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To provide volunteer support at our school, you are required to complete an OHS 

Induction covering the site-specific risks.

This presentation is designed to give you all the information needed to help us 

maintain a safe environment for you, other volunteers, our staff and students.

If you have any questions, please do not hesitate to contact:

The volunteer OHS induction is valid for 12 months.

Name KATE WARD

Phone 5472 1452

Email kate.ward@education.vic.gov.au

Thank you for volunteering at our school!

mailto:kate.ward@education.vic.gov.au


All volunteers must take reasonable care for their own health, safety and wellbeing and that of others who may be 
affected by their actions or omissions while volunteering. They must also abide by the school’s Code of Conduct and 
Volunteers Policy while on site, as well as any relevant policies that may apply to the work they’re undertaking for the 
school. 

Volunteers must also report any problems, hazards or incidents to the principal or their delegate and dress 

appropriately including wearing any suitable personal protective equipment.

• Volunteer Policy 

• Child Safety Code of Conduct 

https://castlemaineps.vic.edu.au/wp-content/uploads/2025/08/Volunteers-Policy.pdf
https://castlemaineps.vic.edu.au/wp-content/uploads/2025/08/Child-Safety-Code-of-Conduct.pdf


All volunteers must take reasonable care for their own health, safety and wellbeing and that of others who may be affected 
by their actions or omissions while volunteering. They must also abide by the school’s Code of Conduct and Volunteers 
Policy while on site, as well as any relevant policies that may apply to the work they’re undertaking for the school. This 
includes, but is not limited to:

• No smoking/vaping on school grounds or within four metres of an entrance to all Department workplaces.

• No alcohol or drugs are to be consumed on any Department premises. Any volunteer under the influence will be 
dismissed.

• No offensive language is permitted on any Department premises.

• Noise must be kept to a minimum. If this is not practicable, then non-urgent work should be scheduled outside of school 
hours, where possible.

• Possessions, materials, and equipment should be secured and not left unattended.

• Abide by the workplaces traffic management procedures.

• Entrance to other areas of the Department workplace aside from the work area is prohibited, unless otherwise agreed to.

• Remove all litter and debris from the workplace.

• Report any problems, hazards, or incidents to the principal or their delegate.

• Dress appropriately and wear the correct personal protective equipment suitable.

• No unapproved pets are permitted on Department premises. 



All volunteers must report to the general office or site contact and sign in upon arrival at the 

workplace or designated point where not on Department premises. This requirement is indicated on 

signage located at all entrances to the school, see below:

Access Arrangements



Relevant Department of Education Policies are available through the 

following links, including the Health Safety and Wellbeing Policy:

• Asbestos Management Policy

• Confined Spaces Policy

• Health, Safety and Wellbeing Policy

• Hot Work Policy

• Outdoor Activities and Working Outdoors Policy

• Plant and Equipment Management Policy

• Prevention of Falls when Working at Heights Policy

• Testing and Tagging of Electrical Equipment Policy

• Volunteer OHS Management Policy

Relevant Department of Education Policies

https://www2.education.vic.gov.au/pal/asbestos/policy
https://www2.education.vic.gov.au/pal/confined-spaces/policy
https://www2.education.vic.gov.au/pal/health-safety-wellbeing/policy
https://www2.education.vic.gov.au/pal/hot-work/policy
https://www2.education.vic.gov.au/pal/outdoor-activities-and-working-outdoors/policy
https://www2.education.vic.gov.au/pal/plant-and-equipment-management/policy
https://www2.education.vic.gov.au/pal/prevention-falls-when-working-heights/policy
https://www2.education.vic.gov.au/pal/testing-and-tagging-electrical-equipment/policy
https://www2.education.vic.gov.au/pal/volunteer-ohs-management/policy


Our school maintains a current Chemical Register and 
library of Safety Data Sheets. 

If required, to access our school Chemical Register and
Safety Data Sheets (SDS), please scan the QR code on 
our Chemical Management Poster. This poster is 
displayed throughout our school.

