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Welcome
Thank you for your willingness to become a volunteer at our school. Volunteers play an important role in the
education of children and young people in partnership with the staff of Catholic schools. Volunteering helps provide
quality care and education to our children and young people and supports Catholic Schools to promote values drawn
from the Catholic tradition of faith in order to prepare students for more active participation in the world.
It is important that your involvement and participation in our school is rewarding and a mutually beneficial experience.
As part of our extended community and to support our commitment to the protection and care of all children and
young people and the safety of all staff, all Volunteers are required to hold a valid and current Police Clearance and
to complete the ‘Responding to Abuse and Neglect: Education and Care’ (RAN-EC) Online Induction for volunteers.
This induction package also addresses Work Health and Safety, and Protective Practices. Together, these induction
components aim to ensure the physical and emotional wellbeing of children and young people and the safety of our
volunteers.
Areas of participation for Volunteers
Canteen. Volunteers assist and support the Canteen Manager for the efficient and professional operation of a
healthy school canteen by providing high quality, healthy food in a professional manner to our customers who are
primarily students but also include staff and parents.
Classroom. Parents are always welcome to support teachers and students in the classroom with reading, general
class activities, technology, cooking, art and craft. Please respect the privacy of each of the students during your
volunteer work, any concerns you have should be brought to the attention of the teacher.
Excursion/Activity Helpers. From time to time teachers require the help of parents for out of school activities and
special event days. Parents are always welcome to be part of these events as supervisors and helpers.
Parents and Friends Committee. The Parents and Friends committee are a group of parents and caregivers who
work in collaboration with staff to help foster an informed, supportive and social school community. The Parents and
Friends committee work towards shared decisions in relation to the needs of the school and how funds raised by
the parents could best meet the needs of our school community.
School Board. The school board helps to form school policy and offers guidance and support to the Principal and
staff. Members of the School Board consist of our Parish Priest, the School Principal, staff members and elected
parent representatives. Parent nominations are called for at the beginning of each year and members serve on the
board for a period of 2 years.
Resource Centre. Parents are able to support the school in the Resource Centre by assisting our staff by re-shelving
returned resources and preparing/covering new resources for borrowing.
As a volunteer you will be required to:
•
Complete the Volunteer Details Form and Declaration
•
Hold a valid and current Working With Children Check
•
Complete the Responding to Abuse and Neglect – Education and Care (RAN-EC) for volunteers online
training
•
Be properly inducted, including:
§
Work Health and Safety
§
Duty of Care
§
Child Protection (RAN-EC; Mandatory Notification: Protective Practices)
•
Observe confidentiality and privacy
•
Observe school policies. School policies are available to view at www.holyfamily.catholic.edu.au in the Parent
Resources area.
•
Comply with the Volunteer Code of Conduct
Once again, thank you for becoming a volunteer at our school and welcome to our community. We trust your
experience as a volunteer will be rewarding for you.
KERRY WHITE
PRINCIPAL
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Package Contents
In this package you will find information relating to:
•

Code of Conduct for Volunteers in Catholic Schools

•

Work Health and Safety Information (insert to be signed and returned to the school)

•

Duty of care and child protection, including mandatory notification

•

Responding to Abuse and Neglect Education and Care: Information for School Volunteers
(pamphlet)

•

About Protective Practices (pamphlet)

•

Privacy statement

Steps to becoming a volunteer:
o Induction including Volunteer Details, Health and Applicant Declaration Form
o Responding to Child Abuse and Neglect – Education and Care induction session for volunteers
o Working With Children Check (WWCC)

Catholic Police Clearance Procedure
In accordance with the Children Safety Act, the Police Check Unit which is part of the Professional
Standards Office of the Catholic Archdiocese of Adelaide has been established for the processing of
clearances within the Catholic system. It is the responsibility of all Catholic organisations, including
Catholic Schools and Parishes, to ensure that all volunteers and contractors assisting at their premises
have a current clearance.
Volunteers and contractors who do not have a current clearance will be unable to perform their duties
at Holy Family School.
Requirements for Catholic Police Clearance
1.
If you have a current Working With Children Check, a copy can be sent to the Police Check unit
for consideration and issue of the Catholic Police Clearance letter
OR
2.
•

