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This pack contains: 

- Welcome 

- About our Sponsor and the Trust 

- Museum Learning vision 

- Benefits of volunteering 

- Volunteer expectations 

- Recruitment Process 

- Museum Learning role profiles 

- Induction and Training 

- Expenses 

- Recognising your contribution 

- Ending Volunteer Service 

- Policies and Procedures 

- Contact Information 

- Volunteer Agreement 

We hope that you find the pack informative 

and useful. We recognise that no volunteer 

handbook can answer all the questions you 

might. Please do contact Museum Learning via 

the details below if you have any questions 

that need answering before your next 

volunteering session: 

Naomi Hudson 

Naomi.Hudson@langleyacademy.org 

01753 214482 

 

 

To find out about the trust you can go to our 

Trust website at 

http://www.arbibeducationtrust.org 

  

Contents 
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Welcome 

We are so glad that you are interested in volunteering with The Arbib Education Trust.  

This handbook is designed to introduce you to The Arbib Education Trust and provide an overview of 

the volunteer practice and procedures at our organisation. You are responsible for reading and 

understanding the Volunteer Handbook, and for adhering to The Arbib Education Trust’s policies 

and procedures. 

If you have any questions or need any clarification on the information contained in this handbook, 

please contact your volunteer supervisor.  
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About our Sponsor and the Trust  

 

The Annabel Arbib Foundation (formerly The Arbib Foundation) is a registered charity (number 

296358) which supports the philanthropy of Annabel Nicoll, with a clear focus on education and 

providing opportunities for young people.  

The Foundation was originally established in 1987 by Sir Martyn Arbib who set up the Henley-on-

Thames based Perpetual Investment business in 1974. The Foundation provided charitable 

donations and financial support to organisations and causes around the UK, with a focus on the 

Thames Valley. Sir Martyn Arbib, and the Foundation, took a leading role in funding and 

establishing the River & Rowing Museum in Henley-on-Thames that opened in 1998 and attracts 

over 100,000 visitors per year. Sir Martyn and his daughter, Annabel Nicoll, have both actively 

supported the museum and its award-winning education work of The River and Rowing Museum 

since its inception. 

In 2015 Sir Martyn Arbib retired as Chairman of The Arbib Foundation. His daughter Annabel Nicoll 

took over the Chair and has continued to use the Foundation, which has been renamed The Annabel 

Arbib Foundation, to support her own philanthropy and to continue her work with The Arbib 

Education Trust (formerly The Langley Academy Trust). Sir Martyn, Annabel and the rest of their 

family all maintain a keen interest in the work being done at the academies in the Trust. 

The Arbib Education Trust is the principal beneficiary of the Annabel Arbib Foundation. 

The Arbib Education Trust is a unique Trust that serves the young people of Langley, Slough and 

further afield. The Multi-Academy Trust (MAT) encompasses The Langley Academy Secondary, The 

Langley Academy Primary and The Langley Heritage Primary. Our vision is to ensure we provide an 

outstanding education for every child in the Trust through high aspirations and quality learning 

through curiosity, exploration and discovery. 

 

The Langley Academy is housed in an iconic building, and bases its curriculum model on curiosity, 

exploration and discovery. The Langley Academy pioneers the use of museum learning and has 

developed links with national and regional museums to add an external dimension to learning. At the 

heart of our vision, we aim for the highest achievement for all and to provide a welcoming, 

imaginative and creative environment which enriches the lives of all involved.  

 

The Langley Academy Primary opened in September 2015 with 90 very excited Reception children 

and parents; the intake will grow year on year until it reaches capacity of 630 children in September 

2021. 
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The Trust’s strong vision, high aspirations and determination to succeed in providing an outstanding 

education for children in the community are clearly evident throughout The Langley Academy 

Primary’s positive learning environment. Our supportive ethos, child-centred approach, rich 

curriculum based on first-hand experiences have ensured children are confident, independent 

learners, displaying Curiosity, Exploration and Discovery.  

 

The Langley Heritage Primary converted to a sponsored Academy within The Arbib Education Trust 

in September 2014. The Langley Heritage Primary caters for children between the ages of 3 and 11 

years. The school has 635 children on roll plus a part time 39 fte Nursery provision. The pupils come 

from diverse ethnic backgrounds which is typical for Slough, with the major groups being White 

British, Indian and Pakistani. There are smaller proportions of pupils from a wide range of other 

minority ethnic groups including Eastern European as well as a small group of Traveller children.  