Location of Chemical Register and Safety Data Sheets



If transporting hazardous substances or dangerous goods onto site, the principal or their delegate must be 

informed. You must complete a Safe Work Method Statement or equivalent to outline the controls methods 

you will use to ensure that the risks of the hazardous substances and/or dangerous goods are managed.

Such controls may include, but are not limited to:

Hazardous Substances and Dangerous Goods

• the provision of Safety Data Sheets (SDS)

• correct labelling of containers 

• correct storing and handling of containers

• correct disposal of any waste

• provision of personal protective equipment (PPE).



All schools are expected to have a Schools Asbestos Management Plan in the event of the discovery of 

suspected asbestos containing material (ACM) or the accidental disturbance of existing ACM. 

If ACM has been identified in the school, the following process must be followed prior to the commencement 

of works:

Asbestos

• Asbestos Register MUST be checked at the time of sign-in when the proposed work involves drilling, 

scraping, sanding, sawing or any other destructive process.

• if work is to be carried out in the vicinity of Asbestos Containing Material, the Asbestos Coordinator Kate 

Ward Ph: 5472 1452 must be consulted prior to the commencement of work.

• asbestos containing material may only be removed by a licensed removalist. 



Animals / Wildlife

• Not approach any domestic animals (e.g., dogs) or dangerous wildlife

• Not reach into any holes or gaps in the buildings without first 

checking to see if it is safe. 

• Report the sighting of any domestic animals or dangerous 

wildlife to the principal or their delegate.

There is the potential to come into contact with domestic animals and wildlife while on this site. 

Should this occur, you must:



• Principal is to report the incident on eduSafe Plus.

Any hazard or incident that poses a risk to the safety of a student, parent, visitor, volunteer or 

employee must be reported:

• Call 000 immediately to report any incident threatening life or property.  This number will connect you to the 

following emergency services: 

o police for crime, injury that may not be accidental, or assault

o ambulance for injury and medical assistance

o fire brigade for fires, gas leaks and incidents involving hazardous and dangerous materials.

• Notify the administration office in person, or, if unable or unsafe to do so, notify someone via the 

emergency contact list.



Four key risk factors that can make manual handling tasks hazardous include:

What makes manual handling hazardous?

• Task

• Environment

• Individual

• Load

What techniques can I use to help prevent an injury?

• S.M.A.R.T Lifting Technique

• Team Lifting

• Pushing or Pulling Techniques when using mechanical 
aids



Volunteers driving vehicles are to enter and exit 
the school grounds via the following locations: 

• Forest Street 

Designated pedestrian crossings are: 

• Forest Street

• Urquhart St

Vehicles entering school grounds must adhere to all traffic signage. Where there is no signage, vehicles are to 

move at walking pace at all times. If a vehicle has limited visibility or mobility, a spotter should be used when 

the vehicle is in motion.

Volunteers are NOT to operate vehicles on, or around, school grounds during designated drop off/pick up 

times or during break times:

• Drop off: 8:00am – 9:30am

• Recess: 10:50am – 11:40am

• Lunch: 1:20pm –2:40pm

• Pick Up: 3:00pm –4:30pm



• Depending on the type of work taking place, SWP’s will be available for volunteers using Plant and 

Equipment. Suitable PPE will also be available for volunteers as required . 

• Further details will be available prior to the work taking place.  

• Our school has put together a detailed Risk Assessment which includes the hazards and risks of the 

task/s being performed and includes controls that have been put in place.

• The Risk Assessment will be available for volunteers.

Plant and Equipment – if required
Safe Work Procedures (SWP) and Personal Protective Equipment (PPE)

Risk Assessments
Overview of task(s) – Risk Assessment



In the event of an injury:

First Aid

6. Once incident is over, fill in an incident report at the office.

1. If the injury is not serious, report or escort the injured party to the administration office for assistance.

2. If the injury is serious ring 000, do not wait for first aid officer.

3. Stay with injured party. Send someone else to find the first aid officer or workplace manager.

4. If no one else is available, ring the school number (5472 1452) and inform the office 

that someone is injured at your location.

