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Code of Conduct for Volunteers
working with children and young people
Volunteers should ALWAYS:
Maintain professional boundaries at all times.
Know your role and responsibilities in relation to
young people. The Switch will ensure that you have
the relevant information and are clear about your
role in relation to the safeguarding of children and
give you the opportunity to ask questions.
Be an excellent role model – keep conversation and
actions appropriate to the situation.
Adhere to the The Switch safeguarding policy.
Put the welfare of each child first.
Avoid inappropriate physical contact (a business
handshake is appropriate).
Build balanced relationships based on mutual trust
which empowers children to share in the decision
making process.

Volunteers should NEVER:
Place yourself into situations where your actions
may be misinterpreted.
Allow or encourage others (staff, volunteers or
children) to engage in inappropriate behaviour or
contact.
Believe ‘it could never happen to me’ or trivialise
abuse.
Deliberately put yourself or others in compromising
or potentially dangerous situations.
Engage in a sexual relationship with a child,
whether inside or outside work. Any person in a
Position of Trust engaged in sexual activity with a
person under 18 years of age is breaking the law.
Give gifts from an individual volunteer to an
individual child, no matter how small.
Give personal money to a child.

Provide an environment that encourages children
and adults to feel comfortable and confident in
challenging any attitudes or behaviours that may
be discriminatory in any way.
Provide an opportunity and environment for
children to talk to others about any concerns they
may have.
Remember that others may misinterpret your
behaviour and actions regardless of how well
intentioned they may be.
Respect a child’s right to privacy and be careful
with information the child shares.
Show understanding and sensitivity when dealing
with emotional issues.

Have inappropriate physical, verbal or online
contact with a child.
Ignore this code of conduct, even if you happen to
encounter a child when not on site or involved with
a project.
Invite a child or young person to individual homes
or other venues.
Make sexually suggestive comments.
Permit or accept abusive and discriminatory
behaviour (e.g. bullying, racial harassment,
taunting, rude or abusive language)
Promote your religious or political ideas or beliefs.

Treat everyone with respect and dignity and be
sensitive to individual beliefs, faiths, religions,
cultures and sexuality of young people, other
volunteers and staff.

Use alcohol, drugs or other substances when
working/volunteering with children.

Give enthusiastic praise and constructive feedback
rather than criticism.

Take photos, videos or screenshots of young
people.

Dress appropriately – business attire is welcome,
but avoid revealing clothing or anything with
inappropriate images or slogans.

Promise to keep anything secret.

Use inappropriate or demeaning language.
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What to do if a young
person discloses abuse
Volunteers are not expected to be experts in recognition; however,
all adults working with The Switch have a duty of care to be vigilant
and respond appropriately to suspicions of poor practice, bullying
or abuse (either physically, emotionally, sexually or by neglect).
This does not mean that it is your responsibility to decide if a situation
is poor practice, abuse or bullying, but it is your responsibility to
report your concerns.
If a child says that he or she has been
abused, either physically, emotionally,
sexually or by neglect, the member of The
Switch staff or volunteer should:
Acknowledge the disclosure but do not push or lead
the conversation.
Explain that the information they have shared will
need to be shared with others – do not promise to
keep secrets.
Always take action straight away.
Take seriously any allegations, suspicions or
concerns about abuse that a child/young person
makes seriously (including those made against staff
or volunteers) and report them following
appropriate procedures. (See ‘What to do if you
have a concern about the welfare of a young
person.’).
Tell the child that they have made the right decision
to tell you.
React calmly so as not to frighten the child –
give them your full attention.

Keep responses short, simple, slow and gentle.
If you have difficulty in understanding the child’s
communication method, reassure them that you will
find someone who can help.
Tell them what you are going to do next. (See ‘What
to do if you have a concern about the welfare of a
young person.’).
Never try to interpret any of the information
yourself.
Remember it is not your job to prove or disprove
what the child tells you.
Report any concerns that you have, no matter how
small you think they might be.
Write the facts as heard, using the child or young
person’s own words and anything else that is
relevant. Record factually what is being alleged, by
whom and include the time, place and details of the
incident and any action taken and whether there
were any potential witnesses.

