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 SHS - Brief history
 
School–Home Support (SHS) was established in 1984, in a single school in east London 
where Bridget Cramp, an ex-Education Welfare Ocer, Terry Farrell, Head of Year 7 
and Peter Andrews, Head Teacher, did whatever was necessary to help many of the 
disadvantaged and vulnerable pupils make the most of their education.

This often meant visiting pupils outside school 
hours to build bridges between a di	cult home life 
and school. Bridget, Terry and Peter soon saw that 
many schools needed this service. With tenacity and 
determination they approached charitable funders 
and were able to make the bene�ts of the SHS 
service available to other schools.

Today SHS is the leading independent provider 
of school-home support services which 
o�er practical and emotional support for 
disadvantaged children and young people,  
and their families, across the country.

The SHS Training and Consultancy Service allows 
SHS to share with other agencies its 28 years  
of experience and good practice within the  
�eld of school-home support services.  
 
For more information on SHS visit: 
 
 www.shs.org.uk 
 
If you have any queries regarding this  
toolkit please email: training@shs.org.uk
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Introduction 

Page   4SHS - A brief history Parental Involvement and Engagement 

The ‘Volunteers toolkit’ is a resource that 
has been developed for sta� responsible for 
professional development within schools.

Each section o�ers best practice analysis, 
using interactive methods, example templates 
and links to useful resources. 

The aim of this toolkit is to help schools 
examine how best they can:

•	 Recruit and maintain productive   
 volunteers.

•	 Maximise the potential of parents   
 as volunteers, as part of a wider  
 parent engagement strategy and a  
 commitment to improving children’s   
 education and futures. 

i



School volunteers 
 
Volunteering is at the heart of the Coalition Government’s ‘Big Society’ initiative. 
As well as referring to traditional volunteer roles, the initiative also encourages the 
use of volunteers to replace paid sta� and to support families and communities 
which have been impacted by the economic crisis. 

However, this means that the Government has great 
expectations of the voluntary (or ‘third’) sector, at 
a time when the sector is experiencing severe  
�nancial insecurity.

Volunteers support individuals and communities, as 
well as helping improve people’s lives. They also enable 
organisations to do pioneering work for social good. 
This is one of the prime motivations for people to get 
involved in volunteering. 
 
 
 
 
 
 
 
 

 A rewarding experience
Volunteering can also provide signi�cant bene�ts for 
the volunteers themselves, including opportunities 
for personal development and acquiring new skills, as 
well as increased self-con�dence. Many volunteers are 
keen to give back what they themselves have received 
through being supported by volunteers. All nations 
should value volunteering as a national treasure.

For volunteering to be e�ective, e	cient and safe, 
volunteers must be properly prepared and supported. In 
addition, the scope of what volunteers can o�er can be 
widened if the volunteers themselves are empowered to 
think creatively and suggest ideas. 
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Summary of the main findings*  

The levels of formal volunteering varied across  
socio-demographic groups, with no signi�cant 
di�erence in percentages across ethnic groupings. 
However, the proportion of volunteers tended to be 
higher among those in the 34-44 and 55-64 age ranges, 
with more female than male volunteers.  

Interestingly for schools, the most common 
organisational �elds of interest for people choosing 
to volunteer were: education (31% of volunteers), 
religion (24%), sports and exercise (22%) and health 
and disability (22%).

The most common types of volunteering activity 
were: raising and handling money (67%) and 
organising and helping to run events (50%), with 71% 
of volunteers undertaking more than one volunteering 
activity. Fundraising is becoming increasingly important 
to schools, and family events are key to a strategy 
for strengthening the school community, inspiring 
parents to get involved. Therefore, these �ndings are 
particularly signi�cant.

Word of mouth was the most common way that 
people had found out about volunteering (66%), with 
previous use of the services provided by volunteers 
being the second most common way (20%), followed  
by lea�ets and posters (15%) and a local event (7%).

 
 

There is certainly no bonus culture amongst 
volunteers. Although recognition for their e�orts was 
important for 50% of the volunteers surveyed, this 
amounted to welcoming verbal (69%) or written (44%) 
thanks from the organisation they volunteered for, with 
fewer appreciating an award or certi�cate (22%), or a 
reference and testimonial (20%). 

However, organisations risk undermining this 
generosity if policies, procedures and an ethical 
standard of volunteer care are not in place. The 
research showed that standards of training and 
treatment of volunteers were alarmingly poor. In terms 
of out-of-pocket expenses, only 6% of volunteers were 
fully reimbursed, with 17% being reimbursed for some 
expenses and a staggering 77% receiving  
no reimbursement at all. 

79% of the volunteers surveyed had not received any 
training for their volunteer role. The types of volunteer 
work with the best record of preparation, training 
and induction were: advice and counselling services 
(43%), befriending services (40%) and education (36%). 
Even these levels are low in comparison with the skills 
and adaptability to new frameworks and procedures 
required of paid sta�.

Many volunteers felt there was a lack of clarity 
in what was expected of them. 81% had not been 
provided with a role description and 78% had 
not attended any interview or induction prior to 
commencing their activities.

Although not all volunteer work requires a Criminal 
Records Bureau (CRB) check, the survey showed that 
the majority of volunteers work in some capacity 
with marginalised and vulnerable adults or with 
children. However, 82% had not had a CRB check.

Red tape can be o�-putting for potential volunteers, 
not to mention for the organisations that need them. 
There are e	cient ways to overcome this, and potential 
volunteers are usually accommodating when the reasons 
for the policies or procedures are made clear to them.

Survey respondents generally reported feeling positive 
about their volunteering experiences, and organisations 
recognised the bene�ts of people volunteering for them. 
However, 31% of volunteers said the work they were 
asked to do could be better organised.

In general, primary and SEN schools are more e�ective 
than secondary schools and PRUs at building up teams 
of volunteers. This may in part be due to parents of 
young children and SEN children taking a more hands-
on approach to their children’s education, whereas 
parents of secondary-school-age children and PRUs tend 
to identify their role as solely supporting their child 
outside of school. This toolkit has been created to help 
all schools, regardless of their status, to understand the 
volunteering process and prepare e�ectively for the 
productive use of volunteers.

 
 
 

* Low N., Butt S., Ellis Paine A., Davis Smith J. (2007), Helping Out - a national survey 
of volunteering and charitable giving. National Centre for Social Research and the 
Institute for Volunteering Research, commissioned by the Government.

Useful research 
 
Volunteer surveys provide useful information about attracting, recruiting, preparing, supporting, motivating and 
maintaining volunteer teams. A survey commissioned by the Government highlighted some signi�cant points 
about the practices of organisations which use volunteers, and about the experiences of those volunteers. 
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The toolkit is divided into �ve sections: 

Introduction   i Developed by SHS - www.shs.org.uk Page   7Volunteers

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	

Aim 
 
To explore the breadth and scope of parental 
volunteering opportunities in your school 
and to consider ‘next steps’ in creating and 
sustaining a diverse volunteer programme.  

Developed by SHS - www.shs.org.uk 

Creating parent volunteer 
opportunities in schools 1

Section

 Objectives 
 
1 De
ne volunteering and understand the link between  
 parental involvement and raised outcomes for children.

2 Explore the range of volunteering opportunities that  
 could be o�ered to parents within a school setting.

3 Explore the di�erence between parental involvement  
 and engagement and examine the role of parents  
 as decision makers within your school in relation to  
 the Ofsted framework.

4 Develop an awareness of existing volunteering   
 programmes, such as the FAST programme.

5 Devise a ‘next steps’ action plan to create  
 new opportunities.

Page   11

Aim 
 
To understand the importance of policies 
and procedures when working with 
volunteers in school.
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Volunteering policies  
and procedures 2

Section

 Objectives 
 
1 Understand the importance of having policies and  
 procedures in place when working with volunteers.

2 Identify the key requirements for developing   
 policies and procedures.

3 Identify requirements for safeguarding, safe   
 working, and diversity and equality.

4 Develop next steps.
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Aim 
 
To understand and develop e�ective 
parent volunteer recruitment,  
motivation and sustainability.
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Volunteer recruitment,  
motivation and sustainability 3

Section

 Objectives 
 
1 To explore the purpose and methods of parent   
 volunteer recruitment.

2 To examine and develop strategies to motivate and  
 maintain a volunteer team. 

3 To investigate creative ways of maintaining a   
 sustainable parent volunteer team at school.

Page   33

Aim 
 
To provide learners with basic tools and ideas 
for supporting the professional development 
of parent volunteers in schools.
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Supporting the learning and 
development of volunteers 4

Section

 Objectives 
 
1 List a range of skills, knowledge, attitudes and   
 values required by parent volunteers in school.

2 Identify the learning and development needs  
 of parent volunteers.

3 Explore di�erent types of learning activity that   
 volunteers can carry out.

4 Recognise progress to motivate volunteers. 

Page   41

Aim 
 
To introduce the basic concepts of support 
and management for volunteers and explore 
how they can be developed and used in 
schools and other settings.
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Support and management for  
parent volunteers working in schools 5

Section

 Objectives 
 
1 Understand the importance and purpose  
 of having a support and management  
 process for volunteers.

2 Identify the key requirements and functions of  
 an e�ective support and management process.

3  Explore the skills and qualities needed to e�ectively  
 support and manage volunteers working in schools.

Page   53

Section 1	
Creating parent volunteer opportunities in schools

Aim: to explore the breadth and scope of parental 
volunteering opportunities in your school and to 
consider ‘next steps’ in creating and sustaining a 
diverse volunteer programme.

Section 2
Volunteering policies and procedures

Aim: to understand the importance of policies and  
procedures when working with volunteers in school.

Section 3
Volunteer recruitment, motivation and sustainability

Aim: to understand and develop e�ective parent 
volunteer recruitment, motivation and sustainability.

Section 4	

Supporting the learning and development of volunteers

Aim: to provide learners with basic tools and ideas for 
supporting the professional development of parent 
volunteers in schools.

Section 5
Support and management for parent volunteers 
working in schools

Aim: to introduce the basic concepts of support and 
management for volunteers and explore how they can 
be developed and used in schools and other settings. 



How to use this toolkit 
 

Each section of the toolkit contains:
• Session plan – containing interactive activities   
 exploring the theme of volunteering.

• Resources – including video clips, PowerPoint   
 slides, handouts and resource templates.

• Background reading.

• Case studies – both local and national.

• Useful resources – signposting to additional   
 resources, websites and other agencies. 
 
Who the toolkit is for
The toolkit is appropriate for learners from schools 
across all the key learning stages, regardless of their 
structure or specialism, including special educational 
needs (SEN) and pupil referral unit (PRU). 

Although the focus is primarily on parents as 
volunteers, the activities and handouts will also be 
useful for schools who are recruiting volunteers 
outside the family network, for example from further 
and higher education centres, the business sector and 
volunteer bureaux. 

 
Delivering the training 
Each section includes background reading 
information, structured session plans, resources  
and evaluation material. 
 
Grouping

For each activity the suggested grouping is   
illustrated. If you are planning a full day session,   
do not simply leave participants in one place   
all day, sitting with those they know best.  

Take the opportunity to mix participants up and move 
them around for di�erent activities. This gives them  
the opportunity to get to know others and to learn  
from di�erent experiences and ways of working.  
 
Know the group 

You will need to consider the range of experience,  
skills, knowledge, understanding, quali�cations   
and con�dence in the group and make every e�ort  
to adjust and di�erentiate delivery to meet the   
needs of all participants. 
 
Setting ground rules

Even if your group members are familiar with each 
other, it is still important to establish ground rules for 
your training to ensure you have created an e�ective 
learning environment, where each member of sta� 
feels comfortable to learn and contribute within the 
session. Ground rules should cover all areas necessary 
to run the training in an e	cient and e�ective way. 
Here are some examples: 

• Listen, talk and discuss in a way that respects  
 each individual. 

• What is said in the room stays in the room. 

• Everyone has a responsibility and a right to   
 contribute. 
 
 
 
 

Timings

Timings for slides and exercises are only suggested;  
you may choose to allocate more or less time. However, 
you should ensure you are managing time carefully 
and can cover the learning objectives in the time you 
have available. 

Each module is based on a one-and-a-half-hour session. 
However, extension activities have been included in 
case you wish to develop the activity further. 

Each session can be facilitated in succession for  
whole-day inset training, or can be completed 
independently. However, we suggest you begin 
with Section 1 as this gives the participants the 
underpinning knowledge to support and examine the 
other sections within the toolkit. 
 
Materials needed

Each section of the toolkit highlights the materials 
and equipment needed within each activity. For most 
sections you will need access to:

• Laptop and projector.

• Screen to project onto.

• Flip chart pads and pens. 

• Note paper, pens and Post-it notes.

Setting ground rules – Page 1 of 3
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Setting ground rules

Introduction                               i

It is vitally important that  
co-operative learning teams establish 
ground rules for working together.

There are several e�ective ways to create 
ground rules. If time is an issue, as it tends to 
be in short workshops, it may be necessary 
for you simply to list the ground rules for 
the group, asking them to agree or disagree 
where necessary.

However, if you do have time we have 
suggest four possible methods to develop 
ground rules within your educational setting.

Agreeing ground rules

The objectives for all four methods are the 
same. Participants should be able to:

  Establish an agreed set of ground rules  
for the team.

 Explore the value of having ground rules.

Method 1  
Learning from previous 
experiences

 
 
 
Resources required

 Flip chart paper and pens.

With learners working in their co-operative 
learning teams, ask them to consider the 
following points.

1  Think about the best groups or teams 
they have been involved in. What made 
these groups or teams so satisfying? 

2   Think about the worst groups or teams 
they have been involved in. What made 
these so unsatisfactory? 

3  Discuss what groups can do to prevent 
bad experiences and promote good 
experiences.

4  Draft a set of ground rules which the 
whole team agrees with. 

For further ideas and support please refer  
to the Setting ground rules handout.

 Handout 
Setting ground rules 
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How to use this toolkit  Session plan analysis 
 

Basic Activity  
 

Advanced Activity 

TEACHING ACTIVITY:

•  Distribute Handout 2 (Quiz).

•  Read out the four questions about recruitment   
 issues. This is a quick way to get the group thinking  
 about good practice regarding recruitment issues.

• Ask learners to circle their chosen answers.

• Go through the answers:

 1. a        2. b        3. c        4. a  

• Generate a brief discussion. 
  
LEARNING ACTIVITY:

• Learners listen to questions.

• Learners circle their answers to the quiz.

TEACHING ACTIVITY:

• Prepare four sheets of flip chart paper and divide each into  
 two columns, one headed ‘qualities’ and the other  
 headed ‘methods’.

• Add a volunteer opportunity to each sheet, such as: 

 1. Literacy.  
 2. Parent drop-in organiser. 
 3. Midday supervisor.  
 4. Outings fundraiser.

• Place the sheets at four stations around the room.

• Arrange learners into four groups and ask them to spend a  
 couple of minutes at each sheet adding ideas about the  
 recruitment methods used and qualities needed for each role. 
  
LEARNING ACTIVITY:

• Learners add ideas to flip chart paper.

• Learners consider diversity and equality issues.

• Learners feed back to whole group.

 

Explore the purpose and methods  
of parent volunteer recruitment  

WHOLE GROUP SMALL GROUPS10 MINS 15 MINS

Teacher notes  
 
Basic activity - learners may initially 
prefer other answers to those provided. 
Try to gain consensus as these answers 
demonstrate a broader view of opportunity, 
forward thinking and accessibility.  
 
Advanced activity - prompt the learners 
to consider the different skills needed 
for each position e.g. what qualities are 
unique to that role? Include awareness 
of diversity and equality considerations 
(male/female, younger/older, disabilities, 
BME, unemployed/employed etc.). 
Be mindful of and address possible 
assumptions and stereotypes when 
feeding back. Also encourage learners to 
think of creative recruitment methods, 
such as putting on a drama at parents’ 
evening, beyond the traditional tried and 
tested routes. 

1
Activity

 Handout 2 
Quiz

1 
Handout 2  –  Quiz 

Volunteers toolkit – Developed by www.shs.org.uk
Activity     

Quiz 
Parent volunteer recruitment  

 3

1 You are coming to the end of the school   
 year and are planning the parent 
 volunteer programme for the new school  
 year. Which of the three options below   
 will be your preferred information   
 resource to give parents in September?

  a) A welcome pack with information   
  about the school, activities planned   
  and opportunities for parents and pupils. 

  b) A newsletter with dates of     
  forthcoming activities.

  c) A �yer announcing a fundraising event   
  in September for a Christmas outing. 
 

3 There are �ve parents who have    
 successfully organised the Christmas   
 fair for the past four years. Three new   
 parents would like to get involved, but  
 are not sure they will be welcome or   
 needed. Do you:

  a) Inform them that the �ve people who   
  currently organise the Christmas fair   
  don’t need any more help, and suggest   
  they consider arranging a spring  
  fair instead. 

  b) Thank them for their interest and    
  tell them they can take over next year,   
  as the children of the �ve current    
  Christmas fair organisers are going  
  up to secondary school and new    
  organisers will then be needed.

  c) Set up a meeting attended by yourself   
  and all the parents to share ideas    
  and see if there are opportunities for   
  the new parents to help. Have    
  the spring fair option as a backup.

2 A parent has o�ered to run a stamp   
 collecting club. It is not on your action   
 plan. Do you:

  a) Say ‘thank you’, but it is not a popular   
  hobby and not a priority, and o�er a   
  di�erent opportunity after further   
  enquiry into their other skills/interests.

  b) Introduce them to a teacher to discuss   
  how stamps can be applied to a subject; 
   send out a �yer to homes to see if there   
  is any interest in a stamp club at school   
  or a fundraising opportunity from  
  stamp donations.

  c)  Say you will think about it over the summer. 

4 A parent has seen the information board  
 with pictures of parents helping out with 
  after-school clubs. He wants to volunteer 
  too, but is not sure how or what to do.   
 He has refugee status, understands some  
 spoken English, but currently has little   
 English vocabulary. The family recently  
 moved into the area and his daughter is 
 in Year 5. Do you:

  a) Enquire about the family support    
  network and whether he needs language  
  support, arrange a meeting with him and  
  carry out a volunteer initial assessment of  
  his skills, interests, needs, etc.

  b) Invite him to a parent drop-in session   
  to meet up with other parents and  
  revisit his interest in volunteering in a   
  few months time.

  c) Say it would be too di�cult at the   
  moment because he will need to be  
  CRB checked and, with refugee status,  
  is not eligible.
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Activity number Activity title

Suggested time to 
complete activity 
 
 
 

Activity type/level 
Some activities will  
have additional or 
advanced variations.

Resources required 
The appropriate 
resources required 
for the activity  
(PDF document,  
PowerPoint slide or 
video clip).

Suggested  
group size

Teacher notes
Some activities are 
accompanied by 
teacher notes. 

Activity instructions 
for the teacher

Activity instructions 
for the learner

Section number and title Page number
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How to use this toolkit  Resource materials 
 

iSection                
Handout 1  –  Name bingo

Volunteers toolkit – Developed by www.shs.org.uk
Activity                     3

Name bingo

Have you packed a  
school bag today?  

You can include your own,  
as well as children’s.

Have you ever been a 
volunteer?

Have you ever eaten a  
snail or insect?

Did you have cereal 
for breakfast? 

Do you own a pet insect 
or reptile?  

You can include inhabitants of your 
garden as well if you feel creative.

Do you like gardening?

Would you like to go 
into space?

Would you like to go  
scuba diving? 

Will you be going to the 
cinema in the next month?

  YES        NO

Name .............................................

  YES        NO

Name .............................................

  YES        NO

Name .............................................

  YES        NO

Name .............................................

  YES        NO

Name .............................................

  YES        NO

Name .............................................

  YES        NO

Name .............................................

  YES        NO

Name .............................................

  YES        NO

Name .............................................

Don’t forget to call out ‘BINGO!’ once  
you’ve filled the card with names.

B I N G O
5  

2 

!   Parents' evenings and parent drop-ins. 

!   School plays, fairs and festivals. 

!   School trips and sports days. 

!   Volunteer open evenings (Volunteers' Week). 

!   Open days to view children’s work. 

!   School website, newsletter, texting, word of mouth. 

3 

Promoting volunteering  
and advertising for 
parent volunteers 

 Handouts and teacher notes 
 File format: Adobe PDF 
 
Printable handouts required to complete each 
activity. These include worksheets, case studies, 
checklists, further reading material for learners  
and guidance notes for teachers.

Each handout is clearly labelled at the bottom, 
indicating the section and activity it is linked to. 

 PowerPoint slides 
 File format: Microsoft PowerPoint 
 
Presentation material containing information to 
support you when delivering the training.

Each slide is clearly labelled with the section and 
activity number along the bottom and slide number 
on the top right.

A projector is recommended to display the content 
at a reasonable size for everyone to see.

 Video clips 
 File format: web link 
 
Designed to present information clearly and provide 
a greater level of stimulation for learners. 

A web link to the required video content can be 
found under the relevant activity. The videos are 
located on third party websites e.g. youtube, 
therefore you will require internet access to play 
the videos.
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Aim 
 
To	explore	the	breadth	and	scope	of	parental	
volunteering	opportunities	in	your	school	
and	to	consider	‘next	steps’	in	creating	and	
sustaining	a	diverse	volunteer	programme.		

Developed by SHS - www.shs.org.uk 

Creating parent volunteer 
opportunities in schools 1

Section

 Objectives 
 
1	 De�ne volunteering and understand the link between  
 parental involvement and raised outcomes for children.

2 Explore the range of volunteering opportunities that  
 could be o�ered to parents within a school setting.

3 Explore the di�erence between parental involvement  
 and engagement and examine the role of parents  
 as decision makers within your school in relation to  
 the Ofsted framework.

4 Develop an awareness of existing volunteering   
 programmes, such as the FAST programme.

5 Devise a ‘next steps’ action plan to create  
 new opportunities.

Page   11



Introduction 

What is volunteering?
The Centre for Volunteering de�nes a volunteer as 
someone who ‘provides a service through a formal 
organisation, by choice, without �nancial remuneration 
and for the bene�t of the community’.

In the case of parent volunteers, the immediate 
‘community’ is the school itself. Parent volunteers can 
have a long-term and wide-reaching impact on the lives 
of children and their parents.

The SHS Parental engagement toolkit (Section 4, ‘Parents 
as partners’) shows the link between parental involvement 
and engagement in a child’s education. It can have a direct, 
positive e�ect on outcomes for children.