•
•
•

If you do not have a current clearance:
An Initiation Check Request Form to apply for a Working With Children Check (WWCC) will be
completed at the Front Office. Your original 100 points of identification must be presented to the
Front Office Staff. The form will then be emailed to the Catholic Police Check Unit for
processing.
An information sheet will be provided to you by the Front Office with the steps to process the
application.
Individuals will receive a clearance letter or card, with an expiry date of 5 years, directly from the
Police Check Unit. This letter/card must be shown to the Front Office staff prior to
commencement of volunteer duties.
There is no cost to you to apply for the clearance and it is valid for 5 years.
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Responding to Abuse and Neglect – Education and Care (RAN-EC) induction
session for volunteers – registration help
All Volunteers are required to undertake this training online. If you already have a current Responding to
Child Abuse & Neglect certificate, please provide a copy to the front office.
To accommodate this requirement volunteers can come into the school and complete this with our support.
The online training can also be completed using your own computer at home by following the instructions
below:
1
Log on to http://www.holyfamily.catholic.edu.au
2
Click on Parent Resources
3
Scroll down to Volunteers
4
Click on Volunteers child protection training
5
At the end of the presentation, please complete your details for a confirmation message to be sent
directly to the school advising that you have completed the training.
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Code of Conduct for Volunteers in Catholic Schools
(adapted from the SA Commission for Catholic Schools (SACCS) Code of Conduct for Staff employed in
Catholic Education SA, 2014)
The purpose of this Code of Conduct is to articulate the standards of conduct which are required of
volunteers in Catholic Education SA. This will assist all volunteers in Catholic Education SA to understand
clearly the expectations of them as well as their responsibilities and obligations.
Catholic Education SA provides education as part of the mission of the Church. Fundamental to this
mission is a respect for the value and dignity of each person. A work environment based on these values
will ensure that all members of the community feel safe and empowered in the performance of their work
in the school. All members of the community in Catholic Schools, by their personal example, virtues, loving
relationships, respect and acts love and justice, witness to the presence and activity of God with us.
Volunteers are expected to agree to and uphold appropriate standards of behaviour. These standards of
behaviour include to:
1. Support the Principal and staff in the development of a Christ-centred learning community and act
consistently within the Catholic ethos and mission of the Catholic school;
2. Acknowledge and affirm success in individual and school achievement;
3. Support the school’s policies. The Principal has the responsibility to implement these policies;
4. Treat all members of the school community with honesty, integrity, respect and courtesy;
5. Follow all relevant polices, guidelines and instructions with regard to the safety and wellbeing of
children and young people;
6. Maintain appropriate professional boundaries around their behaviour towards children and young
people;
7. Refrain from behaviour which constitutes bullying, discrimination or any form of harassment;
8. Respect and comply with all Federal, State and local laws;
9. Declare situations that may give rise to, or the perception of a conflict of interest;
10. Respect the privacy of others and others’ personal and sensitive information;
11. Take reasonable care to ensure their own health and safety at work and avoid adversely affecting
the health and safety of others; and
12. Present for volunteering in a timely manner, in attire appropriate to their role as a volunteer, and in
a fit state to work.
Some of these requirements are explained in more detail in this Pack.
Refer also to the Federation of Catholic School Parent Communities’ Charter for Parents located at
http://www.parentfederation.catholic.edu.au.
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Work Health and Safety
Work, Health and Safety training is essential for all employees and volunteers in the workplace. All
workers and employees including volunteers and visitors are required to take reasonable care for both
their own health, safety and welfare and the health, safety and welfare of others. Volunteers are
considered to be workers under current WHS legislation.
Holy Family Catholic School places great value on the work done by volunteers. We aim to ensure that
volunteers work in a safe environment and in a safe manner. Please help us to do so by reporting any
hazards or safety issues to the Supervisor.
You will be asked to sign off that you have completed a WHS induction for volunteers.
Volunteer Rights and Responsibilities
As a volunteer you have a number of rights you should be aware of:
• to work in a healthy and safe environment;
• to be provided with information that adequately describes your roles and responsibilities;
• be provided with an induction prior to commencement as a volunteer;
• to be provided with sufficient information, instruction and training for you to perform your tasks
safely;
• to be provided with adequate supervision
• who to speak to if you have any queries about any aspects of your work.
As a volunteer you also have responsibilities to:
• work safely;
• not affect the safety of others;
• observe all established Policies and Procedures;
• report any safety concerns;
• undertake Responding to Abuse and Neglect: Education and Care training for Volunteers;
• undertake your mandatory notification obligations, as required;
• hold a current acceptable Police Clearance.
There are a number of important points relating to safety within our school that you should be familiar
with:
Signing in/out
o All volunteers are required to sign-in at the Front Office and collect a visitor pass on arrival.
Please sign out at the Front Office prior to leaving the school and return your visitor pass.
Safe Work
o You are only asked to do work which you can perform safely. If you feel that you cannot do a
job safely or have any safety issues, please discuss with your Supervisor / Leader immediately.
Emergency Procedures
o Make yourself familiar with the emergency evacuation plan for the area you are working in.
o Should there be a need to evacuate a building, proceed via the safety route directed on the
nearest emergency evacuation plan.
o In the case of a fire, do not re-enter the building until instructed to do so by the person in charge
(Fire Warden).
o If you are in charge of an activity, you must organise the evacuation of people you are
responsible for from the building, and check that all persons are accounted for.
o In the case of a ‘Lockdown’, go to the nearest room and secure all doors and windows. Keep
away from external windows. Wait for the all clear by the Principal or nominee.

