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Volunteers Policy
OakTree College (‘the College’) recognises volunteers make a significant contribution to the College community by bringing different expertise and skills to the educational and co-curricular programs offered by the College.
The College encourages an open and friendly learning environment, which values community participation and volunteer involvement. It recognises its legal obligations to take reasonable steps to minimise the risks to the health, safety and wellbeing of all students and staff. 
Statement of Commitment to Child Safety
OakTree College is committed to providing a child safe environment where all children and young people are safe, respected, and empowered. The College has zero tolerance for child abuse and is committed to acting in the best interests of children and keeping them safe at all times.
This policy supports compliance with the Victorian Child Safe Standards (2022) and all relevant child protection legislation.
Purpose 
This policy outlines how the College recruits, screens, supervises and manages volunteers to provide a child safe environment and protect the legal rights of volunteers. This policy applies to all volunteers engaged in college activities, including but not limited to:
· Classroom support
· Excursions 
· Events 
· Administrative support
This policy is intended to be made available to volunteers supporting the College at the commencement of their role.
Scope 
This policy applies to any individual who wishes to volunteer their time and skills in areas of the College as specified by the Executive Principal. This may include, but is not limited to classroom support, administration support, fundraising and assisting with College events, activities or excursions.
Definitions 
	Child-connected work:
	Work authorised by the College Board and performed by an adult in a college environment while children/young people are present or reasonably expected to be present. 

	Child-related work:
	As defined by the Worker Screening Act 2020 (Vic), child-related work is work that usually involves direct contact (including in person, over the phone, written and online communication) with a child that is a central part of that person’s duties. It does not include work that involves occasional direct contact with children that is incidental to the work. 

	Closely related family member:
	Parent, carer, parent/carer’s spouse or domestic partner, stepparent, parent/carer’s mother or father in-law, grandparent, uncle or aunt, brother or sister, including step or half siblings. 

	College work:
	College work means: 
• Carrying out the functions of the College Board,
• Any activity carried out for the welfare of the College, by the College Board, any parents club or association or any other body organised to promote the welfare of the College, 
• Any activity carried out for the welfare of the College at the request of the Executive Principal or College Board, 
• Aiding with the work of the College.
This is a broad definition and means that volunteers who participate in college community activities, such as fundraising and assisting with excursions, are legally protected (i.e. indemnified) from action by others in the event of an injury or accident whilst they are performing volunteer College work in good faith. 

	Volunteer:
	A volunteer is a person who voluntarily engages in approved college work without payment or reward. Volunteers can be parents, carers, guardians, or members of the broader College or local community.

	Working with Children Clearance (WWCC):
	Is a process that assists in protecting children from sexual and physical harm by ensuring that people who work with, or care for, them are subject to a screening process.



Alignment with Child Safe Standards
OakTree College aligns this policy with the 11 Child Safe Standards by ensuring:
· Child safety is embedded in leadership and governance
· Children are empowered and heard
· Families are engaged in child safety
· Equity and diversity are respected
· Volunteers are suitable and properly screened
· Clear reporting and complaints processes exist
· Ongoing training is provided
· Risks are identified and managed
· Continuous improvement occurs
· Policies are documented and accessible
· Records are maintained securely


Child Empowerment and Participation
Students are informed of their rights to feel safe and to raise concerns. Volunteers must respect student voice and never discourage or dismiss a child’s concern.
Child Safety Risk Management 
The College identifies and manages risks by:
· Conducting risk assessment for activities
· Ensuring line-of-sight supervision
· Avoiding isolated environments
· Applying additional controls for excursions and camps

Cultural Safety and Inclusion
The College is committed to culturally safe environments for:
· Aboriginal and Torres Strait Islander children
· Children from culturally and linguistically diverse backgrounds
· Children with disability
· LGBTQIA+ students
Volunteers must always demonstrate inclusive and respectful behaviour.
Policy
9.1 General principles
The College will:
· Ensure volunteers understand their role and responsibilities, including reporting obligations, and have appropriate training and support from the College staff to enable them to effectively perform activities required of them;
· Ensure all volunteers have a WWCC unless they qualify for an exemption (e.g. Victorian Institute of Teaching (VIT) registered teacher);
· Ensure that volunteers understand and comply with college policies and requirements, including confidentiality requirements; 
· Ensure the College (and its volunteers) meets the requirements of all relevant legislation, in particular legislation that pertains to matters of workplace safety and child safety; 
· Provide volunteers with the Child Safe Code of Conduct and ask them to acknowledge that they understand and will comply with it by signing a form;
· Ensure all volunteers work under the direct instruction of staff they are assigned to support or come under their management; 
· Ensure volunteers are directed to the Executive Principal if they do not conform to this policy.


9.2 Volunteering at the College
Members of the College community who would like to volunteer should contact the Executive Principal. There may be times when the College asks for volunteers when assistance is needed for specific events such a celebration, open day or to provide language support for students. 
All volunteers must:
· Hold a valid WWCC 
· Provide proof of identity
· Undergo suitability checks where required (e.g. references)
· Be linked to OakTree College via WWCC

