CHILD SAFETY INDUCTION PACK -

VOLUNTEERS

Purpose

Thank you for your interest in volunteering at our school. The purpose of this induction pack is to ensure
Preston Primary School volunteers are familiar with our policies and procedures relating to child safety
and understand the important role they play in maintaining and promoting the safety of our students.

Volunteers must read the suite of policies and procedures in the links below before commencing any work
where children are likely to be present.

Key messages

e Preston Primary School is committed to the safety and wellbeing of all children. We want children
attending our school to be safe, happy and respected.

e We are committed to creating inclusive environment where diversity is supported and students
feel safe to bring their whole selves to school.

e Allegations and concerns relating to the safety and wellbeing of our school community will be
treated very seriously and consistently with our policies and procedures.

e We are committed to preventing child abuse, identifying risks early and removing and reducing
these risks.

e Everyone has a role to ensure children are safe — if something doesn’t feel right, speak up. If you
have any concerns about any inappropriate behaviours in the school community you should speak
to the Principal or Assistant Principal. If this would not be appropriate in the circumstances, you
can contact the NEMR Regional Office of the Department of Education and Training on 1300 338
691.

Induction materials — must read

This induction pack contains the following documents that all new volunteers must read and familiarise
themselves with. These policies are available on the school website. If you would prefer a hard copy of
this pack, please contact the team in the office who will happily provide you with one.

e Preston Primary School Volunteers Policy

e Preston Primary School Child Safety and Wellbeing Policy

e Preston Primary School Child Safety Responding and Reporting Obligations Policy and Procedures

e Preston Primary School Child Safety Code of Conduct

e PROTECT: Four Critical Actions for Schools — Responding to incidents, disclosures and suspicions of
child abuse

e PROTECT: Identify child abuse

Contact

We value your feedback on ways we can continue to improve and strengthen our child safety approach
and encourage you to contact the principal or assistant principal at preston.ps@education.vic..gov.au
with any comments or questions.




PRESTON PRIMARY SCHOOL

Parent Volunteer Documentation

In accordance with Child Safe Standards, ALL prospective volunteers at
Preston Primary School must read, acknowledge and submit the following
documentation:

Document: Tick

. Working with Children Check

The School has a current copy of my WWCC

2. Child Safe Code of Conduct

3. Volunteer Duty Statement

Signed and attached

4. OHS Document

Signed and attached

Parent's/ Guardian's Name:

Child / Children's Name/s:

Grade Levells :




PRESTON PRIMARY SCHOOL
CHILD SAFETY CODE OF CONDUCT

PURPOSE

Our Child Safety Code of Conduct sets out the expected behaviour of adults with children and young
people in our school.

All Preston Primary School staff, volunteers, contractors, service providers, school council members
and any other adult involved in child-connected work must follow the Child Safety Code of Conduct.

The Child Safety Code of Conduct applies to all physical and online environments used by students. It
also applies during or outside of school hours and in other locations provided by the school for
student use eg a school camp.

ACCEPTABLE BEHAVIOURS

As Preston Primary School, staff, volunteers, contractors, and any other member of our school
community involved in child-connected work, we are responsible for supporting and promoting the
safety of children by:

e upholding our Preston Primary School commitment to child safety at all times and adhering
to our Child Safety and Wellbeing Policy.

e treating students and families in our school community with respect in our school
environment and outside our school environment as part of normal social and community
activities

e listening and responding to the views and concerns of students, particularly if they disclose
that they or another child or student has been abused or are worried about their safety or
the safety of another child or student

e promoting the cultural safety, participation and empowerment of Aboriginal students,
students with culturally and/or linguistically diverse backgrounds, students with a disability,
international students, students who are unable to live at home and leshian, gay, bisexual,
transgender and intersex (LQBTIQ+) students

e ensuring, as far as practicable, that adults are not alone with a student — one-to-one
interactions between an adult and a student are to be in an open space or in line of sight of
another adult.

e reporting any allegations of child abuse or other child safety concerns to the Principal, Janet
Paterson, Assistant Principal, Dale Adams or the Wellbeing Coordinator, Joe Greige.

e understanding and complying with all reporting and disclosure obligations (including
mandatory reporting) in line with our child safety responding and reporting policy and
procedures and the PROTECT Four Critical Actions.

e if child abuse is suspected, ensuring as quickly as possible that the student(s) are safe and
protected from harm.

UNACCEPTABLE BEHAVIOURS

As Preston Primary School, staff, volunteers, contractors and member of our school community
involved in child-connected work we must not:

e ignore or disregard any concerns, suspicions or disclosures of child abuse or harm

e develop a relationship with any student that could be seen as favouritism or amount to
‘grooming’ behaviour (for Preston Primary, by offering gifts)

e display behaviours or engage with students in ways that are not justified by the educational
or professional context

e ignore an adult’s overly familiar or inappropriate behaviour towards a student

e discuss intimate topics or use sexualised language, except when needed to deliver the
school curriculum or professional guidance



e treat a child or student unfavourably because of their disability, age, gender, race, culture,
vulnerability, sexuality or ethnicity

e communicate directly with a student through personal or private contact channels (including
by social media, email, instant messaging, texting etc) except where that communication is
reasonable in all the circumstances, related to schoolwork or extra-curricular activities or
where there is a safety concern or other urgent matter

e photograph or video a child or student in a school environment except in accordance with
the Photographing, Filming and Recording Students policy or where required for duty of care
purposes

e consume alcohol against school policy or take illicit drugs in the school environment or at
school events where students are present

e have contact with any student outside of school hours except when needed to deliver the
school curriculum or professional guidance and parental permission has been sought.