V3 February 2020

6

Reporting
o Should you see a hazard, or you are aware of something that might injure you or someone else,
or you are involved in an injury, incident or near miss, please report the matter immediately to
your Supervisor.
First Aid
o First aid kits are located in the front office, Hall and Centre.
o First aid office is located in the Front Office Reception area. All staff are first aid training and are
only on location during normal office hours. If you have any special medical needs, please advise
our first aid staff.
Equipment
o This school provides equipment for your use. Volunteers are discouraged from bringing
equipment from home. However, should this be necessary, please discuss this with your
Supervisor / Leader.
Chemicals
o You must only use chemicals supplied by this school. The chemicals used by this school have
been assessed for risk prior to use. Make yourself aware of the location of material safety data
sheets prior to use. If you have any concerns or require personal protective equipment, to use
any of these products please discuss with your Supervisor / Leader.
Working Alone and Security
o For safety reasons volunteers are discouraged from working alone.
o Do not leave personal items unattended.
o If leaving the office/buildings outside of the working day, consider the personal safety of
yourselves and others.
Smoking, Drugs, Alcohol and Your Health
o Holy Family Catholic School is designated as a smoke-free workplace. There is no smoking in
the buildings or on these grounds.
o Whilst on duty you should be in sufficient physical and mental health to be capable of complying
with your duty of care to your colleagues and students;
o You should not be impaired in the carrying out of your duties by reason of alcohol, medication,
or an illegal drug.
Vehicles
o Volunteers will not normally be asked to use their vehicle. If you use your car as part of your
volunteer duties, please refer to the school’s policies and procedures.
o If you drive a car as part of your volunteer duties, a current driver’s licence and compliance with
registration insurance and safety requirements are required.
Housekeeping
o Please leave all work areas clean and tidy. Please report any issues with work spaces.
Site specific amenities:
o Drinking water is located either in the staff room or in each classroom
o Staff toilets are available around the school for use by volunteers. Please do not use any student
toilet.
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Duty of care
notification)

and

Child

protection

(including

mandatory

Duty of Care: As a volunteer you will play an important role in the education of our children in partnership
with all staff of our school. In your relationship with children and young people, you are required to ensure
that the physical and emotional welfare of children and young people is safeguarded, and that your own
behaviour is guided by this duty of care.
Please talk to the Principal if you have any questions regarding your duty of care.
Protective Practices: Professional boundaries
Education and care professions rely on the fostering of positive relationships between adults and children
and young people, in ways that do not compromise children’s and young people’s welfare.
You can access a copy of the Protective Practices Guidelines from the school website at
www.holyfamily.catholic.edu.au, which will assist members of the community to maintain professional
boundaries. The Guidelines give examples of boundary violations in communication, personal disclosure,
physical contact, place, targeting individual children and young people, role, and possessions.
As a Volunteer, you will find helpful guidance in managing professional boundaries in the Guidelines on:
• Working in country/local communities
• Using social networking sites
• Working one-to-one with children and young people
• Managing privacy expectations
• Conducting home visits.
Protective Practices Guidelines address appropriate physical contact in a range of situations, including
• assisting or encouraging a child or young person
• good practices with school age children and young people
• good practices with children up to school age.
Non-physical intervention is the recognised means of managing the behaviour of children and young
people. Use of verbal instructions is always preferred to physical intervention.
The Guidelines address safe practices when it is legitimate to use physical restraint: that is only where a
child’s, young person’s or adult’s safety is threatened.
Education and care staff support children and young people with disabilities or additional needs through
individual plans, which take various forms. These plans document the strategies that are to be used in
supporting the child or young person, and will assist you to ensure your duty of care to the child or young
person.
Policies and Legislation
Conduct representing a breach of legislation includes:
• Child abuse and neglect
• Illegal behaviours
• Sexual harassment
The Protective Practices Guidelines are summarised in the brochure included at the end of this
pack.
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Your Induction will include the Responding to Abuse and Neglect: Education and Care (RAN-EC)
online training module for Volunteers.
The Responding to Abuse and Neglect Education and Care: Information for School Volunteers
brochure is included at the end of this pack.
What is Child Abuse?
Your training will include information on the four types of child abuse:
(1) Physical abuse

(2) Sexual abuse

(3) Emotional abuse

(4) Neglect.

