Little Wonderland Nursery
Students and Volunteers Policy & Procedure

1. Policy Statement
Little Wonderland Nursery values the contribution of students and volunteers in enhancing children’s learning experiences and supporting the development of early years practitioners.
We are committed to ensuring that all placements are safe, supportive, and beneficial for both the nursery and the individuals involved.
The safety and wellbeing of our children are paramount, and all individuals working or volunteering in the setting must meet the required safeguarding and suitability standards.

2. Aims
This policy aims to:
· Provide a clear procedure for accepting students and volunteers.
· Ensure compliance with Scottish Government and Care Inspectorate regulations.
· Safeguard children through appropriate recruitment and PVG (Protecting Vulnerable Groups) checks.
· Promote positive learning experiences for those on placement.

3. Scope
This policy applies to:
· All students from local colleges or training providers seeking placement.
· Volunteers offering their time within the nursery (e.g. parents, community members).
· Staff responsible for supervising placements.

4. Legal and Regulatory Framework
This policy aligns with:
· The Protection of Vulnerable Groups (Scotland) Act 2007
· The Children and Young People (Scotland) Act 2014
· National Care Standards: Early Education and Childcare up to the age of 16
· Care Inspectorate requirements
· Data Protection Act 2018 / UK GDPR

5. PVG (Protecting Vulnerable Groups) Scheme
What is the PVG Scheme?
The PVG Scheme is managed by Disclosure Scotland.
It helps ensure that individuals who are unsuitable to work with children or protected adults cannot do so.
Who needs a PVG check?
Anyone who:
· Regularly works with children,
· Is in a position of trust or responsibility for children,
· Or is on a student placement where they will have unsupervised or regular contact with children.
This includes:
· College students on placement (even if supervised)
· Regular volunteers
Who conducts the PVG check?
· The college or training provider must apply for and pay for PVG membership for students before their placement starts.
· For independent volunteers, the nursery (as the placement organisation) is responsible for ensuring a PVG check is carried out via Disclosure Scotland.
The nursery must see and record evidence that:
· The individual is a PVG Scheme member, and
· The membership is up to date and appropriate for working with children.
Note: PVG information is confidential and should be securely stored and handled in line with GDPR and Disclosure Scotland guidance.

6. Procedure for Accepting Students and Volunteers
Step 1: Initial Contact
· The college or volunteer contacts the Nursery Manager to request a placement.
· The Manager provides a copy of this policy and outlines expectations.
Step 2: Application and Documentation
Applicants (students or volunteers) must provide:
· Completed placement application form to training provider. 
· Up-to-date CV/All about me (if applicable).
· Evidence of PVG Scheme membership (from college or directly through nursery).
· Photo ID (passport or driving licence).
Step 3: Interview / Meeting
· The Nursery Manager meets with the applicant to discuss:
· Motivation for the placement.
· Course requirements or volunteering goals.
· Experience and understanding of childcare settings.
· Safeguarding and confidentiality expectations.
Step 4: Approval and Induction
· Once satisfactory checks are complete:
· The Manager approves or rejects the placement.
· An induction session is arranged, covering:
· Health & Safety
· Safeguarding / Child Protection procedures
· Confidentiality
· Professional conduct
· Supervision arrangements
Step 5: Supervision and Support
· Students and volunteers are always supervised by qualified staff.
· They are never left alone with children.
· A designated mentor or key worker provides ongoing guidance.
Step 6: Evaluation and Feedback
· At the end of the placement:
· The nursery provides written feedback (if required by the college).
· Students/volunteers may complete a self-evaluation.
· Feedback is shared confidentially with the college or placement coordinator.

7. Confidentiality and Data Protection
All students and volunteers must sign a Confidentiality Agreement before starting.
Any breach of confidentiality or failure to follow safeguarding policy may result in immediate termination of the placement.

8. Safeguarding and Child Protection
All individuals must follow the nursery’s Child Protection Policy.
Any concerns about a child’s welfare must be reported immediately to the  Child Protection Co-Ordinator 

9. Record Keeping
The Nursery Manager will maintain:
· A Placement Register of all students and volunteers.
· Copies of PVG confirmation and induction checklists.
· Dates of placement and supervising staff names.
All records will be stored securely in accordance with data protection laws.

10. Review
This policy will be reviewed annually or sooner if:
· Legislation changes,
· Disclosure Scotland or Care Inspectorate guidance updates, or
· There are concerns arising from placement practice.

Signed:
Manager: ___________________________
Date: ___________________________
Review Due: ___________________________
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