
 

 

 
 

VOLUNTEER POLICY 
 
 
PREAMBLE 
 
This policy has been developed to ensure that the School community is aware of the conditions and 
procedures regarding the engagement of volunteers at International Grammar School (the School). This 
policy applies to the engagement of all volunteers at the School.  
 
The School recognises the contribution and commitment volunteers make to the School.  
 
Throughout the school year the School may need volunteers to assist in classrooms, at special events, 
on excursions and around the school in many facets of education. We are establishing a register of 
parents and other volunteers who are willing to assist in the School's activities.  
 
POLICY  
 
This Policy aims to:  
 

 facilitate the involvement of community members in providing assistance within the School; 

 publicise opportunities to volunteer throughout the wider school community so as to provide all 
interested people with the opportunity to volunteer; 

 provide a safe and secure environment for our students, staff and volunteers;  

 maximise the number and variety of effective volunteers who contribute to the School; and 

 ensure volunteers carry out tasks in a manner consistent with the School's expectations, 
including maintenance of a professional, cooperative and confidential working environment. 

 
Volunteers are people who willingly give their time to assist with activities for the common good of the 
School and without financial gain. Some of the activities that volunteers may assist with include: 
 

 accompanying staff and students on excursions; 

 assisting in the classroom with reading and other activities; 

 assisting with school fundraising activities; 

 participating in PTF organised school functions 

 IGS International Day 
 
Parents and other volunteers assisting with activities for the School do so on the understanding that:  

 School staff are responsible for the programs operating within the classroom and/or the School; 

 the School staff have ultimate responsibility for the safety, welfare and care of the students; and  

 their conduct towards staff, students and other volunteers should be professional and appropriate 
at all times. 

 
 In relation to volunteers, all staff are required to: 
 

 follow the guidelines as set out in this policy; 

 not permit any volunteer to perform volunteer activities unless the volunteer has been approved 
in accordance with the procedures set out in this policy; 

 provide induction training to volunteers where requested to do so; 
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 supervise volunteers where they have been nominated as the supervising staff member or 
otherwise requested to do so; and 

 immediately report any matters of concern relating to a volunteer to the Principal or in his/her 
absence the Deputy Principal. 

 
Working with Children Check  
 
Regardless of any exemption which may apply under the Child Protection (Working with Children) 
Regulation 2013 (NSW) or otherwise, all volunteers are required to obtain a working with children check 
(Check) before they are able to volunteer with the School.   
 
All volunteers are required to: 

 hold and maintain a valid Check; 

 not engage in child-related work at any time that they are subject to an interim bar or bar imposed 
by the Officer of the Children's Guardian; and  

 report to the Principal if they are no longer eligible for a Check, the status of their Check changes 
or they are notified by the OCG that they are subject to a risk assessment.   

 A valid Check must be submitted to the School before the person can commence volunteering at 
the School. 

 
Administration requirements and volunteer procedures  
 
All volunteers must be approved before commencement.  Approved volunteers will be included in the 
IGS Volunteers Register.    
 
Once approved, volunteers must report to the administration office prior to undertaking any activity within 
the School, where they will be required to sign a visitors book and will be assigned a visitors badge 
which they must wear at all times within the School.  
 
Volunteers will be provided with an induction into any work, health and safety policies and procedures 
applicable to their visit. 
 
Volunteers must be accompanied by a member of the School's staff to and from the location within the 
School that they are visiting.  Volunteers will be assigned a supervising staff member during their 
engagement.  
 
Volunteers must report to the administration office at the end of their visit to return their badge and to 
sign out in the visitors book. Regular School Volunteers may be issued with a visitors lanyard which they 
can keep for an agreed upon period of time in lieu of collecting a visitors badge each time they work in 
the School. They will still be required to present at the administration office each time they are on site to 
sign in and out of the visitors book and be accompanied when at the School.  
 
The School will regularly review the volunteer activities that it offers and maintain a register of all 
volunteer activities.  All staff are required to be familiar with the nature of volunteer activities and must 
not offer or permit volunteer opportunities without following these procedures.  
 
Additional checks 
 
Direct Contact Volunteers are those volunteers that are involved in providing support, guidance and 
supervision directly to students and could potentially have direct unsupervised contact with students 
during the normal course of providing the volunteer service.   Examples of Direct Contact Volunteer 
activities may include volunteers involved in school camps, coaching sporting teams or assisting in 
learning activities. 
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In relation to Direct Contact Volunteers, IGS may also: 

 Request appropriate background information, including details of relevant skills and experience 
where necessary; 

 Verify the information provided including undertaking reference/referee checks; 

 Interview the volunteer applicant. 
 
Requirements of conduct and behaviour 
 
Volunteers must conduct themselves appropriately at all times.  Volunteers are required to: 
 

 be aware and follow the expectations of conduct expressed in the School Staff Code of Conduct; 

 conduct themselves in an acceptable and appropriate manner;  

 co-operate with staff in charge to ensure safety and welfare of students; 

 not smoke in the presence or sight of students – the School is a non-smoking area.  

 not consume or have consumed alcohol prior to any volunteering activity with the School  

 notify the school as early as possible if they are unable to fulfil their volunteer commitment; and  

 comply with the policies, procedures and reasonable directions of the School, including the 
School's Child Protection Policy;  

 keep confidential any information concerning staff or students that they obtain during the course 
of their volunteering duties, other than advising the classroom teacher or Principal about any 
confidential information, where necessary.  

 
Volunteers should not, amongst other things: 

 be involved in toileting students or assisting with change rooms/sick rooms; or  

 encourage affection from or dependency in students (e.g. giving presents, having intimate 
physical contact or intimate personal contact through written or electronic means such as email, 
letters, telephone, text messages, social media sites or chatrooms).  

 
As a Volunteer, you are also required to: take reasonable care for your own health and safety and the 
health and safety of others;  

 carry out your tasks in a safe way; 

 follow any work health and safety instructions given to you by the School; 

 report all workplace safety incidents or injuries to the School; and  

 comply with the policies and procedures of the School that relate to work health and safety. 
 
Any parent or other volunteer not fulfilling the above requirements may be excluded from the volunteer 
program.  
 
Training 
 
Volunteers may be offered training by teaching staff which will assist helpers to conduct individual 
programs in areas such as reading and mathematics  
 
Some volunteers may already possess qualifications and/or experience in particular areas which the 
School can utilise for the achievement of student outcomes - for example, sports coaching.  
 
General 
 
The School may change or modify this policy at any time at the School's absolute discretion. The most 
recent version of this policy will be available on the School's website and provided to volunteers. 
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Associated Documents: 

 Child Protection Policy 

 Staff Code of Conduct 

 Work Health and Safety Statement 
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