 

Every child who attends The Langley Heritage Primary is viewed as unique and treated as such. 

Children are encouraged to become independent thinkers with a love for life and learning. Their 

enthusiasm is stimulated by dedicated staff members who share the ambitions of The Arbib Education 

Trust to motivate the pupils to be inquisitive and thoughtful learners who will go on to success at 

Secondary School and beyond. 
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Museum Learning Vision 

Curiosity, Exploration, Discovery  

Aims 

Students at The Arbib Education Trust will be curious about their identity and the world around 

them. Their understanding will be challenged and their exploratory skills developed so that they 

can make their own discoveries.  They will confidently communicate their learning and take 

responsibility for sharing it with others.  

Context 

The Arbib Education Trust (formerly The Langley Academy Trust) was formed in 2014. It consists of 

The Langley Academy, The Langley Academy Primary and The Langley Heritage Primary. The 

academies are based in Langley, part of Slough and together serve 1887 children and young people 

from 3 – 18.  We are proud of our diverse community with our many links to other countries and our 

strong local identity.  

Museum Objectives 

Museums are gateways to real things, real stories and real people; museum collections make 

learning meaningful for students. With museum learning in our DNA, we will further our aims in the 

school, our local community and our national partners through: 

 How we plan and deliver learning: a learning model based on curiosity, exploration and 

discovery. 

 How we use places and objects: using the built environment and collections to aid learning. 

 How we work with people: a two-way process of sharing teaching expertise and ideas with 

museum professionals to create good practice inside and outside the classroom.  

We have new and established partnerships with local and national museums. With them we work on 

embedding museum learning across the curriculum and through specific projects designed to meet 

students’ needs.  We work through collections and the museums as a whole. In this way we believe 

that museums and their collections can develop students’:  

  

 

 

  

  

 Love for learning 

 Curiosity and creativity 

 Ideas and critical thinking 

 Self-esteem and identity 

 Communication skills 

 Understanding of context and links 

 Knowledge of the past 

 Hopes for their future 
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Benefits of volunteering 

As a volunteer for the museum learning department at The Arbib Education Trust, you will get the 

chance to work in the UK’s only Museum Learning Trust, working alongside professionals who are 

passionate about their work.  

Depending on which role you chose, you will have the opportunity to: 

 Develop your knowledge of current teaching and learning practises 

 Work with children and young people within a museum/education setting 

 Develop collections cataloguing and loans tracking skills 

 Develop the ability to enhance learning through object handling 

 Develop data collection, data analysis and report writing skills 

We strive to provide our volunteers with a positive working environment where they can develop 

their knowledge and skills. 

 

Volunteering Expectations 

As a volunteer we expect you to:  

 Honour your commitment to the Trust 

 Respect all staff, students, volunteers and visitors at the Trust 

 Adhere to the Trust’s policies and procedures 

 Perform your assigned duties to the best of your ability.  

More information on our commitments to you and what we hope you can contribute to the Trust is 

laid out in the volunteer agreement. 
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Recruitment Process 

Each volunteer opportunity has a role profile outlining the responsibilities specific to that position. 

It is your responsibility to read about the role, gain an understanding of the tasks and seek any 

necessary clarification from the contact provided.   

For any role you will need to complete the application form to provide us with information on your 

background and to help us understand what you wish to gain from the role. The next stage will be 

attending a tour at The Langley Academy and an informal meeting, where we will talk through the 

role and make sure that it is right for you and us. If you are unsuccessful at this stage, we will 

provide you with feedback at your request. 

Before starting your volunteer role at The Arbib Education Trust you will need to provide two 

referees, complete a DBS check and complete a Disqualification under Childcare Act 2006 form.  

To document that you have read, understood, and agree to follow The Arbib Education Trust’s 

practices and procedures and feel comfortable with the responsibility of your specific voluntary 

position, we require you to sign a Volunteer Agreement Form when beginning service. 

