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Authorised IB World School  
Implementing PYP Program 

 
 

 
 

 

Volunteers Policy and Procedures 
 

 
 (Attachments: sections from Child Protection Policy, Restorative Practices, including 
Round Table Policy, Volunteer Details Form, Blue Card Application Form) 
 
Rationale 
 
St Andrews Lutheran College is a community where parents work in partnership with staff to 
provide the best possible learning environment for children at home and at school.   We 
welcome the valuable contribution parent volunteers make to the life and education of 
students in our College, and also the service given by other volunteers from the broader 
community, particularly from Aged Care and the Congregation. We trust, in turn, that 
volunteers experience a sense of joy and fulfilment from their service in our College. 
 
 
Underlying Principles 
 
Volunteer service is given primarily to benefit the students of the College, and their well-
being and safety are the chief consideration in every situation. (See statement from Child 
Protection Policy.) 
 
While it is understandable that volunteers may have a special interest in particular children 
(their own, for example), volunteers are expected to have a broader perspective – being 
inclusive of all children and not showing favouritism to some over others. 
 
At St Andrews Volunteers work in a number of different areas including: coaches/managers 
of sporting teams; camp assistants; tuckshop helpers; support-a-readers; classroom helpers; 
through FOSTA (Friends of St Andrews Arts); (TSAs) Traffic Safety Attendants and so on. 
 
In all situations, volunteers are under the direct or indirect supervision of a paid member of 
staff, usually a teaching member. 
 
 
Volunteer Appointment Procedure 
 

1. Make an informal contact with the College to ascertain College needs or respond to a 
request from a staff member; 

2. Apply to the College by accessing the forms required held at Reception, or on the 
College website:  www.standrewslutheran.qld.edu.au via the Volunteers Policy); 

3. Upon successful processing of forms, attend a brief interview with an appropriate staff 
member; 

4. Attend induction training that reflects the needs and responsibilities of each volunteer; 
5. Sign agreement form. 
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The College’s Responsibility to Volunteers 
 

1. A staff member will be allocated to supervise (directly or indirectly) a volunteer in the 
area in which he/she works; 

2. Accurate records will be kept of a volunteer’s training; 
3. Volunteers will be provided with a Volunteer’s badge; 
4. Volunteers will be provided with an induction training that will include: 

• Child Protection Act 
• Privacy Legislation 
• Workplace Health and Safety Policy and Procedures 
• Duty of Care responsibilities to students 
• Training specific to the area of responsibility. 

 
Volunteer’s Responsibilities 
The volunteer’s most important responsibility relates to his/her duty of care to children. 
 
For volunteers, respecting the rights of children means they MUST: 

• Become familiar with and support the College’s Policies (e.g. Child Protection, 
Privacy, WHS); 

• Refer all student concerns or behaviour issues to the supervising teacher; 
• Wear the Volunteer Badge at all times; 
• Notify the school as early as possible if they are unable to fulfil their volunteer 

commitment; 
• Keep confidential any personal or sensitive information of which the volunteer 

becomes aware through involvement with the College. This includes information 
about a child’s educational progress; 

• Resolve conflict through applying the principles of the Restorative Practices, 
including Round Table Policy. 

 
The volunteer MUST NOT: 

• Have unsupervised contact with students during break times; 
• Be involved in toileting students or assisting with change rooms/sick rooms; 
• On camps, must not visit them in their bedrooms/dormitories without being 

accompanied by a member of staff; 
• In the course of volunteer duty, take students in private vehicles without express 

permission of College staff and appropriate procedures being followed; 
• Encourage affection from or dependency in students e.g. by giving gifts; 
• Have intentional physical contact with children; 
• Display bullying or intimidating behaviours towards students; 
• Initiate out of hours contact. 

 
 

Cancellation of Agreement 
 
When concerns arise about a volunteer, opportunities to remedy a problem or improve an 
area of concern will be offered wherever possible. A volunteer’s agreement can be cancelled 
at the Principal’s discretion and where the volunteer: 
 
1. Has no more suitable work available; 
2. Fails to follow requirements outlined in the Volunteer Policy and elaborated via 

induction training and informal conversation with the supervising staff member; 
3. Behaves towards students, parents or staff in a manner deemed inappropriate; or, 
4. Continually fails to meet commitments without notice to the school. 
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APPENDIX:  from BUILDING A SAFE AND CARING COMMUNIT Y 
 

Staff Code of Conduct for Safe and Professional Rel ationships 
 

Lutheran schools seek to ensure that each member of the school community (students, 
employees, parents, volunteers, independent contractors, agents and work experience 
personnel) enjoys a safe, healthy and respectful workplace.  
 
The LEA Code of conduct for safe and professional relationships provides a clear statement 
of principles and expectations for behaviour based on the values that Lutheran schools 
adhere to and promote. It makes explicit the practices that are needed to build school 
communities that are safe for all and are characterised by the highest level of ethical and 
professional behaviour.  
 
Love 
In response to God’s love for us, we demonstrate the same kind of love for others. 
 