Source: www.volunteering.com.au/become_a_volunteer/all_about_volunteering.asp 
 

Why volunteering?
Volunteering within a school setting can take many 
forms, embracing involvement and engagement on a 
variety of levels. However, members of the school sta� 
often dismiss the idea in favour of focusing on teaching 
and learning. They often have negative pre-conceptions 
about volunteering, assuming volunteers will be di	cult 
to �nd, and that the process will be time consuming 
and expensive. Even in schools where the concept has 
been embraced, success isn’t always easy to achieve and 
projects are sometimes neglected if they don’t deliver 
obvious bene�ts quickly.

Why is volunteering so important for schools? We’ve 
already established that there’s a link between 
involvement/engagement and raised outcomes 
for children. We also know that involvement and 
engagement are important to Ofsted. 

 
They strongly encourage schools to work with parents 
and carers and take their views into account (see 
Handout 3). 

However, there’s also a strong argument in favour of 
volunteering for volunteering’s sake. It’s an opportunity 
to add depth, breadth and vibrancy to your community. 
By introducing a variety of opinions, cultures, 
backgrounds, talents and skills, you can enhance the life 
of your school community and bene�t children, sta�, 
parents and maybe even the wider community. 

What better way is there to achieve this than getting 
parents through the door? It’s about getting them 
engaged and interested through volunteering 
opportunities, which can enhance their own personal 
skills while supporting their child’s learning?

 
 
 
 
 
 
 
 
How could volunteering work in your learners’ settings?
In this training session we will look at what volunteering 
opportunities are available to parents within the 
learners’ settings. Some opportunities are more closely 
associated with the idea of ‘involvement’, such as 
helping out on a school trip or supporting the creation 
of classroom displays. Other activities encourage 
‘engagement’, with the parent or carer taking an 
active role in in�uencing policy and decision-making. 
For example, he or she may join a parent council or 
governing body.

We won’t just be looking at what volunteering 
opportunities are currently o�ered to parents. We will 
also look at what changes learners can make to o�er 
opportunities in the future. We will look at the bene�ts 
of programmes such as Families and Schools Together 
(FAST, see page 13 for more information). There’s also 
an activity about parental engagement, based on the 
requirements of the January 2012 evaluation schedule 
for the inspection of maintained schools and academies.
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Parental involvement in the form of  
“at-home good parenting” has a signi�cant 
positive e�ect on children’s achievement 
and adjustment even after all other factors 
shaping attainment have been taken out 
of the equation.

(Desforges, C., Abouchaar A., 2003)

Parental involvement in education seems 
to be a more important in�uence than 
poverty, school environment and the 
in�uence of peers.

(DCSF Every Child Matters  
Green Paper, 2003)

Key quotes

http://www.volunteering.com.au/become_a_volunteer/all_about_volunteering.asp


The FAST programme 

It aims to support families and prevent problems, or to 
intervene early to ensure that problems don’t get worse. 
Using evidence based, family orientated activities, the 
programme has been proven to impact positively on 
children’s success at school.  

FAST has consistently achieved long-term engagement 
of low-income, socially excluded families. Randomised 
trials have shown that the average drop-out rate is 20% 
(and even less in Canada), compared with over 90%  
in the UK. 

Child outcomes for FAST versus control groups show:

• Increased social skills and attention span.

• Decreased aggression and anxiety. 

• Improved parent-child relationships and overall  
 family functioning, including less con�ict.

• Increased parent leadership and involvement in  
 schools over one and two-year follow-ups. 

• 86% of the parents completing the course made  
 new friends during the eight-week programme and  
 continued to see them two-four years later. 
 
Source: www.familiesandschools.org/international-peips.php 

 

Teachers have reported a 10% improvement in reading, 
writing and maths among children enrolled on the FAST 
programme, after just eight weeks. And a remarkable 
73% of parents also became more involved in their 
child’s education. 
 
 
 
 

FAST at secondary level
The goals of the secondary FAST programme are to build 
10 protective factors for young people aged 11-13 to 
increase resilience against risk by: 

• Enhancing communication skills between parent and  
 young person and strengthening the parent-child bond.

• Enhancing family relationships, thereby eradicating or 
 reducing family con�ict through positive behaviours.

• Increasing parental competence and con�dence 
 in setting limits and monitoring the young  
 person’s behaviour.

• Increasing parental involvement in their child’s  
 life and schooling.

• Involving parents in school to support their child’s  
 learning achievements.

• Promoting relationships and leadership roles for young 
  people with adults in school and the community.

• Preventing substance abuse and violence by young  
 people and other family members.

• Reducing the stress that parents and young people  
 experience from daily life situations.

• Building informal support networks for parents with  
 other parents via the school.

• Linking parents with appropriate multi-agency   
 supports as needed.

FAST at primary level
The goals of Primary FAST are to build seven protective 
factors for children aged 8-11 to increase resilience 
against risk by:

• Strengthening family cohesion.

• Strengthening the parent.

• Increasing parental involvement.

• Substance abuse prevention and intervention.

• Stress reduction in daily routines.

• Reducing chronic family con�ict.

• Helping the child achieve success in school  
 and the community. 
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FAST (Families and Schools Together) is a not for pro�t organisation founded in the US 
by Dr. Lynn McDonald, which has successfully run parental engagement and community 
strengthening courses in 46 countries.

www.familiesandschools.org

For further information visit:

http://www.familiesandschools.org/international-peips.php
http://www.familiesandschools.org/


The FAST Programme (cont.) 

Programme format
The programme comprises nine weeks (secondary) 
and eight weeks (primary) of after-school meetings 
lasting two-and-a-half hours each. It is followed up with 
monthly meetings for 22 months. The multi-family groups 
involve 40+ whole families joining together for carefully 
orchestrated, fun, research-based activities.

FAST is a universal programme and all parents of a year 
group are invited. In the case of secondary FAST, this is 
likely to be Year 7, which is an important transition year.

Weekly sessions include coaching parents to lead activities 
in which children take turns, listen to rules, answer 
questions and do as their parents ask, and also to play with 
their children and share a family meal together.

Source: www.savethechildren.org.uk/about-us/where-we-work/united-kingdom/fast 
 
 

How it works
Parents practise positive family communications with 
active support and table based coaching from trained 
team members, who interrupt and block family con�ict. 
The parents have weekly opportunities to try out positive 
parenting strategies with their children in the safe public 
setting of the school.  
 
All parents are invited to the school for the weekly 
sessions, and as they have much in common, they form 
friendships with other parents of the year group. Monthly 
meetings led by the FAST parent graduates maintain the 
friendships, as their children progress through school. 

 
 
In the secondary model young people are asked to invite 
their parents. The recruitment process usually takes 
four weeks and includes youth group meetings, school 
awareness activities and outreach home visits to explain 
the groups to the parents. 

To facilitate the nine (secondary) and eight (primary) 
weekly social events, teams are formed and then trained 
for two days. In the secondary model a team comprises 
two young people, one parent and one teacher/outreach 
worker from the school and one or two professionals from 
health, CAMHS, drug and alcohol services, YOT teams or 
social care. Each team hosts a hub group of 10-12 families, 
so training a total of 15 practitioners, 10 young people 
and �ve parent partners. In the primary model each team 
consists of school partners, a mental health partner, 
community partners and parents.

Designed by parents to respond to families’ needs and the 
desire to stay connected to the friends and contacts made 
during the programme, the 22 monthly follow-up sessions 
are facilitated by the FAST parent graduates themselves, 
with support from the school and a small budget from the 
local authority. Parent leaders are encouraged to make 
decisions together about activities, food and how to spend 
the small budget. 

Source: www.familiesandschools.org/international-peips.php
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Before you deliver this training session,  
it is recommended that you refer to:  
Parental engagement toolkit, Section 4:  
Parents as partners. This provides a  
detailed look at the fundamentals of parental 
involvement and engagement, providing  
a solid foundation for giving parents 
volunteering opportunities.  
 
Downlaod the Parental engagement toolkit: 
www.shs.org.uk/parentalengagement 
 
 
Activities within the session plan are clearly 
labelled to show who should take part in them:

Introduction 
All learners should undertake/be involved  
in these activities; they form a core part  
of the training session.

Basic activity 
An activity suitable for all learners.

Advanced activity 
An activity suitable for more  
con�dent learners or for learners  
with more experience/skills  
in relation to the speci�ed  
learning objective.

Top Tips

http://www.savethechildren.org.uk/about-us/where-we-work/united-kingdom/fast
http://www.familiesandschools.org/international-peips.php
http://www.shs.org.uk/parentalengagement


Introduction  
 

Ice breaker activity 
 

TEACHING ACTIVITY:

•		 Carry	out	standard	housekeeping.

•	 Agree	group	ground	rules	and	refer	 
 to learning agreement as necessary.  
 Record on �ip chart.

•	 Welcome	learners	and	facilitate		 	
 introductions – name, job role and  
 one expectation from today.    
 Record on �ip chart. 

•	 Introduce	the	aims	and	objectives	of		 	
 session and outline of day.  
 
LEARNING ACTIVITY:

•		 Learners	contribute	to	agreeing	group		 	
 ground rules.

•	 Learners	introduce	themselves	and	 
 share expectations.

•	 Learners	listen	and	ask	questions.

 
 

TEACHING ACTIVITY:

•	 Display	PowerPoint	Slide	1	and	introduce	the	definition.

•	 Divide	learners	into	five	groups.

•	 Ask	each	learner	to	share	with	their	group	a	few	positive		
 words they would use to describe the result of undertaking  
 volunteering activities e.g. exciting, learn new skills, etc.  

•	 Does	the	collection	of	words	reflect	the	kinds	of		  
 experiences a�orded to volunteers in their schools? 
 If yes, why? If no, why not?

•	 Ask	each	group	to	feed	back	and	encourage	a	brief		 	
 group discussion, linking their responses to the overall aim  
 of the session. 
 
LEARNING ACTIVITY:

•	 Learners	read	PowerPoint	Slide	1	and	feed	 
 back/ask questions.

•	 Learners	share	their	chosen	words,	making	a	note	of	 
 them and then discussing how they relate to their school.

•	 Learners	listen	and	contribute	to	discussion.

 
Welcome and ice breaker activity			

WHOLE GROUP SMALL GROUPS10 MINS 10 MINS

i
Introduction

General resources required for this section: 
 

 Flip chart and paper

 Pens

 Post-it notes

 Blu-Tack or masking tape

 Handouts, PowerPoint slides and other specific  
 resources as indicated under each activity.
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 PowerPoint 
Slide 1

i  

1 

A volunteer can be described as someone who: 

Provides a service through a formal 
organisation, by choice, without 
financial remuneration and for the 
benefit of the community. 
 
 

 
Source: www.volunteering.com.au/become_a_volunteer/all_about_volunteering.asp 

1 

Definition of volunteering 



1
Activity

20 MINS

TEACHING ACTIVITY:

•	 Ask	learners	to	remain	in	their	current	groups.	

•	 Ask	learners	to	think	about	the	kinds	of	opportunities	for	parental		 	
 involvement and engagement that are currently available within their   
 settings and write each one on a Post-it note.

•	 Ask	learners	to	identify	opportunities	they	don’t	currently	offer,	but	would		
 like to if ‘anything was possible’, writing them on di�erent colour Post-it notes. 

•	 Ask	each	group	to	stick	their	Post-it	notes	onto	a	piece	of	flip	chart	paper.	

•	 In	turn,	ask	each	group	to	feed	back	what	they	have	written.

•	 Ask	learners	to	clarify	the	responses	if	necessary	and	encourage	questions	 
 from other groups. 

•	 Distribute	Handout	1	(Benefits	and	pitfalls),	one	copy	to	each	learner.

•	 Ask	each	group	to	identify	together	the	benefits	to	the	school/setting	and		
 potential pitfalls of each role. To ensure this activity doesn’t go on too long,  
 divide up the roles, two per group.

•	 Take	feedback	from	each	group	in	turn	with	regard	to	the	two	roles	 
 they were each allocated. 

•	 Suggest	that	learners	add	feedback	from	the	other	groups	to	their		 	
 individual handouts, so that they have comments relating to each role. 

•	 Distribute	Handout	2	(Support	activities)	for	learners	to	take	home.

LEARNING ACTIVITY:

•	 Learners	list	engagement	and	involvement		 	
 opportunities currently o�ered in their settings.

•	 Learners	list	ideas	for	parental	involvement	and		
 engagement activities that they would like to o�er.

•	 Learners	listen	and	contribute	in	groups,	asking		
 questions and clarifying the activities they  
 have detailed.

•	 Using	Handout	1,	learners	discuss	and	then	write		
 down their identi�ed bene�ts/pitfalls individually  
 on their handouts. 

•	 Learners	feed	back	in	groups	and	add	to	their			
 notes on Handout 1.

•	 Learner	receive	Handout	2	for	future	reference.

 Handout 1 
Bene�ts and pitfalls

 Handout 2 
Support activities

Basic activity 
 

SMALL GROUPS

1Section                
Handout 1  –  Bene�ts and pitfalls 

Volunteers toolkit – Developed by www.shs.org.uk
Activity                     1

Bene�ts and pitfalls 

Supporting 
school trips

Reading partner/
classroom helper

Support groups

Parent governor

PTA

Parent  
representatives

Parent council

Parent forum

Skill sharing/
curriculum

Parent  
action groups

Volunteering role  ✓ Benefits to the school/setting ✗ Potential pitfalls to avoid 

1Section                
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Volunteers toolkit – Developed by www.shs.org.uk
Activity                     1

Support activities

Supporting school trips
Supporting school trips can enable parents to meet other parents and to 
become more involved in the life of the school by ‘stealth’; joining in the 
activities of the day, making new friends and learning more about the school, 
class and teacher can really help bridge the gap between their perception of 
schools and the reality of their child’s experience. It’s a non-threatening way 
to get involved with the school without parents having to commit to regular 
volunteering, so might suit working parents.

They are also less likely than a classroom helper to need to use their own 
academic abilities, which might feel less scary to parents who didn’t have a 
great experience of school themselves. 
 
 
 
 
Reading partner/classroom helper
Classroom helpers volunteer to assist teachers on a regular basis, usually in 
primary schools. They help with tasks like listening to pupils read. Reading 
practice is very labour intensive, and helpers can make a big di�erence to 
teachers and children. 

Classroom helpers usually commit to spending regular slots of time in 
school each week. This time can vary from half an hour to half  
a day at most. 

Many schools prefer not to put parents in their own child’s class because they 
consider it disruptive for the child, and possibly unfair to classmates whose 
parents can’t volunteer.

Classroom helpers make a big di�erence in improving standards. Even if 
you’re not helping in your child’s class, research shows that having a parent 
who volunteers improves a child’s experience of school. This may be because 
you’re more ‘plugged in’ to school and know what goes on during their day. 
It’s a great way to get behind the scenes.

Source: http://www.bbc.co.uk/schools/parents/classroom_helpers/

 
 
 
 
 
 

Explore the range of volunteering opportunities that  
could be o�ered to parents within a school setting 
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Top Tip 
 
Read Handout 2 prior to 
the session, as it sets out 
what each activity is and 
will help you to clarify for 
the learners.
Suggest to the learners 
that they can make 
individual notes on their 
copy of Handout 4 as each 
group feeds back, so that 
they have a comprehensive 
record to take away.



1
Activity

20 MINS

TEACHING ACTIVITY:

•	 Ask	learners	to	remain	in	their	five	groups.

•	 Display	PowerPoint	Slide	2	and	check	with	the	learners	that	they		 	
 understand the activities listed.

•	 Distribute	Handout	3	(Stakeholder	engagement),	one	copy	of	the		 	
 involvement/engagement grid to each group, along with a selection of  
 the �ve di�erent stakeholder cards (child, parent, teaching sta�, school  
 or wider community).

•	 Ask	learners	to	place	the	relevant	stakeholder	on	the	involvement/	 	
 engagement activities that they perceive to o�er a bene�t.

•	 Distribute	Handout	4	(Stakeholder	benefits).

•	 Ask	each	learner	to	write	down	on	the	form	their	group	reasons	for		 	
 matching or not matching their stakeholder cards to each activity  
 i.e. what are the perceived bene�ts/lack of bene�ts of each activity for   
 their allocated stakeholder?

•	 Ask	each	group	to	briefly	feed	back	on	their	decisions	to	the	whole	group.

•	 Emphasise	how	important	it	is	that	engagement	activities	are	carefully		 	
 planned, so as to maximise bene�ts to stakeholders through a variety of   
 activities. Handout 2 (Support activities) refers to this in more detail.

LEARNING ACTIVITY:

•	 Learners	read	PowerPoint	Slide	2,	asking	questions		
 and seeking clari�cation if necessary. 

•	 Learners	sort	the	stakeholder	cards	onto	the		 	
 appropriate section of the grid.

•	 Using	Handout	4,	learners	note	down	their	group		
 reasons for matching or not matching stakeholder  
 cards to each activity.

•	 Learners	feed	back	in	groups	and	add	to	their			
 notes on Handout 4.

•	 Learners	listen	and	ask	questions.	

 Handout 3 
Stakeholder 
engagement

 Handout 4 
Stakeholder 
bene�ts

Advanced activity 

SMALL GROUPS

1Section                
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Volunteers toolkit – Developed by www.shs.org.uk
Activity                     1

Stakeholder engagement

Supporting school trips

Enabling support groups

Parent teacher  
association

Parent council Parent forums

Parent action groups

Reading partner/ 
classroom helper Supporting school trips

Enabling support groups Parent governor

Parent teacher  
association Parent representatives

Parent council Parent forums

Skill-sharing/curriculum Parent action groups

1Section                
Handout 4  –  Stakeholder bene�ts  –  Page 1 of 2

Volunteers toolkit – Developed by www.shs.org.uk
Activity                     1

Stakeholder bene�ts

Supporting 
school trips

Reading partner/
classroom helper

Support groups

Parent governor

PTA

Child: 

Parent:

Teaching sta�:

School:

Wider community:

Child: 

Parent:

Teaching sta�:

School:

Wider community:

Child: 

Parent:

Teaching sta�:

School:

Wider community:

Child: 

Parent:

Teaching sta�:

School:

Wider community:

Child: 

Parent:

Teaching sta�:

School:

Wider community:

Volunteering role  Stakeholder benefits / lack of benefits

Explore the range of volunteering opportunities that  
could be o�ered to parents within a school setting 
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 PowerPoint 
Slide 2

!   Suppor&ng	  school	  trips	  
!   Reading	  partner/classroom	  help	  
!   Support	  groups	  
!   Parent	  governor	  
!   PTA	  
!   Parent	  representa&ves	  
!   Parent	  council	  
!   Parent	  forum	  
!   Skill-‐sharing/curriculum	  
!   Parent	  ac&on	  groups	  

2  

1 1 

Types of volunteering opportunities 
 

Notes



2
Activity

10 MINS

TEACHING ACTIVITY:

•	 Divide	learners	into	pairs.

•	 Display	PowerPoint	Slide	3	and	refer	to	the	involvement	and		 	 	
 engagement activities that are listed on Handout 2 (Stakeholder activities)

•	 Ask	each	pair	to	verbally	prioritise	the	top	five	activities	that	fit	the	quote		
 displayed on PowerPoint Slide 3, justifying their choices to each other.

•	 Facilitate	whole-group	feedback	from	two	of	the	pairs.	Ask	the		 	 	
 remaining pairs if they prioritised di�erently and discuss.

•	 Ask	learners	to	guess	where	the	quote	comes	from.	Explain	that	the	quote		
 comes from the most recent Ofsted Evaluation  Schedule for the Inspection  
 of Maintained Schools and Academies  Framework (January 2012) and   
 belongs within the ‘Quality of Leadership and Management’ section.

•	 Ask	the	learners	what	grade	descriptor	they	think	it	represents:			 	
 Outstanding, Good, Satisfactory or Inadequate?

•	 Explain	that	it	falls	within	the	‘Outstanding’	descriptor.

•	 Distribute	Handout	5	(Grade	descriptors);	to	save	time	draw	learners’		 	
 attention to the bold text. 

•	 Ask	learners,	to	repeat	the	above	activity,	but	in	relation	to	the	bold	text		
 within the ‘Inadequate’ description on Handout 5.

•	 Ask	the	whole	group:	“What	is	different	about	the	activities	that	best 
 relate to both the ‘Outstanding’ and ‘Inadequate’ quotes?”

LEARNING ACTIVITY:

•	 Learners	prioritise	the	top	five	activities	that		 	
 best �t the quote displayed on PowerPoint Slide 3.

•	 Learners	listen	and	contribute	to	the	discussion 
 as appropriate. 

•	 Learners	try	to	guess	where	they	think	the	quote		
 might have come from.

•	 Learners	guess	which	Ofsted	grade	descriptor	the		
 quote on PowerPoint Slide 3 represents.

•	 Learners	read	the	grade	descriptors	from	Handout	5.	

•	 Learners	repeat	the	activity	they	have	just	done,		
 but in relation to the ‘Inadequate’ description.

•	 Learners	feed	back	answers	and	ask	questions	to		
 clarify understanding.

 Handout 2 
Stakeholder 
activities

 Handout 5 
Grade descriptors

PAIRS
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Volunteers toolkit – Developed by www.shs.org.uk
Activity                     1

Support activities

Supporting school trips
Supporting school trips can enable parents to meet other parents and to 
become more involved in the life of the school by ‘stealth’; joining in the 
activities of the day, making new friends and learning more about the school, 
class and teacher can really help bridge the gap between their perception of 
schools and the reality of their child’s experience. It’s a non-threatening way 
to get involved with the school without parents having to commit to regular 
volunteering, so might suit working parents.

They are also less likely than a classroom helper to need to use their own 
academic abilities, which might feel less scary to parents who didn’t have a 
great experience of school themselves. 
 
 
 
 
Reading partner/classroom helper
Classroom helpers volunteer to assist teachers on a regular basis, usually in 
primary schools. They help with tasks like listening to pupils read. Reading 
practice is very labour intensive, and helpers can make a big di�erence to 
teachers and children. 

Classroom helpers usually commit to spending regular slots of time in 
school each week. This time can vary from half an hour to half  
a day at most. 

Many schools prefer not to put parents in their own child’s class because they 
consider it disruptive for the child, and possibly unfair to classmates whose 
parents can’t volunteer.

Classroom helpers make a big di�erence in improving standards. Even if 
you’re not helping in your child’s class, research shows that having a parent 
who volunteers improves a child’s experience of school. This may be because 
you’re more ‘plugged in’ to school and know what goes on during their day. 
It’s a great way to get behind the scenes.