Be aware of your non-verbal messages.
Never stop a child who is talking freely about
what happened – let them use their own words.
Observe and listen but don’t ask for more
information.
Never make promises that you cannot keep.
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The seven golden rules to sharing information
1.
Remember that the General Data Protection Regulation (GDPR), Data
Protection Act 2018 and human rights law are not barriers to justified information
sharing, but provide a framework to ensure that personal information about living
individuals is shared appropriately.
2.
Be open and honest with the individual (and/or their family where appropriate)
from the outset about why, what, how and with whom information will, or could be
shared, and seek their agreement, unless it is unsafe or inappropriate to do so.
3.
Seek advice from other practitioners, or your information governance lead, if you
are in any doubt about sharing the information concerned, without disclosing the
identity of the individual where possible.
4.
Where possible, share information with consent, and where possible, respect
the wishes of those who do not consent to having their information shared. Under the
GDPR and Data Protection Act 2018 you may share information without consent if, in
your judgement, there is a lawful basis to do so, such as where safety may be at risk.
You will need to base your judgement on the facts of the case. When you are sharing
or requesting personal information from someone, be clear of the basis upon which you
are doing so. Where you do not have consent, be mindful that an individual might not
expect information to be shared.
5.
Consider safety and well-being: base your information sharing decisions on
considerations of the safety and well-being of the individual and others who may be
affected by their actions.
6.
Necessary, proportionate, relevant, adequate, accurate, timely and secure:
ensure that the information you share is necessary for the purpose for which you are
sharing it, is shared only with those individuals who need to have it, is accurate and upto-date, is shared in a timely fashion, and is shared securely (see principles).
7.
Keep a record of your decision and the reasons for it – whether it is to share
information or not. If you decide to share, then record what you have shared, with
whom and for what purpose.
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Live Webinar
Safeguarding Summary

Thank you for volunteering to speak at a live webinar!
Attend the briefing so we can get to know you ahead of the event.
You are virtually inviting an audience of
children into the room, so please follow the
Video Guidelines and ensure nothing
inappropriate, personal or distracting is
caught by your camera, microphone or
device.

Attendees will interact with the webinar by
commenting and asking questions, which will
be moderated by a member of The Switch
staff.
The Moderator will publish the comments
and may respond to some in writing.

For example, ensure those who live with you
will not enter the room, move away from
explicit artworks, and take down any phone
numbers etc.

The host will ask you selected questions
verbally, so there is no need for you to access
the Q&A window.

If anything inappropriate is caught, the
producer will switch to another view or mute
you immediately, and may remove you from
the event.

The chat window is only visible to the host,
producer, moderator and presenters, so you
can use it to contact The Switch without the
attendees seeing.

Young people and school staff may join the
webinar from home or school, separately or
as a class. You won’t be able to see or hear
the attendees. This reduces risks such as
cyber-bullying, hijacking and safeguarding
concerns.
However, if you have any concerns about the
welfare of anyone involved, please let the
host know or contact The Switch's Designated
Safeguarding Lead:
Helen Sanson
020 7655 0300

Remote Volunteering
Safeguarding Summary

Thank you for volunteering!
Attend the briefing so we can get to know you ahead of the event.
Please use correct login details and ensure
your virtual name is one known to The Switch
so that staff can successfully admit you into
the call.
Please let The Switch know with as much
notice as possible if you are unable to attend.
Young people and school staff will join
the event from school. Anything the young
person says will be within earshot of their
peers and a teacher.
The chat window will not be enabled in your
breakout room. If the chat window is enabled
at any point during the workshop, messages
will be monitored by The Switch.
Do not accept students’ invitations on social
media (eg Facebook, WhatsApp, LinkedIn).
Never share any contact details or personal
information which could be used to identify
you, except your name and company.
You are virtually inviting a young person
into the room, so please follow the Video
Guidelines and ensure nothing inappropriate,
personal or distracting is caught by your
camera, microphone or device.
For example, ensure those who live with you
will not enter the room, move away from
explicit artworks, and take down any phone
numbers etc.