5. If trained, apply first aid to the injured party.



Our First Aid Summary Sheet is displayed in the First Aid Room and on our OHS Notice Board. Our First Aid 

Officers are;

First Aid Officers

• Megan Butler

• Kristie Conn

• Sally Alderson

• Rachel Daley

• Kate Ward 



Please see our Warden Zone Map in the Appendix (Slide 25) for the following clearly marked items:

First Aid Room/Kits and Amenities

Location

Icon that identifies 

location on Warden 

Zone Map

First Aid Room Adjacent to the Office

First Aid Kits First Aid Room

Automatic External Defib (AED) Admin Building

Asthma Emergency Kit
First Aid Room/Yard Duty 

bags, evac kit

Snake Bit Kit First Aid Room 

Toilets and amenities Admin Building

Staffroom Admin Building

Parking  Off Mostyn Street



Workplace Codes 
In the event that a code is called, please obey the following instructions:

CODE GREEN OVAL EVACUATION

CODE PINK ADMIN BUILDING EVACUATION

CODE YELLOW OFF-SITE EVACUATION

CODE ORANGE LOCK DOWN 



The evacuation point is located on our OVAL; refer to the Warden Zone Map in the Appendix (Slide 24). 

Emergency Exits are identified by an exit sign above the door:

Emergency Procedures
On hearing the alarm:

All volunteers are required to proceed to the evacuation point and remain there until given clearance to leave 
by the Incident Controller or principal or their delegate.

Leaving Site in an Emergency:

Evacuation Point and Emergency Exits:

• do not leave the assembly area until advised.

• switch off all equipment • proceed to the advised assembly area

• report to the nearest member of staff or one of the wardens

Please refer to Evacuation Diagrams displayed around the school for the location of Emergency Exits.



Workplace Wardens / Incident Controller
Introducing our Incident Management Team (IMT) who will support our school community during an emergency:

Chief Warden/Incident Controller Kate Ward

Operations Officer Jan Hull

Communication Officer Sally Alderson

First Aid Officer Megan Butler

Logistics Officer Rachel Daley

Recovery Officer Kate Ward



School Contacts

POSITION: NAME: CONTACT NUMBER:

Principal Kate Ward 5472 1452 

Asbestos Coordinator Kate Ward 5472 1452 

Business Manager Sally Adlerson 5472 1452 



Fire: 000

Ambulance: 000

Police 000

Police Assistance Line 13 14 44

Poisons: 13 11 26

Emergency Contacts:
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Support for you

• You can talk to:
• Our school leadership team

• Or access external services:

• Sexual Assault Crisis Line is a counselling service for people who have experienced both past 

and recent sexual assault available 5pm to 9am/7 days. Phone 1800 806 292

• 1800Respect is a domestic, family and sexual violence counselling service. Phone 1800 737 

732

• Lifeline is support for anyone experiencing a personal crisis or thinking about suicide available 

24 hours/7 days. Phone 13 11 14

• Blue Knot supports adult survivors of childhood trauma and abuse 9am to 5pm/7 days. Phone 

1300 657 380

• 13 YARN is a culturally safe crisis support line for Aboriginal and Torres Strait Islander people 

available 24 hours/7 days. Phone 13YARN (13 92 76)

• Qlife offers peer support and referrals for LGBTIQA+ 3 to 12pm/7 days. Phone 1800 184 527

• Your GP or another allied health professional

https://www.sacl.com.au/
https://www.1800respect.org.au/
https://www.lifeline.org.au/
https://blueknot.org.au/
https://www.13yarn.org.au/?gclid=EAIaIQobChMI1_G1sZ3AggMVfYVoCR28nAPfEAAYASAAEgKNMfD_BwE
https://qlife.org.au/
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Definitions

Child safety

• protecting all children from 
child abuse

• managing the risk of child 
abuse

• providing support to a child 
at risk of child abuse

• responding to suspicions, 
incidents, disclosures or 
allegations of child abuse