Source: http://www.bbc.co.uk/schools/parents/classroom_helpers/

 
 
 
 
 
 

Grade descriptors:  
quality of leadership in, and 
management of the school

2Section                
Handout 5 	–		Grade	descriptors		–		Page	1	of	2

Volunteers toolkit – Developed by www.shs.org.uk
Activity                     1

The pursuit of excellence in all of the school’s activities is demonstrated 
by an uncompromising and highly successful drive strongly to improve 
achievement, or maintain the highest levels of achievement, for all pupils, 
including disabled pupils and those who have special educational needs, 
over a sustained period of time. 

All leaders and managers, including the governing body, are highly 
ambitious for the school and lead by example. They base their actions on a 
deep and accurate understanding of the school’s performance and of sta� 
and pupils’ skills and attributes. Key leaders focus relentlessly on improving 
teaching and learning, resulting in teaching that is likely to be outstanding 
and at least consistently good. The school’s curriculum: provides highly 
positive, memorable experiences and rich opportunities for high quality 
learning; has a very positive impact on all pupils’ behaviour and safety; and 
contributes very well to pupils’ achievement and to their spiritual, moral, 
social and cultural development. 

The school has highly successful strategies for engaging with parents and 
carers to the very obvious bene�t of pupils, including those who might 
traditionally �nd working with the school di�cult. 

The school’s arrangements for safeguarding pupils meet statutory 
requirements and give no cause for concern. 
 
 
 
Key leaders and managers, including the governing body, consistently 
communicate high expectations and ambition. They model good practice and 
demonstrably work to monitor, improve and support teaching, encouraging 
the enthusiasm of sta� and channelling their e�orts and skills to good e�ect. 

As a result, teaching is improving and is at least satisfactory, with much that 
is good. Planned actions based on accurate self-evaluation to overcome 
weaknesses have been concerted and e�ective. As a result, achievement 
has improved or consolidated previous good performance. The school’s 
curriculum provides well organised, imaginative and e�ective opportunities 
for learning for all groups of pupils including disabled pupils and those 
with special educational needs, promotes positive behaviour and safety and 
provides a broad range of experiences that contribute well to the pupils’ 
achievement and to their spiritual, moral, social and cultural development.

The school usually works well with parents and carers, including those 
who might traditionally �nd working with the school di�cult, to achieve 
positive bene�ts for pupils. 

The school’s arrangements for safeguarding pupils meet statutory 
requirements and give no cause for concern.

Outstanding 
 
 1 

Good 
 
 2 

Examine the role of parents as decision makers within  
your school in relation to the Ofsted framework
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Top Tip 
 
Differences between 
‘Outstanding’ and 
‘Inadequate’ highlight the 
differences between 
parents being involved 
in the life of the school/
their children’s learning 
and actually being engaged 
through consultation or 
collaboration.

 PowerPoint 
Slide 3

3  

2 1 

Quote 

The school has highly successful strategies 
for engaging with parents and carers to the 
very obvious benefit of pupils, including 
those who might traditionally find working 
with the school difficult. 
 

Introduction 



2
Activity

20 MINS

TEACHING ACTIVITY:

•	 Divide	learners	into	four	groups.	

•	 Distribute	Handout	6	(Fishbone	analysis).

•	 Thinking	about	the	volunteering	opportunities	that	they		 	 	
 characterised as ‘parental engagement’ in the introduction activity, ask 
 learners to write four of these opportunities, one per box, on the right  
 hand side of the �shbone.

•	 In	the	boxes	on	the	left	hand	side,	ask	learners	to	note	the	problems		 	
 encountered with o�ering/uptake of the opportunity if currently being   
 o�ered in their setting.

•	 For	each	barrier	raised,	ask	the	group	to	thought-shower	what	the	 
 solutions might be. Direct the groups to work down through each stage  
 of the �shbone.

•	 Ask	one	member	of	each	group	to	feed	back	main	issues	and	solutions		 	
 raised to the whole group.

LEARNING ACTIVITY:

•	 Learners	copy	the	diagram	from	PowerPoint	Slide	4.	

•	 Learners	think	about	the	engagement	activities		
 they have already identi�ed and write  these   
 opportunities, one per box, on the right hand   
 side of their �ip chart �shbone.

•	 Learners	identify	barriers	and	problems,	and	write			
 them down in the left-hand boxes on the �shbone.

•	 Learners	thought-shower	and	note	down	solutions		
 to each barrier raised.

•	 Learners	feed	back	issues	and	solutions.

SMALL GROUPS

Examine the role of parents as decision makers within  
your school in relation to the Ofsted framework 
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Top Tip 
 
Within these activities, 
the most recent Ofsted 
Evaluation Schedule for the 
Inspection of Maintained 
Schools and Academies 
Framework is referred to.
This document and 
accompanying guidance 
are regularly revised and 
updated. Please ensure 
that, prior to delivering 
these exercises, you check 
the website below to ensure 
that you are working from 
the most up-to-date 
legislation and advice. 
 
www.ofsted.gov.uk

Basic activity 

 Handout 6 
Fishbone analysis

2Section                
Handout 6  –  Fishbone analysis 

Volunteers toolkit – Developed by www.shs.org.uk
Activity                     1

Fishbone analysis

OpportunitiesProblems / barriers

http://www.ofsted.gov.uk


2
Activity

20 MINS

TEACHING ACTIVITY:

•	 Divide	learners	into	four	groups.	

•	 Ask	learners	to	think	of	the	volunteering	opportunities	that	have	been		 	
 characterised as ‘parental engagement’ in the introduction activity.

•		 Ask	learners	to	refer	back	to	Handout	5	(Grade	descriptors),	which	details		
 one aspect (quality of leadership in, and management of the school) of the  
 Ofsted evaluation framework. It may be useful for learners to make a note  
 of these.

•	 Distribute	Handout	7	(Questions)	and	ask	learners	to	answer	each	question.		
 Each group records their answers on the handout.

•	 Ask	each	group	in	turn	to	feed	back	their	responses	to	the	whole	group.	

•	 Ask	learners	if	there	was	anything	that	surprised	them	about	the	 
 self-rating they undertook in this exercise? Facilitate a brief discussion  
 from their responses.

LEARNING ACTIVITY:

•	 Learners	think	and	discuss.

•	 Learners	refer	back	to	Handout	5.

•	 Learners	answers	the	questions	in	their	groups	and		
 feed  back their responses.

•	 Learners	offer	their	thoughts,	listening	and	taking		
 part in the discussion.

 Handout 5 
Grade descriptors

 Handout 7 
Questions

SMALL GROUPS

Grade descriptors:  
quality of leadership in, and 
management of the school
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The pursuit of excellence in all of the school’s activities is demonstrated 
by an uncompromising and highly successful drive strongly to improve 
achievement, or maintain the highest levels of achievement, for all pupils, 
including disabled pupils and those who have special educational needs, 
over a sustained period of time. 

All leaders and managers, including the governing body, are highly 
ambitious for the school and lead by example. They base their actions on a 
deep and accurate understanding of the school’s performance and of sta� 
and pupils’ skills and attributes. Key leaders focus relentlessly on improving 
teaching and learning, resulting in teaching that is likely to be outstanding 
and at least consistently good. The school’s curriculum: provides highly 
positive, memorable experiences and rich opportunities for high quality 
learning; has a very positive impact on all pupils’ behaviour and safety; and 
contributes very well to pupils’ achievement and to their spiritual, moral, 
social and cultural development. 

The school has highly successful strategies for engaging with parents and 
carers to the very obvious bene�t of pupils, including those who might 
traditionally �nd working with the school di�cult. 

The school’s arrangements for safeguarding pupils meet statutory 
requirements and give no cause for concern. 
 
 
 
Key leaders and managers, including the governing body, consistently 
communicate high expectations and ambition. They model good practice and 
demonstrably work to monitor, improve and support teaching, encouraging 
the enthusiasm of sta� and channelling their e�orts and skills to good e�ect. 

As a result, teaching is improving and is at least satisfactory, with much that 
is good. Planned actions based on accurate self-evaluation to overcome 
weaknesses have been concerted and e�ective. As a result, achievement 
has improved or consolidated previous good performance. The school’s 
curriculum provides well organised, imaginative and e�ective opportunities 
for learning for all groups of pupils including disabled pupils and those 
with special educational needs, promotes positive behaviour and safety and 
provides a broad range of experiences that contribute well to the pupils’ 
achievement and to their spiritual, moral, social and cultural development.

The school usually works well with parents and carers, including those 
who might traditionally �nd working with the school di�cult, to achieve 
positive bene�ts for pupils. 

The school’s arrangements for safeguarding pupils meet statutory 
requirements and give no cause for concern.

Outstanding 
 
 1 

Good 
 
 2 
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Questions

1� What activities for parental engagement,  
 via volunteering opportunities, do you   
 currently o�er that ful�l the criteria  
 against which the ‘quality of leadership  
 in and management of the school’ is   
 measured by Ofsted?

2 In terms of the grade descriptors  
 outlined on Handout 5, how would you   
 currently rate your school in relation to  
 the engagement activities you o�er?

3� Why have you rated your school  
 in the way you have? 4 What would you need to do to improve  

 your rating? If you have rated your school   
 ‘outstanding’, are there still measures  
 you could take or would like to take to   
 become even more outstanding?

Answer...

Answer...

Answer...

Answer...

Examine the role of parents as decision makers within  
your school in relation to the Ofsted framework 
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Top Tip 
 
These activities can be 
linked to:
SHS toolkit 1 
Parental engagement  
Section 5  
Parents as partners 
 

Advanced activity 



3
Activity

10 MINS

TEACHING ACTIVITY:

•	 Ask	learners	if	they	have	heard	of/been	involved	with		 	
 the Families and Schools Together (FAST) programme.

•	 If	there	are	members	of	the	group	who	have	heard	of		 	
 the programme, prompt them to share what they know  
 or have experienced.

•	 Display	Video	Clip	1	(FAST).

•	 Ask	for	comments	from	the	learners.	

•	 Distribute	Handout	8	(FAST	facts)	and	outline	the	basic			
 approach of the FAST programme.

•	 Ask	the	learners	if	they	are	familiar	with	similar		 	
 programmes, especially programmes that support the   
 recruitment and involvement of parent volunteers. 

LEARNING ACTIVITY:

•	 Learners	listen	and	contribute	to	information		 	
 sharing where possible.

•	 Learners	watch	video	clip.

•	 Learners	ask	questions	that	have	arisen	as	a	result		
 of watching the video clip.

•	 Learners	read	Handout	8.

•	 Learners	listen,	contribute	their	ideas	and		 	
 experiences about similar programmes and  
 ask questions.

WHOLE GROUP

Develop an awareness of existing volunteering  
programmes, such as the FAST programme 
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Top Tip 
 
If no ideas are forthcoming, mention the PEEP 
Programme (Peers Early Education Programme, 
outlined in the ‘Further reading’ section of this 
chapter), which, in some of its Sure Start Centre 
projects, has recruited parent volunteers as 
‘parenting buddies’.
Also explain that there is a range of evidence-
based parenting programmes which, whilst they 
don’t recruit parents as volunteers to deliver 
the programme, the running of such courses 
within schools often enables school to reach 
traditionally ‘harder to reach parents’. Family 
Learning opportunities, traditionally funded by local 
authorities, can also work in the same way.

Introduction 

 Handout 2 
Quiz

Video clip 1 - FAST (3mins) 
 
This video clip is located on youtube;  
therefore you will require internet  
access to display the video.

View video       

www.youtube.com/watch?v=NRxX5x1yftk

 Handout 8 
FAST facts 
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FAST facts

•	 FAST	is	a	universal	programme	and	all	parents	of	a	year		 	
 group are invited.

•	 The	programme	can	be	run	in	primary	or	secondary		 	
 schools (in the case of secondary FAST, this is likely to be   
 for Year 7, which is an important transition year). 

•	 Parents	practise	positive	family	communications	with		 	
 active support and table-based coaching from trained   
 team members, who interrupt and block family con�ict.

•	 Parents	have	weekly	opportunities	to	try	out	positive		 	
 parenting strategies with their children in the safe public   
 setting of the school. 

 All parents are invited to the school for the eight-nine   
 weekly sessions, which support them to form friendships   
 with other parents of the year group. Monthly meetings  
 led by the FAST parent graduates maintain the    
 friendships, as the children and young people progress   
 through school. 

•	 Groups	are	held	as	an	extended-school	programme	to		 	
	 increase	involvement	of	ALL	parents	of	the	transition	year		
 for young people entering secondary school, and in   
 primary schools it can be any year group. In the secondary  
 model young people are asked to invite their parents. 

•	 Parents	from	the	school	are	recruited	and	trained	to		 	
 support the delivery/facilitation of the programme in   
 conjunction with other school, community and    
 professional partners, depending on whether the    
 programme being delivered is for families of children or   
 young people at primary or secondary level. 

 

Source: adapted from http://www.familiesandschools.org/international-peips.php

http://www.youtube.com/watch?v=NRxX5x1yftk
http://www.youtube.com/watch?v=NRxX5x1yftk


3
Activity

15 MINS

TEACHING ACTIVITY:

•	 Divide	learners	into	four	groups.

•	 Distribute	Handout	9	(Statements),	one	diamond	grid	(enlarged	to	A3)	and		
 the cut up statement cards (a mixture of FAST primary and secondary goals).

•	 Ask	learners	to	select	nine	statements	that	represent	the	biggest	 
 priorities in their setting?

•	 Ask	learners	to	rank	these	nine	cards	from	most	(1)	to	least	important	(9)	 
 by placing them on the corresponding numbers of the diamond grid. 

•	 At	the	end	of	the	activity,	ask	each	group	to	feed	back	their	identified		 	
 priorities to the whole group.

•	 Generate	a	discussion	focussed	on	how	running	a	programme	like	FAST			
 could help to support the school to address some of the issues the   
 programme aims to support/resolve.

LEARNING ACTIVITY:

•	 Learners	work	together	to	prioritise	statement		
 cards from Handout 9.

•	 Learners	place	their	chosen	nine	cards	in	priority		
 order on the diamond base.

•	 Learners	feed	back	their	identified	priorities.

•	 Learners	contribute	and	listen	to	a	discussion			
 about what running the FAST programme in their  
 setting could help them to achieve.

 Handout 9 
Statements

SMALL GROUPS
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Build informal 
support networks  
for parents with  
other parents at  

the school.

Strengthen  
family cohesion.

Strengthen  
the parent.

Increase parental 
involvement.

Substance abuse 
prevention and 
intervention.

Reduce stress in  
daily routines.

Reduce chronic  
family con�ict.

Help the young  
person succeed  
in school and 
community.

✁
Statement cards

Develop an awareness of existing volunteering  
programmes, such as the FAST programme 
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Basic activity

Notes



3
Activity

15 MINS

TEACHING ACTIVITY:

•	 Divide	learners	into	four	groups.

•	 Distribute	Handout	10	(FAST	programme).

•	 Ask	each	group	to	consider	each	aspect	listed	in	the	left	column	and	 
 to think about how likely it is that their setting would be able to   
 accommodate/organise each aspect.

•	 Ask	learners	to	complete	the	middle	column	appropriately.	Where	barriers		
 to aspects have been raised, ask learners to complete the right hand column 
  with ideas that might help overcome these barriers.

•	 Each	learner	should	complete	Handout	10	so	that	they	have	their	own	notes		
 to take away from the session.

•	 Bring	the	group	back	together	and	ask	each	group	to	feed	back.

LEARNING ACTIVITY:

•	 Learners	receive	and	familiarise	themselves	 
 with Handout 10.

•	 Learners	listen	to	the	teacher’s	instruction,		 	
 discussing and completing the task in their small  
 groups and completing their own handouts. 

•	 Learners	feed	back.

 Handout 10 
FAST programme 

SMALL GROUPS
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FAST programme

Programme runs over 
eight (primary) or nine 
(secondary) weeks.

Conveyed through 
experiential learning.

Sessions take place  
after school and last  
two and a half hours.

Programme supported 
via monthly meetings 
for 22 months after the 
initial eight-nine week 
programme.

Identi�cation and 
recruitment of parent 
volunteers to support  
the programme.

Aspect of FAST programme Likelihood that setting is able to 
accommodate / organise?

Barriers to overcome

Develop an awareness of existing volunteering  
programmes, such as the FAST programme 
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Advanced activity 

Notes



TEACHING ACTIVITY:

•		 Summarise	learning	from	today.

•		 Identify	good	practice	for	engaging	parents	and	areas	for	development.

•		 Distribute	Handout	11	(Further	reading).

•		 Distribute	Plenary	(Action	planning	template).

LEARNING ACTIVITY:

•		 Identify	the	next	steps	post-training,	alongside	any	individual	learning	needs.

•	 Learners	use	the	Plenary	to	stimulate	discussion.

•	 Learners	receive	a	list	of	sources	for	further	reading	on	the	subjects	covered.

SMALL GROUPS15-20 MINS

 Plenary 
Action planning template

 Handout 11 
Further reading

Plenary activity 
 

 
Plenary4

Activity

References: Section 1 
 
 
References are taken from the further reading articles listed 
in Handout 12 (Further reading).

Plenary  –  Action planning template  –  Page 1 of 4
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Action planning template

4Section                Activity                     1

As part of the plenary activity for each 
section of this training resource, you will  
be able to identify the key issues facing  
your school with regards to volunteers  
and identify ways of addressing these 
issues as a team.

This activity will support the development  
of your SEF/SIP activity.

Key messages
Use this sheet to capture the key  
messages that have occurred during  
today’s training session.

Prioritising recommendations
Use this sheet to prioritise the 
recommendations your group has selected  
to address the issues in Section 1.

List	the	recommendations	and	then	decide	
if the school has the power to change these 
issues. If the answer is ‘yes’, next determine  
if the recommendation needs to be addressed 
immediately or if it can wait. Please specify 
the time period you would expect it to be 
addressed within e.g. by the end of summer 
term 2013 if you have identi�ed it as not  
being an urgent issue.

For those items that should be addressed 
immediately, rank the recommendations in  
the order that they should be addressed.

 
 
 
 
 
 
 
 
 
Also identify the lead person who will be 
responsible for ensuring this activity is carried 
out. If a working group is required to support 
this lead person, please identify any volunteers 
who would be willing to support that activity.

Action plan 
Use this sheet to plan the prioritised 
recommendations. First describe the  
‘current state’ – what the situation is now. 
Next describe the ‘desired state’ you would 
like to see.

Then, on the right side of the arrow, list the 
steps the school sta� needs to take to reach 
the desired state. Where possible, please 
include resources, time and costs associated 
with each activity. Finally, on the left hand 
side of the arrow, list the steps the senior 
management team/governors need to take 
to help you reach your desired state. Again 
where possible, please include resources,  
time and estimated costs for completing  
this activity.

This action planning tool has been designed to enable you to capture the 
good practice that is currently happening within your school environment, 
but also to identify the areas that require further development.
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Further reading
Volunteering opportunities 

 1

 
 
Family Lives

‘Family	Lives	has	been	working	with	volunteers	in	family	support	work	for	over	30	years	and	we	
have used that experience to create this new resource. We have also undertaken desk research 
into the work of volunteers in children’s centres, run a short survey for volunteers working 
in several di�erent organisations, run a parenting survey, run a practitioner focus group and 
collected examples and case studies of projects that support families.

‘This guide is designed to recognise and celebrate the work of volunteers in family support, 
as well as help organisations and professionals work with volunteers in a well managed and 
supportive way. Volunteers are not cost free and are not an alternative to paid sta�. However, 
they are a way to augment existing sta� time, improve reach and unlock the power of parents 
to support each other.’

www.familylives.org.uk/instructions-not-included/why-family-support-work 
 
 
How Parent Volunteering Can Aid Your Kids’ Academic Achievement (American)

http://blogs.wsj.com/juggle/2009/10/07/how-parent-volunteering-can-aid-your-kids-
academic-achievement/ 
 
 
Education Scotland

Advice and resources to help schools create successful partnerships for learning with parents.

www.educationscotland.gov.uk/learningteachingandassessment/partnerships/
engagingparents/index.asp 
 
 
Family and Parenting

A policy discussion paper (2005) looking at parents’ involvement in their children’s learning 
and schools and how their responsibilities should relate to the role of the state.

www.educationscotland.gov.uk/learningteachingandassessment/partnerships/
engagingparents/index.asp 
 
 
PEEP

The o�cial Peers Early Education Partnership (PEEP) site, detailing the well-known  
evidence-based programme.

www.peep.org.uk/section.asp?id=8 
 
 
FAST

Families and Schools Together.

www.familiesandschools.org 
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Aim 
 
To	understand	the	importance	of	policies	
and	procedures	when	working	with	
volunteers	in	school.

Developed by SHS - www.shs.org.uk 

Volunteering policies  
and procedures 2

Section

 Objectives 
 
1	 Understand the importance of having policies and  
 procedures in place when working with volunteers.

2 Identify the key requirements for developing   
 policies and procedures.

3 Identify requirements for safeguarding, safe   
 working, and diversity and equality.

4 Develop next steps.

Page   25



Introduction 

However, to ensure a successful and rewarding volunteer 
experience, schools and other settings must have in 
place robust policies and procedures for informing and 
supporting volunteers.

It’s important that volunteers, whether in school for one 
day or a number of days, are managed, supported and 
equipped with the right information, as is the case for 
members of the school sta�. In order to protect children 
and young people, appropriate policies and procedures 
must be in place, including CRB checks.

The research for this section involved looking at a 
number of school policies for volunteers, as well as role 
descriptions and other guidance documentation.   
 

The session plan
The �rst part of the session plan provides an opportunity 
to explore why it’s important to have the correct 
information in place. This includes creating policies and 
handbooks. Learners also explore the wider bene�ts and 
value of volunteers in school and other organisations.

In the advanced activity learners explore these bene�ts 
more deeply, linking them to speci�c priorities in school, 
including teaching and learning, and behaviour.

 
 
 
 
 
 

 

The next part of the session plan focuses on helping 
learners review and audit what needs to be in place. 

The advanced activity is designed for settings that 
already have policies and a volunteer handbook in  
place. The focus here is on reviewing the content and 
making updates or improvements.  

The third part of the session plan relates to the new 
requirements for disclosure and barring. This is 
very important and the teacher should refer to the 
recommended websites for the latest information.

