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VOLUNTEERS
Policy and Procedure

Rationale

Volunteers are an integral part of our College. Volunteer participation in the work of our

College is greatly appreciated and valued. This policy has been developed to ensure that

the College exercises its responsibility for the safety of our students, and to strengthen

our partnership with volunteers. Volunteers who have close contact with students e.g.

sports coaches, hearing children read etc and those who assist at camps or similar

activities, will, where necessary, receive training and extra information e.g. specific skills,

safe practises and medical conditions.

Volunteer Selection Process
Long term volunteers will be required to attend an interview, complete induction training

and sign an agreement form before commencing volunteer work in the school.

Volunteers, offering to assist in programmes where students are involved, will be asked

to provide:

 Evidence of a police check

 Details of qualification, experience and other information relevant to the

programme

 The names of two referees, who may be called upon to verify information provided

and attest to the character of the volunteer

The College will make assessment on the suitability of a volunteer, based on the skills

and contributions being offered and verification of the volunteer’s good character. The

Principal’s decision is final in determining who is eligible to work as a volunteer in the

school. Any applicant not accepted as a volunteer will be advised in writing.

School’s responsibilities to volunteers
Each volunteer will have a teaching staff member as their supervisor. An accurate record

of each volunteer’s training and work will be kept.

Volunteers will be provided with an induction programme suitable to the area in which

they work. All induction programmes will include:

 Mandatory reporting

 Occupational health safety and Welfare procedures

 Duty of Care responsibilities

 Confidentiality requirements

Volunteers will be matched with work that is suitable to their skills, interests, time

commitments and health status.

Changes to a volunteer’s area of work or time commitment will be made with full

consultation.
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Supervising staff will be available to discuss a volunteer’s concerns. At times an

appointment time may have to be arranged, as the supervising staff member will have

other responsibilities.

Record keeping
Volunteers are required to ‘sign in’ at the front office or with the supervising teacher, and

then ‘sign out’ on departure. The school’s administrative staff need to know who is in the

school at any one time, especially in case of emergency.

Volunteer badges are available beside the ‘sign in’ book.

Student behaviour
We expect students to treat you with respect and courtesy at all times. If students behave

inappropriately, you should tell them that the behaviour is offensive or inappropriate. If the

behaviour persists, please seek help from the supervising staff or Principal.

Privacy and confidentiality
The College must comply with the Information Privacy Policy regarding the use and

release of information. Any personal information (including names, addresses, telephone

numbers, circumstances or situations of any nature) about students, staff and volunteers

that you become aware of during your volunteer work must not be shared, unless it is

required by law, e.g. it is relevant for reporting alleged child abuse.

Refer all requests for access to files and records to the supervising teacher.

Conversations with students
Volunteers are acting as a role model to students, who do observe you. Your language

and topics of conversation should be above reproach.

Being alone with students
You should be within sight of a staff member when working with an individual student

(such as hearing a child read). You will not be required to mind a class in the absence of

a teacher.

When transporting students you will have more than one student allocated to your

vehicle. At all times you should ensure that you are not alone with an individual student.

Toilets
Please use the staff toilets. You will not be required to assist with the toileting of students,

nor with sickroom activities.

First Aid
If a student is injured or ill, please advise the supervising teacher or front office as soon

as possible. Our first aid officer or another staff member will provide first aid/comfort to an

injured or distressed student, and contact parents if necessary.

Touching students
Refrain from intentional physical contact with students

END OF POLICY


