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DfES Extended Work Experience and Child Protection:
Safeguarding Children in Education — Supplementary
DfES Guidance for Work Experience Organisers —
20/12/04 http://www.teachernet.gov.uk/
docbank/index.cfm?id=8058

Learning and Skills Council Safe Learner blueprint.
A six-step model for work-related learning.
www.safelearner.info/blueprint/
placement_assessment.aspx

Work experience and volunteering for
students with learning difficulties

Bridgwater College’s Work Experience Co-ordinator
places students with ‘moderate learning difficulties’,
carefully choosing placements where their support
needs can be met. Supervisors are advised of
particular physical disabilities or challenging
behaviour. The Co-ordinator visits the placement at
least once a week to check all is going well. Students
who are assessed as unable to sustain an external
placement are given an internal placement in the
College, or directed towards volunteering on site.

For example, the College runs the ‘Advocates’
volunteering scheme for students aged 16-21 with
disabilities or learning difficulties. All activities, such
as an extensive recycling programme, are carried out
in class time, on-campus, under staff supervision.

Working with volunteer-involving
organisations on- and off-campus

Colleges often work with volunteer-involving organisations
and groups on- and off-site, on specific projects or to
promote volunteering. Generally, these groups are nationally
or locally known, with high internal safeguarding standards
and vetted staff. However, you should verify these
aspects, establish what exactly the activity or
programme will involve, and the training,
management and supervision
arrangements.
If a project is to take place on-campus
and will always involve groups of
students supervised by college staff,
safeguarding is the responsibility of
the college and would generally be
assured through applying or
adapting the college’s procedures.
However, if parts of the activity wil
take place off-campus or if college
staff will not be present for the full
duration of the activity,
then risk assessment
and other protection 0

measures proposed in &(@
\y

this guide should
be implemented.

Bringing volunteer-involving
organisations on-campus

At Regent College, the local vinvolved team holds
drop-ins every two to three weeks to recruit students,
whom they then process and match to placements on
their database. The College has also formed a People &
Planet Group, a student-led volunteer group which
plans and runs projects on sustainability, with the aim of
achieving Fairtrade College status. The group is being
supported by the Fairtrade Foundation and the People
& Planet charity. When external groups have a good
reputation, experience in working with young people,
and appropriate child protection and safeguarding
procedures, no additional checks are made.

City & Islington College welcomed a team from
Beatbullying during Anti-Bullying Week. The team
trained student volunteers as anti-bullying peer mentors,
providing them with the skills to support other students,
deliver class talks, run campaigns and lead forums. The
Beatbullying team also supported Paths for Life
students in creating an interactive forum-theatre, and
students at the Centre for Business, Arts and
Technology, who reviewed the College’s anti-bullying
and harassment policy.

Beatbullying staff are all trained in child protection and
vetted through CRB Disclosures, while those working
with special educational needs (SEN) adults are all SEN-
trained. They always work in pairs, often with college or
university staff present, so other than agreeing the
programme of activities and responsibilities, no checks
were necessary prior to the charity’s involvement.

Working with volunteer-involving
organisations off-campus

Liverpool Community College set up a group
volunteering project with British Trust for Conservation
Volunteers (BTCV). With full student involvement, the
College planned and secured funding alongside BTCV
for a programme of activities at Barnstondale Outdoor
Education Centre in the Wirral. The programme involves
their own students primarily, but also includes university
students, v volunteers and local primary schools to
spread participation more widely into the community.
By working with an established organisation with
experience of involving diverse volunteers, the College
developed a partnership which shared the workload.

Regent College works with the Youth Sport Trust’s
Step into Sport programme. Interested students are
interviewed and then handed over to the County Sports
Partnership (CSP), which applies for CRB Disclosures, if
necessary. Most students are placed in schools and are

- supervised by teachers, while some are placed in sports

clubs, which either have Clubmark accreditation
(verifying their child protection and safeguarding
procedures) or are known by the CSP as well-run clubs.
The College plans to develop links with the Sports
Leadership Programme and Community Sports Leader
Awards to increase opportunities for sport volunteering
by students.
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Partnership arrangements and agreements

It is important when linking up with an external organisation
to be very clear about the partnership, and it is good
practice to have a written partnership agreement which
college and organisation sign. The agreement should
establish rules, including whose rules apply (those of the
college or the organisation), which party has responsibility
for different aspects of the volunteering, and where
accountability lies.