Source: Ministerial Order 1359

Child abuse

• any act committed 
against a child involving 
a sexual offence 
(including grooming) 

• the infliction, on a child, 
of

• physical violence

• serious emotional or 
psychological harm

• the serious neglect of a 
child

Source: Child Wellbeing and 
Safety Act 2005

Harm

• is damage to the health, 
safety or wellbeing of a 
child resulting from child 
abuse by adults or from 
the conduct of other 
children

• includes physical, 
emotional, sexual and 
psychological harm

• can arise from a single act 
or event or a series of acts 
or events over time

Source: A Guide for Creating a 
Child Safe Organisation

https://content.sdp.education.vic.gov.au/media/975
https://content.legislation.vic.gov.au/sites/default/files/2021-11/05-83aa034%20authorised.PDF
https://ccyp.vic.gov.au/assets/resources/New-CSS/A-guide-for-creating-a-Child-Safe-Organisation-27.04.23.pdf


Why child safety is so important

• Our school is committed to the safety and wellbeing of all 
children. We want children attending our school to be safe, 
happy and respected.

• The Child Safe Standards recognise that all children are 
vulnerable.

• The Child Safe Standards require schools to take steps to 
prevent child abuse and build a culture of child safety. 

• Schools cannot assume that child abuse does not and 
cannot happen within their school or school community.



Victoria’s Child Safe Standards 
• Child Safe Standard 1 – Establish a culturally safe 

environment in which the diverse and unique 
identities and experiences of Aboriginal children and 
young people are respected and valued.

• Child Safe Standard 2 – Ensure that child safety 
and wellbeing are embedded in school leadership, 
governance and culture.

• Child Safe Standard 3 – Children and young people 
are empowered about their rights, participate in 
decisions affecting them and are taken seriously.

• Child Safe Standard 4 – Families and communities 
are informed and involved in promoting child safety 
and wellbeing.

• Child Safe Standard 5 – Equity is upheld and 
diverse needs are respected in policy and practice.

• Child Safe Standard 6 – People working with 
children and young people are suitable and 
supported to reflect child safety and wellbeing values 
in practice.

• Child Safe Standard 7 – Ensure that processes for 
complaints and concerns are child focused.

• Child Safe Standard 8 – Staff and volunteers are 
equipped with the knowledge, skills and awareness to 
keep children and young people safe through ongoing 
education and training.

• Child Safe Standard 9 – Physical and online 
environments promote safety and wellbeing while 
minimising the opportunity for children and young 
people to be harmed.

• Child Safe Standard 10 – Implementation of the Child 
Safe Standards is regularly reviewed and improved.

• Child Safe Standard 11 – Policies and procedures 
that document how schools are safe for children, 
young people and students.

• Ministerial Order 1359 provides the framework for 
child safety in schools.

• Child Safe Standards action list: a quick reference 
list of compliance requirements for schools. 

https://www.vic.gov.au/schools-culturally-safe-environments-guidance
https://www.vic.gov.au/schools-embed-child-safety-standards-guidance
https://www.vic.gov.au/schools-child-student-empowerment-guidance
https://www.vic.gov.au/schools-family-engagement-guidance
https://www.vic.gov.au/schools-diversity-equity-guidance
https://www.vic.gov.au/schools-suitable-staff-volunteers-guidance
https://www.vic.gov.au/schools-complaints-process-guidance
https://www.vic.gov.au/schools-knowledge-skills-awareness-guidance
https://www.vic.gov.au/schools-physical-and-online-environments-guidance
https://www.vic.gov.au/schools-review-child-safety-practices-guidance
https://www.vic.gov.au/schools-implementation-child-safety-practices-guidance
https://go.vic.gov.au/3UJqTIj
https://www.education.vic.gov.au/Documents/about/programs/health/protect/2023_CSS_Action_list_gov_schools.docx


Volunteer responsibilities to keep 
students safe and our school’s 
child safety policies and 
procedures 



Volunteer responsibilities to keep students safe

• Volunteers make a valuable contribution to our school community 
and have responsibilities to keep students safe in our school 
environments.

