
Documentation Review Volunteer 

About SPCF: Sheffield Parent Carer Forum are an independent local charity run by and 
for parent carers of children and young people with special educational needs and 
disabilities (SEND). Our aim is to provide mutual support, share information and 
influence policy and practice. 

About this role: As a Documentation Review Volunteer, you will provide valuable 
support by reviewing written documents to ensure they are clear, accurate, and easy to 
understand. These documents may include organisational processes and procedures, 
as well as letters or information sent to parent carers by services such as the NHS, 
Sheffield City Council, education providers, or healthcare organisations. The 
documents will usually be sent to you by email, and you can read through them at a 
time that suits you, within an agreed timeframe. Your input will help ensure that 
families receive clear, accessible, and well-presented information and enable SPCF to 
influence SEND services, processes and procedures. 

Location: usually can be done from home 

Availability: This is an ad-hoc and flexible role, allowing you to choose which 
documents you would like to review at a time that suits you (within the agreed time 
frame). We do ask however, that you are able to commit to a couple of hours reviewing 
the documents at least 4 times per year. 

Volunteer mentor/ main contact: Senior Administrator 
 
Main activities 

• Carefully read through the content of the documents, checking for clarity, 
grammar, tone, and readability 

• Provide feedback on whether the documents are reflective of the experiences of 
SEND children, young people and families in Sheffield 

• Reflect on how well the document communicates its message, particularly from 
the perspective of parent carers, and members of the community 

• Provide constructive comments, suggestions, and feedback directly on the 
document 

• Highlight any sections that may be confusing or in need of re-wording 
• Suggest amendments to make the document clearer, more accessible, and 

professionally presented 
• Return the reviewed document within an agreed timeframe 

 

 

 



Skills and experience 

Ideally you will: 

• Have lived experience of being a parent carer of a child or young person with 
SEND 

• Have a good knowledge of the SEND services available in Sheffield 
• Have a keen eye for detail 
• Have basic IT skills as most of the documents will be sent via email 
• Be able to access a computer or device that you can use to read the documents 

on 
• Understand and respect confidentiality, as documents may contain sensitive or 

official information 

• Have the ability to give clear and constructive feedback 
• You will need to be comfortable reading and understanding written English so 

you can review the documents confidently 
 
 
Support you can expect while volunteering for SPCF: 

• Volunteer induction 
• Access to training opportunities  
• Support from Volunteer Coordinator and Volunteer Mentor 
• Reimbursement of expenses in line with our policy 

 

The benefits that you can expect from volunteering at SPCF: 

• Gain skills and experience that could support you in accessing paid employment 
and/or other voluntary roles in the future. 

• Invitation to annual volunteer events 
• Flexible volunteer roles that you can fit around other commitments 
• Playing an active role in a service that supports SEND children, young people & 

their families 
 

What we would need from you: 
 
• To be a minimum of 18 years of age 
• To attend an induction and any complete any routine training required for your 

volunteer role 
• To abide by SPCF volunteer policies and guidance 



• To be polite and respectful to everyone you meet whilst volunteering in this role & 
act in a professional manner 

• To act as an Ambassador for the SPCF Charity 
 

 

Click here to apply online 

https://forms.office.com/e/kczQ6ZGs6h