If anything inappropriate is caught, the host
will remove you from the event immediately.
Do not take any screenshots or record the
workshop. Photos of young people will only
be taken by a member of staff who has
permission to do so. Photos will be shared
on The Switch's social media and may be
included in reports.
If you do not want a screenshot to be taken
of you during a video call, please let The
Switch know by completing the volunteer
registration survey during the briefing
session, or notify a member of staff.
If a screenshot is taken by a member of staff,
surnames will be omitted to ensure privacy
of all participants. The school should ideally
be the first to tweet workshop pictures. The
school should tag the Charity
(@TheSwitchOrg) and company sponsor so
that it can be retweeted without any
permission concerns.

What to do if you have a concern
about the welfare of a young person

People working in schools are uniquely placed to notice signs and symptoms of abuse.
If you have a concern about the welfare of a young person, you must report it before
the end of the event.

To report a concern without the young
To report a concern in front of the young

person, return to the main Zoom room

person, use the ‘ask for help’ button to

either during the session or at the end and

invite a member of The Switch staff into

tell the member of The Switch staff

the breakout room.

responsible that you have a safeguarding
concern.

The member of staff will tell the school’s
Designated Safeguarding Lead.

The member of staff will also tell The Switch's
Designated Safeguarding Lead or the Deputy.

If you would like to discuss the concern and receive support and guidance,
contact The Switch's Designated Safeguarding Lead as well as your contact at The Switch.
Helen Sanson
020 7655 0300
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Volunteering in-person
Safeguarding Summary
Thank you for volunteering!
Always sign in and out at the
school/college reception.
You will be asked to show photo ID on
arrival.
Please let The Switch know with as much
notice as possible if you are unable to
attend a session.
Work in an open, group environment –
avoid private or unobserved situations
and encourage open communication
with no secrets.
Do not accompany a young person to
use the toilet. If your event takes place out
of school, a member of The Switch staff
will do so.
Never share any contact details or
personal information which could be
used to identify you, except your name
and company.
Do not accept students’ invitations on
social media (eg Facebook, WhatsApp,
LinkedIn).
Do not initiate physical contact with a
young person, other than to greet them
or say farewell by shaking hands. If you
do find yourself on the receiving end of a
hug, make sure you shake hands the next
time you see them to re-establish this as
the appropriate type of contact.

What to do if you have a
concern about the welfare
of a young person
You must tell the member of The Switch
staff responsible for the event about
your concern before you leave.

The member of staff will tell
the school’s Designated
Safeguarding Lead.

The member of staff will also tell The
Switch's Designated Safeguarding
Lead or the Deputy.

If you would like to discuss the concern
and receive support and guidance,
contact The Switch's Designated
Safeguarding Lead as well as your
contact at The Switch.
Helen Sanson
020 7655 0300

Remote Mentoring
Safeguarding Summary
Thank you for volunteering as a Mentor!
Mentees and school staff will join the event
from school. Your mentee will be within
earshot of their peers and a teacher.
You must not attend a mentoring session or
contact your mentee until your enhanced
DBS certificate arrives. If you lose the
certificate, please inform The Switch and
apply for a replacement.
All communication must take place over the
Brightside platform, you are your mentee
shouldn’t share mobile numbers, email
addresses or add each other on social
media.
Do not communicate with mentees via social
media or become ‘friends’ or contacts online.
An exception may be made for LinkedIn
where you may ‘connect’ with your mentee in
order to support the building of an online
network. Do not use LinkedIn for private
communication.
Only e-chat with your mentee within the
hours of 9am-6pm Monday-Friday.
Mentees and mentors should not meet face
to face outside of the project until social
distancing measures have ended, then all
meetings should take place at your office at a
scheduled time.
Please let The Switch know with as much
notice as possible if you are unable to attend
a group session.