BREACHES TO THE CHILD SAFETY CODE OF CONDUCT

All Preston Primary School staff, volunteers, contractors and any other member of the school
community involved in child-connected work who breach this Child Safety Code of Conduct may be
subject to disciplinary procedures in accordance with their employment agreement or relevant
industrial instrument, professional code or terms of engagement.

In instances where a reportable allegation has been made, the matter will be managed in
accordance with the Department of Education and Training, Reportable Conduct Scheme Policy and
may be subject to referral to Victoria Police.

All breaches and suspected breaches of the Preston Primary School Child Safety Code of Conduct must
be reported to the principal Janet Paterson at janet.paterson@education.vic.gov.au

If the breach or suspected breach relates to the principal, contact the Assistant Principal, Dale Adams
at dale.adams@education.vic.gov.au

APPROVAL AND REVIEW

Created date September 2024

Consultation School Council 9.09.2024
Staff 10.09.2024
School Newsletter 18.09.2024

Endorsed by School Council

Endorsed on 9.09.2024

Next review date September 2026

HELP FOR NON-ENGLISH SPEAKERS

‘ i ‘ If you need help to understand the information in this policy, please contact
INE S Preston Primary School on 03 9470 1167 or preston.ps@education.vic.gov.au.

As valuable partners in promoting and maintaining child safety and wellbeing at Preston
Primary School, we welcome and encourage your feedback. If you have any suggestions,
comments or questions in relation to our child safe policies and practices, please contact the
Principal.



PRESTON PRIMARY SCHOOL

Volunteer Duty Statement

Purpose

Preston Primary School acknowledges that volunteers play a vital role in supporting the school to provide a safe, open and nurturing
learning environment for all students. This ‘Duty Statement’ provides all volunteers with clear expectations relating to activities that they
may wish to participate in at Preston Primary School

Prior to being authorised to commence duties at Preston Primary school all prospective volunteers must read and acknowledge their
understanding of the agreed workplace arrangement.

Scope
This ‘Duty Statement’ applies in general terms to all parents, parent volunteers, members of the school council and parents’ association,
student teachers or those on work experience placement and any other person, who volunteer their services to the School.

Volunteer Pre-authorisation Requirements :

1.  Provide a copy of your current (within 5 years of issue) Working With Children Check (WWCC).
NOTE: You are not permitted to volunteer without providing a current WWCC.

2. Read a copy of the School’s Child Safety Code of Conduct

3.  Provide relevant contact information: does the School have this on file?

MODBIIE: ot EMAILL et e s

Volunteer School Attendance and Participation Requirements :

| have read the school’s Child Safe Code of Conduct. Child Safe Code of Conduct

| have read the OHS handbook. Volunteer OHS Induction Handbook 2025

| have read the school’s Volunteer’s Policy. Volunteer Policy

Sign in and out via Compass

Wear Visitor / Volunteer layard visibly at all times
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Promptly report to the supervising staff member.

DO NOT attend any other area of the School without the knowledge of the supervising staff member.

10. Follow all instructions provided by the supervising staff member.

11. Never work in isolation with a student.
The supervising staff member will ensure that students remain in groups or volunteer work
will be undertaken in an open and visible environment in close priximity to a member of staff.

12. Treating everyone within the school community with respect including students.

13. DO NOT speak aggressively or discipline students.
Immediately report inappropriate behaviour or disclosures of abuse to the supervising staff member.

14. Maintain confidentiality at all times.
DO NOT disclose any information relating to student performance, social or emotional needs obtained as a
result of particpating as a volunteer.

15. AT NO TIME take photos or videos of students or staff members whilst volunteering.

16. DO NOT post any photo, comment or opinion on electronic platforms (social media, internet
or email) relating to students, staff members or activities that you have participated in as a volunteer.
If you have any comments or concerns please bring these to the inmediate attention of the superivising
staff member or alternatively a member of the Leadership Team.

Y I T I

Volunteer Acknowledgement:

| confirm that | have read and understand voluneering responsibiliteis at Preston Primary School and accept that the
School can cease volunteering arrangements at any time.

Name: Date:

Signature :




Volunteer OHS Induction Checklist

Workplace Preston Primary School

Brief description of works Classroom Helper

General OHS Induction — The principal or their delegate is to ensure that volunteers have

been provided with the following information and/or instructions. Provided
1 Department Health and Safety and Wellbeing (HSW) Policy | O Yes
2 Required conduct/behaviour I Yes
3 Security access arrangements / Traffic Management Plan 0 Yes
4 Introduction to First Aid Officer(s) and location of First Aid Room/Kits I Yes
5 Location of emergency evacuation plans for your area. 0 Yes
6 Location of Emergency Exits 1 Yes
7 Introduction to workplace Wardens / Incident Controller ] Yes
8 Location of amenities [ Yes
9 Location of Chemical Register and associated Safety Data Sheets J Yes
10 | Information on hazard and incident reporting process ] Yes

Signatures

Principal or delegate
I certify that the below mentioned volunteer workers have completed an OHS induction.

Name: Signature:
Date:

Volunteer
I have been provided with and understand (as indicated above) and will comply with all safety
instructions.
Name: Signature:
Date:

Volunteer OHS Induction Checklist Page | 1