Partnership agreement checklist

This should clearly establish each party’s
responsibility for:
Ve Screening, references and CRB Disclosures

v Matching the student to an opportunity, including
information on the student’s skills, abilities and
support needs

v Providing induction and/or a volunteer handbook

v Providing training in child protection, protection of
vulnerable adults, and health and safety

v/ Providing training and accreditation related to the
volunteer role

Ve Managing the volunteer

v/ Insurance cover for the volunteer

v/ The reimbursement of out-of-pocket expenses
v Transport to and from or while volunteering

Ve Supervising the volunteer

v Providing support for the volunteer

Ve Monitoring the volunteer’s placement, progress
and development

Ve Keeping records of progress and development

Ve Maintaining regular communication between the
college and organisation

ve Confidentiality and data protection

Some of these functions may be shared. For example, a
college or university may provide a basic ‘Introduction to
Volunteering’ course/handbook, while the organisation
should provide its own induction or handbook. Support for
the volunteer may be predominantly given by the
organisation’s staff, but the college/university will also
provide access to support for the student. Keeping records
of progress and development is likely to be a shared task,
with different responsibilities clearly specified.

Sample partnership agreements at
www.volunteering.org/fesafeguarding

One area to watch out for is travel and transport
for the volunteer. It is important to check
whether the volunteer will, in the course of the
volunteering, be alone in a vehicle with an adult
other than those who are named supervisors or otherwise
authorised personnel, and whether the driver’s insurance
fully covers the volunteer. Make sure the volunteer is
aware of the rules about accepting transport and
encourage them to report any departures from the rules.
Q about the rules and responsibilities in the
partnership agreement, insofar as they affect
them. They should be aware of what they are entitled to
in terms of management, support, supervision and the
reimbursement of expenses; their right to protection and

how to keep themselves safe; and whom to go to for
advice and support if they have any concerns.

Student volunteers should be fully informed

Placement Visit Process and Service Level
Agreement (SLA)

The University of Brighton and the University of
Sussex each has a volunteer bureau type placement
service (@ctive Student and Project V respectively).
The schemes aim to provide safe and supported
volunteering opportunities to students, and do this
through the Placement Visit Process (PVP) in which
the Placement Checklist and SLA are completed.

The Placement Checklist establishes whether the
beneficiary organisation reaches the minimum
standard required by @ctive Student and Project V. It
includes the organisation’s health and safety policies,
equal opportunities/race equality policies, insurance
provision, screening processes (to gain a better idea
of the length of the recruitment process), and support
available (in terms of training and supervision).

The SLA explicitly outlines who does what
regarding the safety and support of volunteers.
The universities will assess and match applicants,
and ensure they agree to rules and conditions.
The volunteer-involving organisation will provide
details of its policies and insurance, and an
acceptable level of safety to all students, make
reasonable adjustments wherever possible for
disabled participants, and provide induction, training
and ongoing supervision for the volunteer.
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Using external brokerage agencies

A number of colleges, including Lancaster and
Morecambe College and Regent College, refer
students to external brokerage agencies, which have
the ‘skills and experience’ to place volunteers in the
right kind of setting for their abilities and needs.
Lancaster and Morecambe uses a volunteer
signposting bureau within Lancaster City Council, and
Regent College uses Leicester’s Voluntary Action
Centre and vinvolved. The college shares information
on the students and, through their own networking and
partnership with local volunteer-involving organisations,
the brokerage bodies know which organisations can
provide an appropriate environment and support for
young volunteers and those with additional needs.

Using external expertise and networking

Bridgwater College established a strong link with
Somerset Youth Volunteering Network (SYVN) when it
decided to offer volunteering external to the college.
SYVN helped ‘identify clear protocols and boundaries’

for volunteering placements, refers opportunities to the
College database and helps with brokerage, drawing
on its extensive knowledge of local organisations that
involve young volunteers.

Newcastle College uses external brokerage bodies
and also brokers students directly to volunteering
opportunities in organisations such as Age Concern
and Royal Society for the Protection of Birds (RSPB).

An applicant is interviewed by College staff and

completes an application form, giving details of any
needs because of disability or mental health issues.