Never share any contact details or personal
information which could be used to identify
you, except your name, company and office
phone number. Do not accept any contact
details from your mentee. You can contact
them via the Brightside platform, The Switch
and the school’s phone number.
If you are given information about your
mentee’s wellbeing, treat it with sensitivity
and confidentiality.
You are virtually inviting a young person into
the room, so please ensure nothing
inappropriate, personal or distracting is
caught by your camera, microphone or
device.
For example, ensure those who live with you
will not enter the room, move away from
explicit artworks, and take down any phone
numbers etc.
If anything inappropriate is caught, you may
be removed from the event immediately.
Brightside messages that are flagged and all
attachments are approved/declined by site
administrators.

Remote Mentoring
Safeguarding Summary
For videos calls, choose the best available
space, considering:
Change background to work background
if possible
Little noise
Good lighting

What should I do if my mentee asks me
personal questions, becomes too attached,
or contacts me after work hours?
Meeting regularly means that mentors
and mentees are likely to develop a
strong rapport, and you will see your
mentee grow in confidence. They will
naturally be curious about you, and enjoy
getting to know a new adult.

Use headphones to reduce noise

Do not take any screenshots or record the
session.

Be friendly but not overfamiliar, and don’t
feel that you have to answer all of their
questions. Remind your mentee that the
focus of the session is to work on business
topics, and try and keep conversations to
relevant areas.

Photos of young people will only be taken by
a member of staff who has permission to do
so.

Fill in the mentoring agreement together
to set expectations for your relationship,
including how you will contact each other.

To invite a member of The Switch staff into
your breakout room, click 'ask for help'.

Photos will be shared on The Switch social
media and may be included in reports.

If this does become a problem, it is best to
speak to the School Coordinator or Volunteer
Coordinator.

If you do not want a screenshot to be taken
of you during a video call, please let The
Switch know in advance.
The school should ideally be the first to tweet
session pictures. The school should tag the
Charity (@TheSwitchOrg) and company
sponsor so that it can be retweeted without
any permission concerns.
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What to do if you have a concern
about the welfare of a young person
Mentors are uniquely placed to notice signs and symptoms of abuse.

If you have a concern about the welfare of a young person during a group session, you must return
to the main Zoom room during the session or at the end, and tell the member of The Switch staff
responsible that you have a safeguarding concern. They will meet you in a private breakout room or
phonecall to listen to the details.

The member of staff will tell the school’s Designated Safeguarding Lead.

The member of staff will also tell The Switch's Designated Safeguarding Lead or the Deputy.
You may also discuss this with the member of The Switch staff responsible for mentoring to discuss
how your concern will impact your sessions.

If you have a concern about the welfare of a young person outside a group session, you must
contact the school’s Designated Safeguarding Lead. The main school contact number will be on
the Brightside platform and you would ask to speak to the Designated Safeguarding Lead or the
Deputy if the Lead isn’t available. You will receive their name and phone number via Brightside.
You must also tell The Switch's Designated Safeguarding Lead.

Report to the school’s Designated Safeguarding Lead anything communication that makes
you feel uncomfortable, is offensive, discriminatory, threatening or bullying in nature.
Do not respond to it.

The Switch's Designated Safeguarding Lead is
Helen Sanson
020 7655 0300
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Blended Mentoring
Safeguarding Summary
Thank you for volunteering as a Mentor!
You must not contact your mentee or attend
a mentoring session (except a Lloyd’s launch,
if applicable) until your enhanced DBS
certificate arrives. If you lose the certificate,
please inform The Switch and apply for a
replacement.
If you are given information about your
mentee’s wellbeing, treat it with sensitivity
and confidentiality.
Please let The Switch know with as much
notice as possible if you are unable to attend
a group session.
Sessions via Video Call
Mentees and school staff will join the event
from school. Your mentee will be within earshot
of their peers and a teacher.
You are virtually inviting a young person into
the room, so please ensure nothing
inappropriate, personal or distracting is caught
by your camera, microphone
or device.
For example, ensure those who live with you
will
not enter the room, move away from explicit
artworks, and take down any phone numbers
etc.
If anything inappropriate is caught, you may be
removed from the event immediately.