• Our school has developed policies and procedures to keep 
children safe and to make sure we respond to any concerns.

• Volunteers must be familiar with and follow our school’s:

• Volunteers Policy 

• Child Safety Code of Conduct

• Child Safety and Wellbeing Policy

• Procedures for responding to incidents, disclosures and 
suspicions of child abuse



Volunteers Policy

• Our school’s Volunteers Policy sets out the procedures to make sure 

that volunteers are suitable to work with children and can make a positive 

contribution to our school community. The policy outlines:

• Suitability checks required for volunteers which usually include:

• Working with Children (WWC) Clearance

• Other suitability checks which may be needed based on the volunteer 

role, such as references, proof of identity, qualifications and work 

history involving children

• Our volunteer training and induction processes

• Management and supervision arrangements

• Volunteer obligations relating to privacy, information sharing and record 

keeping.



Child Safety and Wellbeing Policy

Our school’s Child Safety and Wellbeing Policy:

• demonstrates our commitment to providing environments where our 

students are safe and feel safe

• tells our community about our strategies and governance 

arrangements to keep children safe

• helps us create a shared commitment to keeping children safe 

• supports everyone in our school community to know their 

responsibilities for keeping children safe

• is publicly available



Our Child Safety and Wellbeing Policy 

• All staff and volunteers will: 

• participate in child safety and wellbeing induction and training 
provided by the school

• follow the school’s child safety and wellbeing policies and procedures

• act in accordance with our Child Safety Code of Conduct

• identify and raise concerns about child safety issues in accordance 
with our Child Safety Responding and Reporting Obligations Policy 
and Procedures 

• ensure students’ views are taken seriously and their voices are heard 
about decisions that affect their lives

• implement inclusive practices that respond to the diverse needs of 
students.



Our commitment to child safety and wellbeing

• We are a child safe organisation which welcomes all children, young 
people and their families 

• We are committed to providing environments where our students are 
safe and feel safe, where their participation is valued, their views 
respected, and their voices are heard about decisions that affect their 
lives 

• We have no tolerance for child abuse and take proactive steps to 
identify and manage any risk of harm to students in our school 
environments 

• Every person involved in our school has an important role in promoting 
child safety and wellbeing and promptly raising any issues or concerns 
about a child’s safety



Establishing culturally safe environments and 
responding to diverse needs

• Our volunteers can support every student to have a positive experience 
in a safe environment

• This includes supporting Aboriginal cultural safety and understanding the 
diverse circumstances of children and students.

• Everyone can:

• promote cultural safety in our school community by recognising the 
link between Aboriginal culture, identity and safety. 

• pay particular attention to the needs of students with disability, 
students from culturally and linguistically diverse backgrounds, 
students who are unable to live at home, international students, 
lesbian, gay, bisexual, trans and gender diverse, intersex, queer and 
asexual (LGBTIQA+) students and Aboriginal students.



Child Safety Code of Conduct 

Our school’s Child Safety Code of Conduct provides adults with a 

clear guide on the behaviour that is expected of them in our school 

environments, and:

• lists acceptable and unacceptable behaviours

• identifies professional boundaries and ethical behaviour

• applies to all school activities, including school camps, using digital 

technology and social media

• is publicly available

Who has to follow it?

Staff, volunteers, contractors, and any other member of our school 

community involved in child-connected work, including school council 

members



Acceptable and unacceptable behaviours

Acceptable behaviours

• upholding our commitment to child safety 

and following our Child Safety and 

Wellbeing Policy 

• treating students and families in our school 

community with respect 

• listening and responding to the views and 

concerns of students

• promoting the cultural safety, participation 

and empowerment of Aboriginal students

• ensuring, as far as practicable, that adults 

are not alone with a student 

• reporting any allegations of child abuse or 

other child safety concerns

• if child abuse is suspected, ensuring as 

quickly as possible that the student(s) are 

safe and protected.