Once satisfactory references have been provided and upon receipt of satisfactory DBS clearance, 

you will be able to start volunteering.  
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Museum Learning Volunteer Role Profiles 

Museum Collections Volunteer  

An exciting opportunity is available for a Museum Collections Volunteer at The Arbib Education 

Trust. The main task will be to identify and document objects to form an accurate record of the 

collection for access and loan purposes. 

Other tasks might include: 

 Researching objects 

 Organising and reviewing the collection at all three sites 

 Creating and updating collections spreadsheets 

 Photographing objects 

 Checking object locations in the museum store 

 Updating the loans tracking spreadsheet 

 Labelling objects with a Unique Reference Number 

 Assisting with exhibitions and displays 

 

When:  1 day a week for a least 6 months 

Where: The Langley Academy, The Langley Academy Primary and The Langley Heritage Primary 

Reporting to: Museum Learning Officer 

 

What training and support we offer: 

 Induction 

 Training session preparing you for the role 

 Ongoing support throughout the role 

 

We are looking for… 

 A person who is passionate about museums and museum learning 

 A person with good attention to detail 

 A person that is friendly and able to interact with students, staff, and other volunteers  

 A person who is committed to learning and improving their skills 

 

What could you get out of it? 

 Build collections experience in the UK’s only Museum Learning Trust, maintaining key 

resources for teaching and learning 
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 Develop skills including, Microsoft Excel and cataloguing, research, loans tracking and 

exhibition design 

 Help with future career prospects 

 Reimbursed travel up to a set daily amount as stated in the Volunteer Handbook 

 

The Arbib Education Trust (formerly the Langley Academy Trust)  

 

The Arbib Education Trust consists of the UK’s only Museum Learning academies. The Trust is made 

of The Langley Academy, The Langley Heritage Primary and The Langley Academy Primary.  

Students are actively engaged with museum objects and displays in the school’s atrium, as well as 

museum visits. Further Information about the academies can be found at 

www.arbibeducationtrust.org or on our twitter feed; @MuseumLearning.  

 

To apply please email volunteer@arbibeducationtrust.org for a Volunteering Registration form. 

Write Museum Collections Volunteer in the box asking position interested in. For more information 

please contact Naomi Hudson, Museum Learning Officer; Naomi.Hudson@langleyacademy.org 

 

The Langley Academy is committed to safeguarding and promoting the welfare of children and 

young people and expects all staff and volunteers to share this commitment. All appointments 

are subject to an Enhanced Disclosure and Barring Service (DBS) Check. 

  

http://www.arbibeducationtrust.org/
mailto:volunteer@arbibeducationtrust.org
mailto:Naomi.Hudson@langleyacademy.org
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Museum Evaluation Volunteer  

An exciting opportunity is available for a Museum Evaluation Volunteer at The Arbib Education 

Trust. The main task will be to support the Museum Learning team and teachers to investigate the 

impact of our projects and programming on the children and young people we work with. What is 

the impact of thework we do? How can we make it better? 

Other tasks might include: 

 Helping to plan evaluation strategies 

 Supporting the delivery of evaluation activities, such as conceptual mapping, 

questionnaires, and interviews 

 Collecting data 

 Looking at good practice elsewhere 

 Researching latest evaluation techniques and theories 

 Making reports and recommendations 

 

When:  1 day a week for a least 6 months 

Where: The Langley Academy with the potential to support evaluation at The Langley Academy 

Primary and The Langley Heritage Primary 

Reporting to: Museum Learning Officer 

 

What training and support we offer: 

 Induction 

 Training session preparing you for the role 

 Ongoing support throughout the role 

 

We are looking for… 

 A person who able to communicate their enthusiasm for museums and museum learning 

 A person that is friendly and able to interact with students, staff, and other volunteers  

 A person who is committed to learning and improving their skills 

 

What could you get out of it? 

 Build evaluation experience in the UK’s only Museum Learning Trust 

 Develop your knowledge of current teaching and learning 

 Develop your knowledge of current approaches to evaluation 

 Develop skills including, working with children and young people in a museum and school 

context, report writing and data analysis 

 Help with future career prospects 
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 Reimbursed travel up to a set daily amount as stated in the Volunteer Handbook 

 

The Arbib Education Trust (formerly the Langley Academy Trust)  

 

The Arbib Education Trust consists of the UK’s only Museum Learning academies. The Trust is made 

of The Langley Academy, The Langley Heritage Primary and The Langley Academy Primary.  