Also included are activities that support equality  
and diversity.
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Websites
The	following	websites	provide	useful	information	and		
guidance	regarding	the	Disclosure	and	Barring	Service: 
 
www.homeo�ce.gov.uk/crime/vetting-barring-scheme/ 
 
www.safenetwork.org.uk/news_and_events/news_articles/Pages/disclosure-and-barring-service.aspx

	
 

It’s widely recognised that volunteers 
o�er additional skills and capacity that 
complement the work of teachers and 
support sta�. Children also bene�t from 
having a range of adults working in school, 
particularly those from the local community. 

http://www.homeoffice.gov.uk/crime/vetting-barring-scheme/
http://www.safenetwork.org.uk/news_and_events/news_articles/Pages/disclosure-and-barring-service.aspx


Introduction  
 

Ice breaker activity 
 

TEACHING ACTIVITY:

•		 Carry	out	standard	housekeeping.

•	 Agree	group	ground	rules	and	refer	to	learning			
 agreement as necessary. Record on �ip chart.

•	 Welcome	learners	and	facilitate	introductions	–			
 name, job role and one expectation from today.   
 Record on �ip chart. 

•	 Introduce	the	aims	and	objectives	of	session	and		
 outline of day.  
 
LEARNING ACTIVITY:

•		 Learners	contribute	to	agreeing	group	ground	rules.

•	 Learners	introduce	themselves	and	share		 	
 expectations.

•	 Learners	listen	and	ask	questions.

 
 

TEACHING ACTIVITY:

•	 Divide	learners	into	pairs.

•		 Ask	learners	to	discuss	their	own	experiences	of		
 volunteering. What information helped them to  
 make the most of a particular opportunity?

•	 Ask	for	whole-group	feedback.	Capture	key	points		
 and refer, where relevant, to the learning objectives  
 of this session. 
 
LEARNING ACTIVITY:

•	 Learners	share	experiences	and	identify	what		 	
 helped e.g. having clear guidance and  
 expectations for the role, a volunteer handbook,  
 induction, support etc.

•	 Learners	take	part	in	whole-group	discussion.

 
Welcome and ice breaker activity			

WHOLE GROUP PAIRS10 MINS 10 MINS

i
Introduction

General resources required for this section: 
 

 Flip chart and paper

 Pens

 Post-it notes

 Blu-Tack or masking tape

 Handouts, PowerPoint slides and other specific  
 resources as indicated under each activity.
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Understand the importance of having policies and  
procedures in place when working with volunteers
 

1
Activity
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Introduction  
 

Basic activity 
 

Advanced activity 
 

TEACHING ACTIVITY:

•		 Display	PowerPoint	Slide	1.

•		 Present	an	overview	of	the	contents	of	this	section.		
 The slide highlights the importance of having   
 policies and procedures in place and sets the scene  
 for the activities. 
 
LEARNING ACTIVITY:

•	 Learners	listen	and	ask	questions.

 
 

TEACHING ACTIVITY:

•	 Divide	learners	into	two	groups.

•	 Ask	each	group	to	prepare	a	spidergram	or	list	of		
 reasons why it is important to have:

1.  A volunteer policy in place.

2.  A volunteer handbook/guidance document.

•	 Ask	for	whole-group	feedback.

•	 Summarise	key	points	and	the	link	with	the	 
 next activity. 
 
LEARNING ACTIVITY:

•	 Learners	identify	the	importance	of	1.	and	2.	 
 One person in each group writes on �ip chart.  

•	 Learners	present	their	reasons.

TEACHING ACTIVITY:

•	 Divide	learners	into	small	groups

•	 Ask	learners	to	discuss	the	questions	below:

Q. In what ways do volunteers support and   
 complement children’s learning?

Q. How can we support parents in supporting   
 children’s learning through o�ering a range of   
 volunteering opportunities?

Q. What are the bene�ts for parents in volunteering  
 (e.g. supporting learning, supporting behaviour,  
 increased attendance etc.)?

•	 Ask	whole	group	to	share	key	points. 
 
LEARNING ACTIVITY:

•	 Learners	capture	key	points	for	each	or	one	of	the		
 questions. Responses should be more than one or  
 two words i.e. short sentences convey the content  
 much better. Learners can create a list or a 
   spidergram/�ow chart.

•	 Each	group	feeds	back	key	points	from	 
 their discussions.

WHOLE GROUP SMALL GROUPS SMALL GROUPS5 MINS 15 MINS 15 MINS

Teacher notes
If the learners’ educational setting already has 
a policy in place then skip to Activity 2.

 PowerPoint 
Slide 1

1  

1 

!   Polices and procedures explain the processes and 
boundaries for working within particular organisations. 

!   When working with children, it is vital that all staff and 
volunteers are aware of and understand the procedures 
for keeping children safe and what to do if concerns arise. 

!   Health and safety is paramount; schools have a duty to 
keep staff, volunteers and children safe from harm. 

!   Equality and diversity should be a key consideration for 
the development and inclusion of volunteers. 

2 

Working with volunteers 
Policies and procedures 



Introduction 
 

Basic activity 
 

TEACHING ACTIVITY:

•		 Display	PowerPoint	Slide	2.

•		 Highlight	the	points	on	the	slide	to	present		
 some examples of areas of good practice  
 when working with volunteers that   
 speci�cally relate to polices and procedures. 
 
LEARNING ACTIVITY:

•	 Learners	listen	and	ask	questions.

 

Identify the key requirements for  
developing policies and procedures

WHOLE GROUP PAIRS10 MINS 15 MINS

 PowerPoint 
Slide 2

2
Activity
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Continue to Advanced activity ->

2  

2 

It is essential that volunteers are made aware of the following:  

!   Expectations with regard to confidentiality.  

!   Access to information relating to pupils and/or staff.  

!   Expected standards of behaviour.   

!   The school’s equal opportunities policy – especially  
   focusing on issues relating to discrimination  
   and the use of appropriate language. 

!   The school’s complaints procedure.  

!   The school’s conduct procedure. 

2 

What do volunteers need to know? 

Can you add any others? 

 Handout 2 
Olveston  
policy

 Handout 1 
Volunteering  
placement  
checklist

 Handout 3 
St Thomas 
policy

2Section                
Handout 2  –  Olveston policy  –  Page 1 of 6

Volunteers toolkit – Developed by www.shs.org.uk
Activity                     2

1 
 

 

 
 

Olveston CEVC Primary School 
Policy for Volunteers in our School 

 
Guidelines for Volunteers In School 
 
The School has established a policy in support of Parents (and other adults) wishing to 
work as volunteers in School.  
 
There are two main ways of helping: - 
 
a) Occasional support e.g. at sports events or school trips. These are individual events 
and generally parents/volunteers only commit themselves to one or two occasions. 
 
b) Regular support. This is when parents or helpers offer regular weekly support to the 
school for a period of time. Usually the commitment will be for a term and will consist of 
one or two timetabled weekly sessions. 
 
We encourage and recognise parents as educators, we always welcome parents into 
school. We sometimes offer work experience for young adults in training as well as 
young people wishing to have a work experience of school life. 
 
Please see the information below (Appendix 1) and our Parent Helper/Volunteer leaflet 
(Appendix 2) for some information given to volunteers on their first visit. 
 
 
Signed: _____________________________ 
Date: May 2011 
 
 
 
Appendix 1 
 
WELCOME TO OUR SCHOOL 
 
Thank you for your interest in volunteering in school. 
 
Volunteering can take many forms and we appreciate the help that our volunteers give 
us to support the work of the school. 
 
We value our volunteers and we hope that you will enjoy working with us.  
 
We have produced this guide to help you feel comfortable working in school and we 
hope that you will also feel able to ask any questions as they arise. 
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Checklist  
Volunteering placement

Do you have insurance which covers the activities a volunteer will be involved in:  
 
Public liability   YES   NO   N/A Expiry date:  
Does this cover volunteers?   YES   NO   N/A 

Employer’s indemnity   YES   NO   N/A Expiry date:  
Does this cover volunteers?   YES   NO   N/A 

Professional indemnity   YES   NO   N/A Expiry date:  
Does this cover volunteers?   YES   NO   N/A 

Do you have...      Details 
 
A health and safety policy?   YES   NO  

Is there an accident and emergency procedure in place?   YES   NO

Are there �rst aid procedures in place?   YES   NO 

Emergency procedures for disabled persons?   YES   NO 

Risk assessments covering volunteer activities?   YES   NO  

Volunteer role ...................................... 
 
............................................................ 
 
Tel ....................................................... 
 
E-mail ..................................................

Name ............................................................................ 
 
Address ......................................................................... 
 
...................................................................................... 
 
.................................................. Postcode ..................... 
 
Additional information: type of volunteer work interested in doing, support needs, dietary needs, days/times available etc. 
 
......................................................................................................................................................... 
 
......................................................................................................................................................... 

Insurance

Health and safety
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1. Introduction

1.1. The value of well-deployed volunteers in Schools is now widely recognised.   At 
St Thomas Primary School volunteers are a welcome resource for helping to 
raise children’s achievement, complementing the work of teachers and support 
staff.   The Headteacher and Governing Body have no doubt that the School 
will benefit greatly from developing well-planned, active parental and 
community links through participation by adults in the activities of the school on 
a voluntary basis.   It should be emphasised that the role of volunteers in 
schools provides for the enrichment of the pupil’s learning experiences, but 
must not encroach on or restrict professional teaching duties.

1.2. The deployment of any volunteer, whether for one day or for a number of 
sessions over a longer period, must be managed with care;  in particular taking 
account of the needs of the pupils and the staff to whom they are assigned.

1.3. Headteachers and Governors are mindful of deploying volunteers appropriately.  
Volunteers should not be asked to replace paid staff or be given responsibility 
within the School that would normally be associated with paid employees.

2. School Policy

2.1. The Governing Body intends that this policy give a clear statement on the 
engagement and deployment of volunteers and that this document be included 
in the staff handbook for the information of everyone.

2.2. This policy document has been written and agreed in consultation with school 
staff association representatives and all employees were given the opportunity 
to comment before the policy was adopted, in line with the school’s Staff 
Consulation Policy.

2.3. The policy will be reviewed regularly by the Governing Body and be revised in 
response to changing legislation, guidance or practice as necessary.

3. Deployment

3.1. Volunteers should not be asked to carry out duties which:

a) fall normally within a teacher’s responsibility under loco parentis;

b) fall normally within the job description of a teacher or member of support 
staff, ie they must not be asked to cover the absence of staff from school;

c) would normally be performed by a contractor engaged by the LA or by the 
school;

d) require them to have unsupervised access to children;

e) it should be noted that the ClassTeacher remains responsible for the 
organisation of the class and methods of work;

f) expose them to dangerous or hazardous substances or situations.
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Revised

Author/Owner Personnel Committee

TEACHING ACTIVITY:

•	 Introduce	Handout	1	(Volunteering	placement	checklist).	 
 This  is a useful way of auditing what the school already has  
 in place and what it will need to develop. 

•	 Divide	learners	into	pairs	and	ask	them	to	look	at	different		
 sections of the checklist e.g. health and safety, induction  
 and training, supervision.

•	 Ask	for	whole-group	feedback.	

•	 Discuss	some	questions	e.g.	How	useful	is	this	for	our			
 school? What do we already have in place? Where can  
 we �nd this information? What do we need to do?

•	 Distribute	the	model	policies	provided	in	Handout	2	 
 (Olveston policy) and Handout 3 (St Thomas policy).  
 The policies are di�erent and each contains relevant   
 information. Allow time for learners to scan both versions.

•	 Divide	learners	into	pairs	or	trios.	Ask	them	to	look	at	the		
 two policies and, with highlighter pens, identify what they  
 think is particularly useful. Learners can also look at the  
 style, format and presentation.

•	 Ask	learners	to	look	at	the	headings	in	the	different	 
 sections and highlight any that are relevant in terms of 
 what would be useful to add, speci�c to their needs.

•	 Ask	learners	to	share	key	points.

LEARNING ACTIVITY:

•	 Learners	work	in	pairs.	One	person	fills	 
 in the relevant section of the form, the  
 other makes notes regarding their   
 observations/key discussion points. 

•	 Learners	feed	back	key	points	and	engage		
 in the discussion.

•	 Learners	look	at	the	two	examples	and		
 highlight the information that is useful.

•	 Learners	assess	the	style,	format	 
 and content.

•	 Learners	consider	what	information	would		
 be relevant and useful for their setting.



SMALL GROUPS20 MINS

TEACHING ACTIVITY:

•	 Ask	learners	to	examine	the	policy	and/or	a	handbook	for	volunteers		 	
 that is already in place at their educational setting.

•	 Divide	learners	into	small	groups	and	identify	areas	for	improvement		 	
 and/or amendment with a speci�c focus on checking:

a) Is there su	cient information?

b) Is it the right information?

c) Is the policy or handbook communicated in a language and style   
 appropriate for volunteers (parents, students, community members)?

d) Does the handbook link with the policy or vice versa?

e) How is the policy and/or handbook reviewed?   
 What would help e.g. involving volunteers?

LEARNING ACTIVITY:

•	 Learners	look	at	current	policies	and	guidelines		
 for volunteers.

•	 In	their	experience	of	working	with	volunteers,		
 what information could be improved? 

•	 Learners	could	consider	how	to	consult	with		 	
 volunteers to include them in a review process.

Advanced activity 
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Teacher notes  
 
This activity is for learners 
whose educational settings  
already have policies and 
procedures in place. 
 
Plan ahead - make sure 
you request that learners 
bring this information to the 
training session.

2
Activity Identify the key requirements for  

developing policies and procedures



Activity 1  
 

Activity 2 
 

TEACHING ACTIVITY:

•		 Display	PowerPoint	Slide	3	and	Introduce	the	 
 change in law set out by the Disclosure and  
 Barring service.

•	 Ask	learners	to	complete	Handout	4	(Quiz).	

•	 Go	through	Handout	5	(Answers).

•	 Ask	for	whole-group	feedback.	

•	 Capture	key	points	on	flip	chart	

 
LEARNING ACTIVITY:

•		 Learners	work	in	pairs	to	complete	the	quiz	.	 	
 
 

TEACHING ACTIVITY:

•	 Divide	learners	into	small	groups.

•	 Using	flip	chart	paper,	assign	each	group	one	or	more	of	the		
 following headings:

 •  Disability. •  Age.    •  Sexual orientation.

      •  Gender. •  Race. •  Religious belief.

•	 Ask	learners	to	consider	the	following	questions:	

Q. What provision do we make for ensuring equality  
 and inclusion? 

Q. What do we need to put in place?

•	 Ask	for	whole-group	feedback	and	share	key	points.

•	 Refer	to	the	Post-its	and	identify	action	to	take	e.g.	share	copy	 
 of a particular policy, research for further information, review  
 volunteering information and publicity and so on.

 
LEARNING ACTIVITY:

•	 Learners	take	each	heading	in	turn	to	consider	the	questions.

•	 Learners	capture	any	questions	on	Post-it	notes	to	share	later.

•	 Whole	group	engages	in	discussion.

 

Identify requirements for safeguarding,  
safe working, and diversity and equality		

WHOLE GROUP PAIRS10 MINS 10 MINS
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Teacher notes  
 
There is no ‘basic’ or ‘advanced’ activity, 
as this is a particularly important and 
essential aspect that is relevant to  
whole-school policies, procedures and 
practice. However, there are two options, 
one focusing on safeguarding and the other 
on equality and diversity. 
 
Please note - this information was 
prepared in September 2012. Further 
guidance regarding ‘supervised’ and 
‘unsupervised’ plus other relevant 
information is available on these  
two websites: 
 
www.homeo�ce.gov.uk/crime/vetting-barring-

scheme/

www.safenetwork.org.uk/news_and_events/
news_articles/Pages/disclosure-and-barring-
service.aspx

3
Activity

 Handout 4 
Quiz

 Handout 5 
Answers

3Section                
Handout 4  –  Quiz
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Activity                    

Quiz 
Disclosure and Barring Service (DBS)

 2

1   Changes to criminal records and barring systems    
 are included in the Protection of Freedoms Act 2012. 
 
   True    False 

 
 
2   The changes in the Act are e�ective as of October 2012. 

 
   True    False

 
 
3   The minimum age for a person to apply for a CRB is 14. 

 
   True    False

 
 
4   The Disclosure and Barring Service (DBS) will carry out  

 the functions of the Criminal Records Bureau (CRB) and  
 Independent Safeguarding Authority (ISA). 
 
   True    False

 
 
5   Whenever a person applies to work for a new    

 organisation (either paid or voluntary), a new CRB  
 check will still be required. 
 
   True    False 
 

3Section                
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Quiz 
Answers 

 2

1   Changes to criminal records and barring systems      
 are included in the Protection of Freedoms Act 2012. 
 
 ✓  True    False 

 
 
2   The changes in the Act are e�ective as of October 2012. 

 
   True  ✓  False – 10 September 2012.

 
 
3   The minimum age for a person to apply for a CRB is 14 

 
   True  ✓  False – the minimum age is now 16.

 
 
4   The Disclosure and Barring Service (DBS) will carry out    

 the functions of the Criminal Records Bureau (CRB) and    
 Independent Safeguarding Authority (ISA). 
 
 ✓  True    False  
 There will be no change in the services, but they will be      
 provided by one organisation rather than two.

 
 
5   Whenever a person applies to work for a new organisation  

 (either paid or voluntary), a new CRB check will still be required. 
 
   True  ✓  False  
There will be a new update service, with a proposed implementation date of early 
2013. The update service will allow individuals (if they choose to subscribe to it and 
pay a small fee) to apply for a criminal record check once and then, if they need a 
similar sort of check again, to reuse their existing certi�cate. The organisation they 
will be working for can check online to see if the person’s CRB check is up-to-date. 
This will avoid many unnecessary repeat applications. 

 PowerPoint 
Slide 3

3  

3 

School volunteers – under the DBS, the law regarding the  
vetting of school volunteers has changed. Volunteers working  
in schools will now be classed in two types: 
 
!   Those who work unsupervised. 

!   Those who work under supervision. 

Whether a volunteer is supervised will determine if he/she is working in 
Regulated Activity or not, which will then dictate if an Enhanced 
Disclosure Certificate (EDC) is required. 
 
 
For more information visit the web links in Handout 3 (Further reading). 

2 

Safeguarding procedures  
for volunteers in school  
Disclosure and Barring Service (DBS), September 2012 

http://www.homeoffice.gov.uk/crime/vetting-barring-scheme/
http://www.homeoffice.gov.uk/crime/vetting-barring-scheme/
http://www.safenetwork.org.uk/news_and_events/news_articles/Pages/disclosure-and-barring-service.aspx
http://www.safenetwork.org.uk/news_and_events/news_articles/Pages/disclosure-and-barring-service.aspx
http://www.safenetwork.org.uk/news_and_events/news_articles/Pages/disclosure-and-barring-service.aspx


TEACHING ACTIVITY:

•		 Summarise	learning	from	today.

•		 Identify	good	practice	for	engaging	parents	and	areas	for	development.

•		 Distribute	Handout	6	(Further	reading).

•		 Distribute	Plenary	(Action	planning	template).

LEARNING ACTIVITY:

•		 Identify	the	next	steps	post-training,	alongside	any	individual	learning	needs.

•	 Learners	use	the	Plenary	to	stimulate	discussion.

•	 Learners	receive	a	list	of	sources	for	further	reading	on	the	subjects	covered.

SMALL GROUPS15-20 MINS

 Plenary 
Action planning template

 Handout 6 
Further reading

Plenary activity 
 

 
Plenary4

Activity

References: Section 2 
 
 
References are taken from the further reading articles listed 
in Handout 6 (Further reading).

Section  Developed by SHS - www.shs.org.uk Page   32Volunteers 2

Plenary  –  Action planning template  –  Page 1 of 4
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Action planning template

4Section                Activity                     2

As part of the plenary activity for each 
section of this training resource, you will  
be able to identify the key issues facing  
your school with regards to volunteers  
and identify ways of addressing these 
issues as a team.

This activity will support the development  
of your SEF/SIP activity.

Key messages
Use this sheet to capture the key  
messages that have occurred during  
today’s training session.

Prioritising recommendations
Use this sheet to prioritise the 
recommendations your group has selected  
to address the issues in Section 2.

List the recommendations and then decide 
if the school has the power to change these 
issues. If the answer is ‘yes’, next determine  
if the recommendation needs to be addressed 
immediately or if it can wait. Please specify 
the time period you would expect it to be 
addressed within e.g. by the end of summer 
term 2013 if you have identi�ed it as not  
being an urgent issue.

For those items that should be addressed 
immediately, rank the recommendations in  
the order that they should be addressed.

 
 
 
 
 
 
 
 
 
Also identify the lead person who will be 
responsible for ensuring this activity is carried 
out. If a working group is required to support 
this lead person, please identify any volunteers 
who would be willing to support that activity.

Action plan 
Use this sheet to plan the prioritised 
recommendations. First describe the  
‘current state’ – what the situation is now. 
Next describe the ‘desired state’ you would 
like to see.

Then, on the right side of the arrow, list the 
steps the school sta� needs to take to reach 
the desired state. Where possible, please 
include resources, time and costs associated 
with each activity. Finally, on the left hand 
side of the arrow, list the steps the senior 
management team/governors need to take 
to help you reach your desired state. Again 
where possible, please include resources,  
time and estimated costs for completing  
this activity.

This action planning tool has been designed to enable you to capture the 
good practice that is currently happening within your school environment, 
but also to identify the areas that require further development.
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Further reading
Volunteering policies and procedures

 2

 
 
Joseph Rowntree Foundation  
www.jrf.org.uk/publications/volunteering-retirement

Scope 
www.scope.org.uk/campaigns

Institute for Volunteering Research (IVR) 
www.ivr.org.uk

Volunteering England 
www.volunteering.org.uk

Volunteering England – information sheets 
www.volunteering.org.uk/goodpractice/information

The Volunteering Good Practice Guide: 
information on involving volunteers from diverse groups 
www.bh-impetus.org/volunteeringgoodpractice/content/information-involving-volunteers-diverse-groups

The Volunteering Good Practice Guide: 
what is policy? 
www.bh-impetus.org/volunteeringgoodpractice/content/what-policy

Home O�ce – disclosure and barring 
www.homeo�ce.gov.uk/crime/vetting-barring-scheme/

Safe Network – introducing the disclosure and barring service 
www.safenetwork.org.uk/news_and_events/news_articles/Pages/disclosure-and-barring-service.aspx



Aim 
 
To	understand	and	develop	effective	
parent	volunteer	recruitment,		
motivation	and	sustainability.