Unacceptable behaviours

• ignore or disregard concerns, suspicions 

or disclosures of child abuse

• develop a relationship with a student that 

could be seen as favouritism or amount 

to ‘grooming’ behaviour

• display behaviours or engage with 

students in ways that are not justified by 

the educational or professional context 

• ignore an adult’s overly familiar or 

inappropriate behaviour towards a 

student

• communicate directly with a student 

through personal or private contact 

channels  

• have contact with any student outside of 

school hours except when needed to 

deliver the school curriculum.



Responding to incidents, disclosures and 
suspicions of child abuse (1)

• Volunteers must not ignore or disregard any concerns, 
suspicions or disclosures of child abuse or harm

• You must report any concerns to a teacher or the school 
leadership team as quickly as possible

• Everyone has a role to ensure children are safe – if something 
doesn’t feel right, you must speak up



Responding to incidents, disclosures and 
suspicions of child abuse (2)

1. Respond to the emergency 

• If a child is at immediate risk of harm, 
you must ensure their safety.

2. Report to authorities/Refer to services

• As soon as immediate health and safety 
concerns are addressed you must report your 
concerns to the principal or school leadership 
(as per our school’s Child Safety Responding 
and Reporting Obligations Policy/Procedures). 

• School leadership will work with you to make a 
report to the relevant authorities, based on 
whether the source of the suspected abuse is in 
the school, family or community.

3. Contact Parents/Carers

• The principal and school must determine who 
needs to be contacted.

4. Provide ongoing support

• The school must determine the support for 
children impacted by abuse.

For more information, see:

• Protecting Children – Reporting and Other 
Legal Obligations

• Report child abuse in schools | 
schools.vic.gov.au 

• Our school’s Child Safety Responding and 
Reporting Obligations Policy and Procedures

Volunteers should follow the Four Critical Actions for Schools when responding to incidents, disclosures and 
suspicions of child abuse:

https://www2.education.vic.gov.au/pal/protecting-children/policy
https://www.schools.vic.gov.au/report-child-abuse-schools#action-2-report-to-authorities
https://www.schools.vic.gov.au/report-child-abuse-schools


Signs of abuse to look out for (video)

46

https://vimeo.com/906221355?share=copy


Common signs of abuse – children 

Physical

• Bruises, welts, cuts/grazes or burns

• Internal injuries and bone fractures 

• Injury to the genital or rectal area (e.g. 

pain going to the toilet) 

• Wearing clothes unsuitable for weather 

conditions to hide injuries

• STDs and/or frequent urinary tract 

infections

• Consistently dirty and unwashed

• Consistently hungry, tired and listless

• Unattended health problems and lack 

of routine medical care

PROTECT: Identify child abuse

Behavioural

• Disclosure and/or drawings or writing depicting 

violence/abuse

• Habitual absences 

• Significant/unexplained developmental delay

• Regressive or unusual changes to behaviour

• Drug or alcohol misuse, suicide or self-harm

• Harm to others or animals

• Inconsistent or unlikely explanation for injury or 

inability to remember the cause

• Reluctance to go home and/or a wariness or fear 

of a parent/carer

• Unusual fear of physical contact with adults

• Developmentally inappropriate sexualised 

behaviour

• Withdrawal or excessive secrecy

https://www.schools.vic.gov.au/identify-child-abuse?Redirect=1#link49


Child sexual abuse – including grooming

• Child sexual abuse is when a person uses power or authority over a child to 

involve them in sexual activity.

• Grooming involves predatory behaviour by an adult to prepare a child under 

16 for sexual abuse at a later time, either with the groomer or with another 

adult.

• Perpetrators of child sexual abuse (including grooming) are usually:

• known to the child 

• trusted by their families, communities, schools or other institutions.

• Indicators of sexual abuse and grooming can be difficult to identify.

• Parents, carers and other significant adults (including within organisations) 
may also be groomed by someone intending to abuse a child.

• Any child can be victim of sexual abuse, however children who are 
vulnerable, isolated, or have a disability are much more likely to become 
victims and are disproportionately abused.