Why report Child Abuse?
From time to time, volunteers working with children will experience children disclosing sensitive
information. Children have limited power to protect themselves from abuse and will only be protected from
abuse and neglect if responsible adults take action on their behalf. Reporting child abuse is the first step
in stopping the abuse and protecting children from further harm.
When to report Child Abuse?
You are required by law to report child abuse and neglect when you form a suspicion on reasonable
grounds:
• A child or young person tells you that s/he has been abused;
• Your own observation of the behaviour of a particular child or young person and/or injuries, or
your knowledge of the child generally leads you to suspect that abuse is occurring;
• A child or young person tells you s/he knows someone who has been abused (the child may be
referring to her/himself);
• Someone tells you of the abuse who is in a position to provide reliable information (perhaps a
relative, friend, neighbour or sibling of the child/young person).
What does the law say?
Volunteers are Mandated Notifiers and obliged by law to notify Department of Child Protection if they
suspect on reasonable grounds that a child or young person has been or is being abused or neglected
and they formed their suspicion in the course of their work (whether paid or voluntary) or in carrying out
official duties. Volunteers must notify Department of Child Protection of their suspicion as soon as
practicable after they form the suspicion.
What do you do if you have suspicions or concerns?
You are not expected to act alone. Always seek guidance and work in partnership with the Principal or
Deputy Principal. Your role as a volunteer means you are supported by professionals at the site in
meeting your responsibilities as a mandated notifier.
Child Abuse must be reported to Department for Child Protection
either online: www.reportchildabuse.families.sa.gov.au
OR
Child Abuse Report Line 131478
After Hours Crisis Care 131611
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Privacy Information and Confidentiality
By you as a Volunteer
In the course of your work as a volunteer, you may come across sensitive and confidential information.
It is essential for you to maintain confidentiality and if concerned raise the issue with the Principal.
About Your Privacy
This section provides information about the privacy of Volunteers.
Privacy Information
1.

In applying to provide services to the School, you will be providing Holy Family Catholic School with
personal information. We can be contacted at 71 Shepherdson Road, Parafield Gardens, Tel 8250
6616, Email info@holyfamily.catholic.edu.au.

2.

If you provide us with personal information, for example your name and address or information
contained on your resume, we will collect the information in order to assess your application. We
may also make notes and prepare a confidential report in respect of your application.

3.

You agree that we may store this information for the period of your volunteer work in the School.

4.

The School's Privacy Policy sets out how you may seek access to your personal information and
how you may complain about a breach of the APPs.

5.

We will not disclose this information to a third party without your consent.

6.

We usually disclose your personal information as a matter of routine to the Catholic Education Office
for good character screening purposes.

7.

We are required to conduct a criminal record check, collect information regarding whether you are
or have been the subject of an Apprehended Violence Order and certain criminal offences under
Child Protection law. We may also collect personal information about you in accordance with these
laws.

8.

The School may store personal information in the 'cloud', which may mean that it resides on servers
which are situated outside Australia.

If you provide us with the personal information of others, we encourage you to inform them that you are
disclosing that information to the School and why, that they can access that information if they wish and
that the School does not usually disclose the information to third parties
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Why is it important for me
to know about the Protective
practices?

What if my concern is about
the principal or director?

Everyone in an education or care setting should be made
aware of the standards of behaviour that are needed to
maintain a safe and respectful environment. Children are
taught to recognise unsafe behaviour as part of the child
protection curriculum and to talk with adults about their
concerns. Staff members and volunteers receive training
on the Protective practices and are required to report
inappropriate adult behaviour to their principal or director.
If you decide to volunteer in the future you will be expected
to follow these practices.

Government sector:

As a parent you can help to support these expectations
by taking action if you see or hear about adult behaviours
that you think are not in keeping with the Protective
practices. You may be the only adult to observe or hear
about inappropriate behaviour so you have an important
role in alerting the principal or director as soon as possible,
as outlined below.

What should I do if I have
concerns about an adult’s
behaviour?
Talk to the principal or director of the school or children’s
service. Raising your concern will allow the principal
or director to explore the matter properly and ensure the
right response is made. If you feel uncomfortable to have
this conversation on your own, ask a trusted friend or
member of staff to accompany you. It is very important
that the principal or director hears the concern directly
so it can be acted on quickly.

You should raise your concern through the following:
 ducation Complaint Unit
E
T 1800 677 435

Keeping schools and
children’s services safe
environments for all

Independent School sector: Chair of Governing Authority

The Protective practices describe safe and respectful
behaviour boundaries for staff and volunteers in their
relationships with children and young people.

What happens to the adult when
a concern is raised?

As a parent you are encouraged to be aware of the
Protective practices and to support the staff and
volunteers of your child’s school or care setting
in ensuring they are followed.