The College then ensures that the opportunity is

suitable for the student. The volunteer-involving
organisation carries out screening, including applying
for CRB Disclosures, if necessary. The College does
not itself vet or risk assess organisations, but contracts
this out a local training body. It does not have a formal
partnership agreement with external organisations, but
relies on the contractor and information gained through
strong relationships with the local Council for Voluntary
Service, Changemakers and vinvolved team.

Recruitment and screening of volunteers

While many volunteer roles involve low levels of risk and
require only nhormal recruitment processes, some require
more extensive screening. Normal recruitment processes are:

An initial interview: to find out the
applicant’s interests, any concerns or
issues which might affect their
choices, and their availability

An application form, which includes
sections on any disabilities,
additional support needs and self-
declaration of past offences

Checking of two references, one of
which should be by a professional
(such as a college tutor)

A CRB Disclosure certificate can be requested where
volunteers will be regularly working directly with children

under the age of eighteen or vulnerable adults. In other
circumstances, applicants can only be asked to disclose
convictions which are ‘unspent’ under the Rehabilitation of
Offenders Act.

Where organisations fall under the remit of the Care
Standards Act or are ‘Childcare organisations’ under the
definition in the Protection of Children Act, they are legally
obliged to get CRB Disclosures for certain staff or volunteers.
Other organisations which are not covered by these Acts can
still choose to use CRB checks as part of meeting their legal
‘duty of care’ towards children and vulnerable adults.

From Summer 2010, an additional layer of protection will
be provided by the Independent Safeguarding Authority (ISA)
and all volunteers who work regularly with children under the
age of eighteen or vulnerable adults will be required to
register with the ISA's Vetting and Barring Scheme.

Criminal Record Bureau (CRB) Disclosure

Colleges already vet all staff through CRB Disclosures, as
well as students on particular courses, so there will be
processes and expertise that you can draw on to set up
CRB Disclosures for volunteering. Applications to the CRB
are free for volunteers.
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Criminal Records Bureau www.crb.gov.uk

CRB Checks: guidance for volunteering
www.cabinetoffice.gov.uk/media/
cabinetoffice/third_sector/assets/crb final.pdf

Volunteers and the Law — publication by Volunteering
England www.volunteering.org.uk/law

Volunteering England Information Sheets and Briefings
When To Get A CRB Check; Screening Volunteers;
Protection and Safeguarding of Vulnerable Clients
www.volunteering.org.uk/goodpractice

Independent Safeguarding Authority (ISA)
Vetting and Barring Scheme (VBS)

From October 2009, the ISA's responsibilities for barring
individuals who pose a risk from working or volunteering with
children and vulnerable adults will begin. The scheme
introduces barring from ‘regulated activities’ (a much wider
range than previously) and integrates the three lists of people
excluded from working with children or vulnerable adults:
Protection of Children Act (POCA), Protection of Vulnerable
Adults (POVA) and List 99. From July 2010, all new entrants
to roles working with vulnerable groups and those switching
jobs within these sectors, will be able to register with the
VBS and be checked by the ISA.

Volunteers who apply for enhanced CRB Disclosures will
become registered members of the VBS. Registration for
volunteers is free. Once within the scheme, an organisation
will be able to carry out an online check which will indicate
whether or not there is any known reason why an individual
may or may not volunteer with children or vulnerable
adults. The volunteer will be tracked, so if information
about the volunteer does come to light, the organisation
will be notified if the volunteer’s status changes to being
‘barred’. Organisations will also be under an increased
duty to disclose any information received about a volunteer
to the scheme, even if the volunteer has left.

The official ISA website www.isa-gov.org

Information on the new scheme from
Volunteering England
www.volunteering.org.uk/isabriefing

Where volunteers are being referred to
opportunities in external organisations, or to a
brokerage agency, it is vital to establish who
takes responsibility for carrying out the
checks. Many brokerage bodies and volunteer-involving
organisations are registered to carry out checks. It is
generally advised that the organisation which actually
involves the volunteer should carry out recruitment
checks. It can then ensure that any information printed
on a CRB Disclosure certificate is carefully assessed for
its relevance, and include questions for referees that are
relevant to the actual placement.