For videos calls, please choose the best
available space, considering:
Change background to work
background if possible
Little noise
Good lighting
Use headphones to reduce noise
To invite a member of The Switch staff into
your breakout room, click 'ask for help'.
Do not take any screenshots or record the
session
Photos of young people will only be taken by
a member of staff who has permission to do
so.
Photos will be shared on The Switch's social
media and may be included in reports.
If you do not want a screenshot to be taken
of you during a video call, please let The
Switch know in advance.
The school should ideally be the first to tweet
workshop pictures. The school should tag the
Charity (@TheSwitchOrg) and company
sponsor so that it can be retweeted without
any permission concerns.

Blended Mentoring
Safeguarding Summary
Sessions in person
If your scheme includes attending the
school/college, you may be asked to show photo
ID and/or your DBS certificate on arrival.
Always sign in and out at the school/college
reception.
Ensure you meet your mentee at approved times
and locations only.
Choose the best available space for mentoring
sessions. An ideal space is public (e.g. the office
cafeteria) or has an open door which makes you
and your mentee visible to others. Sessions should
not take place in a secluded area, where other
staff members are unable to see into the room.
Do not accompany a young person to use the
toilet.
It is acceptable to offer refreshments to mentees if
they are visiting you at your workplace, but check
if they have any dietary or medical issues first.
Do not initiate physical contact with a mentee,
other than to greet them or say farewell by
shaking hands. If you do find yourself on the
receiving end of a hug, make sure you shake
hands the next time you see them to re-establish
this as the appropriate type of contact.
Communicating between sessions
Never share any contact details or personal
information which could be used to identify you,
except your name, company, office landline
phone number. Don’t accept any contact details
from them.
All communication must take place via the
Brightside platform, The Switch, and the school’s
phone number. Brightside messages that are
flagged and all attachments are
approved/declined by site administrators.

If you are given permission to communicate with
your mentee by email, then you may share your
work email address and accept their school email
address. Please include school coordinator in any
email correspondence with mentees during the
programme.
Ensure you e-chat with your mentee within the
hours of 9am-6pm Monday-Friday only.
Do not communicate with mentees via social
media or become ‘friends’ or contacts online.
An exception may be made for LinkedIn where
you may ‘connect’ with your mentee in order to
support the building of an online network. You
must not use LinkedIn for ongoing private
communication.
What should I do if my mentee asks me personal
questions, becomes too attached, or contacts
me after work hours?
Meeting regularly means that mentors and
mentees are likely to develop a strong
rapport, and you will see your mentee grow in
confidence. They will naturally be curious
about you, and enjoy getting to know a new
adult.
Be friendly but not overfamiliar, and don’t feel
that you have to answer all of their questions.
Remind your mentee that the focus of the
session is to work on business topics, and try
and keep conversations to relevant areas.
Fill in the mentoring agreement together to set
expectations for your relationship, including
how you will contact each other.
If this does become a problem, it is best to
speak to the School Coordinator or Volunteer
Coordinator.
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What to do if you have a concern
about the welfare of a young person
Mentors are uniquely placed to notice signs and symptoms of abuse.

If you have a concern about the welfare of a young person during a video call session, you must
return to the main Zoom room and tell the member of The Switch staff responsible that you have a
safeguarding concern. They will meet you in a private breakout room or phonecall to listen to the
details. The member of staff will tell the school’s Designated Safeguarding Lead. The member of
staff will also tell The Switch's Designated Safeguarding Lead or the Deputy.