Catholic Education sector: T (08) 8301 6193

Depending on what is reported and investigated it may
mean the adult is given a formal documented instruction
about expected conduct, or it may result in an employee
being dismissed or a volunteer’s service being discontinued.
Criminal matters are investigated by police and when this
is the case all education sectors follow the guidelines
Managing Allegations of Sexual Misconduct which can
be found at your school or service or from the DECD
website www.decd.sa.gov.au

What if I’m unhappy with the
way the school or service has
dealt with my concern?
Contact the following:
Government sector:

Education Complaint Unit
T 1800 677 435

Catholic Education sector: T (08) 8301 6193
Independent School sector: Use the grievance procedure
of the Independent School

Access the full guidelines from your school
or care setting or from the DECD website:
www.decd.sa.gov.au
June 2017

Protective
practices
Behaviour guidelines
for staff and volunteers
working with children
and young people
Information for parents
and caregivers

Boundary

What are Protective practices?

Who do they apply to?

Protective practices are standards of behaviour that staff
and volunteers are expected to meet in their interactions
with children and young people. They represent a code
of conduct that helps make schools and children’s services
safe places for everyone involved.

They apply to all adults working or volunteering
in Government, Catholic, or Independent education
or care settings.

Why are they needed?
Behaviour boundaries are important for everyone. In schools
and children’s services adults are expected to behave
in ways that are always protective of children and young
people. The Protective practices help remove any confusion
about which adult behaviours are protective and which are
considered inappropriate.

What do they cover?
They cover appropriate physical contact and acceptable
ways of communicating and interacting with children and
young people. A summary follows of behaviours that are
considered a violation (a crossing) of these behaviour
boundaries. They are included in this brochure because
it is important that parents know which adult behaviours
are considered inappropriate.
The full guidelines provide advice that takes account
of different age groups, needs and circumstances such
as working in small/rural communities.
You can access the full guidelines at your school or
children’s service or they can be downloaded from the
Department for Education and Child Development
(DECD) website www.decd.sa.gov.au

How are staff and volunteers
informed about the Protective
practices requirements?
All adults working or volunteering in education and
children’s services receive compulsory child protection
training or induction which includes the Protective
practices requirements.

Do the Protective practices ban
adults from touching children
and young people?
No they do not ban touching. They describe respectful and
safe ways for adults to use touch when it is appropriate to
provide care, encouragement, congratulations or protection
to a child or young person.

Communication

• Inappropriate comments about a child/young person’s appearance,
including excessive flattering comments
• Inappropriate conversation or enquiries of a sexual nature (eg
questions about a child or young person’s sexuality or their sexual
relationship with others)
• Disrespectful or discriminatory treatment of, or manner towards,
young people based on their perceived or actual sexual orientation
• Use of inappropriate pet names
• Vilification or humiliation
• Jokes or innuendo of a sexual nature
• Obscene gestures and/or language
• Facilitating/permitting access to pornographic material

Personal
disclosure

• Discussing personal lifestyle details or opinions of self, other staff or children and young people unless directly relevant to the learning
topic and with the individual’s consent

Physical
contact

• Unwarranted or unwanted touching of a child or young person
personally or with objects (eg pencil or ruler)
• Corporal punishment (eg physical discipline or, smacking)
• Initiating, permitting or requesting inappropriate or unnecessary
physical contact with a child or young person (eg massage,

kisses, tickling games) or facilitating situations which unnecessarily
result in close physical contact with a child or young person
• Inappropriate use of physical restraint/restrictive practices –
may constitute assault

Place

• *Inviting/allowing/encouraging children and young people to
attend the staff member’s home (see p 11 country and local
community considerations)
• *Attending children and young people’s homes or their social
gatherings
• *Being alone with a child or young person outside of a staff
member’s responsibilities

• Entering change rooms or toilets occupied by children or
young people when supervision is not required or appropriate
• *Transporting a child or young person unaccompanied
• Using toilet facilities allocated to children and young people
• Undressing using facilities set aside for children and young
people, or in their presence

Targeting
individual
children and
young people

• Tutoring (outside education sector’s directions or knowledge)
• Giving personal gifts or special favours
• Singling the same children and young people out for special
duties or responsibilities
• Offering overnight/weekend/holiday care of children and young
people as respite to parents (unless a family day care educator,

or employed by a respite organisation and with the site
leader’s knowledge)
• *Privately giving money and/or gifts to individual children/
young people
• Babysitting by the FDC educator or member of their household

Role

• Adopting an ongoing welfare role that is beyond the scope
of their position or that is the responsibility of another staff
member (eg a counsellor) or an external professional, and
that occurs without the permission of senior staff

• Photographing, audio recording or filming children or young
people via any medium when not authorised by the site leader
to do so and without required parental consent
• Using personal rather than school equipment for approved
activities, unless authorised by the site leader to do so

Possessions

• Correspondence or communication (via any medium) to or from
children and young people where a violation of professional
boundaries is indicated and where the correspondence has
not been provided to the site leader by the staff member

• Still/moving images or audio recordings of children and young
people on personal equipment or kept in personal locations
such as car or home that have not been authorised by the
site leader

Digital/
electronic

• *Email, social media, internet postings that is unrelated to the
staff member’s role.
• *Allowing children and young people access to a staff member’s
personal internet locations (eg social networking sites)
• Uploading or publishing still/moving images or audio recordings

of children and young people to any location, without parental
and site leader’s consent
• Correspondence of a personal nature via social media,
internet postings
• Creating/using private online chat rooms
• *Filming/recording for the use of behaviour training/modification

When were they developed?
They were first developed in 2005. The Government,
Catholic and Independent education sectors update them
if new issues emerge such as the impact of social network
sites, or when there are changes to legislation such as
discrimination laws.

