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PARTICIPATION OF VOLUNTEERS
AND STUDENTS USER GUIDE

AIM
To support and encourage the involvement of students and volunteers at the Centre.
Our Service adopts and aligns with the National Model Code and guidelines for taking images or videos of
children, which applies to volunteers, students and visitors. (See Safe Use of Digital Technologies and Online
Environments Policy.)

IMPLEMENTATION
Leadership will:

e Have arecruitment process in place for volunteers including contacting referees and conducting
interviews or other screening processes prior to starting on-site

e Ensure all induction documentation is distributed to Volunteers and Students and returned prior to
beginning on-site.

e Ensure the role of the volunteer or student is clear and which duties they are responsible for. A role
description must be completed for any volunteer position and provided to the volunteer.

e Noft require a student placement or volunteer position be undertaken as a prerequisite for paid work.

¢ Nominate a contact person or mentor for volunteers and students to liaise with while on-site with any
questions or for day-to-day guidance.

¢ Not use volunteers or students to fill a position in the Centre that would normally be a paid position.
Volunteers and students may be asked to work in a relief capacity and will be paid under the relevant
award level for their time.

e Ensure volunteers and students know their responsibilities in regards to Child Protection, Duty of Care,
Public Sector and Site Code of Ethics, OHS&W Policies, Confidentiality, Reimbursement of Out of Pocket
expenses and fraining obligations.

¢ Inform students and volunteers of the line of communication for their role and who they should go o
with any concerns.

e Ensure that the Centre’s volunteer liability insurance is up to date and renewed every year.

e Ensure volunteers receive regular performance reviews.

e Ensure all volunteers onsite have completed a volunteer application form and signed the volunteer
declaration.

e Ensure accurate records of paperwork for volunteers and students is kept onsite including the following
information:

For third party volunteers:
o name and contact details
o emergency and medical details
o name of the third-party provider organisation.
For all other volunteers:
e child-related employment screening (working with children check) date, outcome and date of
expiry (if screening is required)
e evidence of areferee check
e details of their RRHAN-EC training
the date their induction or orientation was completed including any evidence, for example the
certificate of completion provided as part of the online volunteer induction on PLINK
roles and any changes o the original role descriptfion
dates and times of volunteering
names of the children they work with (orin a group, the name of the class or group)
the name of the staff member that the volunteer reports to
dates of any other training needed by the education or early childhood service.
dates and details of any:
- feedback about theirrole
— concerns raised by the volunteer and action taken (including any grievance or complaint
resolution documentation)


https://www.acecqa.gov.au/latest-news/National-Model-Code-Taking-images-in-early-childhood-education-and-care
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— concerns raised by others about the volunteer and action taken
— injury or any incident that could give rise to an injury
Reimburse volunteers or students for any resources they purchase during their fime at the site for use in
their responsibilities.
Ensure images or records taken for students will be stored, managed and disposed of in line with the
service's Privacy, Record Keeping and Confidentiality policies.
Ensure all volunteers, students and visitors are aware of and strictly adhere to the National Model Code
for taking images or video of children including:
— adhering to the Safe Use of Digital Technologies and Online Environments Policy
— only service-issued/approved devices are to be used when taking images or videos of children
and must be taken by staff not the visitor.
— personal electronic devices that can take images or videos (such as tablets, phones, digital
cameras, smart watches, META glasses) and personal storage and file fransfer media (such as
SD cards, USB drives, hard drives and cloud storage) are not in the possession of any staff
member, educator, visitor or volunteer while providing education and care and working directly
with children
Visitors who are supporting children at the Service (e.g., NDIS-funded support professionals, Inclusion
Support Professionals)are not permitted to take images or videos on their own work devices; all photos
and videos must be taken by a staff member using a Forbes Children’s Centre device.

Team Leaders will:

Nominate staff members to supervise and mentor volunteers and students, based on their role in the
room.

Ensure all staff are aware of the policy and responsibilities in communicating with volunteers and
students

Volunteers will:

Complete a volunteer application form, including signing the volunteer declaration, prior to beginning
at the site.

Undertake a Working with Children screening for working with children prior to commencing on-site and
inform Leadership if they become prohibited from working with children.

Undertake an induction prior to commencing on-site.

Undertake Responding to Risks of Harm, Abuse and Neglect training for volunteers

Follow the Staff, Volunteers and Committee Members’ Children policy, if applicable.

Undertake volunteer work understanding that it does not guarantee them a paid position.

Understand that volunteers are not permitted to use personal devices (including phones, smart
waftches, tablets or cameras) to take photos, videos or audio recordings of children at any time.

All photos and documentation must be undertaken by an educator and only with service-owned
devices.

Students will:

Understand that students are not permitted to use personal devices (including phones, smart watches,
tablets or cameras) to take photos, videos or audio recordings of children at any fime.

All photos and documentation must be undertaken by an educator and only with service-owned
devices.

Organise their placement within the Cenftre through the appropriate channels and be responsible for
ensuring they know the details of their placement (which rooms, length of placement etc.)

Submit all necessary documentation prior to beginning placement on site (see Student Forms)
Undertake an induction prior to commencing on-site.

Ensure any documentation they needed completed for their placement is communicated to their
supervising educator.

Links to National Quality Standards:

QUALITY AREA 2: CHILDREN’S HEALTH AND SAFETY
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2.2.1 Supervision: At all times, reasonable precautions and adequate supervision ensure children are protected
from harm and hazard.

2.2.3 Child Protection: Management, educators and staff are aware of their roles and responsibilities regarding
child safety, including the need to identify and respond to every child aft risk of abuse or neglect

QUALITY AREA 4: STAFFING ARRANGEMENTS
4.1.1 Organisation of educators: The organisation of educators across the service supports children’s learning and
development.

QUALITY AREA 7: GOVERNANCE AND LEADERSHIP

7.1 Governance: Governance supports the operation of a quality service.

7.1.1 Service philosophy and purposes: A statement of philosophy guides all aspects of the service's operations.
7.1.2 Management Systems: Systems are in place to manage risk and enable the effective management and
operation of a quality service.

7.1.3 Roles and Responsibilities: Roles and responsibilities are clearly defined and understood and support effective
decision-making and operation of the service.

7.2 Leadership: Effective leadership builds and promotes a positive organisational culture and professional learning
community.

7.2.2 Educational leadership: The educational leader is supported and leads the development and
implementation of the educational program and assessment and planning cycle.

7.2.3 Development of professionals: EQucators, co-ordinations and staff members' performance is regularly
evaluated and individual plans are in place to support learning and development.

EDUCATION AND CARE SERVICES NATIONAL LAW AND REGULATIONS

$.170 | Offence relating fo unauthorised persons on education and care service premises

$.175 | Offence relating fo requirement to keep enrolment and other documents

82 Environment to be free from tobacco, vaping devices, vaping substances, drugs
and alcohol

83 Staff members and family day care educators not to be affected by alcohol or
drugs

84 Awareness of child protection law

120 Educators who are under the age of 18 to be supervised

145 Staff Records

149 Volunteers and Students

1468 Education and care service must have policies and procedures

170 Policies and procedures to be followed

171 Policies and procedures to be kept available

172 Notification of change to policies or procedures

Implemented: July 2014

Reviewed: September 2025

Next Review: September 2027

DECD Policies: Volunteers Working in Educational Sites and Settings