(1]
‘.«r'
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! V ' If the college is referring a student who is under
Vg, @ 18 oravulnerable adult, it is necessary that
,:s.‘ w the person supervising them has been

vetted through a CRB Disclosure. Verify this with the
external organisation before referral. If this is not the
case, advise the organisation on how to get a CRB
Disclosure. If it does not comply, do not refer the
student. (If the student is volunteering internally in the
college, or externally in a school, any supervising staff
will already have undergone vetting via CRB Disclosures

as part of safer recruitment.)
Q several weeks. CRB Disclosures can take up to

eight weeks for a disclosure to come through.
It is helpful to warn applicants about the wait and, if
possible, to plan ahead. In some situations,
organisations allow volunteers to start volunteering
before the disclosure comes back, provided they have
been checked against List 99, are fully supervised, and
always in the presence of someone who has been
already checked. Consult with the placement
organisation about its policy on this.

From October 2009, although checks against List 99
will cease, the ISA will have a process in place whereby
individuals can be checked against the two lists the ISA
maintain, pending receipt of the enhanced CRB
Disclosure.

Organisations’ recruitment processes can take

Involving ex-offenders in volunteering

Disclosure of a criminal record should not automatically
exclude an individual from volunteering. The CRB has a
Code of Practice on this, which specifies that registered
bodies should have a written policy on the recruitment of
ex-offenders. Many voluntary organisations have adopted a
policy by which only certain types of conviction or
information automatically exclude a volunteer. There should
be a detailed procedure for assessing the relevance of a
positive disclosure to the actual volunteering.

The CRB’s Code of Practice can be downloaded
‘ at: www.crb.gov.uk
Involving Ex-offenders in Volunteering —
A Nacro guide written for Volunteering England
www.volunteering.org.uk/Resources/publications/
freeguides.htm

Volunteering England Information Sheet Recruiting Ex-
Offenders www.volunteering.org.uk/goodpractice

Sample screening policy at
www.volunteering.org.uk/fesafeguarding

I\ It is vitally important to stress that screening
W ! does not end with CRB (or ISA) checks.
:j}iu They show only that there is no recorded
= evidence that the person is unsuitable.
Screening of a prospective volunteer should be
maintained through a detailed application interview,
through observation of the applicant during initial training
and while volunteering, and through the ongoing support
and supervision process.
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Assessing the volunteer

The screening process should also take account of the
capacity, behaviour and needs of the volunteer. Where
students have sufficient responsibility, communication skills
and maturity to volunteer independently without college
supervision, external placements should be encouraged.

If they have some problems with any of these, careful
selection of a placement can still be made in an
organisation which has the experience and procedures to
support volunteers with additional needs.

Colleges should assess a student’s capacity and needs
through a detailed informal interview, and rely heavily on
internal communications between staff to determine their
support needs and source appropriate volunteering
positions; and whether the student poses any risks to
people they will be in contact with. In some cases,
it will be decided that the volunteering should be internal,
on-campus, in class time and always under the
supervision of staff.

Sample volunteer registration form and interview
form at ww.volunteering.org.uk/fesafeguarding

4 i
Parental consent

Parental consent should be obtained for volunteering by a
young person under the age of 18, as for any off-site
activities connected to college. Parents or carers should be
given information, such as an outline of the work and a
volunteer role description.

v
'nf'
N

oN®

Proper recruitment and screening procedures
protect student volunteers, those they come
@ ,/ into contact with and the college. It is in the

college’s interest to ensure that it has done
all is can to ensure safeguarding (and document it),
to be accountable to parents in the event of an incident;
and to protect against accusations of negligence and
liability.

Safeguarding on-campus mentoring of vulnerable young people

Oxford Cherwell Valley College recruits 20 student
volunteers each year to provide academic support for
young people leaving care. It has a Service Level
Agreement with Social Services, which sets out
safeguarding measures and the co-ordination of the
work. It gained Approved Provider Standard from the
Mentoring and Befriending Foundation. Student mentor
and mentee meet once a week on the College site.
Student volunteers are recommended by their tutors.
They are all second year students who are achieving well
and have shown that they are reliable. The project co-
ordinator, who is based in Student Services, invites them
for interview, asking why they want to volunteer and why
they think they will be good at it. Applicants complete a

formal application form and their two references are

checked. Applicants also apply for a CRB Disclosure.