Example of violation (This list of examples is not exhaustive)
• Facilitating/permitting access to sexually explicit material that
is not part of an endorsed curriculum
• Failing to intervene in sexual harassment of children and
young people
• Correspondence of a personal nature via any medium (eg phone,
text message, letters, email, social media, internet postings) that
is unrelated to the staff member’s role. This does not include
class cards or bereavement cards
• Introduce ‘secrets’
• Communication related to the role but carried out via private
personal devices, eg communication to taxi drivers of student
personal details, with parent or outside agencies and services

Adults working or volunteering with children and young people are expected to respect these boundaries wherever they are engaged – at the school
or service, on a camp, at a carnival etcetera.
*without the site leader’s authority

The Federation of Catholic School Parent
Communities SA is an active voice for families
with children in South Australian Catholic Schools.
Phone  08 8301 6685
Complimentary Resources:


Responding to Abuse & Neglect
Volunteer’s Handbook-Induction
http://online.cesanet.adl.catholic.edu.au/docushare/
dsweb/Get/Document-25173/20150113_RANEC+Volunteers+Handbook+2015+to+2017_KM.pdf

Catholic Education SA
Michael Kenny
Assistant Director, People and Culture



Protective Practices for Staff in their
Interactions with Students

 08 8301 6600
michael.kenny@cesa.catholic.edu.au

Responding to
Abuse and Neglect
Education and
Care

Guidelines for Schools, Preschools and Out
of School Hours Care
www.decd.sa.gov.au/docs/documents/1/ ProtectivePracticesforSta.pdf


Catholic Education SA

Information for School
Volunteers

Responding to Abuse and Neglect Education and Care (formerly Mandatory Reporting)
http://online.cesanet.adl.catholic.edu.au/docu
share/dsweb/View/Collection-5128

Phone: 8301 6600

For more information
www.families.sa.gov.au/pages/protectingchildren/
Brochure last updated September 2013

Core Messages
Volunteers play an important role in the
education of our children in partnership with
the staff of our schools.
 Enjoy your volunteering with children and young

people and the contribution you make to their
safety, wellbeing and learning.
 Refer any concerns you have about children,

young people or adults at the school to the nominated staff member as soon as possible.

(3) Emotional abuse tends to be a chronic behavior
directed at a child whereby a child’s self esteem
and social competence is undermined or eroded
over time. This may include: devaluing, ignoring,
rejecting, corrupting, isolating, terrorising, chronic
or extreme spousal abuse in a child’s presence.
(4) Neglect is the failure to provide a child with their
basic needs such as food, shelter, clothing,
hygiene, education, adequate supervision, medical, dental care, forcing a child to leave home or
allowing chronic truancy.

 Respond in a listening way if children/young

people share concerning personal information
with you. Showing you care is very important to
their well being. Do not make any observations
to the child about what they have shared. Talk
with the nominated staff member as soon as
possible.
 Confidentiality is critical.
 Respect the sensitivity of the personal infor-

mation you have, by not discussing it with people other than the nominated staff member.

What is Child Abuse?
Child abuse can occur through someone
doing something hurtful or by someone not
doing something to provide for or protect a
child.
There are four types of child abuse:
(1) Physical abuse is characterised by physical
injury resulting from practices such as: hitting,
punching, kicking, throwing, shaking
(particularly young babies), burning, biting, pulling hair, alcohol or other drug
administration.
(2) Sexual abuse occurs when someone in a
position of power uses their power to involve
the child in sexual activity.

What does the law say?
Volunteers are obliged by law to notify Families SA if
they suspect on reasonable grounds that a child or
young person has been or is being abused or
neglected and they formed their suspicion in the
course of their work (whether paid or voluntary) or in
carrying out official duties.

When to report Child Abuse?
You are required to report child abuse and neglect when you have suspicion on
reasonable grounds
 A child or young person tells you that s/he has

been abused;
 Your own observation of the behavior of a particular child or young person and/or injuries, or
your knowledge of the child generally leads you
to suspect that abuse is occurring;
 A child or young person tells you s/he knows
someone who has been abused (the child may
be referring to her/himself);
 Someone tells you of the abuse who is in a position to provide reliable information (perhaps a
relative, friend, neighbor or sibling of the child/
young person).

What do you do if you have
suspicions or concerns?
You are not expected to act alone

Volunteers must notify Families SA of their
suspicion as soon as practicable after they form
the suspicion.

