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VOLUNTEERING AT HALE SCHOOL 

Introduction 
Welcome and thank you for your generosity in offering to be a Volunteer in our school community.  You 
are providing a unique gift when you spend your time with us.  As a Volunteer at Hale School, you will 
be a valued member of our community.  

The aim of this handbook is to give you an introduction to  volunteering and provide you with 
information about the  processes and procedures at Hale School. This handbook will form part of your 
volunteer induction. Further training and information may be required for specific  volunteer roles. The 
person who will guide you and be your main contact at Hale School is your site leader.  

As a Volunteer, you will bring a rich and diverse mixture of culture, life experience and expertise from 
your professional life and communit
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Child Protection 
We take our responsibilities regarding child protection very seriously at Hale School.  
 
Volunteer Screening 
You will be required to obtain a Working With Children Check (WWCC) as a volunteer.  
 
Volunteers are legally required to inform the school if they have been charged with any criminal 
offences which may impact their ability to perform in their role as a volunteer. Volunteers are required 
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General Policies, Procedures and Standards 
Dress Code 
Volunteers are not required to wear uniforms. We do require you wear comfortable non-slip, enclosed 
footwear, and casual neat clothing suitable to your volunteer role. Some clothing, e.g., tee-shirts may 
be offensive to other people. Please consider this when selecting an appropriate outfit. If your role 
requires you to use personal protective equipment (PPE), this will be supplied to you with instructions 
of use.  
 
Identification  
You will be required to wear identification provided by the school when volunteering for the school. 
This identification should be worn whenever you are carrying out your volunteer role and will identify 
you as a volunteer. The identification must be returned when you sign out following your volunteering 
role. 
 
Smoking 
Smoking in any form is not permitted in any of the school facilities or whilst you are accompanying 
boys on any Hale School activities.  
 
Health Issues/Medication  
Never purchase, give medication, or administer medication  to a student. If you are required to give food 
or drink to a student, please check with the staff member responsible  before, as there may be health 
issues of which you are not aware. If you are concerned about the student’s welfare or treatment, 
please speak to the Headmaster. 
 
Excursions 
Risk assessments are completed prior to all excursions.  If you are asked to attend an excursion, you 
will be advised of the details of your role.  
 
Infection Control  
It is important to be aware of the risk of spreading infection.  Preventing the spread of infection is 
especially important  when working with children. If you have an infection or virus (e.g., flu) it is 
important to  contact your site leader before going to your volunteer role, as it may be safer for you and 
the students for  you to fully recover before returning to your role. You should check and maintain your 
own vaccination status  for COVID and common childhood illnesses and tetanus. 
 
Allergies  
You must advise your site leader of any allergies you have. You need to be aware students may 
themselves have allergies, particularly to nuts etc. You need to familiarise yourself with the school’s 
anaphylaxis policy. Please ask about this policy when you visit the school’s Health Centre with your 
site leader.  
 
Setting Your Limits  
Sometimes you may be asked to do something that you do not feel comfortable with, or that you do 
not feel is part of  your role. Do not be pressured to agree to anything. Discuss the issue openly and 
honestly. As a volunteer you are perfectly within your rights to say NO to something that is outside your 
agreed role. We would rather discuss the issue with you and find an alternative than have you unhappy 
in your role. You must say “no” to anything unlawful. If you are uncertain about any request, contact 
the Human Resources Office or the Headmaster. 
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Grievance, and Complaints 
A grievance is a real or perceived cause for complaint. A grievance can be about discrimination, 
harassment or any other related decision or behaviour which that person sees as unfair, upsetting, or 
unjust. If you are not sure how to handle the problem or just want to talk confidentially with someone 
other than your site leader, then you can seek advice from the Human Resources Office or the 
Headmaster.  
 
Privacy 
Hale School will retain your personal information strictly in accordance with the provisions of privacy 
legislation and the School’s Privacy Policy. As a volunteer at any time, you may request access to all 
information held about you by the school.  
 
Photographs and Images  
While working at Hale School as a volunteer you will need to acknowledge and accept that the School 
and its agents and employees may use photographs and/or audiovisuals of you and/or your 
volunteering activities for the School in any publication, on display boards, in any electronic form or 
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Volunteer Orientation Induction  

Prior to commencing Volunteer work 



 

Volunteering at Hale School  |  



 

Volunteering at Hale School  |  Page 9 of 9 

Volunteer Induction  Declaration 

Prior to your commencement as a Volunteer at Hale School, please complete and provide the following to 
your site leader who will record and check your submitted documents  and co-sign this declaration  with you. 

� Complete the Hale Volunteer Code and Child Protection Induction here: 
www.surveymonkey.com/r/VolunteeringatHale    

� Submit copies of your: 
o Valid Working with Children Check 
o Valid driver’s licence or another form of ID to confirm you are 18 years of age or older 
o Pro
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