Student volunteers undergo a formal training day.
The co-ordinator emphasises that this is an important
part of the screening process, with the trainers
observing participants’ suitability for the role. If any
concerns are raised, a follow-up meeting is arranged to
clarify or pursue these issues.

The project carried out a risk assessment for working
alone, producing guidelines for volunteers which
include rules about working only on site, number of
hours and not giving out personal details.

Continuing support is provided through regular
supervision sessions for the volunteers.

Training, support and supervision

Providing the right training, support and supervision are
essential elements of safeguarding in volunteering. This guide
has stressed that the nature of these, and responsibility for
delivering them, should be clearly established.

Supervision should be regular by a named vetted
supervisor, and volunteers should be given contact details
for a person to whom they can gain immediate access
(particularly if the volunteer is a vulnerable person or the
volunteering situation presents possible risks). The college
should continue to monitor volunteers through regular
contact, which is not only for the volunteers’ benefit but
also operates as a way of ensuring that the organisation
they are placed with, and the placement itself, maintain the
requisite safeguarding standards.

Regular contact with the volunteer-involving organisation
should also take place, to monitor a volunteer’s performance
and progress. This may help in ensuring the organisation

maintains good practice in managing volunteers, and informs
future matching of volunteers to placements.

Despite your very best guidance and instructions

to volunteers on boundaries and do’s and

don’ts, there may be one or two exceptions of
volunteers who think they know better. For example, a
mentor may meet a mentee in an unauthorised location
(such as off-campus) or give out personal details. Be on
the alert for these possibilities, emphasise to volunteers
that the rules exist to protect them, and have sanctions
to impose, if necessary.

Sample volunteer induction checklist and
supervision forms at
www.volunteering.org.uk/fesafeguarding
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Monitoring and record-keeping

Keeping records of safeguarding procedures is a vital
aspect of managing volunteering in a college. This is both
good practice and possible protection if anything were to

go wrong, as the college would be able to demonstrate all

the measures it took to ensure safeguarding.

Keeping records of safeguarding procedures

It is recommended that the following are kept on record:

v/ Volunteer application forms and application
interview notes

v Registration and vetting checklists of placement
organisations

v All risk assessments

v/ Records of responses and disclosures from
the CRB

Ve Partnership Agreements and/or specification of
roles, training, supervision and support
arrangements

v/ Volunteer supervision sessions

v/ Contact with and feedback from placement
organisations

v/ Monitoring and review of placements and
organisations

Confidentiality and compliance with data protection laws
should be integral to record-keeping. CRB disclosure
forms must be destroyed after six months, but it is
recommended (by NSPCC, see below) that organisations
keep a record of the date of the check, the reference
number, the decision about vetting and the outcome.

Guidance on child protection records retention
and storage (England and Wales)

% NSPCC Child Protection Fact Sheet (2007)
www.nspcc.org.uk/inform

Glossary

Community Service Volunteers (CSV):
safeguarding vulnerable people

CSV North Nottinghamshire Mental Health
Volunteering Project with Nottinghamshire Healthcare
NHS Trust recruits volunteers both with and without
mental health issues to support service users in the
community, on Trust premises and through
befriending. Volunteers who are service users are
usually referred by their care team, which signs off the
volunteer’s application form and provides confidential
details on issues such as alcohol dependency,
challenging behaviour or trigger behaviour. Two
references are taken up.

The Project applies for Enhanced CRB Disclosures
on all volunteers, and any information printed on a
Disclosure certificate is carefully assessed for its
relevance. Training is ‘very thorough’, including
policies and procedures on the protection of
vulnerable adults (which volunteers have to sign to
show they understand and agree to), understanding of
mental health issues and skills to manage different
behaviours. Volunteer befrienders receive further
training and guidelines on working in a one-to-one
relationship. All roles have clear role definitions to
establish boundaries, and volunteers are given a
handbook on do’s and don’ts.

All placements are risk assessed and visited by CSV
staff to check that they offer a safe and secure
environment. If staff feel that it does not meet their
standards, they offer signposting to sources of
expertise, such as a Volunteer Centre. If standards are
still not met, the organisation is rejected.