Always seek guidance and work in partnership
with the nominated staff member at the school
(normally this would be the Principal or the person
who inducted you as a volunteer).

Why report Child Abuse?

Your role as a volunteer means you are supported by professionals at the site in meeting
your responsibilities as a mandated notifier.

From time to time, volunteers working with
children will experience children disclosing
sensitive information.

Child Abuse must be reported to Families SA
either online:

Children have limited power to protect themselves
from abuse and will only be protected from abuse and
neglect if responsible adults take action on their behalf. Reporting child abuse is the first step in stopping
the abuse and protecting children from further harm.

www.reportchildabuse.families.sa.gov.au
OR
Child Abuse Report Line 13 14 78
After Hours Crisis Care 13 16 11

CES A Volunteer Application Package
To be considered for a volunteer role in any capacity in CESA, you must complete all parts of this Declaration, including by
providing additional, supporting information and documentation where a “Yes” response has been recorded. You will not be
considered unless you complete the Declaration and provide comprehensive and complete information as necessary. If you
have any questions about the Declaration, please contact your school or CEO (Human Resources Team on 8301 6853).

PERSONAL DETAILS
SURNAME:

Dr / Mr / Mrs / Ms / Other

GIVEN NAMES:
DATE OF BIRTH:

(optional)

TELEPHONE:

HOME:

please ensure your FULL name is included

MOBILE:

EMAIL:

MEDICAL / EMERGENCY INFORMATION
Do you have any psychological or medical conditions that might affect your ability to
volunteer? Or anything we need to know in case of an emergency? eg diabetes, severe
food allergy, asthma, epilepsy. If yes, please detail below.
Are you aware of any medical condition that you have that could result in a medical
emergency?

Yes



No



Yes



No



If yes, Please provide details of possible emergency and how to recognise it.
Known emergency treatment:

EMERGENCY
EMERGENCY
CONTACT NAME: ___________________________________ CONTACT NUMBER: ___________________________________

MEDICAL CONSENT
In case of an emergency, and in the event that I am unable to give consent at the time, I give the School permission to use their
judgement in obtaining any medical attention which they may consider necessary.

SIGNATURE OF VOLUNTEER: _____________________________________

DATE: ________________

CHILD PROTECTION AND PRIVACY
Volunteers play an important role in the education of children and young people in partnership with the staff of Catholic
schools. Catholic schools must only engage volunteers who are appropriate, suitably skilled, trained and/or qualified to
work with children and young people.
School / College is committed to providing the highest possible level of safety and care for students and staff, including
volunteers. An integral aspect of this is to ensure that all adults who have access to children and young people during the
course of school activities pose no threat to the emotional and physical wellbeing of students. Volunteers are required to
complete ‘Responding to Abuse and Neglect - Education & Care’ training for volunteers. Our School / College also
requires all volunteers to obtain and hold a valid and current Child-Related Employment Screening Clearance.
Upon receipt of an individual’s Volunteer Application, the Principal or their delegate will forward relevant screening
information to the Catholic Education Office for processing. All other information that relates to the privacy of individuals
will be held at the School / College in a secure place and only accessed by the Principal or their delegate.
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SCREENING
I understand that in order to volunteer within CESA, a range of screening procedures,
including holding a valid and current Child-Related Employment Screening Clearance,
are required for all long term volunteers. I understand that I will not be able to
commence volunteering until clearances have been received?

Yes



No



DECLARATION


I agree to take all reasonable steps to protect my own health and safety and that of others while on school property
and/or while undertaking duties for the school.



I agree to keep confidential any personal or sensitive information of which I become aware through my involvement
with the school.



I declare that I have answered this form truthfully. I understand that any false or misleading information I provide will
result in me not being considered for volunteer work or may result in the termination of my services.



I have received a Volunteer Induction Pack including the ‘Responding to Abuse and Neglect - Education & Care’
Volunteer Handbook, and the Volunteer Details, Declaration and Induction Checklist, and Work Health and Safety
information for volunteering at the school. I have read and understood the contents and sought and received
adequate explanation for any queries I have had.



I acknowledge that this completed form will be kept on file at the school.

Signed:

Date:

PERSONAL REFEREES
The School / College may wish to contact referees who know you and are able to attest to your good character.
Referees should include professional referees (eg. previous or current employer, doctor, lawyer, JP, teacher etc)
Referee 1: (if referee is a staff member at the school, please state name and position)
Name:
Organisation:

Position / Role:

Address:
Telephone Number:

Mobile Phone:

How do you know this person?

 Friend  Relative  Employer  Volunteer Coordinator  Other (please specify)
Referee 2: (if referee is a staff member at the school, please state name and position)
Name:
Organisation:

Position / role:

Address:
Telephone Number:

Mobile Phone:

How do you know this person?