Students are actively engaged with museum objects and displays in the school’s atrium, as well as 

museum visits. Further Information about the academies can be found at 

www.arbibeducationtrust.org or on our twitter feed; @MuseumLearning.  

 

To apply please email volunteer@arbibeducationtrust.org for a Volunteering Registration form. 

Write Museum Evaluation Volunteer in the box asking position interested in. For more information 

please contact Naomi Hudson, Museum Learning Officer; Naomi.Hudson@langleyacademy.org 

 

The Langley Academy is committed to safeguarding and promoting the welfare of children and 

young people and expects all staff and volunteers to share this commitment. All appointments 

are subject to an Enhanced Disclosure and Barring Service (DBS) Check. 

  

http://www.arbibeducationtrust.org/
mailto:volunteer@arbibeducationtrust.org
mailto:Naomi.Hudson@langleyacademy.org
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Museum Learning Volunteer 

An exciting opportunity is available for a Museum Learning Volunteer at The Arbib Education Trust. 

The role offers the chance to learn about our collection and engage with children and young 

people. The main task will be to work with the Museum Learning team and the Head of Arbib House 

at the secondary academy to support the delivery of enrichment club and drop in activites. 

Other tasks might include: 

 Supporting the delivery of projects for children at our two primary schools 

 Research museum objects to help develop delivery sessions 

 Engaging the school and wider community through social media 

 Enabling the use of objects in the classroom 

 

When:  1 day a week during term time for a least 6 months 

Where: The Langley Academy with the potential to support delivery at The Langley Academy 

Primary and The Langley Heritage Primary 

Reporting to: Museum Learning Officer 

 

What training and support we offer: 

 Induction 

 Training session preparing you for the role, including Object Handling training 

 Ongoing support throughout the role 

 

We are looking for… 

 A person who able to communicate their enthusiasm for museums and museum learning 

 A person that is friendly and able to interact with students, staff, and other volunteers  

 A person who is committed to learning and improving their skills 

 

What could you get out of it? 

 Build experience within museum education in the UK’s only Museum Learning Trust 

 Develop your knowledge of current teaching and learning 

 Develop skills including, working with children and young people in a museum and school 

context, object handling, and research 

 Develop your confidence and ability to interact with people of different ages and 

backgrounds 

 Help with future career prospects 

 Reimbursed travel up to a set daily amount as stated in the Volunteer Handbook 
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The Arbib Education Trust (formerly the Langley Academy Trust)  

 

The Arbib Education Trust consists of the UK’s only Museum Learning academies. The Trust is made 

of The Langley Academy, The Langley Heritage Primary and The Langley Academy Primary.  

Students are actively engaged with museum objects and displays in the school’s atrium, as well as 

museum visits. Further Information about the academies can be found at 

www.arbibeducationtrust.org or on our twitter feed; @MuseumLearning.  

 

To apply please email volunteer@arbibeducationtrust.org for a Volunteering Registration form. 

Write Museum Learning Volunteer in the box asking position interested in. For more information 

please contact Naomi Hudson, Museum Learning Officer; Naomi.Hudson@langleyacademy.org 

 

The Langley Academy is committed to safeguarding and promoting the welfare of children and 

young people and expects all staff and volunteers to share this commitment. All appointments 

are subject to an Enhanced Disclosure and Barring Service (DBS) Check. 

  

http://www.arbibeducationtrust.org/
mailto:volunteer@arbibeducationtrust.org
mailto:Naomi.Hudson@langleyacademy.org
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Induction and Training 

Before you start volunteering we will spend time with you in an induction. Within the induction we 

will explain how things work at The Arbib Education Trust, show you around The Langley Academy, 

introduce you to other staff and volunteers, show you where you will be based and explain who you 

can go to if you have any questions or problems during your time with us.  

We will also discuss your role, the Trust’s policies and procedures such as safeguarding and health 

and safety as well as explaining how to claim you expenses, when you can take your breaks and 

answer any other question you may have. 

We will also make sure we have all the important information we need to support you, such as your 

contact details, and a person to contact in an emergency. 

