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Purpose

To outline the processes that Glen Huntly Primary School will follow to recruit, screen,
supervise and manage volunteers to provide a child safe environment, and to explain the
legal rights of volunteers.

Scope

This policy applies to the recruitment, screening, supervision and management of all people
who volunteer at our school.

Summary

Schools must have a school level policy for volunteers
Schools must appropriately assess the suitability of a volunteer and ensure that they
comply with any reasonable direction of a principal, including the school’s child safety
policy and code of conduct.
Schools must assess and verify the suitability of volunteers.
Volunteers must provide evidence of a WWCC (unless an exemption applies) and that
additional suitability checks may also be required.

e Volunteers should be inducted, trained and supervised according to the school’'s
policies and procedures.

Policy

Glen Huntly Primary School (GHPS) is committed to implementing and following practices
which protect the safety and wellbeing of children and our staff and volunteers. GHPS
recognises the important and valuable contribution volunteers make to our school community,
fundraising and facility maintenance. We appreciate the time and dedication of our school



community in the improvement of our school and the benéefit this provides to our staff,
students and families.

The procedures set out below are designed to ensure that Glen Huntly Primary School’s
volunteers are suitable to work with children and are well-placed to make a positive
contribution to our school community.

Volunteer school and student workers

A volunteer school worker is a person who voluntarily engages in school work, without
payment or reward. School work means:

e carrying out of the functions of a school council (whether or not as a member of a
school council)

e any activity carried out for the welfare of a school, by the school council — any
parents’ club or association or any other body organised to promote the welfare of the
school

e any activity carried out for the welfare of the school at the request of the principal or
school council
providing any assistance in the work of any school or kindergarten
attending meetings in relation to government schools convened by any organisation
which receives government financial support (note: a volunteer can receive payment
for out of pocket expenses, such as travel costs, and can still be classed as a
volunteer).

This is a broad definition and means that volunteers who participate in school activities, such
as fundraising and assisting with excursions, are well protected from legal action by others.
A volunteer student worker is a person who voluntarily engages in approved community
work, without payment or reward. Approved community work means work approved by the
principal of the school by a student of the school.

Working with students

Glen Huntly Primary School values the many volunteers that assist in our classrooms/with
sports events/camps/excursions/school concerts/other events and programs. To ensure that
we are meeting our legal obligations under the Worker Screening Act and the Child Safe
Standards, Glen Huntly Primary School is required to undertake suitability checks which in
most cases will involve asking for evidence of a Working with Children (WWC) Clearance and
may also involve undertaking reference, proof of identity, qualification and work history
involving children checks.

Assessing volunteer suitability

Glen Huntly Primary School will assess and verify the suitability of volunteers, and that all
volunteers engaged in child-related work must have, and provide evidence of, a WWCC
(unless an exemption applies) and that additional suitability checks may also be required
rather than include this information in a link.

The principal has the discretion to determine the ongoing suitability of a volunteer working in
their school and may make a decision at any time whether a person is suitable to volunteer at
the school.



Management and supervision

Volunteer workers will be expected to comply with any reasonable direction of the principal
(or their nominee). This will include the requirement to follow our school’s policies, including,
but not limited to our Child Safety and Wellbeing Policy, our Child Safety Code of Conduct
Volunteer workers will also be expected to act consistently with Department of Education and
Training policies, to the extent that they apply to volunteer workers, including the
Department’s policies relating to Egqual Opportunity and Anti-Discrimination, Sexual
Harassment and Workplace Bullying.

The principal (or their nominee) will determine the level of school staff supervision required
for volunteers, depending on the type of work being performed, and with a focus on ensuring
the safety and wellbeing of students.

Training and induction

Under the Child Safe Standards volunteers must have an appropriate induction and training
in child safety and wellbeing.

To support us to maintain a child safe environment, before engaging in any work where
children are present or reasonably likely to be present, volunteers must familiarise
themselves with the policies, procedures and code of conduct referred to in our Child Safety
Induction Pack or Volunteers Presentation and ensure the actions and requirements in these
documents are followed when volunteering for our school.

Depending on the nature and responsibilities of their role, Glen Huntly Primary School may
also require volunteers to complete additional child safety training.

Please see:

Child Safety Induction Pack for Volunteers

Where additional training and information has been provided, copies of this material,
e.g. Child Safe Standards Training PowerPoint Slides for Volunteers

Reportable conduct scheme

Principals should notify the Employee Conduct Branch as soon as possible after becoming
aware of a reportable allegation involving a volunteer, so that the Employee Conduct Branch
can assess the allegations and report them to the Commission for Children and Young
People (CCYP), if required. Refer to Reportable Conduct Scheme.

