
 

 

 

 

 

CLEASWELL HILL FOUNDATION  

Volunteer and Confidentiality Policy  

 

Rationale 

Cleaswell Hill Foundation aims to provide additional financial support, opportunities and resources to 

Cleaswell Hill School, registered charities and the local community. Cleaswell Hill School’s allocated 

budget provision supports the children’s curriculum activities and resources. The Cleaswell Hill 

Foundation aims to provide support for those provisions that fall outside the normal remit of that budget. 

We believe that volunteers can bring a range of skills and experience that can provide a valuable 

contribution to the Foundation’s work. The aim of this policy is to encourage the wider community to 

engage with the Foundation, promote community cohesion, ensure that volunteers support the vision 

and values of the Foundation and adhere to our policies, provide staff, pupils, parents, carers and 

members of the local community with clear expectations and guidelines and set a clear, fair process 

for recruiting and managing volunteers.  

How we use volunteers 

At Cleaswell Hill Foundation volunteers may: 

• Assist with fundraising events  

• Assist with administration tasks  

• Assist with charity collections  

• Assist with any other tasks to support the work of the Foundation  

Volunteers may be: 

• Trustees 

• Parents or carer 

• Members of staff or the governing body at Cleaswell Hill School  

• Pupils at Cleaswell Hill School  

• Members of the local community  

How to apply to volunteer 

To volunteer at Cleaswell Hill Foundation, either for a one off event or on a regular basis, volunteers may: 

• Email Cleaswell Hill Foundation’s fundraising coordinator at                   

fundraising@cleaswellhill.northumberland.sch.uk with the subject line ‘volunteering’  

• Phone Cleaswell Hill Foundation’s fundraising coordinator on 01670 823182  

• Discuss volunteering with a Foundation trustee  

Appointment and supervision of volunteers 

Volunteers are organised by a charity trustee. The completion of an enhanced DBS check will be 

undertaken for volunteers that assist the charity on a regular basis. Enhanced DBS checks for volunteers 

working with the Foundation through other organisations will be conducted by the relevant 

organisation. 

Volunteers assisting at ad-hoc events will need to be accompanied/supervised by a trustee or a person 

with an Enhanced DBS check, including a Children’s Barred List Check. The level of supervision will be 

determined by the type and level of work undertaken and the requirement or not to have a full DBS 

check undertaken.  
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Charity volunteers will not be paid or receive remuneration for any work undertaken.  

The charity trustees reserve the right to terminate a placement at any time.  

Conduct of volunteers 

Volunteers are expected to conduct themselves in a professional manner at all times and comply with 

the Foundation’s policies and procedures.  For example, this includes: 

• Dressing in a way that is professional and appropriate to the work they are doing 

• Refraining from using inappropriate language 

• Behaving in a way that reflects the Foundation’s ethos and values and is appropriate for the role they 

are undertaking 

• Maintaining confidentiality about all matters relating to Cleaswell Hill Foundation and Cleaswell Hill 

School  

• Ensuring that comments, including those made on social media, do not bring the Foundation into 

disrepute 

Volunteers 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 

Foundation’s volunteer coordinator.  

For volunteers working occasionally in school it is appropriate to vary the content of induction to meet 

the particular requirements of their orle (e.g. a volunteer assisting with an administration task would 

require a different induction to a volunteer assisting at a fundraising event).  

Parent volunteers must not act in a way that favors their own child and should not approach their child 

unnecessarily during a school day (for instance during break times). They may not use their time as a 

volunteer to discuss their child’s education with staff members. 

Confidentiality  

Volunteers are bound by a code of confidentiality. Examples of confidential information include: 

information about or relating to staff members, pupils, governors, parents and the Foundation trustees, 

information that may be accessed by “privilege” e.g. undertaking administration tasks, working in a staff 

only part of the building or financial information relating to the Foundation. Sensitive information should 

be kept locked away when unattended and not left on desks, photocopiers or printers. Confidential 

paperwork should be disposed of correctly by shredding. Every effort should be made to ensure that 

the physical environment in which face to face discussions and telephone conversations take place do 

not compromise confidentiality.  

Any concerns that a volunteer may have should be discussed directly with the Foundation’s fundraising 

coordinator or charity trustee and should not be discussed with a third party. 

Health and Safety  

The Foundation follows the Health and Safety Policy and guidance of Cleaswell Hill School. Copies of 

the Health and Safety Policy are available from the school office. If you would like a physical copy of 

the Health and Safety Policy, please make a request in writing via email at 

fundraising@cleaswellhill.northumberland.sch.uk. Volunteers need to exercise due care and attention 

and report any obvious hazards or concerns to the Foundation fundraising coordinator or a charity 

trustee.  

Safeguarding and Child Protection  

All volunteers receive detailed advice and instructions as part of their induction and a copy of the 

Safeguarding policy is made available.  

Complaints Procedure  

Any complaints made about a volunteer will be referred to the Foundation fundraising coordinator for 

investigation. In the same manner, any complaints made by a volunteer will be referred to the 

Foundation fundraising coordinator for their immediate attention.  

The Foundation fundraising coordinator reserves the right to take the following action in line with the 

Foundation complaints policy/procedure:  

• To refer any serious matter to the Foundation chair of trustees 
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• To speak with the volunteer about a breech of the Volunteer Agreement and seek reassurance that 

this will not happen again 

•Inform the volunteer that the school can no longer accommodate them.  

 

Any organisations working for the foundation are responsible for their own insurance.  
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