As a volunteer you will have a supervisor who will directly oversee your role. They are your point of 

contact if you need any support throughout your time with us. Some volunteer roles may require 

you to attend informal training or learn on-the-job from the Museum Learning team, such as object 

handling and how to analyse data for evaluations. We hope that you will take the opportunity to 

learn new things but we do not expect you to do anything that is new to you without our support.  

Your supervisor will help you settle in and find your way around. They will tell you where and when 

to arrive and meet you on your first day. Your supervisor will guide you and check that your work is 

going well. Your supervisor will be available to talk to and assist you on a regular basis. If 

something urgent is worrying you, you can talk to any other member of staff. 

Expenses 

We do not pay volunteers, but we can reimburse off-peak travel costs from Reading (up to £11.30)  

To re-claim your costs you need to: 

 Complete our simple volunteer expense reimbursement claim form 

 Keep or photocopy and print your receipts and attach them to the claim form 

 Send completed expense form at the end of every half term to your supervisor  

Recognising your contribution 

As a volunteer, you are an essential part of our team, helping us to ensure high-quality Museum 

Learning takes place across the Trust. We believe it is very important to recognise the time and 

effort that you put in. To say thank you for your contribution we host tea and coffee mornings and 

events at special times of the year. These are an opportunity for everyone that supports Museum 

Learning to come together.  
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Ending Volunteer Service 

You are free to end your volunteer service with The Arbib Education Trust at any time. However, 

we request that you provide advance notice of your departure and a reason for your decision. 

You may be terminated from your position as a volunteer for a variety of reasons. Some of these 

include: gross misconduct or insubordination, being under the influence of alcohol or drugs, theft of 

property, abuse or mistreatment of co-workers, failure to abide by Trust’s policies and procedures. 

When you leave your position, you will be given an opportunity to have an exit informal meeting. 

This meeting allows us to discuss your contributions to the Trust, your achievements and gives you 

the platform to explain why you are leaving. This is also a great opportunity to give us any 

comments about your experience and to provide any potential ideas for improvements.  
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Policies and Procedures 

All policies, referred to here, are found in the staff shared area in the ‘Policies’ folder, or they 

can be found on our website. Please ensure that your read these carefully and familiarise 

yourself with all other Trust Policies necessary for your role.  

 

CHILD PROTECTION 

- Please ensure that you read the Child Protection Policy, Keeping Children Safe in 

Education 2018 Part 1 and Safer Recruitment Policy carefully. You will be given 

Safeguarding Training at your induction or as soon as possible after your start date. 

- The Designated Safeguarding Officer at The Langley Academy is Trevor O’Neill, Deputy 

Headteacher; at The Langley Heritage Primary is Polly Bennett, Headteacher; at The 

Langley Academy Primary is Tracey Bowen, Headteacher. 

- If you have visitors to the academy please ensure you inform Reception and security. 

Please ensure visitors are signed in and wear the visitors badge at all times. You are 

responsible to ensure they are supervised at all times while on site. You are also 

responsible to ensure that if visitors are unsupervised that they are DBS checked and 

approved by the Personnel Manager. 

- Anybody who is invited to come and volunteer/work in the Trust, paid or unpaid, must 

have an enhanced DBS check and must have met the Personnel Manager before they 

start. 

GENERAL ORGANISATION 

- Identity Cards 

Identity cards are issued and worn for safety reasons and all staff, volunteers and 6th 

Form students should wear these visibly around their neck 

 

Additionally to being a security/safety device, the cards are also used for opening the 

front gate/door, for use of the various printers and to pay for refreshments in the 

restaurant. To put money on your card we use Parent Pay and you should collect log in 

details from Manjit Jagdev in the admin office 

 

- Entry/Exit System 

All staff, visitors and volunteers must register on the electronic entry system at 

reception when they arrive and leave throughout the day. 

CODE OF CONDUCT 
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- All staff (paid and voluntary) are expected to adhere to a code of conduct in respect of 

their contact with students/pupils and their families maintain a professional approach at 

all times. 

- Within the Primary schools, staff (paid and voluntary) and Governors should not use their 

personal mobile phones to take photographs of children. Additionally, the use of phones 

in the primary setting is limited to areas where no children are present. Each primary 

has cameras/mobile devices available for staff to use. 