Developed by SHS - www.shs.org.uk 

Volunteer recruitment,  
motivation and sustainability 3

Section

 Objectives 
 
1	 To explore the purpose and methods of parent   
 volunteer recruitment.

2 To examine and develop strategies to motivate and  
 maintain a volunteer team. 

3 To investigate creative ways of maintaining a   
 sustainable parent volunteer team at school.

Page   33



Introduction   
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For volunteering to work, it’s vital to make careful preparations and put in  
place well planned procedures. Otherwise volunteers will quickly become  
de-motivated and their volunteering will be short lived.

Positive outcomes 

It’s widely accepted that schools who involve parents 
as volunteers achieve better management of children’s 
behaviour. Children also feel safer having more adults 
present to help out with problems. As a result, these 
schools have fewer exclusions, as well as seeing 
improvements in overall attendance and achievements.

Understanding the bene�ts, as well as the policies 
and procedures, are the �rst steps to establishing a 
robust recruitment plan that creates and maintains a 
productive volunteer team. It’s about creating a team 
that’s sustainable, adding or replacing parent volunteers 
as necessary.

Without a coherent strategy, the process of involving 
volunteers may never ful�l its true potential. There may 
be inconsistency in support and delivery of activities, 
leading to safety risks and feelings of discontent. 
Therefore, the school may struggle to keep a dedicated 
team, as well as receiving complaints leading to 
disciplinary issues. 
 
 
 
 
 
 
 
 

 
Best practice
Learners will receive best practice guidance and  
support, as well as having the opportunity to explore 
new ideas as a group. A school ethos founded on 
the principle that volunteers add value and create 
opportunities will instil principles of greater care and 
consideration of those volunteers’ needs, not to mention 
getting the best out of them.

Volunteers can often be ill prepared, undervalued and 
mismanaged. As highlighted in the introduction to this 
toolkit, ‘only 34% of volunteers involved in education 
services receive training in their role and only 6% of 
volunteers overall receive out-of-pocket expenses’.  
 
 
 
 
 

Volunteers need to feel:

• They have proper induction and training.

• They are not out-of-pocket.

• They are valued and their work is appreciated.

• They feel part of a team.

• Their role is enjoyable and bene�cial to the school.

If all these criteria are met, volunteers are more likely to 
stay regularly involved in volunteering for longer. 
 
Conclusion
A well prepared and planned recruitment strategy should 
help create and maintain a motivated team of volunteers 
who will be prepared actively to recruit other volunteers. 

 
 

Top Tip
This session can be delivered after any of 
the other four sessions in this toolkit.



Introduction  
 

Ice breaker activity 
 

TEACHING ACTIVITY:

•		 Carry	out	standard	housekeeping.

•	 Agree	group	ground	rules	and	refer	to	learning			
 agreement as necessary. Record on �ip chart.

•	 Welcome	learners	and	facilitate	introductions	–			
 name, job role and one expectation from today.   
 Record on �ip chart. 

•	 Introduce	the	aims	and	objectives	of	session	and		
 outline of day.  
 
LEARNING ACTIVITY:

•		 Learners	contribute	to	agreeing	group	ground	rules.

•	 Learners	introduce	themselves	and	share		 	
 expectations.

•	 Learners	listen	and	ask	questions.

 
 

TEACHING ACTIVITY:

•	 Distribute	Handout	1	(Name	bingo).

•		 Instruct	learners	to	ask	each	other	questions	 
 from Handout 1. Ensure learners answer each   
 question with a di�erent named person. 

•		 The	first	person	to	have	an	answer	to	each	question		
 calls out ‘bingo!’ and wins. 

•		 The	bingo	card	has	nine	questions;	you	can	adapt	it		
 to have more or fewer questions, depending on the  
 size of your group. 
 
LEARNING ACTIVITY:

•	 Learners	ask	other	learners	questions,	using	 
 the  handout.

•	 Learners	call	out	‘bingo!’	when	they	have	an		 	
 answer to all the questions.

 
Welcome and ice breaker activity			

WHOLE GROUP WHOLE GROUP10 MINS 10 MINS

i
Introduction

General resources required for this section: 
 

 Flip chart and paper

 Pens

 Post-it notes

 Blu-Tack or masking tape

 Handouts, PowerPoint slides and other specific  
 resources as indicated under each activity.
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 Handout 1 
Name bingo

iSection                
Handout 1  –  Name bingo
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Activity                     3

Name bingo

Have you packed a  
school bag today?  

You can include your own,  
as well as children’s.

Have you ever been a 
volunteer?

Have you ever eaten a  
snail or insect?

Did you have cereal 
for breakfast? 

Do you own a pet insect 
or reptile?  

You can include inhabitants of your 
garden as well if you feel creative.

Do you like gardening?

Would you like to go 
into space?

Would you like to go  
scuba diving? 

Will you be going to the 
cinema in the next month?

  YES        NO

Name .............................................

  YES        NO

Name .............................................

  YES        NO

Name .............................................

  YES        NO

Name .............................................

  YES        NO

Name .............................................

  YES        NO

Name .............................................

  YES        NO

Name .............................................

  YES        NO

Name .............................................

  YES        NO

Name .............................................

Don’t forget to call out ‘BINGO!’ once  
you’ve filled the card with names.

B I N G O



Basic Activity  
 

Advanced Activity 

TEACHING ACTIVITY:

•		 Distribute	Handout	2	(Quiz).

•		 Read	out	the	four	questions	about	recruitment		 	
 issues. This is a quick way to get the group thinking  
 about good practice regarding recruitment issues.

•	 Ask	learners	to	circle	their	chosen	answers.

•	 Go	through	the	answers:

 1. a        2. b        3. c	       4. a  

•	 Generate	a	brief	discussion. 
  
LEARNING ACTIVITY:

•	 Learners	listen	to	questions.

•	 Learners	circle	their	answers	to	the	quiz.

TEACHING ACTIVITY:

•	 Prepare	four	sheets	of	flip	chart	paper	and	divide	each	into	 
 two columns, one headed ‘qualities’ and the other  
 headed ‘methods’.

•	 Add	a	volunteer	opportunity	to	each	sheet,	such	as:	

 1. Literacy.  
 2. Parent drop-in organiser. 
 3. Midday supervisor.  
 4. Outings fundraiser.

•	 Place	the	sheets	at	four	stations	around	the	room.

•	 Arrange	learners	into	four	groups	and	ask	them	to	spend	a		
 couple of minutes at each sheet adding ideas about the  
 recruitment methods used and qualities needed for each role. 
  
LEARNING ACTIVITY:

•	 Learners	add	ideas	to	flip	chart	paper.

•	 Learners	consider	diversity	and	equality	issues.

•	 Learners	feed	back	to	whole	group.

 

Explore the purpose and methods  
of parent volunteer recruitment		

WHOLE GROUP SMALL GROUPS10 MINS 15 MINS

Teacher notes  
 
Basic activity - learners may initially 
prefer other answers to those provided. 
Try to gain consensus as these answers 
demonstrate a broader view of opportunity, 
forward thinking and accessibility.  
 
Advanced activity - prompt the learners 
to consider the different skills needed 
for each position e.g. what qualities are 
unique to that role? Include awareness 
of diversity and equality considerations 
(male/female, younger/older, disabilities, 
BME, unemployed/employed etc.). 
Be mindful of and address possible 
assumptions and stereotypes when 
feeding back. Also encourage learners to 
think of creative recruitment methods, 
such as putting on a drama at parents’ 
evening, beyond the traditional tried and 
tested routes. 

1
Activity

 Handout 2 
Quiz

1Section                
Handout 2  –  Quiz 
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Quiz 
Parent volunteer recruitment  

 3

1 You are coming to the end of the school   
 year and are planning the parent 
 volunteer programme for the new school  
 year. Which of the three options below   
 will be your preferred information   
 resource to give parents in September?

  a) A welcome pack with information   
  about the school, activities planned   
  and opportunities for parents and pupils. 

  b) A newsletter with dates of     
  forthcoming activities.

  c) A �yer announcing a fundraising event   
  in September for a Christmas outing. 
 

3 There are �ve parents who have    
 successfully organised the Christmas   
 fair for the past four years. Three new   
 parents would like to get involved, but  
 are not sure they will be welcome or   
 needed. Do you:

  a) Inform them that the �ve people who   
  currently organise the Christmas fair   
  don’t need any more help, and suggest   
  they consider arranging a spring  
  fair instead. 

  b) Thank them for their interest and    
  tell them they can take over next year,   
  as the children of the �ve current    
  Christmas fair organisers are going  
  up to secondary school and new    
  organisers will then be needed.

  c) Set up a meeting attended by yourself   
  and all the parents to share ideas    
  and see if there are opportunities for   
  the new parents to help. Have    
  the spring fair option as a backup.

2 A parent has o�ered to run a stamp   
 collecting club. It is not on your action   
 plan. Do you:

  a) Say ‘thank you’, but it is not a popular   
  hobby and not a priority, and o�er a   
  di�erent opportunity after further   
  enquiry into their other skills/interests.

  b) Introduce them to a teacher to discuss   
  how stamps can be applied to a subject; 
   send out a �yer to homes to see if there   
  is any interest in a stamp club at school   
  or a fundraising opportunity from  
  stamp donations.

  c)  Say you will think about it over the summer. 

4 A parent has seen the information board  
 with pictures of parents helping out with 
  after-school clubs. He wants to volunteer 
  too, but is not sure how or what to do.   
 He has refugee status, understands some  
 spoken English, but currently has little   
 English vocabulary. The family recently  
 moved into the area and his daughter is 
 in Year 5. Do you:

  a) Enquire about the family support    
  network and whether he needs language  
  support, arrange a meeting with him and  
  carry out a volunteer initial assessment of  
  his skills, interests, needs, etc.

  b) Invite him to a parent drop-in session   
  to meet up with other parents and  
  revisit his interest in volunteering in a   
  few months time.

  c) Say it would be too di�cult at the   
  moment because he will need to be  
  CRB checked and, with refugee status,  
  is not eligible.
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!   Job description and induction. 

!   Training and other opportunities. 

!   Make part of the team and involve  
in the school vision. 

!   Acknowledge with thanks/celebration days. 

!   Certificates and references. 

6  

2 3 

Motivating and  
rewarding volunteers 

Basic Activity Advanced Activity 

TEACHING ACTIVITY:

•		 Show	Video	clip	1	(Parent	volunteering)

•	 Ask	for	comments	from	the	learners.	

•	 Prompt	learners	around	the	following	areas	 	
 if necessary: 

a) Parent/teacher relationship and communication.

b) Child/parent learning experience.

C)  Flexibility and creativity of opportunities.  
  
LEARNING ACTIVITY:

•	 Learners	watch	parent	volunteering	clip.

•	 Learners	contribute	observation	points.	

TEACHING ACTIVITY:

•	 Distribute	Handout	3	(Recruitment	strategy).		 	
 Pages 7 and 8 are for reference purposes only.   
 Learners can take them away to study and   
 integrate into resources at their school.

•	 Use	PowerPoint	Slides	1	-	6	as	a	guide	to	present		
 information from the handout.

•	 Answer	learners’	questions. 
  
LEARNING ACTIVITY:

•	 Learners	contribute	observation	points.	

•	 Learners	listen	and	ask	questions	about	the		 	
 presentation  of Handout 3.

TEACHING ACTIVITY:

•	 Divide	learners	into	small	groups.	

•	 Draft	ideas	for	a	recruitment	video	for	the	school.

•	 Create	a	script	of	key	points.	

•	 Ask	learners	to	sketch	ideas	for	video	content	 
 i.e. scenes to include. 
  
LEARNING ACTIVITY:

•	 Learners	develop	ideas	for	a	recruitment	resource		
 (video/lea�et, etc.).

•	 Learners	think	about	content	and	audience.

•	 Learners	consider	diversity	and	equality	issues.																																																			

 

Examine and develop strategies to  
motivate and maintain a volunteer team 

WHOLE GROUP SMALL GROUPS SMALL GROUPS10 MINS 15 MINS 15 MINS

2
Activity

 Handout 2 
Quiz

Video clip 1 - Parent volunteering (3 mins) 
 
This video clip is located on Parent  
Channel TV; therefore you will require  
internet access to display the video.

View video       

www.parentchannel.tv/video/working-your-childs-teacher

 Handout 3 
Recruitment strategy
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Recruitment strategy

 3

Whom do you want to recruit?
It’s important to have a clear, targeted 
recruitment plan to achieve results. Volunteer 
opportunities need to be attractive and practical 
for volunteers, as well as for the school. 
Consider the amount of time parents can o�er 
and what kinds of activities are likely to appeal 
to them. Consider the following:

•	 Why	do	you	want	to	recruit	parents	as		 	
	 volunteers?	What	will	volunteers	help	you		
 achieve?

•	 Whom	would	you	like	to	recruit?	What	is	 
	 your	equalities	and	diversity	plan?	What	 
 are the types of support you want from   
 parent volunteers?

•	 What	skills	do	you	need	your	parent		 	
	 volunteers	to	have?	What	might	be	(a)		 	
	 essential	or	(b)	desirable?

•	 What	training	opportunities	are	you		 	
	 prepared	to	offer	(in-house,	multi-agency		
	 or	both)?	Will	you	have	a	budget	for	training		
 and other continuing professional  
	 development	(CPD)	opportunities?

•	 What	might	volunteers	want	from	the		 	
 volunteering experience? How can you  
 support this?

•	 How	do	you	plan	to	maintain	a	core		 	
	 volunteer	team?	What	is	the	work	plan?	 
 How will you involve your volunteers in  
 the ongoing development of the voluntary  
	 work?	Will	you	provide	a	reward	or	 
 award scheme?

•	 Who	will	coordinate,	manage	or	supervise		
	 the	volunteers?	What	will	their	needs	be?

 
 
 

Getting started 
There are two things which are essential for 
successful volunteer recruitment: enthusiasm for 
having volunteers and belief that what they are 
doing is valuable. 

The list below highlights some of the key 
bene�ts of recruiting and involving parents as 
volunteers. It’s helpful to make school sta� and 
parents aware of these bene�ts.

Broad bene	ts of parent volunteers

Better attendance and behaviour.  
Children and young people are ready to learn.

Improved learning environment and outcomes

More potential for creative teaching methods to 
meet individual learning needs.

Better teacher morale and improved parent-
teacher relationships.

Improved school reputation. 
Sta� are more highly regarded by parents and 
the wider community.

Children, parents and sta� feel happier, safer 
and better supported.

 PowerPoint 
Slides 1 - 6

1 
Better attendance 

and behaviour. 
Children and young people 

are ready to learn. 

1  

2 3 

Benefits of parent volunteering 
 

2 
Improved learning 
environment and 

outcomes. 

3 
More potential  

for creative 
 teaching methods  
to meet individual 
learning needs. 

4 
Better teacher  

morale and improved 
parent-teacher 
relationships. 

5 
Improved school 

reputation – staff are 
more highly regarded 
by parents and the 
wider community. 

6 
Children, parents  

and staff feel  
happier, safer and 
better supported. 

Introduction 
 

Top tip
If a volunteer recruitment video is beyond budget or  
capability, then offer alternative tasks such as a 
leaflet, volunteer website page or information pack .
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Activity

20 MINS

TEACHING ACTIVITY:

•	 Set	up	a	short	role	play	in	which	you	are	the	volunteer	coordinator.	

•	 Ask	learners	to	act	as	a	volunteer	and	give	each	a	card	with 
 a volunteer role from Handout 4 (Volunteer role play cards). 

•	 Elicit	from	the	group	what	they	might	anticipate	as	barriers	to			
 volunteering and what support may be required to overcome  
 these barriers.

•	 Prompt	using	these	headings:	

	 •  Diversity and equality. •  Practice and social support.

	 •  Financial support. •  Equipment.

	 •  Training.   •  Management and supervision.

•	 Record	answers	on	flip	chart	to	guide	next	activity	and	reflect 
 on the points raised. 

•	 Divide	learners	into	small	groups	and	distribute	Handout	5	 
 (School strategy for parent volunteering). 

•	 Ask	learners	to	use	the	template	to	begin	developing	some	ideas	 
 for a volunteer plan and recruitment strategy.  

•	 Encourage	the	use	of	Handout	3	for	guidance.	

•	 Facilitate	feedback.

LEARNING ACTIVITY:

•	 Learners	take	part	in	role	play	and	come	up	with		
 ideas relating to the character card given to them  
 about how the school (or school coordinator) can  
 best support them.

•	 Learners	consider	equality	and	diversity	issues		
 which may be barriers to their character getting  
 involved as a volunteer.

•	 In	small	groups,	learners	look	at	Handout	5.

•	 Learners	come	up	with	some	ideas	for	the		 	
 volunteer strategy and recruitment plan for a   
 sustainable volunteer team in the school. 

•	 Learners	use	Handout	3	for	information	guidance.	

•	 Learners	feed	back	to	the	whole	group.

 Handout 4 
Volunteer role  
play cards

 Handout 5 
School strategy for  
parent volunteering

Basic activity 
 

WHOLE GROUP

Notes
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Volunteer role play cards

 3

School governor 
(primary) 
 
Stay-at-home mum. Plans to 
return to work in 12 months. 
Worked	in	human	resources.

Volunteer librarian 
(secondary) 
 
Stay-at-home dad. Both 
children now in school and 
has some spare time to help. 
Likes books.

Playtime supervisor 
(primary) 
 
Unemployed	dad	with	son	in	
Year	5.	Youth	worker	trained.	

Reading volunteer 
(primary) 
 
Retired male �re�ghter. Has 
two grandchildren at the school 

‘Friends of’ group – 
fundraising  
(secondary) 
 
Working	mother.	Has	a	child	
at the school. Project manager 
part-time in the voluntary sector.

Gardening group 
(primary) 
 
Teenage	single	mum	(age	19).	
Has child just starting at the 
school. Just moved into the area.

Parent befriender 
(primary) 
 
Stay-at-home mum. Son on 
autistic	spectrum.	Wants	
close involvement in school. 
Worked	as	an	outreach	
support worker previously.

Transition support 
group Year 6 – Year 7 
(primary) 
 
Daughter	now	in	Year	8.	Full-time	
local authority employee. Also 
involved in son’s primary school.
Close involvement in school. 
Worked	as	an	outreach	support	
worker previously.

✁

If you have more than eight learners, you can either make some more volunteer roles or replicate the roles. 
What might some of the issues and needs be from the perspective of the parent volunteer?
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School strategy for parent volunteering

3Section                Activity                     3

Vision
✓ High-quality teaching, outstanding learning and 
 a healthy school ethos.

✓	Whole-school	community	of	informed	and	empowered	 
 children, parents, sta	 and external partners.

✓ Collaborative, welcoming, stimulating and safe environment.

 
 
Targets
1.  Implement a variety of communication methods for school and families.

2.  Equip school sta� with training on e�ective parent engagement.

3.  Recruit and coordinate a workforce of parent volunteers.

Investigate creative ways of maintaining a  
sustainable parent volunteer team in school
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Activity

Advanced activity 
 

TEACHING ACTIVITY:

•		 Distribute	Handout	5	(School	strategy	for	parent	volunteering).

•		 Divide	learners	into	two	or	three	small	groups	or	keep	as	one	large	group		 	
 (whichever they prefer) to begin developing their own plan. 

•	 Establish	next	steps	for	implementing	this	plan	within	the	school.	

•	 Learners	use	their	own	school’s	policies	and	Handout	3	(Recruitment	strategy)	 	
 for guidance.  
 
LEARNING ACTIVITY:

•		 Learners	reflect	on	the	information	gathered	from	Sections	1	and	2,	as	well	 
 as this section. 

•	 Learners	identify	potential	amendments	to	school	policies.	

•	 Learners	make	further	additions	to	the	school	parent	volunteer	strategy.	

SMALL GROUPS15-20 MINS

 Handout 3 
Recruitment strategy
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Recruitment strategy

 3

Whom do you want to recruit?
It’s important to have a clear, targeted 
recruitment plan to achieve results. Volunteer 
opportunities need to be attractive and practical 
for volunteers, as well as for the school. 
Consider the amount of time parents can o�er 
and what kinds of activities are likely to appeal 
to them. Consider the following:

•	 Why	do	you	want	to	recruit	parents	as		 	
	 volunteers?	What	will	volunteers	help	you		
 achieve?

•	 Whom	would	you	like	to	recruit?	What	is	 
	 your	equalities	and	diversity	plan?	What	 
 are the types of support you want from   
 parent volunteers?

•	 What	skills	do	you	need	your	parent		 	
	 volunteers	to	have?	What	might	be	(a)		 	
	 essential	or	(b)	desirable?

•	 What	training	opportunities	are	you		 	
	 prepared	to	offer	(in-house,	multi-agency		
	 or	both)?	Will	you	have	a	budget	for	training		
 and other continuing professional  
	 development	(CPD)	opportunities?

•	 What	might	volunteers	want	from	the		 	
 volunteering experience? How can you  
 support this?

•	 How	do	you	plan	to	maintain	a	core		 	
	 volunteer	team?	What	is	the	work	plan?	 
 How will you involve your volunteers in  
 the ongoing development of the voluntary  
	 work?	Will	you	provide	a	reward	or	 
 award scheme?

•	 Who	will	coordinate,	manage	or	supervise		
	 the	volunteers?	What	will	their	needs	be?

 
 
 

Getting started 
There are two things which are essential for 
successful volunteer recruitment: enthusiasm for 
having volunteers and belief that what they are 
doing is valuable. 

The list below highlights some of the key 
bene�ts of recruiting and involving parents as 
volunteers. It’s helpful to make school sta� and 
parents aware of these bene�ts.

Broad bene	ts of parent volunteers

Better attendance and behaviour.  
Children and young people are ready to learn.

Improved learning environment and outcomes

More potential for creative teaching methods to 
meet individual learning needs.

Better teacher morale and improved parent-
teacher relationships.

Improved school reputation. 
Sta� are more highly regarded by parents and 
the wider community.

Children, parents and sta� feel happier, safer 
and better supported.

Teacher notes
Plan ahead - ensure learners bring with them any school policies which 
relate to volunteer recruitment, so that they can be guided by these, 
but also identify any policy gaps from ideas they are developing.
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parent volunteering
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School strategy for parent volunteering

3Section                Activity                     3

Vision
✓ High-quality teaching, outstanding learning and 
 a healthy school ethos.

✓	Whole-school	community	of	informed	and	empowered	 
 children, parents, sta	 and external partners.