If a concern arises during an event at the school, you must tell the school's Designated Safeguarding
Lead before you leave. If you are unsure who they are, ask for the Safeguarding Lead at the school
office. You must also tell The Switch's Designated Safeguarding Lead.
If you have a concern about the welfare of a young person at another time, you must tell the school's
Designated Safeguarding Lead. The main school contact number will be on the Brightside platform.
Ask to speak to the Designated Safeguarding Lead or the Deputy if the Lead isn’t available. (You will
be sent their name and phone number via Brightside). You must also tell The Switch's Designated
Safeguarding Lead.
If a concern arises during a session outside school at the end of the day, follow the steps above and
send the young person back to school if sending them home would put them in an unsafe situation. If
it is too late in the day to reach the school or The Switch by phone, call the Local Area Designated
Office (LADO) on 0207 364 0677 or NSPCC’s 24 hours helpline on 0808 800 5000.

The Switch's Designated Safeguarding Lead is
Helen Sanson
020 7655 0300

You may also discuss this with the member of The Switch staff responsible for mentoring to
discuss how your concern will impact your sessions.
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Writing Partners
Safeguarding Summary
Thank you for volunteering as a Writing Partner!
If you are given information about the
child’s wellbeing, treat it with sensitivity
and confidentiality.
Never share any contact details or personal
information which could be used to identify
you beyond your name and company.
Do not accept children’s invitations on social
media (eg Facebook, WhatsApp, LinkedIn).
If they send you a request, let The Switch
know.

What to do if you have a
concern about the welfare
of a young person
If you have any concerns, however small, about
a child's welfare, you must phone the school's
Designated Safeguarding Lead. Your
Safeguarding Moderator will send you their
name and phone number.

If anything in the child's letter makes you feel

How does Writing Partners work?
Submit your letter to the Safeguarding
Moderator at your company before the
deadline on your schedule.
The Safeguarding Moderator will
read the letter, remove any personal
information and email it to the teacher.
The children will write their letters
together with the teacher who will scan
them to the Safeguarding Moderator.
The Safeguarding Moderator will read
the letters, remove any personal
information and email the child’s letter
to you.
Is Writing Partners safe?
Any inappropriate content will be noted
by the Safeguarding Moderator and not
passed on to the child or volunteer, and
any concerning content will be reported.

uncomfortable, is offensive, discriminatory,
threatening or bullying in nature, phone the
school’s Designated Safeguarding Lead.
Do not respond to it in your letter.

You must also tell The Switch's Designated
Safeguarding Lead that you have reported a
concern.
Helen Sanson
020 7655 0300

All letters will be sent via the
Safeguarding Moderator, so you will not
exchange contact details with the child or
stay in touch after the programme ends.
Do not include any personal details in
your letters; just your first name, initial if
necessary, and company.

Partner Schemes
Safeguarding Summary
Thank you for volunteering on a Partner Scheme!
Always sign in and out at the school
reception.

If you are given information about the
child’s wellbeing, treat it with sensitivity
and confidentiality.

You may be asked to show photo ID on
arrival.
You must not attend the school until your
enhanced DBS certificate arrives. Be
prepared to show it every time you
attend the school. If you lose the
certificate, please inform The Switch. You
may be asked to stop attending the
school until a replacement arrives.
Please let the school know with as much
notice as possible if they are unable to
attend a session.
Co-ordinate and liaise with the company
coordinator / school to ascertain term
end and start dates and any INSET days
etc.

Never share any contact details or
personal information which could be
used to identify you beyond your name
and company.
Do not accept a child’s invitations on
social media (eg Facebook, WhatsApp,
LinkedIn). If they send you a request, let
The Switch know.
Do not initiate physical contact with a
child, other than to greet them or say
farewell by shaking hands. If you do find
yourself on the receiving end of a hug,
make sure you shake hands the next time
you see them to re-establish this as the
appropriate type of contact.

What to do if you have a concern
about the welfare of a young person
If you have a concern about the welfare of a child, you must report it to the school’s
Designated Safeguarding Lead before you leave the school. If you are unsure who they
are, ask for the Safeguarding Lead at the school office.

You must also tell The Switch's Designated Safeguarding Lead that you have reported a
concern.
Helen Sanson, 020 7655 0300