ABSENCE AND SICKNESS 

- We know that life and travel can be unpredictable. But we need to know as early as 

possible if you think you will not be able to attend your volunteering session. If there is 

a problem and you cannot attend your scheduled volunteer shift please let your 

supervisor know as soon as possible. 

USE OF TOILETS 

- Staff toilets are clearly marked and colleagues must never use students’ toilets during 

academy hours. This is a safeguarding issue and academy policy. Students are not 

allowed to use staff toilets for the same reasons. 

FIRST AID 

- If you need to contact a colleague regarding First Aid, please do so via the student 

support desk x 442 or reception. 

- The First Aid Officers that deal with the day to day First Aid are: 

First Aid for Students: 

Student Support Managers: 442 

First Aid for Staff: 

Janine Tuck: 465/Radio 

DRESS CODE 

- The Trust’s dress code is formal wear as our dress code needs to reflect the professional 

standards expected when working with young people. Staff and volunteers are regarded 

as role models and therefore need to dress in a smart and modest manner. 

- Our dress code supports cultural differences within each academy and so our policy does 

allow a flexible approach that allows employees/volunteers to dress in accordance with 

their cultural and religious beliefs. It is also flexible enough to reflect the roles of 

various staff within our Academy. 

- Volunteers must ensure they are dressed in ways which are appropriate to their role, in 

line with the Trust Staff Dress Code, and not likely to be viewed as offensive, revealing 

or sexually provocative, should be culturally sensitive and free of any political or 

otherwise contentious slogans and not considered to be discriminatory.  
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- If you are in breach of the dress code you will be advised by your supervisor and given 

the opportunity to change. 

- Please speak to your supervisor if you need any clarification about the dress code. 

GIFTS 

- Staff, trustees, governors and volunteers need to take care that they do not accept any 

gift that might be construed by others as a bribe, or lead the giver to expect 

preferential treatment. There are occasions when children or parents wish to pass small 

tokens of appreciation to staff/volunteers e.g. at Christmas or as a thank-you and this is 

acceptable, such gift should not be above the value of £25. However, it is unacceptable 

to receive gifts on a regular basis.  

SOCIAL CONTACT AND SOCIAL NETWORKING 

- Communication between students/children and adults, by whatever method, should take 

place within clear and explicit professional boundaries. This includes the wider use of 

technology such as mobile phones, text messaging, emails, digital cameras, videos, web-

cams, websites and blogs. Staff and volunteers should not share any personal 

information with students/children. They should not request, or respond to, any 

personal information from the student/child, other than that which might be 

appropriate as part of their professional role. If a student/child seeks to establish social 

contact, or if this occurs coincidentally, the adult should exercise his or her professional 

judgment in making a response and should ensure that all communications are 

transparent and open to scrutiny.  

- Staff and volunteers must not give their personal contact details such as home/mobile 

phone number; home or personal e-mail address or social networking details to 

students/children unless the need to do so is agreed in writing with senior management.  

- It is recommended that all possible privacy settings are activated to prevent children 

from making contact on personal profiles and to prevent students/children from 

accessing photo albums or other personal information which may appear on social 

networking sites. 

- Staff and volunteers must not have any students/children or any ex-students/pupils 

under the age of 18 as friends on their social networking sites. Staff and volunteers are 

advised not to have online friendships with parents or carers of students/children, or 

members of the governing body/trustees. Where such on line friendships exist, staff and 

volunteers must ensure that appropriate professional boundaries are maintained. 

EQUAL OPPORTUNITIES 

- The Arbib Education Trust provides equal volunteering opportunities for everyone. All 

matters relating to volunteering are based upon ability to perform the role, as well as 

dependability and reliability. 



 

20 
 

- All members of The Arbib Education Trust community have a responsibility to seek to 

ensure that the Trust is free from discrimination of any kind.  

 

Please ensure you read the following policies: 

- Child Protection Policy 

- Keeping Children Safe in Education 2018 Part 1 

- Safer Recruitment Policy 

- Equality Policy 

- Healthy and Safety Policy 

- Staff Code of Conduct 
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Contact Information 

Listed below are the members of our Human Resources Team and Museum Learning Team. If you 

have any questions, you can contact these members of staff and they will happily help you with 

your query or pass you onto the relevant staff member.  