✓ Collaborative, welcoming, stimulating and safe environment.

 
 
Targets
1.  Implement a variety of communication methods for school and families.

2.  Equip school sta� with training on e�ective parent engagement.

3.  Recruit and coordinate a workforce of parent volunteers.

Investigate creative ways of maintaining a  
sustainable parent volunteer team in school
 



TEACHING ACTIVITY:

•		 Summarise	learning	from	today.

•		 Identify	good	practice	for	engaging	parents	and	areas	for	development.

•		 Distribute	Handout	6	(Further	reading).

•		 Distribute	Plenary	(Action	planning	template).

LEARNING ACTIVITY:

•		 Identify	the	next	steps	post-training,	alongside	any	individual	learning	needs.

•	 Learners	use	the	Plenary	to	stimulate	discussion.

•	 Learners	receive	a	list	of	sources	for	further	reading	on	the	subjects	covered.

SMALL GROUPS15-20 MINS

 Plenary 
Action planning template

 Handout 6 
Further reading

Plenary activity 
 

 
Plenary4

Activity

References: Section 3 
 
 
References are taken from the further reading articles listed 
in Handout 6 (Further reading).

Plenary  –  Action planning template  –  Page 1 of 4
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4Section                Activity                     3

As part of the plenary activity for each 
section of this training resource, you will  
be able to identify the key issues facing  
your school with regards to volunteers  
and identify ways of addressing these 
issues as a team.

This activity will support the development  
of your SEF/SIP activity.

Key messages
Use	this	sheet	to	capture	the	key	 
messages that have occurred during  
today’s training session.

Prioritising recommendations
Use	this	sheet	to	prioritise	the	
recommendations your group has selected  
to address the issues in Section 3.

List the recommendations and then decide 
if the school has the power to change these 
issues. If the answer is ‘yes’, next determine  
if the recommendation needs to be addressed 
immediately or if it can wait. Please specify 
the time period you would expect it to be 
addressed within e.g. by the end of summer 
term	2013	if	you	have	identified	it	as	not	 
being an urgent issue.

For those items that should be addressed 
immediately, rank the recommendations in  
the order that they should be addressed.

 
 
 
 
 
 
 
 
 
Also identify the lead person who will be 
responsible for ensuring this activity is carried 
out. If a working group is required to support 
this lead person, please identify any volunteers 
who would be willing to support that activity.

Action plan 
Use	this	sheet	to	plan	the	prioritised	
recommendations. First describe the  
‘current state’ – what the situation is now. 
Next describe the ‘desired state’ you would 
like to see.

Then, on the right side of the arrow, list the 
steps the school sta� needs to take to reach 
the	desired	state.	Where	possible,	please	
include resources, time and costs associated 
with each activity. Finally, on the left hand 
side of the arrow, list the steps the senior 
management team/governors need to take 
to help you reach your desired state. Again 
where possible, please include resources,  
time and estimated costs for completing  
this activity.

This action planning tool has been designed to enable you to capture the 
good practice that is currently happening within your school environment, 
but also to identify the areas that require further development.
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Further reading
Volunteer recruitment, motivation and sustainability

 3 4

Research about volunteers, diversity, barriers and social exclusion, 
Citizenship	Survey:	April	2008	-	March	2009,	Dept	of	Communities	and	 
Local	Government,	UK 
www.communities.gov.uk/publications/corporate/statistics/citizenshipsurveyq4200809

Kearney	J.	(2003),	Volunteering: Social Glue for Community Cohesion,  
Centre	for	Voluntary	Action	Studies,	University	of	Ulster,	Northern	Ireland 
www.ivr.org.uk/component/ivr/volunteering-social-glue-for-community-cohesion

Volunteering for All: Volunteering and Social Exclusion,  
Institute	for	Volunteering	Research,	2004 
www.ivr.org.uk/component/ivr/volunteering-for-all-volunteering-and-social-exclusion

Time to Get Equal in Volunteering: Tackling Disablism, Scope,	2005 
www.scope.org.uk/disablism/volunteering.shtml

Volunteering in Retirement, Joseph	Rowntree	Foundation,	2005 
www.jrf.org.uk/publications/volunteering-retirement

Volunteering Toolkit 
A diversity inclusion checklist and assessment questionnaire for volunteer recruitment. 
www.communityconcernerewash.co.uk/19.html

Make	enquiries	with	your	local	Community	&	Volunteer	Service	(CVS)	about	training	
opportunities for volunteers, other volunteer opportunities and volunteer networks, 
sample policies and procedures, fundraising pathways etc. 

Volunteers’ Week 
A	UK	wide	celebration	of	volunteers	and	volunteering.	It	takes	place	during	the	first	
week of June each year. 
www.volunteersweek.org.uk

Volunteer England 
Independent charity and membership organisation, committed to supporting, 
enabling and celebrating volunteering in all its diversity. 
www.volunteering.org.uk 
 
PTA-UK (National Parent Teacher Association) 
Membership options and support for setting up local school groups, training 
opportunities for members, sample policies and procedures, fundraising pathways etc. 
www.ncpta.org.uk 
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Aim 
 
To	provide	learners	with	basic	tools	and	ideas	
for	supporting	the	professional	development	
of	parent	volunteers	in	schools.

Developed by SHS - www.shs.org.uk 

Supporting the learning and 
development of volunteers 4

Section

 Objectives 
 
1	 List a range of skills, knowledge, attitudes and   
 values required by parent volunteers in school.

2 Identify the learning and development needs  
 of parent volunteers.

3 Explore di�erent types of learning activity that   
 volunteers can carry out.

4 Recognise progress to motivate volunteers. 
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Continuing professional development for volunteers 
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Volunteering is an excellent way for parents to develop 
their skills, knowledge and social awareness. It can also 
help them access further training and gain employment.

It’s important to o�er volunteers CPD opportunities, as 
well as recognising and rewarding their progress and 
achievements, for the following reasons:

1 They will be able to provide an excellent service  
 to the whole community of the school or  
 educational setting.

2 Their experiences and input can contribute new 
 ideas to help others in the organisation.

3 Seeing that current volunteers are recognised 
 and rewarded will inspire new parent volunteers 
 to get involved.  

 
Volunteering and the ‘Big Society’
Government policy recognises the need for consistent, 
high quality support for learning. Much emphasis is 
placed on the role of volunteers in school at every 
level, from the parent who spends one hour each week 
helping children with reading to the school governor 
who sets the strategic direction, approves budgets and 
holds senior school sta� to account. Therefore, current 
government thinking is that each and every volunteer’s 
CPD is of paramount importance.

In a wider context, volunteering is a key element of the 
Cabinet O	ce’s ‘Big Society’ initiative. It’s seen as a way 
of shifting much local decision making from national 
government to the communities themselves.  
 
 
 
 
 
 
 

Section outline
This section of the toolkit introduces a range of key 
strategies and techniques for supporting the CPD  
of volunteers in schools. Research shows that, in  
non-accredited learning, there are some proven tactics 
that, when applied consistently, will achieve success:

•	 Be aware of volunteers’ goals.

•	 Recognise their strengths.

•	 Reward their achievements.

•	 O�er them opportunities for personal development. 
 
Providing training and development opportunities is a 
rewarding process, not only for the volunteers, but also 
for the school sta� who are responsible for getting the 
best out of them. 

For some, volunteering is a progression route to a new 
career or a way of �nding out if education is a good 
career choice for them. Because they have developed 
the con�dence and capability to work in new and 
challenging roles, many volunteers �nd they can 
secure employment that would previously have been 
inaccessible to them. For others, volunteering within a 
school community is a satisfying end in itself.

Whatever inspires them to o�er some extra time to 
support the school, volunteers should always bene�t 
from investment in their own learning and development.

There’s some useful information about the 
training and development of volunteers on the 
Department for Education website: 
www.education.gov.uk/schools/leadership/governance/
traininganddevelopment

Volunteer Reading Help also provides information 
and references about training and support for 
volunteers in schools: 
www.vrh.org.uk/volunteers/why-volunteer/ 
training-support

Community Service Volunteers (CSV) supports 
volunteers and provides a wealth of information 
about learning opportunities:  
www.csv.org.uk/learning

TimeBank provides opportunities and information 
regarding training for volunteers in schools: 
www.timebank.org.uk/idea/in-school

Volunteering England is a major UK charity that 
promotes the rights and welfare of volunteers, 
including their CPD: 
www.volunteering.org.uk/policy-and-campaigns

Websites

Continuing professional development (CPD) is vital to the success of any volunteering programme. 
However, in many cases, volunteers are not o�ered opportunities for CPD. This is common not only in 
schools, but in all settings where people o�er their time to support children, young people and families. 

http://www.education.gov.uk/schools/leadership/governance/traininganddevelopment
http://www.education.gov.uk/schools/leadership/governance/traininganddevelopment
http://www.vrh.org.uk/volunteers/why-volunteer/training-support
http://www.vrh.org.uk/volunteers/why-volunteer/training-support
http://www.csv.org.uk/learning
http://timebank.org.uk/idea/in-school
http://www.volunteering.org.uk/policy-and-campaigns


Introduction  
 

Ice breaker activity 
 

TEACHING ACTIVITY:

•		 Carry	out	standard	housekeeping.

•	 Agree	group	ground	rules	and	refer	to	learning			
 agreement as necessary. Record on �ip chart.

•	 Welcome	learners	and	facilitate	introductions	–			
 name, job role and one expectation from today.   
 Record on �ip chart. 

•	 Introduce	the	aims	and	objectives	of	session	and		
 outline of day.  
 
LEARNING ACTIVITY:

•		 Learners	contribute	to	agreeing	group	ground	rules.

•	 Learners	introduce	themselves	and	share		 	
 expectations.

•	 Learners	listen	and	ask	questions.

 
 

TEACHING ACTIVITY:

•	 Distribute	Handout	1	(Talent	bingo)

•	 Ask	learners	to	network	with	each	other	and	to	try		
 to �nd people in the room who have the various  
 skills/experience listed in Handout 1.

•		 The	first	person	to	have	an	answer	to	each	 
 question calls out ‘bingo!’ and wins. 

•	 Ask	learners	why	this	is	a	useful	activity	for		 	
 volunteers. Answers might include:

 •  Empowering.       •  Get to know each other.

 •  Strength based.  •  Work together.  
 
LEARNING ACTIVITY:

•	 Learners	find	the	people	in	the	room	who	have		
 the various skills/experience on the bingo card.

•	 The	first	person	to	complete	their	card	and	find	all		
 nine examples shouts ‘bingo!’ and wins.

 
Welcome and ice breaker activity			

WHOLE GROUP WHOLE GROUP10 MINS 10 MINS

i
Introduction

General resources required for this section: 
 

 Flip chart and paper

 Pens

 Post-it notes

 Blu-Tack or masking tape

 Handouts, PowerPoint slides and other specific  
 resources as indicated under each activity.
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Talent bingo

Has worked in a children’s 
centre with parents.

Has provided training for 
school sta�.

Has organised a co�ee 
morning or social activity 

with parents.

Has written an individual 
learning plan for sta� 

or volunteers.

Has used a learning styles 
questionnaire.  

Has written a 
learning activity. 

Has been a volunteer  
for a community 

organisation or school.

Has delivered  
a parenting class.

Has provided one-to-one 
tuition or support 

for volunteers. 

  Name ..........................................

  Name ..........................................

  Name ..........................................

  Name ..........................................

  Name ..........................................

  Name ..........................................

  Name ..........................................

  Name ..........................................   Name ..........................................

Don’t forget to call out ‘BINGO!’ once  
you’ve filled the card with names.

B I N G O



1
Activity

15 MINS

TEACHING ACTIVITY:

•	 Divide	learners	into	four	groups.

•	 Distribute	Handout	2	(Job	descriptions);	there	are	four	different 
 job descriptions. 

•	 Check	that	each	learner	understands	his	or	her	job	description.	

•	 Explain	that	in	this	activity	learners	will	list	the	knowledge,	skills	and		
 attitudes that would be required by a parent volunteer to do that job. 

•	 Ask	for	feedback	from	each	group	about	the	knowledge	and	skills		
 required for each job description. 

•	 Explain	that	the	next	activity	will	explore	ways	to	identify	the	learning		
 needs of individual volunteers. 

LEARNING ACTIVITY:

•	 Learners	read	the	volunteer	job	description	 
 cards from Handout 2.

•	 Learners	ask	questions	about	their	job	description		
 if any aspect of this is unclear.

•	 Learners	complete	the	activity.	

•	 Learners	feed	back	results.

 Handout 2 
Job descriptions

Basic activity 
 

SMALL GROUPS

Notes
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Parent volunteer 
job descriptions 

•	 Primary	school.

•	 Reading	helper.

•	 Work	one-to-one	with	 
	 three	children.

•	 Three	hours	per	week.

•	 One-year	commitment.

•	 Secondary	school.

•	 School	trip	helper.

•	 Help	year	tutors	to	plan	 
	 the	day	trip.			

•	 Accompany	students	and		
	 teaching	staff	on	the	trip.

•	 Work	as	a	chaperone	during		
	 the	course	of	the	day.	

Knowledge and skills required  
 
1 

2 

3

4 

5

Knowledge and skills required  
 
1 

2 

3

4 

5

Attitudes and values  
 
1 

2

Attitudes and values  
 
1 

2

Parent volunteer job description Parent volunteer job description 

✁

Skills and knowledge required by volunteers
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Activity

15 MINS

TEACHING ACTIVITY:

•	 Divide	learners	into	four	groups.

•	 Distribute	Handout	3	(Job	description	template).

•	 Assign	each	group	one	of	the	parent	volunteer	job	roles	from		 	
 the previous activity:

 •  Reading helper.

 •  School trip helper.

 •  Parenting group peer mentor.

 •  Parent council member.

•	 Explain	that,	in	this	activity,	learners	use	a	blank	job	description		
 template that requires them to complete various criteria.

•	 Ask	one	volunteer	from	each	group	to	feed	back	about	their	job		
 description in the style of a presentation to school colleagues. 

LEARNING ACTIVITY:

•	 Learners	read	handout	3	and	ask	questions	about		
 the job role they have been assigned if any aspect  
 is unclear.

•	 Learners	complete	Handout	3.

•	 Learners	feed	back	their	completed	job	description.

 Handout 3 
Job description template

Advanced activity 
 

SMALL GROUPS

Notes

1Section                
Handout 3 	–		Job	description	template
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Activity                     4

Job description template 

Hours per day/week  
 
Commitment 

Setting  
 
Role  
 
Working with  
 
 

Responsibilities of this role -	list	the	key	task	areas	for	your	volunteer.	

Knowledge and skills required -	list	the	knowledge	and	skills	areas	for	your	volunteer.		

Attitudes and values -	list	two	attitudes	or	values.	

Use this template to design a job description for a volunteer role in school.

Skills and knowledge required by volunteers
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2
Activity

15 MINS

TEACHING ACTIVITY:

•	 Ask	learners	if	they	have	used	any	methods	to	identify	the	learning,	development	and	 
 support needs of parents and of volunteers.

•	 Write	up	suggested	methods	on	a	flip	chart.	These	could	include:

 •  Long skills audit.  •  Quick skill scan. •  Strength-�nding questions.  

 •	 Initial assessment form. •	 Training needs analysis.  •  Competency framework.  

 •   Individual learning or education plan.

•	 Display	PowerPoint	Slide	1,	and	introduce	the	definition	of	a	skill	scan.	

•	 Ask	learners	to	select	one	job	description	from	the	previous	activity.	

•	 Distribute	Handout	4	(Skill	scan)	and	ask	learners	to	select	five	skills	that	they	would		 	
 require of the parent volunteer they have chosen.

•	 Ask	learners	to	stand	up	and	find	people	in	the	room	who	have	each	of	these	five	skills.	 
 Or, In pairs, learners interview each other around these �ve skills areas to �nd out which   
 skills they would need to develop.

•	 Ask	for	feedback	on	learners’	experiences	of	identifying	skills	and	identifying	learning	needs.	

•	 Ask	learners	why	they	must	use	skill	scans	and	initial	assessment	tools	carefully.	 
 Comments might include:

	 •	 Some parents �nd forms intimidating.    •  Consider literacy level.

	 •  Consider additional learning needs.    •  Can be simpli�ed or lengthened. 

LEARNING ACTIVITY:

•	 Learners	contribute	methods	that		 	
 they have used to identify learning,   
 development and support needs.

•	 Learners	use	Handout	3	to		 	 	
 select �ve skills required for  
 the chosen parent volunteer job role. 

•	 Learners	walk	around	the	room	to	find		
 people who have the �ve skills required.  
 Or, learners interview each other to �nd  
 out  the skills that need to be developed.

•	 Learners	contribute	thoughts	on	how	to		
 identify learning, development and  
 support needs in an appropriate and   
 sensitive manner.

 Handout 4 
Skill scan

Basic activity 
 

WHOLE GROUP OR PAIRS

Top Tip 
 
You should select the 
version of this activity that 
will best complement the 
activity that you choose for 
Activity 4.
If you choose the basic 
activity in Activity 2 and 
the advanced activity 
in Activity 4, you should 
choose the whole-group 
activity for Activity 2.
This will avoid a repetition 
of the pair interviews 
technique.

2Section                
Handout 4 	–		Skill	scan

Volunteers toolkit – Developed by www.shs.org.uk
Activity                     4

Skill scan 

Basic skills

Thinking 
skills

Personal 
qualities

Interpersonal

	 Reading	 Finds,	understands	and	interprets	written	information	

	 Writing	 Communicates	thoughts,	ideas,	information	and	messages	in	writing.

	 Arithmetic	 Performs	basic	arithmetic	and	approaches	problems	by	choosing		 	
	 	 appropriately	from	a	variety	of	mathematical	techniques.

	 Listening	 Receives,	attends	to,	interprets	and	responds	to	verbal	messages		 	
	 	 and	other	cues.

	 Speaking	 Organizes	ideas	and	communicates	orally. 
 

	 Creative	thinking	 Generates	new	ideas	and	new	ways	of	approaching	a	task.

	 Decision	making	 Specifies	goals	and	barriers,	thinks	up	alternatives,	considers	risks,	 
	 	 and	evaluates	and	chooses	best	alternative.

	 Problem	solving	 Recognizes	problems,	and	devises	and	implements	plan	of	action.

	 How	to	learn	 Uses	learning	activities	to	gain	and	apply	new	knowledge	and	skills.

	 Reasoning	 Discovers	a	principle	underlying	the	relationships	between	two	or	 
	 	 more	objects	and	applies	it	when	solving	problems. 
 

	 Responsibility	 Exerts	effort	and	perseveres	towards	goals.

	 Self-esteem	 Believes	in	own	self-worth	and	maintains	a	positive	view	of	self.

	 Sociability	 Demonstrates	understanding,	friendliness,	adaptability,	empathy	 
	 	 and	politeness	in	group	settings.

	 Self-management	 Assesses	self	accurately,	sets	personal	goals	and	monitors	progress.

	 Integrity/honesty	 Chooses	ethical	courses	of	action. 
 

	 Teamwork		 Contributes	to	group	effort.

	 Serves	clients	 Works	to	meet	the	needs	of	clients.

	 Negotiates	 Works	toward	agreements,	resolves	conflicting	interests.

	 Diversity	 Works	well	with	men	and	women	from	diverse	backgrounds. 
 

Skill category  Skill  Objective 

Identify learning needs  
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 PowerPoint 
Slide 1

1  

2 

!   A skill scan is a useful assessment method  
available both online and on paper.  

!   Enables immediate, detailed feedback  
about personal skills and knowledge.   

!   Offers a skills rating for a job role,  
a qualification or a competency framework.  

4 

Skill scan 



2
Activity

15 MINS

TEACHING ACTIVITY:

•	 Ask	learners	if	they	have	used	any	methods	to	identify	the	learning	and	 
 development needs of volunteers.

•	 Write	up	suggested	methods	on	a	flip	chart.	These	could	include:

 •  Long skills audit.  •  Quick skill scan. •  Strength-�nding questions.  

 •	 Initial assessment form. •	 Training needs analysis.  •  Competency framework.  

 •  Individual learning or education plan.

•	 Show	PowerPoint	Slide	1,	and	introduce	the	definition	of	a	skill	scan.	

•	 Divide	learners	into	two	groups.

•	 Distribute	Handout	5	(Skill	scan	worksheet).	Take	any	questions	regarding	the	purpose	 
 and use of the document. 

•	 Group	1	uses	the	handout	to	develop	a	skill	scan	that	supports	volunteers	who	are		 	
 intimidated by formal approaches to learning.

•	 Group	2	uses	the	handout	to	develop	a	skill	scan	for	volunteers	at	a	more	advanced	level.

•	 Facilitate	feedback	from	each	group.	

•	 Ask	learners	why	they	must	use	skill	scans	and	initial	assessment	tools	carefully.	 
 Comments might include:

	 •	 Some parents �nd forms intimidating.    •  Consider literacy level.

	 •  Consider additional learning needs.    •  Can be simpli�ed or lengthened. 

LEARNING ACTIVITY:

•	 Learners	contribute	methods	they		 	
 have used to identify the learning and  
 development needs of volunteers.

•	 Learners	use	Handout	5	in	two	groups.	

•	 Group	1	develops	a	skill	scan	for		 	
 volunteers who are intimidated by  
 formal approaches.

•	 Group	2	develops	a	skill	scan	for		 	
 volunteers at an advanced level.

•	 Learners	feed	back	key	points	regarding		
 the skill scans they have devised.       

Advanced activity 
 

WHOLE GROUP

Identify learning needs  
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 Handout 5 
Skill scan worksheet

2Section                
Handout 5 	–		Skill	scan	worksheet
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Activity                     4

Skill scan worksheet

One-to-one 
support

Parenting 
groups

Providing 
information

 

 

 

 

 

 

 

 

 

Category  Skill  Objective 

Use this worksheet to design your own skill scan for parent volunteers.

 PowerPoint 
Slide 1

1  

2 

!   A skill scan is a useful assessment method  
available both online and on paper.  

!   Enables immediate, detailed feedback  
about personal skills and knowledge.   

!   Offers a skills rating for a job role,  
a qualification or a competency framework.  

4 

Skill scan 



3
Activity

15 MINS

TEACHING ACTIVITY:

•	 Ask	the	whole	group	to	suggest	ways	that	volunteers	can	learn	and		 	
 develop their skills.

•	 Record	responses	on	flip	chart.	

•	 Display	PowerPoint	Slide	2.