 Friend  Relative  Employer  Volunteer Coordinator  Other (please specify)
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PERSONAL INFORMATION
Are you a parent or guardian of a child at this location?



Yes

Please give detail:

VOLUNTEER IDENTIFICATION
Type of identification: (eg. birth certificate, current passport, driver’s
licence, marriage certificate, or other for any changes of name)



No

ID number: __________________

If volunteering as a driver, driver’s licence number, car registration &
third party insurance, as applicable (please provide)
If Work Experience Student:
Has a letter from the student’s Principal attesting to their character and
suitability to undertake work experience been received?
Date: ________________



Yes

No



INVOLVEMENT
Availability: What days and times would you like to volunteer?

Tell us about yourself: List a few things that you can contribute to your role as a volunteer eg mentoring, gardening,
storytelling, administration, sport etc.

Please indicate in which area(s) you would like to volunteer eg classroom, sport, cleaning, excursions

Please give details of your experience or other relevant information relating to the area(s) of involvement

OFFICE USE ONLY


Original TRB or DCSI Clearance 
Original Proof of ID sighted

File created and stored securely and confidentially



Principal signature:
(or delegate)

Date:

The information you provide will be treated sensitively and confidentiality according to the State Records Act 1997 and the
Information Privacy Principles Instruction.
Please provide this completed form and declaration to the centre, preschool or School/College you want to volunteer at.
They may contact you and organise a time for an interview or an informal conversation.
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CESA Volunteer Declaration
To be considered for a volunteer role in any capacity in CESA, you must complete all parts of this Declaration, including by
providing additional, supporting information and documentation where a “Yes” response has been recorded. You will not be
considered unless you complete the Declaration and provide comprehensive and complete information as necessary.
If you have any questions about the Declaration, please contact your school or CEO (Human Resources Team on 8301 6853).

SURNAME:

Dr / Mr / Mrs / Ms / Other

GIVEN NAMES:
please ensure your FULL name is included

FORMER NAMES:
DATE OF BIRTH:

(optional)

ADDRESS:

P/Code:

EMAIL:
TELEPHONE:

HOME:

MOBILE:

You must provide evidence of a valid, current DHS issued Working With Children Check (WWCC)
for sighting at your location.
VOLUNTARY POSITION FOR WHICH THIS APPLICATION IS MADE:

Please respond to the questions below and sign the Declaration at the end of this form:
1.

Have you ever been investigated, charged, arrested, reported for or pleaded or found guilty of any
criminal offence? (Tick ‘No’ where an expiation notice only was received)

Yes



No



2.

Have you ever received a written counselling or warning or been dismissed or resigned from any
employment or volunteer role in response to, or following allegations of improper or unprofessional
conduct in the workplace?

Yes



No



3.

Have you ever or are you currently the subject of an investigation or any other process relating to
misconduct by you as a volunteer or an employee?

Yes



No



4.

Have you ever been the subject of allegations of misconduct by you of a sexual nature towards or
in relation to a child (person under 18 years of age) or towards any other person to whom you were
responsible for providing care?

Yes



No



Our process may include asking referees whether there are any child protection concerns in your
regard. Do you foresee any problem arising from this process?

Yes



No



5.

PLEASE NOTE: If you answer YES to any of the above questions, you are required to provide comprehensive supporting
details, including relevant documentation in order to be considered. (Please attach as separate sheets.)
If you choose not to answer one or more of the above questions, please indicate by ticking the box below that you wish to
meet with the Principal (or delegate) to discuss.



I have opted not to answer one or more of the above questions and ask that a meeting be arranged between the Principal
(or delegate) and me.

Please note: If you wish a meeting to be arranged you must submit your application at least one week prior to commencement date.

Further information and ongoing requirements
Evidence of a criminal history that may be unrelated to any risk of harm to children will not automatically preclude a person from being or
remaining a volunteer.
The requirement for full and honest disclosure is a condition of initial and ongoing engagement. In signing this form you declare that you
are a fit and proper person of good character, and you will notify the Principal should there be a relevant change in your circumstances;
for example, criminal charges and convictions, restraining orders, intervention orders, injunctions, disciplinary proceedings and
investigations.
Please provide this completed declaration form to the centre, preschool or School/College you want to volunteer at. They may contact
you and arrange an interview or an informal conversation.
If you are charged with, convicted of, or granted bail in relation to a sexual offence against a child you are required to inform the
Principal / Director immediately and if you are accused, convicted or granted bail you will need to immediately cease providing services
to CESA.

Declaration
I understand that any false or misleading information I provide will result in me not being considered for a voluntary position or may result
in the termination of my position. I declare that I have answered this Volunteer Declaration Form truthfully.

Signed:

Date:

OFFICE USE:
Principal (or delegate) signature:

Date:
Updated as at 23/07/2019

