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Funct ion & Accountability 
Volunteers will support and enable the disabled children and young people who attend Whitgift SNAP to 
participate in and enjoy the scheme. 
 
Volunteers are accountable to the Group Leaders, Senior Group Leader, Scheme Offi cers and members of 
the Management Committee on site. 
 

Hours of  attendance 

The days of attendance on the scheme will be agreed in writing with the Co-ordinator prior to 
commencement of the scheme. On the agreed days, volunteers are required to register their attendance by 
9.00am each day.  The daily de-briefing meetings should end by 4.30pm 
 
Prior to the scheme, all volunteers are required to attend a training day. This will take place on a Saturday 
in July from 9.15am to 4.00pm. 
 

Duties 

¥ to adhere to all relevant published policies and procedures of Whitgift SNAP (with particular 
reference to: Equal Opportunities, Health & Safety, Safeguarding Children, Vulnerable Adults, 
Management of Challenging Behaviour, Lifting & Handling, Confidentiality, Reporting of 
Accidents & Incidents) 

¥ to maintain the confidentiality of children and young people at all times  
¥ to sign in the main daily register immediately on arrival at the premises 
¥ to register with the allocated Group Leader by 9.00am each morning and collect volunteer identity 

badge and young person profi le, returning both to the Group Leader at the end of day meeting 
¥ to remain on-site at all times unless prior permission has been given by Co-ordinator  
¥ to ensure that profiles and supplementary information provided for the care of the child/ young 

person are kept safe at all times, and to ensure that copies of profiles are returned to the Group 
Leader at the end of each day for secure storage/shredding 

¥ to be reliable and punctual 
¥ to encourage the young people to participate safely in activities provided and enable the 

child/young person to choose (as far as possible) between activities 
¥ to collect all medication from parents/carers on arrival in the morning and immediately take these 

to the Care Co-ordinator 
¥ to ensure all medication is returned to parents/carers at the end of the day 
¥ to provide parents/carers with a written or verbal account of the young personÕs  activities each 

day 
¥ to assist with the personal care of the child/young person 
¥ to communicate any concerns to a member of staff immediately 
¥ to assist with tidy-up at the end of each day as instructed by the Scheme Officer, Senior Group 

Leader and Group Leader 
¥ to attend end of day volunteers’ meeting with the Scheme Officers and Senior Group Leader,  and 

the daily debriefing with the relevant Group Leader 
¥ to provide administrative support if requested by the Scheme Officer or Senior Group Leader 
¥ to ensure records of pairings with young people are kept up to date 
¥ to report any suspicious findings, eg. signs of suspected child abuse to the Child Protection 

Officer or their authorised deputy, in accordance with the Safeguarding Children Policy 
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¥ such other duties as may be reasonably required to ensure a safe and successful scheme 
 

The above list of duties is not intended to be exclusive and may be amended by mutual agreement at any 
time, and reallocated as necessary. 
 

Rights 
¥ to accurate information about the special needs of the child/young person 
¥ to information about the daily activities 
¥ to access to relevant training 
¥ to support from the staff and members of the Management Committee 
¥ to safe working conditions and insurance 
¥ to expenses in accordance with the published policy 
¥ to confidentiality 
¥ to the right to say no 

  
The successful applicant must have Enhanced Police Disclosure and sati sfactory  references in 
accordance with the Employee Vetting Policy.  
 
ALL  volunteers must att end ALL  sessions on a volunteer training day. 
 
All paid staff and volunteers participating in Whitgift SNAP are expected to support and work within the 
policy and practice guidelines laid down by the Management Committee, including Equal Opportunities.  
 
 