•	 Explain	that	we	use	different	activities	according	to	what	learners	prefer.	

•	 Ask	learners	to	form	pairs.

•	 Distribute	learning	activity	cards	cut	from	Handout	6	(Learning	activities).

•	 Ask	each	pair	to	discuss	which	types	of	activity	they	like	and	which	 
 types they dislike.

•	 Facilitate	a	whole-group	discussion	about	the	importance	of	selecting		 	
 learning activities that meet the needs of individual volunteers. 

LEARNING ACTIVITY:

•	 Learners	contribute	thoughts	on	the	different	kinds		
 of learning activity that volunteers can do.

•	 Learners	read	PowerPoint	Slide	2.

•	 Learners	divide	into	pairs.

•	 Learners	use	activity	cards	from	Handout	6	and		
 discuss which types they like and which they dislike.

•	 Learners	contribute	to	whole-group	discussion	about		
 the importance of selecting learning activities to  
 meet volunteers’ needs.  

 Handout 6 
Learning activities

Basic activity 
 

WHOLE GROUP OR PAIRS

3Section                
Handout 6		–		Learning	activities

Volunteers toolkit – Developed by www.shs.org.uk
Activity                    

Learning activity cards

 4

PowerPoint

Classroom handout

Video demonstration

Role play

Peer group share

Classroom practical activity

Reading homework

Whole-group  
classroom discussion

Questions and answers

Quiz completed alone

Team quiz

Improvisation

Hot-seating

Drama game

Group ip chart planning

Video case study

Teacher-led brainstorm

Group brainstorm

Problem solving 

Debate

✁

Explore learning activities  
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 PowerPoint 
Slide 2

2  

3 4 

Explore different learning activities  

Group	  ac)vi)es	  

Training	  sessions	  

Videos	  	   Internet	  research	   Work	  shadowing	  

Reading	  
Coaching	  and	  
mentoring	  

Induc)on	  	   Case	  studies	  	  

Games	  	   Peer	  groups	   Presenta)ons	  

Notes



3
Activity

15 MINS

TEACHING ACTIVITY:

•	 Ask	the	whole	group	about	the	different	ways	that	they	have	used	to		 	
 support the learning and skills development of volunteers.  

•	 Record	responses	on	flip	chart.	

•	 Show	PowerPoint	Slide	2	to	reinforce	flip	chart	responses.	

•	 Distribute	Handout	7	(Strengths	and	weaknesses).

•	 Ask	learners	to	consider	a	volunteer	who	is	a	very	active	learner,	 
 prefers practical tasks and has a kinaesthetic* learning style. 

•	 Ask	learners	to	use	the	first	two	columns	of	Handout	7.	

•	 Ask	learners	to	consider,	in	the	case	of	each	learning	activity,	why	an		 	
 active learner who likes practical activities might �nd this useful or 
 not useful. 

•	 Facilitate	a	discussion	about	the	use	of	different	kinds	of	learning	activity.

LEARNING ACTIVITY:

•	 Learners	contribute	methods	they	have	used	for		
 learning and skills development of volunteers.

•	 Learners	read	PowerPoint	Slide	2.

•	 Learners	use	Handout	7	to	explore	the	advantages		
 and disadvantages of di�erent learning activities.

•	 Learners	contribute	to	whole-group	discussion	about		
 the use of di�erent kinds of learning activity. 

 Handout 7 
Strengths and  
weaknesses

Advanced activity 
 

WHOLE GROUP OR PAIRS

Top Tip 
 
Learners can use the other 
two columns of Handout 
7 after the training to 
explore learning activities in 
more depth.
Kinaesthetic - use this term 
if learners are already 
familiar with Neil Fleming’s 
VAK learning styles model. 
If they are not, you can 
explain that the volunteer 
prefers to carry out a 
physical activity, rather 
than listening to a lecture or 
watching a demonstration.

3Section                
Handout 7		–		Strengths	and	weaknesses		–		Page	1	of	3
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Activity                     4

Strengths and weaknesses

Teaching and  
learning activity

Strengths Weaknesses Topics	I	could	
teach	using	this	
method

Example	activity	that	
can be created in  
your	setting

Thought-storming/ 
word-storming

Case study

Computer based 
learning

Demonstration

Discovery learning

Discussion

Games

Explore learning activities  
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Slide 2
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Explore different learning activities  

Group	  ac)vi)es	  

Training	  sessions	  

Videos	  	   Internet	  research	   Work	  shadowing	  

Reading	  
Coaching	  and	  
mentoring	  

Induc)on	  	   Case	  studies	  	  

Games	  	   Peer	  groups	   Presenta)ons	  

*
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Activity

15 MINS

TEACHING ACTIVITY:

•	 Ask	learners	to	suggest	different	methods	that	can	be	used	to	 
 motivate volunteers.

•	 Explain	that	focusing	on	strength	and	achievement	is	very	important	 
 for  supporting volunteers who often carry out non-accredited activity.

•	 Display	PowerPoint	Slide	3.	

•	 Divide	learners	into	pairs	and	distribute	Handout	8	(Strength-finding		 	
 questions.)

•	 Ask	learners	to	interview	each	other	for	2-3	minutes	about	a	recent		 	
 project. Remind interviewers to use strength-�nding questions.

•	 Ask	for	feedback	on	how	learners	felt	about	asking	the	questions	and	 
 about being interviewed. Was this practice motivating?

LEARNING ACTIVITY:

•	 Learners	contribute	methods	that	they	have	used	to		
 motivate volunteers.

•	 Each	learner	spends	2-3	minutes	interviewing	their		
 partner, then they swap.  

•	 Learners	talk	about	their	experiences	of	interviewing		
 and being interviewed using this method.

 

 Handout 8 
Strength-�nding 
questions

Basic activity 
 

PAIRS

4Section                
Handout 8 	–		Strength-finding	questions 

Volunteers toolkit – Developed by www.shs.org.uk
Activity                    

Strength-�nding questions

 4

Q Appreciating success
•	 What	is	going	well?

•	 What	are	we	doing	better	than	we	 
	 did	before	(regardless	of	further	room	 
	 for	improvement)?	

•	 Where	are	we	experiencing	even	small		
	 amounts	of	what	we	would	like	to	 
	 achieve	on	a	wider	scale?

•	 What	was	better	today	than	yesterday?	

•	 On	a	scale	of	0-10,	where	were	we	then		
	 and	where	are	we	now?	 
  
Q Describing an improved future 
•	 What	are	we	hoping	to	achieve?

•	 What	would	we	like	to	get	out	of	 
	 this	meeting?

•	 What	will	this	look	like?	

•	 What	will	we	be	doing	differently	when	 
	 we	achieve	this?	

•	 What	will	be	happening	that	isn’t		 	
	 happening	now?	

•	 How	will	we	know	that	we	are	getting		
	 nearer	to	this	goal?	

•	 What	do	we	need	to	do	to	increase	the		
	 likelihood	of	success?	 
 
 
 
 
 

Q Acknowledging strengths 
•	 How	have	we	coped	with	a	similar		 	
	 situation	in	the	past?	

•	 What	am	I	doing	better	than	I	did	before?

•	 What	skills/qualities	do	I	bring	to	 
	 this	situation?

•	 What	did	I	do	that	enabled	me	to	cope	 
	 with	that	difficult	situation? 
  
Q Doing more of what is already working
•	 How	can	we/you	do	that	more	often?	

•	 How	could	we	make	that	happen	more	often?

•	 When	is	this	working	best?	

•	 How	can	we	make	this	happen	at	 
	 other	times?	 
  
Q Noticing exceptions
•	 When	does	the	‘problem’	not	occur?	

•	 When/where	does	it	have	the	least	impact?	

•	 What	is	making	the	difference? 
  
Q Minimising problem talk
•	 How	have	we	coped	with	a	similar	 
	 difficulty	in	the	past?	

•	 How	will	we	handle	setback?

•	 How	will	we	talk	ourselves	through	it?

Strength-finding	(SF)	questions	encourage	appreciative	reflection	and	
inspire	positive	action.	They	help	people	clarify	goals	and	develop	
strategies	for	achieving	them.	 
 
Questions	can	also	prepare	people	to	deal	more	confidently	with	 
setback	and	disappointment.

Recognize approach 
 
	

Section  Developed by SHS - www.shs.org.uk Page   50Volunteers 4

 PowerPoint 
Slide 3

!   Find	  the	  fun!	  	  

!  Appreciate	  success.	  

!  Acknowledge	  exis)ng	  strengths.	  

!   Focus	  on	  what	  is	  working	  now.	  

!  Describe	  an	  improved	  future.	  

!   Pick	  out	  the	  excep)ons.	  	  

!  Minimize problem talk	  –	  talk	  solu)ons	  

3  

4 4 

Strength-finding questions 
 

Notes
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Activity

15 MINS

TEACHING ACTIVITY:

•	 Ask	learners	if	they	have	heard	of	an	approach	called	RARPA	and	explain		
 that it stands for Recognising and Recording Progress and Achievement   
 in non-accredited learning.

•	 Show	PowerPoint	Slide	4	and	talk	through	the	approach.

•	 Divide	learners	into	pairs	and	distribute	Handout	9	(The	five	stages	of		 	
 RARPA).

•	 Ask	learners	to	agree	the	kinds	of	evidence	that	they	could	collect	in		 	
 their setting at each stage of the RARPA process. 

•	 Distribute	Handout	10	(RARPA	information).

•	 Gain	feedback	about	using	RARPA	to	motivate	volunteers	as	learners.		

•	 Distribute	Handout	11	(Case	study)	and	explain	that	this	is	an	example		 	
 of  how RARPA can be used. 

LEARNING ACTIVITY:

•	 Learners	listen	and	read	PowerPoint	Slide	4.

•	 Learners	use	Handout	9	in	pairs	to	explore	the	kinds		
 of evidence that can be collected.

•	 Learners	read	Handout	10.

•	 Learners	contribute	comments	about	how	this	can	be		
 used to support volunteers and to motivate them. 

•	 Learners	read	Handout	11.

 

 Handout 9 
The �ve  
stages of 
RARPA

 Handout 10 
RARPA 
information

 Handout 11 
Case study

Advanced activity 
 

PAIRS
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Activity                     4

The �ve stages of RARPA

4

Stage 1

Stage 2

Stage 3

Evidence:

Evidence:

Evidence:

Set aim(s) appropriate to an individual learner or groups of learners.

Carry out initial assessment to establish the learner’s starting point.

Identify appropriately challenging learning objectives (initial, negotiated and revised).

The five stages of recognising and recording progress and achievement (RARPA).

1

2

3
Section                

Handout 10 	–		RARPA	Information		
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Activity                     4

RARPA Information

4

Stage 1

Stage 2

Stage 3

Evidence:

Evidence:

Evidence:

Set aim(s) appropriate to an individual learner or groups of learners.

Clearly	stated	aims	for	all	programmes.

Record	of	outcomes	of	process	of	establishing	learners’	starting	points.

Carry out initial assessment to establish the learner’s starting point.

Identify appropriately challenging learning objectives (initial, negotiated and revised).

Stage 4

Stage 5

Evidence:

Evidence:

Recognise and record progress and achievement during programme, including formative 
assessment of tutor feedback to learners, learner re�ection, progress reviews etc.

Carry out end-of-programme learner self-assessment, tutor summative assessment, and 
review of overall progress and achievement in relation to appropriately challenging 
learning objectives, identi�ed at the beginning of or during the programme. This may 
include recognition of learning outcomes not speci�ed during the programme.

1

2

3

4

5

Records	of	learner	self-assessment,	group	and	peer	assessment,	tutor	records	of	assessment	
activities	and	individual	or	group	progress	and	achievement;	learners’	files,	journals,	diaries, 
portfolios,	artwork,	videos,	audio	tapes,	performances,	exhibitions	and	displays,	individual	 
or	group	learner	testimony,	artefacts,	photographs	and	other	forms	of	evidence.

Records	of	learner	self-assessment,	tutor	records	of	assessment	activities	and	individual	
or	group	progress	and	achievement;	learners’	files,	journals,	diaries,	portfolios,	
artwork,	videos,	audio	tapes,	performances,	exhibitions	and	displays,	individual	 
or	group	learner	testimony,	artefacts,	photographs	and	other	forms	of	evidence.

Clearly	stated	and	suitably	challenging	objectives	for	all	programmes	and,	
where	feasible,	individually	for	each	learner.

Section                
Handout 11 	–		Case	study		–		Page	1	of	3 
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Activity                    

Using RARPA to engage  
parents with complex needs 
in volunteering 

 4 4

While working with a housing project, a practitioner wanted to 
engage more e�ectively with parents who were experiencing 
di�cult housing conditions and were at risk of being evicted. 
Initially she organised a co�ee morning for 25 parents, mostly 
from Turkish and North African backgrounds. 

The method of identifying learning needs 
The	practitioner	decided	the	best	way	to	engage	
these	parents	was	by	concentrating	on	a	topic	
of	interest	and	relevance	to	them.	Therefore,	
she	asked	them	questions	about	their	likes	and	
dislikes	concerning	their	local	area,	including	
housing	issues.	She	learned	that	many	of	them	
had	learning	needs	relating	to	literacy,	IT	and	
numeracy.	Most	had	no	qualifications	and	
needed	to	improve	their	employability.

The	next	step	was	to	identify	the	personal	
goals	of	the	parents.	Many	parents	found	
it	difficult	to	get	their	points	across	about	
housing	and	family	issues	without	using	
aggression.	Some	of	them	were	not	conscious	
of	this,	so	the	practitioner	helped	them	to	be	
aware	when	they	were	behaving	aggressively	
and	think	about	the	consequences	of	such	
behaviour.	Consequently,	they	were	able	to	
understand	that	this	aggressive	behaviour	
was	being	passed	on	to	their	children	through	
unconscious	modelling.		

The	practitioner	chose	to	interview	parents	
informally	and	confidentially.	She	found	
that	some	of	the	parents	were	feeling	shy,	
stressed	out	and	ashamed	about	the	problems	
they	were	facing.	Some	had	poor	living	
conditions,	others	were	experiencing	financial	
hardship,	and	many	had	suffered	relationship	
breakdowns.	Some	of	their	children	were	
involved	in	the	local	drugs	trade	as	runners,	
and	this	activity	was	being	used	as	a	way	of	
supplementing	family	income. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In	order	to	assess	learning	needs,	the	
practitioner	concentrated	on	suggesting	
simple,	practical	tasks,	for	example	helping	
with	leafleting	in	the	playground	or	talking	to	
other	parents	at	a	coffee	morning.	This	helped	
her	to	assess	their	needs	without	the	parents	
feeling	intimidated.	She	set	a	clear	time	period	
for	the	piece	of	work,	as	she	knew	it	would	
take	six	to	nine	months	of	engagement	and	
relationship	building	to	achieve	progress. 
 

Recognize approach 
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 PowerPoint 
Slide 4

Stage	  1	  	  
Set	  aim(s)	  

appropriate	  to	  an	  
individual	  learner	  or	  
groups	  of	  learners.	  

	  

4  

4 4 

RARPA 
 

Stage	  2	  
Carry	  out	  ini)al	  
assessment	  to	  

establish	  the	  learner's	  
star)ng	  point.	  

Stage	  3	  
Iden)fy	  

appropriately	  
challenging	  learning	  

objec)ves.	  

Stage	  4	  	  
Carry	  out	  end-‐of-‐

programme	  learner	  	  
self-‐assessment.	  

	  

	  
	  

Stage	  5	  
Recognise	  and	  record	  

progress	  and	  
achievement	  during	  

programme.	  

Top Tip 
 
At the end of Handout 11 
there is an activity for 
advanced learners to  
carry out after the 
session, in which they can 
analyse whether this case 
study provides evidence  
of the RARPA process  
at each stage.



TEACHING ACTIVITY:

•		 Summarise	learning	from	today.

•		 Identify	good	practice	for	engaging	parents	and	areas	for	development.

•		 Distribute	Handout	12	(Further	reading).

•		 Distribute	Plenary	(Action	planning	template).

LEARNING ACTIVITY:

•		 Identify	the	next	steps	post-training,	alongside	any	individual	learning	needs.

•	 Learners	use	the	Plenary	to	stimulate	discussion.

•	 Learners	receive	a	list	of	sources	for	further	reading	on	the	subjects	covered.

SMALL GROUPS15-20 MINS

 Plenary 
Action planning template

 Handout 12 
Further reading

Plenary activity 
 

 
Plenary5

Activity

References: Section 4 
 
 
References are taken from the further reading articles listed 
in Handout 12 (Further reading).

Plenary  –		Action	planning	template		–		Page	1	of	4
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Action planning template

5Section                Activity                     4

As part of the plenary activity for each 
section of this training resource, you will  
be able to identify the key issues facing  
your school with regards to volunteers  
and identify ways of addressing these 
issues as a team.

This	activity	will	support	the	development	 
of	your	SEF/SIP	activity.

Key messages
Use	this	sheet	to	capture	the	key	 
messages	that	have	occurred	during	 
today’s	training	session.

Prioritising recommendations
Use	this	sheet	to	prioritise	the	
recommendations	your	group	has	selected	 
to	address	the	issues	in	Section	4.

List	the	recommendations	and	then	decide	
if	the	school	has	the	power	to	change	these	
issues.	If	the	answer	is	‘yes’,	next	determine	 
if	the	recommendation	needs	to	be	addressed	
immediately	or	if	it	can	wait.	Please	specify	
the	time	period	you	would	expect	it	to	be	
addressed	within	e.g.	by	the	end	of	summer	
term	2013	if	you	have	identified	it	as	not	 
being	an	urgent	issue.

For	those	items	that	should	be	addressed	
immediately,	rank	the	recommendations	in	 
the	order	that	they	should	be	addressed.

 
 
 
 
 
 
 
 
 
Also	identify	the	lead	person	who	will	be	
responsible	for	ensuring	this	activity	is	carried	
out.	If	a	working	group	is	required	to	support	
this	lead	person,	please	identify	any	volunteers	
who	would	be	willing	to	support	that	activity.

Action plan 
Use	this	sheet	to	plan	the	prioritised	
recommendations.	First	describe	the	 
‘current	state’	–	what	the	situation	is	now.	
Next	describe	the	‘desired	state’	you	would	
like	to	see.

Then,	on	the	right	side	of	the	arrow,	list	the	
steps	the	school	staff	needs	to	take	to	reach	
the	desired	state.	Where	possible,	please	
include	resources,	time	and	costs	associated	
with	each	activity.	Finally,	on	the	left	hand	
side	of	the	arrow,	list	the	steps	the	senior	
management	team/governors	need	to	take	
to	help	you	reach	your	desired	state.	Again	
where	possible,	please	include	resources,	 
time	and	estimated	costs	for	completing	 
this	activity.

This action planning tool has been designed to enable you to capture the 
good practice that is currently happening within your school environment, 
but also to identify the areas that require further development.

Section                
Handout 12 	–		Further	reading
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Activity                    

Further reading
Supporting the learning and development of volunteers

 4 5

Harrison,	R.	(2009), Learning and Development,	fifth	ed.	CIPD

Horrocks,	N.,	Rogers,	A.	(2010), Teaching Adults.	fourth	ed.	OUP

Jones,	R.	(2009),	Turning Parents Into Volunteers.	Create	Space

 
 
Department for Education 
Information	about	the	training	and	development	of	volunteers: 
www.education.gov.uk/schools/leadership/governance/traininganddevelopment

Volunteer Reading Help  
Information	and	references	about	training	and	support	for	volunteers	in	schools: 
www.vrh.org.uk/volunteers/why-volunteer/training-support

Community Service Volunteers 
CSV	supports	volunteers	and	provides	a	wealth	of	information	about	learning	
opportunities:	 
www.csv.org.uk/learning

TimeBank  
Provides	opportunities	and	information	regarding	training	for	volunteers	in	schools: 
www.timebank.org.uk/idea/in-school

Volunteering England 
A	major	UK	charity	that	promotes	the	rights	and	welfare	of	volunteers,	 
including	their	CPD: 
www.volunteering.org.uk/policy-and-campaigns

Business Balls  
Provides	very	useful	summaries	of	a	wide	range	of	learning	and	development	
methods	that	can	be	used	to	support	your	understanding	of	supporting	 
learning	and	development: 
www.businessballs.com/traindev.htm
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Aim 
 
To	introduce	the	basic	concepts	of	support	
and	management	for	volunteers	and	explore	
how	they	can	be	developed	and	used	in	
schools	and	other	settings.

Developed by SHS - www.shs.org.uk 

Support and management for  
parent volunteers working in schools 5

Section

 Objectives 
 
1	 Understand the importance and purpose  
 of having a support and management  
 process for volunteers.

2 Identify the key requirements and functions of  
 an e�ective support and management process.

3  Explore the skills and qualities needed to e�ectively  
 support and manage volunteers working in schools.

Page   53



Introduction 
 
  

Section  Developed by SHS - www.shs.org.uk Page   54Volunteers 4

However, if volunteers are to be productive, it’s vital they 
are properly managed and supported. This is particularly 
important for volunteers working in the education 
sector to ensure that their e�orts have a positive impact 
on outcomes for children and their families. 

 
London 2012 - a blueprint for volunteering
70,000 volunteer ‘games makers’ played a key role 
in the success of the London 2012 Olympics and 
Paralympics. A rigorous recruitment process made 
applicants fully aware of the commitment required. 
This was followed by robust training and induction for 
a minimum of three days.

Management and support of the volunteers were 
handled by team leaders, who were experienced 
volunteers able to act as mentors. All volunteers had 
plenty of opportunity to rehearse their roles under the 
guidance of their mentors.

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 

About this section of the toolkit
This section of the toolkit explores how schools and 
settings can provide support for their volunteers. The 
aim is help those who recruit and manage volunteers to 
understand the potential contribution those volunteers 
can make and the positive impact they can have on a 
school community.

Learners will focus on developing an e�ective support 
and management framework for volunteers in schools 
or other settings, using principally a mentoring or 
coaching approach. The model has been adapted and 
developed speci�cally for use in schools, respecting 
the need for a management function to ensure ‘safe 
working’ for all. It also takes into account the volunteers’ 
individual knowledge, skills and aptitudes, allowing 
them to develop their roles to the bene�t of the school 
community and themselves. 

We strongly recommend that Sections 1-4 of the toolkit 
are delivered (or at least referred to) before this one. They 
cover many of the essential ingredients for successful 
volunteer management and support, modelled by the 
London 2012 ‘games maker’ programme.