High levels of support and supervision are
maintained. The project offers solo or joint
volunteering, in twos or threes, and maintains regular
support and supervision sessions. Befrienders are
encouraged to report back after every volunteering
session. The project conducts a formal review after
the first volunteering session, after one month and six
months, the frequency then depending on the
capacity and needs of the volunteer.

AMIE: Association of Managers
in Education

AOC: Association of Colleges
CRB: Criminal Records Bureau
DCSF: Department for Children,
Schools and Families

DfES: Department for Education
and Skills (replaced by DIUS and
DCSF in 2007)

DIUS: Department for Innovation,
Universities and Skills

FE: Further Education

HE: Higher Education

ISA: Independent Safeguarding
Authority

LSC: Learning and Skills Council
LSIS: Learning and Skills
Improvement Service

NAMSS: National Association for

Managers of Student Services in Colleges
NCVYS: National Council for Voluntary

Youth Services

NIACE: National Institute of Adult
Continuing Education

NUS: National Union of Students
OTS: Office of the Third Sector
UCU: University and College Union
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Further sources

DCSF (2006)

What to do if you’re worried a child is
being abused. London: DCSF.

0845 602 2260 www.teachernet.gov.uk

DfES (2006)

Safeguarding Children and Safer
Recruitment in Education. London: DfES.
0870 000 2288 www.dcsf.gov.uk

Department of Health (2000)

No Secrets: Guidance on Developing and
Implementing Multi-agency policies and
Procedures to Protect Vulnerable Adults
from Abuse. London: the Stationery
Office.

0870 600 5522 www.dh.gov.uk

NIACE for the DfES (2007)

Safer Practice, Safer Learning.

A whole-organisation approach to
safeguarding vulnerable adults for the
learning and skills sector.

Leicester: NIACE. 0116 204 4200/4201
www.niace.org.uk

Ofsted (2007)

Safeguarding Policy and Procedures.
A guide to safeguarding policy and
procedures for children and vulnerable
adults. London: Ofsted.

0845 640 4045 www.ofsted.gov.uk

Volunteering England (2008)

Assessing the impact of volunteering on
the further education sector: Executive
summary. London: Volunteering England.
0845 305 6979

Full report at
www.volunteering.org.uk/feresearch

Volunteering England (2008) Improving
Skills and life chances through
volunteering: A further education toolkit.
London: Volunteering England.

0845 305 6979
www.volunteering.org.uk

Click on Student Volunteering.

Volunteering England Information and
guidance on FE volunteering.
www.volunteering.org.uk

Click on Student Volunteering.

on managing volunteers.
www.volunteering.org.uk/
goodpractice
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safeguarding levels for Ofsted
judgements

Grade 4
Unsatisfactory
College refers
students to
volunteering
placements without
making any formal
checks without staff
supervision.

y,
/
)
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Grade 3
Satisfactory
College instigates a
Partnership
Agreement for
volunteering
placements,
outlining external
organisation and
college
responsibilities.

Grade 2
Good

Partnership
Agreement for
volunteering
placements,
outlining external
organisation and
college
responsibilities.

College takes a
copy of risk
assessments and
risk assesses all
volunteering
activities carried
out by students.

College takes a
opportunity form
from the

organisation.

College carries out

inspection and initial

meeting with
external
organisation.

College ensures
safeguarding
procedures are
in place.

College ensures
CRB checking

procedures are
in place.

o0
VS

» .:L
-

Volunteering England Good Practice Bank '

College instigates a

written volunteering

Grade 1

Excellent
College instigates a
Partnership
Agreement for
volunteering
placements,
outlining external
organisation and
college
responsibilities.

College takes a
written volunteering
opportunity form
from the
organisation.

College carries out
inspection and initial
meeting with
external
organisation.

College ensures
safeguarding
procedures are in
place.

College ensures
CRB checking
procedures are in
place.

College helps with
pre-selection
screening of student
volunteers as part of
referral process.

College ensures
induction and
training are given.

College ensures
proper supervision,
and provides a
dedicated contact
for volunteers in
case of concerns
or difficulties.
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Volunteering England
Regent’s Wharf

8 All Saints Street
London

N1 9RL

T: 0845 305 6979
F: 020 7520 8910
E: volunteering@volunteeringengland.org

www.volunteering.org.uk

M Volunteering
¢ england