Therefore we: 
• uphold and promote the Lutheran Christian ethos, both in and beyond the school; 
• demonstrate grace, forgiveness, and compassion in our relationships with others, 

particularly in critical areas school life, such as pastoral care, behaviour management, 
resolution of conflict and management of complaints; 

• are courteous, caring, kind and respectful in our words and actions, both at school and at 
school functions; 

• develop positive relationships with families, based on mutual trust and open 
communication; 

• do not engage in sexual behaviour or sexual relationships with students; 
• take reasonable care to establish and maintain a working environment that minimises the 

risk of physical, mental and emotional harm to ourselves and others; 
• are vigilant in fulfilling duty of care responsibilities. 

 
Justice 
Through genuine concern and through developing a conscience for the rights and well being 
of others, we act with fairness and consistency and respond to injustice with courage and 
integrity. 
 
Therefore we: 
• respect and value the uniqueness of each person ;are fair, consistent and just in our 

dealings with all students, parents and caregivers, colleagues and members of the wider 
school community; 

• maintain sensitive information with appropriate confidentiality and therefore refrain from 
discussing school issues or others’ personal or professional problems in situations where 
the information may not be treated confidentially; 

• are aware of and fulfil the ethical, moral and legal responsibilities relevant to our position;  
• are truthful when making statements about our qualifications and competencies. 
 
Compassion 
We are open and responsive to the needs and concerns of others, and exercise the ability to 
reach out to and actively care for them. 
 
Therefore we: 
• take notice of others’ reactions to our actions, tone of voice and manner; 
• raise any concerns, issues, problems with the appropriate level of school management as 

soon as possible; 
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• ensure all allegations and suspicions of abuse to young people are recorded and acted 
upon; 

• ensure that our personal behaviour does not contribute to inappropriate conduct by 
others; 

• ensure that any physical contact with a child is in response to the situation, the needs 
and wishes of that child, non-secretive and appropriate for the child’s age, health and 
developmental stage; 

• are cautious, sensitive and respectful about making personal comments and asking 
personal questions when caring for students; 

• recognise that social relations between staff and students can be problematic. 
 
Forgiveness 
We pardon the wrongs others have done to us, seek pardon for the wrongs we have done to 
others and in doing so, focus on making a new start. 
 
Therefore we: 
• deal proactively, openly and decisively with dysfunctional relationships and see them as 

opportunities for God to transform and heal; 
• accept our obligations to put damaged relationships right; 
• understand that genuine forgiveness can be a difficult process, but that it is a biblical 

imperative, made possible in the lives of people through the grace of God; 
• accept that at times our actions lead to consequences (including disciplinary action) and 

that these are not incompatible with forgiveness. 
 
Service 
We give our love, time, energy, gifts in response to the needs of others and to make a 
difference in their lives, without expecting recognition or reward 
 
Therefore we: 
• put the needs of others ahead of our personal agendas; 
• do not seek recognition at the expense of professional objectivity; 
• consult with parents and caregivers when making decisions which have an impact on the 

education or wellbeing of a student; 
• respond to others’ concerns in a timely and appropriate manner; 
• do not exploit our position for personal or financial gain; 
• ensure that personal or financial interests do not interfere with the performance of our 

duties. 
 

Humility 
We recognise and value the gifts and abilities of others equally to our own and therefore 
respect and learn from their experience. 
 
Therefore we: 
• acknowledge and support the personal strengths, professional experience and diversity 

which colleagues bring to the school community; 
• consider other viewpoints fairly; 
• demonstrate the ability and willingness to work effectively in teams; 
• build collaborative relationships based on trust, respect, honesty and diplomacy; 
• make every effort to use constructive methods to manage conflict and differences of 

opinion in a spirit of collegiality, without blame and with respect for different opinions, 
strategies, practices and viewpoints; 

• give respectful feedback and accept feedback; 
• are aware of the role of other professionals, services and agencies that can assist us 

support students and their families, and know when to refer on. 
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Courage 
We have the strength of heart and firmness of spirit to stand up for what is right and ‘have a 
go’ despite difficulties, uncertainty and setbacks. 
 
Therefore we: 
• use constructive action and appropriate forums to debate issues and to bring about 

change; 
• challenge negative interpersonal behaviours when we observe them and use appropriate 

processes to deal with them; 
• protect students from intimidation, humiliation and harm; 
• seek advice, support and assistance when we are facing personal challenges. 

 
Hope 
We place our trust and faith in God’s provision of the things we need to handle all kinds of 
situations and events, and look forward with trust and confidence. 
 
Therefore we: 
• appreciate that all interactions are opportunities for the Holy Spirit to work; 
• actively seek to develop our personal resilience; 
• are realistically aware of our personal gifts and talents. 

 
Quality 
In every task, every relationship, every interaction we strive always to use our gifts, abilities, 
skills and talents to bring about the best outcome. 
 
Therefore we: 
• create and maintain safe, healthy environments which enable learning, development, 

engagement, initiative, self-worth and resilience; 
• are committed to, and model, highly professional conduct and best practice; 
• conduct ourselves in a manner that is consistent with the responsibility to be a positive 

role model to children and as a representative of our school; 
• present the school in a positive light to the community. 
 
Appreciation 
We recognise and value highly the gifts and blessings given to us and surrounding us. 
 
Therefore we: 
• recognise and value the gifts and talents of others; 
• celebrate the positive aspects of our work environment; 
• provide support for one another; 
• value and care for school property and other physical assets. 
 
 
 
Source:  Valuing Safe Communities, Lutheran Education Australia, November 2008 

 


