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SECTION 28 
USE OF VOLUNTEERS AND STUDENT PLACEMENTS 

 
 
1   Introduction  
 
1.1 Volunteers are defined as adults over the age of 16 assisting at the project on a regular  

basis.  
 
1.2 All volunteers, including parents/carers who want to volunteer on a regular basis, must be  

recruited in line with these guidelines. 
 
1.3 Parents/carers who want to assist with one-off activities should be encouraged to do so. 
 
2 Recruitment of volunteers 
 
2.1 All prospective volunteers will be asked to complete a ‘Volunteer Recruitment Pack’.  
 
2.2 An induction programme will be developed by the relevant Service Manager in consultation 

with the Community & Development Manager. This will include briefings on the volunteers’ 
role in relation to: 

 Child protection 
 Health and safety 
 Managing behaviour 
 Quality standards 
 Structure of PACE 
 Lines of reporting  
 The role of the volunteer  

 
2.3 Satisfactory references and DBS clearance will be obtained prior to placement. 
 
3 The placement 
 
3.1 The Service Manager must ensure that volunteers receive an appropriate induction to the 

project (see Appendix 28.1). 
 
3.2 Volunteers must work alongside permanent workers and never be left in sole charge of  

children. 
 
3.3 Volunteers are expected to work to PACE policies and procedures. 
 
3.4 Service Managers must ensure that volunteers receive regular supervision and support, 

including access to PACE training where appropriate. 
 

3.5 Service Managers must establish basic recording systems within projects in terms of hours, 
training attended, etc. 

 
4 School  student placements 
 
4.1 Service Managers can accept student placements under the age of 16 from schools and 

voluntary organisations provided that such placements are part of their established 
programme. 

 
4.2 The Service Manager must be satisfied that appropriate checks have been carried out by the 

referring agency. 
 

4.3 The Service Manager must have the placement confirmed by the Community & Development 
Manager or Strategic Manager. 
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APPENDIX 28.1 
USE OF VOLUNTEERS AND STUDENT PLACEMENTS 
 
INDUCTION: Introduction to the project 
_______________________________________________________________________________ 

Areas to be covered: 
 
Please tick box when area has been covered 

 
Introduction to staff team 

 
Health and safety in the play project 
 Fire evacuation: procedure, exits, equipment, etc 
 First aid: first aiders, first aid boxes, etc 
 Risk assessment: activities, ground checks, etc 
 
On-site security and escorting 
Registration of children, signing in and out system, escorting children from school,  
opening and locking up of premises 

 
Relationships with users 
Emphasis on positives relationships with children and parents, feeling welcome,  
keeping informed, consulting and involving parents and children, managing children’s 
behaviour 

 
Specific children’s needs and key worker system 
Key worker approach, particular children’s needs, behaviour management approach 
and roles and responsibilities in relation to Safeguarding Children  

 
Programming of activities 
Copy of the programme/themes for term, staff and children’s input, where displayed,  
copies for children/parents 
 
Staff rotas 
For:  

 leading of activities, 
 teas,  
 setting up  

Where displayed, how/when updated 
  
  Setting up and clearing away 

How a ‘child-centred’ environment is created: 

 Use of space (defined areas) 
 Presentation and status of activities  
 Free play opportunities (dressing up, Lego, reading area/quiet area, home corner) 
 Displaying children’s work 
 Role of children in clearing away (encouraging responsibility, etc) 

Practical issues: 

 Agreed/negotiated areas of use 
 Agreed/negotiated equipment for use 
 Changing planned activities in response to children’s requests  