 

Jenny Blay 

Head of Museum Learning  

01753214471 

Jenny.blay@langleyacademy.org 

 

Kirstin Sutherland 

HR and Communications Coordinator at The Arbib Education Trust  

01753 214472 

Kirstin.sutherland@arbibeducationtrust.org 

 

Naomi Hudson 

Museum Learning Officer 

01753214482 

Naomi.Hudson@langleyacademy.org 

 

Tara Mackay 

PA to Executive Principal and HR Assistant 

01753314468 

Tara.Mackay@langleyacademy.org 

 

  

mailto:Jenny.blay@langleyacademy.org
mailto:Kirstin.sutherland@arbibeducationtrust.org
mailto:Naomi.Hudson@langleyacademy.org
mailto:Tara.Mackay@langleyacademy.org
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Volunteer Agreement 

Volunteer Agreement 

We appreciate the contibution volunteers make to The Arbib Education Trust, and we strive to provide all 

volunteers with a positive and enjoyable experience. To allow us to do this effectivley we set expectations as part 

of our volunteer agreement, outlining our commitment to you and what we hope you can contribute. 

Part 1 – The Arbib Education Trust 

We, The Arbib Education Trust, accept the voluntary service of (name of volunteer) beginning (date). 

We commit to the following: 

1. General 

 The chance to be part of the UK’s only Museum Learning Trust consisting of both primary and secondary 

academies. 

 A rewarding volunteering opportunity that contributes to the Trust’s mission. 

 To be within a team of people that share and support your interests. 

 Recognistion and appreciation for your contribution. 

 The chance to gain skills and experience, learning from professionals who are passionate about their work. 

2. Induction and training 

 To provide a thorough induction and relevant training so that you can do your tasks safely and confidently. 

3. Supervision, support and flexibility 

 To provide a personal supervisor who will be your point of contact whilst volunteering. This person will 

meet with you regularly to discuss your volunteering, any achievements and any issues arising.  

 To define appropriate standards for our place of work, to communicate them to you, and to encourage 

and support you to achieve and maintain them as part of your voluntary work. 

 To do our best to help you develop your volunteering role with us and to be flexible in how we use your 

volunteering. 

4. Expenses 

 Specific departments will reimburse expenses inccured by you in doing your voluntary work. Please check 

with your point of contact if this applies to you. 

5. Health and Safety 

 To provide adequate training and feedback in support of our Health and Saftey policy, a copy of which is 

in the Volunteers Handbook. 

6. Equal opportunities 

 To ensure that all volunteers are treated fairly and in accordance with our Equality policy, a copy of which 

is in the Volunteers Handbook. 

7. Problems 
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 To endeavour to resolve in a fair and just manner any problems, grievences or difficulties which may be 

encountered while you volunteer with us. 

 In the event of an unresolved problem, to offer an opportunity to discuss the issues in accordance with the 

procedures set out in the relevant policies.  

 

Part 2 – The Volunteer 

I, (Volunteer Name) agree to volunteer with The Arbib Education Trust and commit to the following: 

1. To carry out tasks to the best of my ability. 

2. To be committed. Do your best to come in as arranged and let us know in good time if you cannot come in as 

planned. 

3. To adhere to the organisation’s policies and procedures relevant to volunteers and your specific volunteer role 

e.g. health and safety procedures, safeguarding and equal opportunities. 

4. To carry out your role with the support of our staff and to use your own intiative where necessary. 

5. Be flexible. Resources and staff time can sometimes be limited in such a busy enviornment, so you may need 

to adapt to different working areas. 

6. Respect everyone at The Arbib Education Trust whether staff, volunteers, students or visitors. 

7. Keep us informed if you have any problems during your time with us. We encourage you to ask questions if you 

are unsure of any tasks, and to let us know if things are not what you expected. 

 

This agreement is binding in honour only, it is not intended to be a legally binding contract between us and 

may be cancelled at any time at the discretion of either party. 

 

Signed: 

 

.............................................    ............................................. 

Volunteer signature      On behalf of The Arbib Education Trust 

 

.............................................    ............................................. 

Volunteer Role       Staff Position  

  

 Date: .............................................    ............................................. 

 