Common adult grooming behaviours
Targeting perceived 

vulnerabilities and relationship 

building 

Fake loving ‘relationship’ or 

friendship which is 

progressively sexualised

Control, reinforcement and 

victimisation

• Giving a child/student gifts.

• Preferential treatment (e.g. 

favouritism, flattery, making a 

child/student feel ‘special’).

• Being overly friendly (e.g. 

offering food or drink, someone 

to talk to for support).

• Meeting 1:1 away from others.

• Offering to drive a child/student 

to or from school or another 

service.

• Attempts by one parent to 

alienate their child from the 

other parent.

• Out-of-hours contact or visits 

home with the student or their 

family.

• Bringing sexual material into 

conversations.

Inappropriate:

• communication (e.g. social 

media befriending and 

messaging, calls, emails, 

texts)

• social/professional boundaries 

(e.g. sharing personal details 

and disclosures)

• touching (e.g. tickling, play 

wrestling)

• Undermining the victim’s 

reputation so they won't be 

believed.

• Trying to get the child/student to 

do dangerous or illegal things 

and forcing them into sexual 

acts in return for not being hurt 

or exposed.

• Reluctance, fear or 

embarrassment by the 

child/student to be alone with 

an adult (parent/staff 

member/coach/carer).

• Overprotective or volatile 

relationship between the child 

and one of their parents or 

family members.PROTECT: Identify child abuse, Child sexual exploitation and grooming

https://www.schools.vic.gov.au/child-sexual-exploitation-and-grooming
https://www.education.vic.gov.au/school/teachers/health/childprotection/Pages/identify.aspx#link49
https://www.schools.vic.gov.au/child-sexual-exploitation-and-grooming


Identifying and managing child safety risks

• Always follow our school’s Child Safety Code of Conduct

• Be aware of the behavioural and physical indicators of child abuse 

• Look out for any indicators of child abuse in children and young people 
you work with 

• Immediately raise concerns about any suspicions of child abuse with a 
teacher or school leadership 

• Alert a teacher or school leadership to any other potential risks you 
become aware of in our school environments



Information sharing obligations for volunteers

• Any student information you become aware of because of your 
volunteer work must be managed sensitively and in accordance 
with our Schools’ Privacy Policy and Volunteers Policy.

• You can share student information with relevant school staff to:

• support the student’s education, wellbeing and health

• reduce the risk of harm to the student, other students, staff or 
visitors

• Volunteers must report any child safety concerns that they become 
aware of to a teacher or school leadership as soon as possible

• There are some circumstances where volunteers may also be 
obliged to disclose information to authorities outside of the school  
such as to Victoria Police

https://www.education.vic.gov.au/Pages/schoolsprivacypolicy.aspx
https://www2.education.vic.gov.au/pal/volunteers/policy


Record keeping 

• Our school follows the department’s Records Management-
School Records Policy

• While it’s unlikely you will be responsible for any school 
records during your volunteer work, any school records that 
you are responsible for must be provided to the person 
nominated in our Volunteers Policy.  

https://www2.education.vic.gov.au/pal/privacy-information-sharing/policy
https://www2.education.vic.gov.au/pal/volunteers/policy


Key things to remember

Child safety at our school is everyone’s responsibility. 

Volunteers have a responsibility to:

• always follow the school’s child safety and wellbeing policies and 
procedures

• act in accordance with our school’s Child Safety Code of Conduct

• take students’ views seriously, especially when they raise concerns or 
worries about their safety or the safety of a friend

• raise concerns about a child’s safety or any inappropriate behaviours 
in the school community with a teacher or school leadership 
immediately

• recognise and respect the diversity of the children, young people, and 
families at our school



Questions?

This presentation (Victoria’s Child Safe Standards – school volunteer training) is provided 

under a Creative Commons Attribution 4.0 International licence.

You are free to re-use the work under that licence, on the condition that you credit the 

State of Victoria (Department of Education), indicate if changes were made and comply 

with the other licence terms, see: https://creativecommons.org/licenses/by/4.0/

Copyright queries may be directed to copyright@education.vic.gov.au

mailto:copyright@education.vic.gov.au