Failure to protect

Any staff member in a position of authority (principals, assistant principals and campus
principals) who becomes aware that an adult associated with their organisation (such as an
employee, contractor, volunteer or visitor) poses a risk of sexual abuse to a child under the
care, authority or supervision of the organisation, must take all reasonable steps to remove
or reduce that risk. This may include, for example, removing the adult from child-related work
pending investigation. If a staff member in a position of authority fails to take reasonable
steps in these circumstances, this may amount to a criminal offence. Refer to Protecting
Children — Reporting and other Legal Obligations.


https://www2.education.vic.gov.au/pal/equal-opportunity/policy-and-guidelines
https://www2.education.vic.gov.au/pal/sexual-harassment/overview
https://www2.education.vic.gov.au/pal/sexual-harassment/overview
https://www2.education.vic.gov.au/pal/workplace-bullying/policy
https://edugate.eduweb.vic.gov.au/edrms/keyprocess/cp/SchoolPoliciesAttachments/TEMPkksxew4jfilx0000/Template%20Child%20Safety%20Induction%20Pack%20%E2%80%93%20Volunteers.aspx
https://www.vic.gov.au/child-safe-standards-training-material
https://www2.education.vic.gov.au/node/1005
https://www2.education.vic.gov.au/pal/protecting-children/policy
https://www2.education.vic.gov.au/pal/protecting-children/policy

Compensation for personal injury or property damage

Volunteer school workers are covered by the Department’s worker's compensation policy if
they suffer personal injury in the course of engaging in school work.

If a volunteer school worker suffers damage to their property in the course of carrying out
school work, the Minister may authorise such compensation as the Minister thinks
reasonable in the circumstances. Claims of this nature are to be directed to:

Legal Division

People and Executive Services Group

Department of Education and Training

2 Treasury Place

East Melbourne VIC 3002

legal.services@education.vic.gov.au

Liability

Volunteer school workers are indemnified for claims in respect of personal injuries or death
(and at the discretion of the Minister, for property damage) caused by volunteer school
workers and volunteer student workers in the course of engaging in good faith in school work
or community work respectively.

The Personal Liability of School Employees policy applies to volunteer school workers.

Centrelink benefit recipients volunteering to work in schools

People who perform unpaid work in schools under the Work for the Dole program
https://www.dewr.gov.au/work-dole and community work programs or equivalent administered
by Centrelink have personal accident insurance and public or product liability insurance cover
provided by the Commonwealth Department of Employment and Workplace Relations and
may perform work in schools.

Other Centrelink benefit recipients involved in voluntary work in order to fulfill their recipient
obligations would not be expected to be covered by an Australian Government insurance
scheme. Schools may however accept this group of Centrelink benefit recipients to work as
volunteers in Victorian government schools, on the basis that they are insured by the
Department.

Definitions

Volunteer school worker

Defined in section 5.6.1 of the Education and Training Reform Act 2006 (Vic) as meaning a
person who without remuneration or reward voluntarily engages in school work

Volunteer student worker

Defined in section 5.6.1 of the Education and Training Reform Act 2006 (Vic) as meaning a
person who, without remuneration or reward, voluntarily engages in approved community
work

Approved community work

Defined in section 5.6.1 of the Education and Training Reform Act 2006 (Vic) as meaning
community work engaged in by a student of a registered school and approved by the
principal of the school as school community work


mailto:legal.services@education.vic.gov.au
https://www2.education.vic.gov.au/pal/personal-liability-school-employees/policy
https://www.dewr.gov.au/work-dole

Relevant legislation and ministerial order

e Crimes Act 1958 (Vic)

e Education and Training Reform Act 2006 (Vic)

e Ministerial Order 1038 — Teaching Service (Employment Conditions, Salaries,
Allowances, Selection and Conduct) Order 2017

e Privacy and Data Protection Act 2014 (Vic)

e Summary Offences Act 1966 (Vic)

e Wrongs Act 1958 (Vic)


https://www.legislation.vic.gov.au/in-force/acts/crimes-act-1958
https://www.legislation.vic.gov.au/in-force/acts/education-and-training-reform-act-2006
https://www.education.vic.gov.au/hrweb/Documents/Ministerial-Order-1038.pdf
https://www.education.vic.gov.au/hrweb/Documents/Ministerial-Order-1038.pdf
https://www.legislation.vic.gov.au/in-force/acts/privacy-and-data-protection-act-2014
https://www.legislation.vic.gov.au/in-force/acts/summary-offences-act-1966
https://www.legislation.vic.gov.au/in-force/acts/wrongs-act-1958
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