multi-Academy Trust
Code of Conduct for Volunteers/Students
	Academy:
	



By signing this form, volunteers and students agree to the following:
1. [bookmark: _Toc194584113][bookmark: _Toc195096084][bookmark: _Toc195102409]Academy rules and policies
Volunteers will follow all academy rules and policies, including those on:
0.1.1. Child protection
0.1.2. ICT and internet acceptable use
0.1.3. Online safety
0.1.4. Mobile phones
0.1.5. Data protection
0.1.6. Health and safety
0.1.7. Equality
0.1.8. Whistle-blowing
0.1.9. Behaviour

Copies of the academy policies are available online or from the office
[bookmark: _Toc194584055][bookmark: _Toc194584114][bookmark: _Toc195096085][bookmark: _Toc195102410]Professional conduct
Volunteers and student must accept and follow instructions provided by supervisors and ask for guidance or clarification if required. Questions can be directed to the supervising member of staff, or to the volunteer/student co-ordinator.
Behaviour management is the responsibility of academy staff. If volunteers/students witness behaviour that is in breach of the behaviour policy, or are struggling to manage the behaviour of pupils with whom they’re working, they should alert the class teacher immediately. Volunteers/students should not attempt to reprimand pupils or issue sanctions.
Volunteers/students must conduct themselves in a professional manner at all times. This includes:
0.1.10. Dressing in a way that is professional and appropriate to the work they are doing
0.1.11. Refraining from using inappropriate language
0.1.12. Setting an example for pupils by acting in a way that reflects the academy ethos and values
0.1.13. Behaving in a way that is appropriate for the role they are undertaking
0.1.14. Ensuring that comments, including those made on social media, do not bring the academy 
into disrepute
0.1.15. Volunteers/students must not accept gifts from, or give gifts to, pupils. The exception is small tokens, such as those exchanged at the end of term or as a way of saying “thank you”. See SBMAT Gift and Hospitality Procedure for more information.
Volunteers/students must not transport pupils in their own cars unless specific arrangements have been made with the academy, and the pupil’s parents have consented.
Parent volunteers with children at the academy must not act in a way that favours their own child, and should not approach their child unnecessarily during the day (for instance, during break times). They may not use their time as a volunteer to discuss their child’s education with staff.
If a volunteer/students is unable to come to school when they are expected/scheduled to be in, they must contact their supervisor or the office as soon as possible. Inconsistent attendance may result in the placement being reviewed or terminated.
[bookmark: _Toc194584056][bookmark: _Toc194584115][bookmark: _Toc195096086][bookmark: _Toc195102411]Safeguarding
Volunteers/students must be familiar with, and adhere to, the safeguarding and child protection policy. Safeguarding training will be provided to all volunteers before they begin their placement.
If volunteers/students have concerns about the welfare of a child, or if a child makes a disclosure, they should speak directly to the designated safeguarding lead (DSL) or deputy DSL. The DSL is Mrs J North and the deputies are Mrs L Smith, Mrs C Whitmore and Mr M Colbert.
Volunteers/students should refrain from physical contact with pupils, and should use their judgement to determine when physical contact is appropriate. 
Volunteers/students must alert the DSL if a pupil develops an infatuation with them, and must not form personal relationships with pupils, either inside or outside of school, with whom they do not already have a personal relationship. This includes:
0.1.16. Exchanging contact information
0.1.17. Making contact with pupils outside of school, including on social media
0.1.18. Arranging to meet pupils outside of school
Volunteers/students should not take or share photos of pupils unless instructed to do so by their supervisor.

[bookmark: _Toc194584057][bookmark: _Toc194584116][bookmark: _Toc195096087][bookmark: _Toc195102412]Health and safety
Volunteers/students must abide by the academy’s health and safety and first aid policies. Volunteers/students are not to administer first aid.
Volunteers/students must be familiar with the fire safety and emergency evacuation procedures.
Volunteers/students must sign in and sign out at the beginning and end of every visit and must wear a visitor badge at all times.

[bookmark: _Toc194584058][bookmark: _Toc194584117][bookmark: _Toc195096088][bookmark: _Toc195102413]Confidentiality
Information about pupils, parents and staff at the academy is confidential, and should not be shared with anyone else. Volunteers/students shouldn’t discuss pupils with parents or other children. If parents approach volunteers/students for information, they should be directed to speak to a class teacher or the Principal.
Failure to adhere to this code of conduct may result in the termination of the placement. In more serious cases, misconduct will be treated in line with the staff disciplinary procedures. 
Please sign and date below: 
	Name:
	
	Signature:
	

	Date:
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Student Placement Induction Checklist
	Academy:
	

	Student Name:
	

	Start Date:
	



	When
	Task
	Completed?

	First day
	Ensure student signs in and wear I.D. photo at all time when on site
	☐	☐
	
	Introduce class teacher and support staff
	☐	

	
	Take student on a tour of the school and where they will be working, facilities, staff room and toilets
	☐	

	
	Outline health and safety procedures, e.g. fire drill procedures and meeting points
	☐	

	
	Remind student of:
	

	
	· Code of conduct on site
	☐	

	
	· Expectations around use of mobiles, social media and dress code
	☐	

	
	· Explain the behaviour and rewards system
	☐	



	Student
	Name
	

	
	Signature
	

	
	Date
	

	Office staff 
	Name
	

	
	Signature
	

	
	Date
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Student Placement Form
	Academy:
	

	Name of educational setting: 
	

	Placement type:
Please tick appropriate box 
	School
	☐	College
	☐	University
	☐
	Course title:
	

	Length of Placement:
Weeks or number of hours
	
	Days attending:
	


	

	First Name:
	
	Surname:
	

	Home Address:
	

	
	
	Post Code:
	

	Date of Birth:
	
	DBS Number: 
Disclosure Barring Service
	

	

	Consent - While on site 

	· I will act accordingly to the code of coduct policywhile on site
	Yes
	☐
	· I will adhere to the Health and Safety policy while on site
	Yes
	☐
	· I understand I need to sign in and out and where my badge at all times 
	Yes
	☐
	· I will not use my mobile phone unless in designated areas 
	Yes
	☐
	· I will report any safeguarding issues direct to the designated safeguarding lead immediately 
	Yes
	☐
	· I will not disclose any confidential information to others outside of this organstion 
	Yes
	☐
	

	Please note: If I fail to adhere to the above, I understand my placement may be terminated. 

	

	Signature  

	Signature of placement:
	
	Date:
	





	For office use 
	Date seen:
	Initial:

	Email received from placement
	
	

	Copy of DBS seen 
	
	

	ID double checked
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St. Bart’s Multi-Academy Trust
c/o Belgrave St. Bartholomew’s Academy, 
Sussex Place,  Longton,  Stoke-on-Trent,  Staffordshire,  ST3 4TP
www.sbmat.org     T: 01782 486350
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