The following details are required when applying for a card:
Organisation details:	OakTree College
Child-related work field: 	46 Educational - non-government schools (all primary, secondary, technical and special schools)
Work type:			Volunteer
The above information ensures the College is linked to the individual volunteer’s WWCC registration. 
Additional suitability checks are also required depending on the volunteer role, such as references, proof of identity, qualification and work history involving children checks.
9.3 Training and induction 
Under the Child Safe Standards, volunteers must have appropriate induction and training in child safety and wellbeing. 
Prior to the commencement of any volunteering activities, the College will provide appropriate induction or training programs for volunteers regarding child safety requirements and their role as a volunteer. The training will provide clarity about what is expected and how they can positively contribute to the College. It will cover a range of issues relating to the type of activity and may include privacy and confidentiality, records management, privacy, Occupational Health & Safety (OHS), emergency response procedures, Child Safety, and legal liability. In addition, all volunteers are provided with copies of the College’s Child Safety Policy and Child Safe Code of Conduct. 
To support the College to maintain a child safe environment volunteers must familiarise themselves with the policies, procedures and code of conduct referred to in the staff handbook and ensure the actions and requirements in this document are followed when volunteering for the College. This must be done before engaging in any work where children/students are present or reasonably likely to be present.
Volunteers will be provided with specific guidance and training on:
· how to recognise indicators of child harm including harm caused by other children students
· how to identify and manage child safety risks (relevant to their role) without compromising a child or student’s right to privacy, access to information, social connections and learning opportunities
· their obligations to share information and create and maintain records in relation to child safety matters.
The College will base its training program on the training materials available through the Child Safe Standards website. Depending on the nature and responsibilities of the role, the College may also require volunteers to complete additional child safety training. 
The Executive Principal will:
· ensure an induction and training program is delivered to volunteers either as a group or on an individual basis as required
· maintain accurate records of any relevant background, any reviews on volunteer performance, and the work undertaken by College volunteers. 
9.4 Management and supervision 
Volunteers are expected to comply with any reasonable direction of the Executive Principal (or delegate). Volunteer workers are also expected to act consistently with all other College policies and procedures to the extent that they apply to volunteer workers. 
Volunteers will be subject to the College Visitor policy and must sign in at Reception each time they attend the College to participate in scheduled activities and sign out when they leave.
The Executive Principal will determine the level of College staff supervision required for volunteers, depending on the type of work being performed, and with a focus on ensuring the safety and wellbeing of the students. 
The Executive Principal has discretion to assess the ongoing suitability of a volunteer worker and may determine at any time whether a person is suitable to volunteer at the College. 
All staff who supervise/manage volunteers are required to: 
· Provide appropriate induction, supervision, support and instruction to volunteers to help them carry out their tasks in the classroom or at the College event or activity, 
· Ensure that volunteers do not work unsupervised with students,
· Immediately report any matter of concern relating to volunteers to the Executive Principal,
· Ensure that volunteers do not monitor students in the first aid room, 
· Ensure that volunteers do not encourage affection from or dependency in students (including the giving of presents), 
· Ensure that volunteers do not have unsupervised contact with students during break times, 
· Ensure that volunteers do not display any bullying or inappropriate behaviours towards students or other staff. 
9.5 Volunteer health and safety 
Under the Occupational Health and Safety Act 2004, the College is responsible for the health and safety of volunteers while engaged in College volunteer work as authorised by the Executive Principal.
This includes:
· The College will take all reasonable steps to eliminate or minimise the risks to health and safety to which volunteers may be exposed. 
· Volunteers will not be expected to take primary responsibility for activities with significant foreseeable risk. 
· Volunteers know who to talk to if they have any health and safety concerns and how to report any health and safety incidents and hazards. 
· Volunteers will be assigned to a nominated supervisor for each volunteer activity who is the main contact point for guidance, queries and feedback. 
· Activities involving volunteers will be subject to the same process of risk assessment and management undertaken to activities involving employees. 
· Volunteers are provided with health and safety procedures, instruction and training (e.g. emergency procedures, location of emergency exits) in keeping with their assignment at the College. 
Under the Occupational Health and Safety Act 2004, volunteers are required to take reasonable care for their own health and safety and the health and safety of anyone who may be affected by their actions or omissions and comply with all College OHS instructions, policies and procedures.

9.6 Online Safety and Digital Conduct

Volunteers must:
· Not communicate with students via personal social media
· Use only approved platforms
· Not share images of students without consent
· Maintain professional boundaries online

9.7 Breach of policy or poor performance 
When concerns arise about a volunteer breaching the relevant College policies or not performing in accordance with agreed expectations, the Executive Principal may prohibit the individual concerned from engaging in further volunteer activity on behalf of the College or refer the volunteer to relevant authorities.
9.8 Personal injury insurance
All volunteers engaged by the College are covered by the College Public Liability Insurance if they suffer personal injury while engaging in College work.
9.9 Privacy and information sharing 
Volunteers must ensure that any student information they become aware during their course of volunteer work is managed sensitively and in accordance with the College Privacy Policy. 
Under these policies, student information can and should be shared with relevant College staff to: 
· Support the student’s education, wellbeing and health,
· Reduce the risk of reasonably foreseeable harm to the student, other students, staff or visitors,
· Make reasonable adjustments to accommodate the student’s disability,
· Provide a safe and secure learning environment. 


9.10 Reporting and Responding to Concerns
Volunteers must immediately report child safety concerns to the Executive Principal or any other member of staff to ensure appropriate action. 
If a child is in immediate danger, contact emergency services.
Concerns may also be reported to external authorities where required, such as the Victoria Police.
Failure to report is a breach of this policy

9.11 Complaints and Allegations Management
The College will:
· Take all complaints seriously
· Respond promptly
· Ensure procedural fairness
· Report to relevant authorities where required
Volunteers may be suspended or removed during investigations.

Related Policies and Procedures 
· Child Safety Policy
· Child Safety Code of Conduct
· Child Safety Responding and Reporting Obligations (including Mandatory Reporting) Policy and Procedure
· Duty of Care Policy
· Occupational Health and Safety Policy and Procedures
· Privacy Policy
· Records Management Policy
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