Volunteers can be a valuable resource for any organisation or event. The UK has approximately  
20 million active volunteers across all sections of society, forming a ‘civic core’. 

Lord Coe said the volunteers represented 
the “best of British” – the challenge will be 
how to harness their enthusiasm and raise 
the pro�le of the armies of volunteers 
who already do similar work week in and 
out across the country.

(Guardian, July 2012) 
 
 
 

For me personally it has 
been really satisfying and 
inspiring meeting and 
bonding with people... 
...and so vastly di�erent 
from my normal life.

(James, a London 2012 
‘games maker’)

Key quotes



Coaching and mentoring 
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‘Coaching’ and ‘mentoring’ are terms that are 
often used interchangeably. Both enable an 
individual to achieve their full potential and 
feature similar processes: 
 
• Exploring needs, motivation, skills and thought   
 processes to assist an individual.

• Active listening, questioning, clarifying and   
 summarising to help an individual identify actions  
 and solve problems.

• Support in appropriate goal setting, and methods of  
 assessing progress/impact.

• Observing, listening and asking questions to   
 understand the context of an individual’s motivations  
 and actions.

• Encouraging and motivating for continuous   
 improvement.

• Maintaining unconditional positive regard for an  
 individual i.e. being supportive and non-judgemental.

• Supporting individuals to develop personal skills and  
 to avoid dependency on the mentoring relationship.

• Monitoring and evaluating the outcomes of the  
 process, using objective measures wherever possible.

• Working within areas of personal competence.

• Possessing relevant experience and quali�cations to  
 transfer skills.

• Managing the relationship to ensure the level of  
 support meets the needs of both the individual and  
 the organisation.

 
 
 
 
 
 
 
 
 
 
How does it work?
Successful coaching or mentoring of volunteers relies 
on �ve key elements:

• The development of activities that suit the needs of  
 the volunteer and the organisation.

• Development and �ne-tuning of the volunteer’s skills.

• A focus on knowledge and interpersonal skills which  
 cannot readily be transferred in a training environment.

• Providing volunteers with contacts and networks,  
 possibly to further their career or life aspirations.

• ‘On the job’ experience – all activity takes place in the  
 school/setting.

Coaching or mentoring is highly e�ective when used as 
a means of supporting induction or training, ensuring 
key skills are transferred within the volunteering 
context. Mentors transfer relevant skills to the volunteer. 
They don’t do the volunteering for them!

 

Listening

How well you listen will have a major impact on 
your personal e�ectiveness when coaching or 
managing volunteers.

• We listen to gain information.

• We listen to understand.

• We listen for enjoyment.

• We listen to learn.

Research shows that, on average, we only take 
in between 25% and 50% of any conversation. 
Therefore, we are not hearing the whole 
message. Better listening improves our ability to 
understand, in�uence, persuade and negotiate, 
leading to better outcomes for all. 
 
 
Active listening 
 
L  =  Look interested, get interested.

 I    =  Involve yourself by responding.

S   =  Stay on target.

T   =  Test your understanding.

E   =  Evaluate the message.

N   =  Neutralise your feelings.

Key skills



Introduction  
 

Ice breaker activity 
 

TEACHING ACTIVITY:

•		 Carry	out	standard	housekeeping.

•	 Agree	group	ground	rules	and	refer	to	learning			
 agreement as necessary. Record on �ip chart.

•	 Welcome	learners	and	facilitate	introductions	–			
 name, job role and one expectation from today.   
 Record on �ip chart. 

•	 Introduce	the	aims	and	objectives	of	session	and		
 outline of day.  
 
LEARNING ACTIVITY:

•		 Learners	contribute	to	agreeing	group	ground	rules.

•	 Learners	introduce	themselves	and	share		 	
 expectations.

•	 Learners	listen	and	ask	questions.

 
 

TEACHING ACTIVITY:

•	 Ask	each	learner	to	write	down	three	things	about		
 themselves which may not be known to others in  
 the group. Two are true. One is false.

•	 Ask	the	learners,	taking	turns,	to	read	out	the	three		
 facts about themselves and the rest of the group  
 votes on which are true or false. 

  
LEARNING ACTIVITY:

•	 Learners	think	of	two	facts	about	themselves	which			
 are true and one fact that is false.

•	 Learners	vote	on	which	are	true	and	 
 which are false.

•	 Learners	learn	three	things	about	each	other.	

 
Welcome and ice breaker activity			

WHOLE GROUP WHOLE GROUP10 MINS 10 MINS

i
Introduction

General resources required for this section: 
 

 Flip chart and paper

 Pens

 Post-it notes

 Blu-Tack or masking tape

 Handouts, PowerPoint slides and other specific  
 resources as indicated under each activity.
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Basic activity 
 

Advanced activity 
 

TEACHING ACTIVITY:

•		 Divide	learners	into	pairs.

•	 Ask	learners	to	discuss	and	share	experiences	of	being	‘helped’.	 
 This could be in a personal or professional context.

•	 After	five	minutes	ask	learners	the	following	question:	What	made	this		
 feel a positive experience? Give examples, such as trust, respect, being  
 listened to etc.

•	 Facilitate	whole-group	feedback.	Capture	key	points	on	the	flip	chart		
 and identify how and why the comments are relevant to the learning  
 objectives of this session. 
 
LEARNING ACTIVITY:

•		 In	pairs	learners	discuss	their	own	experiences	of	being	supported	or		
 helped. What made this feel a positive experience?

•	 On	completion	of	the	task,	learners	contribute	ideas,	reflecting	from		
 their own experiences on what volunteers might want and need in  
 terms of support and management.

 

 
 

TEACHING ACTIVITY:

•	 Display	PowerPoint	Slide	1.

•	 Divide	learners	into	two	groups	and	distribute	flip	chart		
 paper and pens. 

•	 Ask	each	group	to	prepare	either	a	spidergram	or	a	list			
 of reasons for one of the questions: Why is it important  
 to have..? 

1.  Support for volunteers.

2.  A management process.

•	 Ask	learners	to	nominate	a	scribe	and	someone	to	feed			
 back to the whole group.

•	 Facilitate	feedback	and	summarise	key	points. 
 
LEARNING ACTIVITY:

•	 Learners	discuss	answers	as	a	group	and	record	their		 	
 ideas on �ip chart paper. 

•	 Nominated	representatives	present	and	give	feedback.	

•	 Whole	group	responds	to	questions.	

 

 
Understand the importance and purpose of having  
a support and management process for volunteers 

PAIRS TWO GROUPS15 MINS 15 MINS

Notes

1
Activity
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 PowerPoint 
Slide 1

1  

1 

Prepare a list or spidergram in answer to your allocated question. 
 

   Why is it important to have support 
 for volunteers? 
 

   Why is it important to have a  
management process for volunteers? 

5 

Question 



2
Activity

15 MINS

TEACHING ACTIVITY:

•	 Divide	learners	into	pairs.

•	 Display	PowerPoint	Slide	2	and	ask	the	question:	What		 	 	 	
 do you consider to be the key functions/requirements of a support and   
 management process for volunteers in a school/setting?

•	 Give	each	pair	a	full	set	of	cards	from	Handout	1	(Statements)	and	a	copy		
 of the diamond template enlarged to A3. Learners can use the blank   
 cards to create their own statements if required.

•	 Ask	learners	to	choose	the	most	important	statements	and	place			 	
 them onto the diamond in order of importance. (1 = most important).

•	 Ask	each	pair	to	join	with	another	to	discuss	their	results.

•	 Ask	the	whole	group	to	identify	any	common	choices.

•	 Draw	the	diamond	on	flip	chart	paper	with	the	agreed	order	 
 of responses.

•	 Display	PowerPoint	Slide	3.

•	 Distribute	Handout	2	(Functions	of	management	and	mentoring)	and		 	
 introduce the concept of di�ering management and support functions.

•	 Ask	learners	to	reflect	on	their	roles	in	school	in	terms	of	their		 	 	
 management and support functions.

•	 Ask	learners	to	reflect	on	their	learning	from	the	session.

LEARNING ACTIVITY:

•	 Learners	reflect	and	record	their	initial	ideas.

•	 On	completion	of	the	diamond,	each	pair	of		 	
 learners joins with another pair to explain brie�y  
 how they arrived at their selection.

•	 Learners	contribute	to	the	discussion	to	identify		
 common choices/priorities.

•	 Learners	read	Handout	2	and	ask	questions.

•	 Learners	work	on	their	own	to	reflect	on	how	the		
 learning from the session will inform their practice,  
 recording their ideas and thoughts.

 

 Handout 1 
Statements

 Handout 2 
Functions of  
management  
and mentoring

Basic activity 
 

PAIRS

2Section                
Handout 1  –  Statements  –  Page 1 of 3

Volunteers toolkit – Developed by www.shs.org.uk
Activity                     5

Issues e.g. 
time/attendance.

Provide honest and 
constructive feedback.

Well-being and retention. Develop skills and 
competencies.

 Motivate, encourage and 
a�rm.

Facilitate the sharing of 
best practice.

Plan and monitor work. Ensure appropriate 
standards are followed.

Establish boundaries/
con�dentiality. Health and safety. 

Reect on and learn from 
experiences.

Observe, listen and ask 
questions.

✁
Statement cards

2Section                
Handout 2  –  Functions of management and mentoring
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Activity                    

Functions of line management 
and mentoring  
Di�erences and similarities

 5

 
Human resource issues – 

time, attendance etc. 

 
The welfare of the 

children, young people 
and their families. 

 
Motivating and 

encouraging. 

 
Planning and  

monitoring work. 

 
Roles and responsibilities 

of employees.

 
Developing skills and 

competencies 

 
Ensuring the quality  
and completion of  

task/delivery.

 
Ensuring that appropriate 
standards are maintained.

 
Setting appropriate goals.

 
Reporting on 
performance. 

 
Health and safety. 

 
Welfare and retention. 

 
Evaluating and 

celebrating outcomes. 

Line management is primarily 
administrative and focuses on:

Line management and  
mentoring both focus on:

Support or mentoring is primarily 
developmental and focuses on:

Identify the key requirements and functions of 
an e�ective support and management process
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 PowerPoint 
Slides 2 - 3

Line management – the administration of 
activities that contribute directly to the school/
setting as an organisation. 

A line manager – a person who oversees and has 
responsibility for an employee's day-to-day work. 

Support – to give help, encouragement or 
approval to another person. 

A mentor or coach – a person that enables 
individuals to achieve their full potential. 

 

3  

2 5 

Management and support 

Top Tip 
 
Ensure a quiet atmosphere 
so that all learners can 
record their ideas. 
 
 

2  

2 

What do you consider to be the 
key functions of a support and 
management system for 
volunteers working in schools? 
 

5 

Question 

? 



2
Activity

15 MINS

TEACHING ACTIVITY:

•	 Divide	learners	into	their	previous	pairings	and	ask	them	to	review	their	 
 completed diamond from the Basic activity.

•	 Ask	learners,	using	different	coloured	highlighter	pens,	to	discuss		 	
 and identify which are primarily supportive functions and which are   
 management functions.

•	 Display	PowerPoint	Slide	4.

•	 Facilitate	whole-group	discussion	around	the	following	key	questions:

Q. Which functions have the highest priority within the diamond nine   
 framework?

Q. Implications for developing an e�ective process e.g:

 What skills and qualities do the di�erent functions require 
 from individuals?

 Do the functions have to be performed by the same person? 

 Do you have people in school already carrying out this function  
 in part or as a whole?

 What is the impact on time?

 What do you already have in place in your school?

 How can paperwork, websites etc support the process?

LEARNING ACTIVITY:

•	 Learners	identify	and	agree	which	are	supportive		
 functions and which are management functions,  
 highlighting them with di�erent coloured  
 highlighter pens.

•	 Learners	contribute	thoughts,	experiences	and	ideas		
 in response to the questions.

•	 Learners	take	time	to	absorb	the	implications	for		
 practice within their own school/setting.

 

Advanced activity 
 

PAIRS

Identify the key requirements and functions of 
an e�ective support and management process
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 PowerPoint 
Slide 4

4  

2 5 

Reflection 

!  What	  skills	  and	  quali.es	  do	  the	  different	  
func.ons	  require	  from	  individuals?	  

!  Do	  the	  func+ons	  have	  to	  be	  performed	  
by	  the	  same	  person?	  

!  Who	  in	  the	  school	  community	  already	  
uses	  mentoring/coaching	  skills?	  

!  What	  is	  the	  impact	  on	  +me?	  

!  What	  is	  already	  in	  place?	  

Top Tip 
 
If it is a large group, 
consider setting specific 
questions to smaller groups 
to discuss and feedback . 



3
Activity

15 MINS

TEACHING ACTIVITY:

•	 Display	PowerPoint	Slide	5	and	introduce	the	concepts	of	knowledge,		 	
 skills and qualities.

•	 Divide	learners	into	small	groups.

•	 Distribute	Handout	3	(Checklist)	and	Handout	4	(Knowledge,	skills	 
 and qualities), linking to the previous sessions and referring to the   
 displayed �ip charts.

•	 Ask	learners	to	use	the	template	to	list	some	of	the	knowledge,	skills		 	
 and qualities required by individuals to e�ectively support and manage   
 volunteers working in schools/other settings.

•	 Distribute	and	introduce	Handout	5	(Roles	of	a	volunteer	coordinator).

•	 Reiterate	to	learners	that	a	job	description	would	explain	tasks,	but		 	
 would also identify the skills and qualities of an individual to be e�ective  
 in the post. 

LEARNING ACTIVITY:

•	 Learners	reflect	on	the	previous	activities	and	use		
 Handouts 3 and 4 to make notes on the knowledge,  
 skills and qualities required by colleagues to   
 e�ectively support and manage volunteers.

•	 In	the	same	groups,	learners	discuss	and	draft	a		
 model job description for a coordinator of volunteers  
 post within a school.

 

Basic activity 
 

SMALL GROUPS

Explore the skills and qualities needed to e�ectively  
support and manage volunteers working in schools
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 PowerPoint 
Slides 5

A skill – the ability to do something well; 
a particular ability; can be taught and 
practised. 
 
 
A quality – a distinctive characteristic  
of an individual. 
 

5  

3 5 

Skills and qualities 
 

Notes

 Handout 3 
Checklist

 Handout 5 
Roles of a volunteer coordinator

 Handout 4 
Knowledge, skills  
and qualities

3Section                
Handout 3  –  Checklist
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Activity                    

Checklist 
Knowledge, skills and qualities to be an 
e�ective manager and supporter of volunteers

 5

 Demonstrates empathy and is genuine.

 Possesses relevant quali�cations and experience to   
 facilitate skills transfer.

 Establishes clear boundaries.

 Develops e�ective relationships.

 Is open and approachable.

 Facilitates and explores needs, motivations, skills and   
 thoughts, providing honest and constructive feedback.

 Uses active listening.

 Supports individuals to set appropriate goals.

 Respects the volunteer’s knowledge and maintains   
 unconditional positive regard for the volunteer.

 Supports the volunteer to develop personal competencies.

 Has knowledge of policy, procedure and legislation within  
 the school. 

 Has a sense of humour.

 Creatively applies tools and techniques to identify    
 solutions and actions.

 Evaluates the outcomes of the process. 

 Is committed and devotes time etc.

3Section                
Handout 5  –  Roles of volunteer coordinator  

Volunteers toolkit – Developed by www.shs.org.uk
Activity                    

Possible roles of  
volunteer coordinator   

 5

 
Reviewing the work of existing volunteers.     

Getting agreement about the current       
priorities regarding volunteers.

Developing or reviewing the volunteer policy.     

Finding out what sta� want volunteers for.      

Recruiting volunteers.     

Taking queries from potential volunteers.      

Contacting/working with other agencies.     

Interviewing volunteers.     

Getting CRB forms  lled in.      

Placing volunteers.     

Liaising with sta� regarding       
supervising volunteers.    

Inducting volunteers.      

Training or organising training for volunteers.     

Organising certi cates and celebrations       
of the volunteers’ work. 

Role

Coordinator  
doing this  
currently

Planning to  
do this in  
the future

Who else is also 
involved and will do 

this with (or instead 
of) the coordinator?

To discuss with the head teacher or manager with a view to developing a job description. 

 
Name of coordinator ................................................................................................ 
 

Used with permission of the Parental Engagement Network www.penetwork.co.uk
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Knowledge, skills and qualities  

 5

Knowledge and awareness

Skills and capabilities 

Qualities, values and attitudes



3
Activity

15 MINS

TEACHING ACTIVITY:

•	 Display	PowerPoint	Slide	6.

•	 Ask	learners	to	spend	five	minutes	planning	what	they	are	going	to	do		 	
 in their setting to implement an e�ective support and management   
 system for volunteers.

•	 Divide	learners	into	groups	of	three	and	allocate	each	learner	one	of	the		
 following roles:

 Speaker – informs the listener of their next steps in terms of how they   
 are going to implement a support and management process for   
 volunteers in their school.

 Listener – listens initially without interruption or taking notes for  
 two minutes, then (for a further one minute) questions, clari�es and   
 summarises back to the speaker their understanding of what has 
 been said.

 Observer – watches the exchange between speaker and listener   
 and gives constructive feedback on listener’s verbal and  
 non-verbal communication.

•	 Ask	learners	to	rotate	the	roles	after	four	minutes	to	enable	each		 	
 learner to experience each role.

•	 Each	trio	then	reflects	and	shares	outcomes	of	the	activity.

LEARNING ACTIVITY:

•	 Learners	individually	reflect	on	the	learning	from	the		
 session and plan for the task. 

•	 In	groups	of	three,	learners	complete	the	task,		
 rotating roles.

•	 Each	group	reflects	and	shares	outcomes	of	the		
 activity in light of the session, identifying if the  
 skill of active listening was supportive and provided  
 encouragement/motivation. Did it clarify actions,  
 targets and goals, and identify time frames?

 

Advanced activity 
 

TRIOS

Explore the skills and qualities needed to e�ectively  
support and manage volunteers working in schools
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 PowerPoint 
Slide 6

What are you going to do in your school to implement an 
effective support and management system for volunteers? 
 
 
Speaker – informs listener of next steps. 
 
Listener – practises skills of listening,  
questioning, clarifying and summarising. 
 
Observer – feeds back on listener's verbal  
and non-verbal communication. 
 

6  

3 5 

Active listening 
 

Top Tip 
 
This activity gives the 
learners the opportunity to 
use and practice the core 
skill of active listening, 
identified as a key 
coaching/mentoring and 
management skill. 



TEACHING ACTIVITY:

•		 Summarise	learning	from	today.

•		 Identify	good	practice	for	engaging	parents	and	areas	for	development.

•		 Distribute	Handout	6	(Further	reading).

•		 Distribute	Plenary	(Action	planning	template).

LEARNING ACTIVITY:

•		 Identify	the	next	steps	post-training,	alongside	any	individual	learning	needs.

•	 Learners	use	the	Plenary	to	stimulate	discussion.

•	 Learners	receive	a	list	of	sources	for	further	reading	on	the	subjects	covered.

SMALL GROUPS15-20 MINS

 Plenary 
Action planning template

 Handout 6 
Further reading

Plenary activity 
 

 
Plenary4

Activity

References: Section 5 
 
 
References are taken from the further reading articles listed 
in Handout 6 (Further reading).

Plenary  –  Action planning template  –  Page 1 of 4
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Action planning template

4Section                Activity                     5

As part of the plenary activity for each 
section of this training resource, you will  
be able to identify the key issues facing  
your school with regards to volunteers  
and identify ways of addressing these 
issues as a team.

This activity will support the development  
of your SEF/SIP activity.

Key messages
Use this sheet to capture the key  
messages that have occurred during  
today’s training session.

Prioritising recommendations
Use this sheet to prioritise the 
recommendations your group has selected  
to address the issues in Section 5.

List the recommendations and then decide 
if the school has the power to change these 
issues. If the answer is ‘yes’, next determine  
if the recommendation needs to be addressed 
immediately or if it can wait. Please specify 
the time period you would expect it to be 
addressed within e.g. by the end of summer 
term 2013 if you have identi�ed it as not  
being an urgent issue.

For those items that should be addressed 
immediately, rank the recommendations in  
the order that they should be addressed.

 
 
 
 
 
 
 
 
 
Also identify the lead person who will be 
responsible for ensuring this activity is carried 
out. If a working group is required to support 
this lead person, please identify any volunteers 
who would be willing to support that activity.

Action plan 
Use this sheet to plan the prioritised 
recommendations. First describe the  
‘current state’ – what the situation is now. 
Next describe the ‘desired state’ you would 
like to see.

Then, on the right side of the arrow, list the 
steps the school sta� needs to take to reach 
the desired state. Where possible, please 
include resources, time and costs associated 
with each activity. Finally, on the left hand 
side of the arrow, list the steps the senior 
management team/governors need to take 
to help you reach your desired state. Again 
where possible, please include resources,  
time and estimated costs for completing  
this activity.

This action planning tool has been designed to enable you to capture the 
good practice that is currently happening within your school environment, 
but also to identify the areas that require further development.

4Section                
Handout 6  –  Further reading

Volunteers toolkit – Developed by www.shs.org.uk
Activity                    

Further reading 
Support and management for parent 
volunteers working in schools 

 5

 
 
Parsloe, E. (2008), The Manager as Coach and Mentor.  
Chartered Institute of Personnel and Development, London

 
 
 
 
 
The Coaching and Mentoring Network

www.coachingnetwork.org.uk

 
 
National College for School Leadership

www.nationalcollege.org.uk
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www.shs.org.uk 
 
If you have any queries regarding this  
toolkit please email: training@shs.org.uk 
 
 
School-Home Support Services UK 
Registered charity no: 1084696

More training toolkits are available from SHS

Parental Engagement 
DOWNLOAD

Marginalised communities 
DOWNLOAD

Parental
engagement

A training toolkit full  
of useful resources 

for supporting parents  
with complex needs

Delivered by School-Home Support Services UK

communities
Marginalised

A training toolkit full  
of useful resources for 

supporting and engaging  
children and families from 

 marginalised communities
Developed by School-Home Support Services UK

All photography and illustrations within this toolkit are the property of, or are licensed 
for use by SHS. They may not be extracted, edited or reproduced as a stand-alone �le. 
Photography is used for illustrative purposes only, any person depicted is a model. 

http://www.schoolhomesupport.org.uk/index.php?option=com_content&view=article&id=348&Itemid=311
http://www.schoolhomesupport.org.uk/index.php?option=com_content&view=article&id=333&Itemid=324



