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Learning Co-operative Volunteer and Visitor Policy

1. Rationale
1.1 Parent volunteers are an integral part of the Learning Co-operative philosophy and
operation. They provide an essential and sometimes leading role in the daily running of
the school administration and education program.
1.2 Visitors to the school enhance the learning environment or contribute essential support
to the learning environment or the learning program.
1.3 In order to adequately discharge their duty of care, schools are legally required to take
reasonable steps to minimise the risks of reasonably foreseeable harm to their students.
High level duty of care is held by the teachers, and this can not be delegated. However,
all volunteers and visitors have a duty of care to provide a safe environment and need to
be aware of this requirement.
1.4 Schools and school councils are bound by laws that require a Working with Children
Check (WWC Check) for adults undertaking child-related work in a school, and must
adhere to school policies regarding suitability checks for employees, visitors and
volunteers.
1.5 Schools and school councils are also required to establish and implement school-level
policies and procedures to assess and verify the suitability of adults who engage in childconnected work.
1.6 Working with Children Checks are required by law for people who engage in childrelated work, unless an exemption applies (e.g. parent supervising their own child,
Victorian Institute of Teaching (VIT) registered teacher, police officer).
1.7 Volunteers need training to a high level to assist with supervision and delivery of
education programs and they need to be protected by insurance and understand their
compensation rights.

2. Scope
2.1 This policy applies to the screening, supervision and management of all people who
volunteer at or visit our school.
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3. Definitions
3.1 Child-related work: work that usually involves direct contact (including in person, over
the phone, written and online communication) with a child that is a central part of that
person’s duties. It does not include work that involves occasional contact with children
that is incidental to the work.
3.2 Closely related family member: parent, carer, parent/carer’s spouse or domestic
partner, stepparent, parent/carer’s mother or father in-law, grandparent, uncle or aunt,
brother, or sister, including step or half siblings.
3.3 Volunteer worker: A volunteer school worker is a person who voluntarily engages in
schoolwork or approved community work without payment or reward.
School work:
• Carrying out the functions of a school council
• Any activity carried out for the welfare of a school, by the school council, any
parents’ club or association or any other body organised to promote the welfare of
the school
• Any activity carried out for the welfare of the school at the request of the principal
or school council
• Providing assistance in the work of any school or kindergarten
• Attending meetings in relation to the school convened by any organisation which
receives government financial support
This is a broad definition and means that volunteers who participate in school community
activities, such as fundraising and assisting with excursions, are legally protected (ie
indemnified) from action by others in the event of an injury or accident whilst they are
performing volunteer school work in good faith.

3 Legal and regulatory basis for compliance
3.1

Duty of Care

3.2

Education and Training Reform Act 2006
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3.3

Education and Training Regulations 2017

3.4

Worker Screening Act 2021

3.5 Child Safe Standards

4. Policy
The Learning Co-operative has a zero tolerance for child abuse and is committed to
meeting the requirements of Ministerial Order 870 and the Child Safe Standards. The Child
Safe Standards and the Code of Conduct apply to all staff, contractors, volunteers, and
any other member of the school community involved in child-related work with students
of the Learning Co-operative.
Volunteers
4.1

The Learning Co-operative is committed to implementing and following practices
which protect the safety and wellbeing of children and our staff and volunteers.

4.2

The procedures set out below are designed to ensure that Learning Co-operative
volunteers are suitable to work with children and are well-placed to make a positive
contribution to our school community.

4.3

The Learning Co-operative is a child safe environment and requires all volunteers
working directly with children to hold a Working with Children Check and produce
their valid card to office staff to keep on file.

4.4

Members of the Co-operative not involved directly with children e.g those attending
weekend working bees, weekend school cleaning, school board, participating in
adult fortnightly meetings, attending events etc must also supply a valid Working
With Children Check as the Co-operative take matters pertaining to child safety very
seriously and children may occasionally be present at these times.

4.7

The Board has the discretion to make a decision about the ongoing suitability of a
volunteer worker and may determine at any time whether a person is suitable to
volunteer at the Learning Co-operative. If this results in suspension or expulsion of
the adult from the Learning Co-operative, the model rules will be followed.

4.8

The Learning Co-operative will provide an induction and make available extensive
training opportunities for all volunteer workers, particularly in child safety practices
including reporting obligations and procedures, family violence awareness, eSafety
and supervision.
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4.9

Volunteers will be encouraged to undertake First Aid Training.

Visitors
4.10 Visitors to the Learning Co-operative may include, but are not limited to:
•
•
•
•
•
•
•
•
•

Close family relative
Prospective parents, students, and employees
Invited speakers, sessional instructors and others addressing learning and
development
Public officials (e.g., Members of Parliament, local councillors)
Persons conducting business eg. booksellers, commercial salespeople
Tradespeople
Children’s services agencies
Persons authorised to enter school premises (eg. Worksafe inspectors, health officers
etc.)
NDIS therapists or other allied health or health practitioners.

4.11

All visitors to the Learning Co-operative are required to report to the school office on
arrival. Visitors must:

•
•
•
•

Record their name, signature, date and time of visit
Provide proof of identification to office staff upon request
View the Child Safety Code of Conduct
Produce their valid Working with Children Check where required by this policy (see
below)
Follow instruction from school staff and abide by all relevant policies relating to
appropriate conduct on school grounds including Child Safety Code of Conduct, Equal
Opportunities and Anti-harassment Policy and Philosophy Statement.
Return to the office upon departure to sign out.

•

•

4.12

All visitors who are engaged in child-related work (see definition above) must have a
valid WWC Check.

4.13

In some circumstances, visitors to the Learning Co-operative who are not engaged in
child-related work will also be required to produce a valid WWC Check depending on
the circumstances of their visit. For example, the Learning Co-operative will require a
valid WWC Check for:
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•

visitors who will be working regularly with children during the time they are visiting,
even though direct contact with children is not a central part of their normal duties

•

visitors (e.g., contractors), who will regularly be performing work at the school and in
circumstances where they will be performing their work in an area where they will be
unsupervised and around children.

4.14

Further background checks, including references, may also be requested at the
discretion of the principal or the Board.

4.15

Visitors who will be working in areas away from students (e.g. a visiting auditor who
will be located in the front office with administration staff) or who will be supervised
and accompanied by a staff member during their visit (e.g. a prospective parent on a
school tour) will not be required to have a WWC Check.

4.16

Sworn Victoria Police officers or sworn Australian Federal Police officers are exempt
from requiring a WWC Check, but may be asked to verify that they are sworn officers
by providing proof of identification.

4.17

On occasion, the Learning Co-operative may invite external speakers or providers to
deliver incursions, presentations, workshops and special programs for our students.
Consistent with Department of Education and Training requirements, the Learning Cooperative will:

•

ensure that the content of presentations and programs by external providers
contributes to the educational development of our students and is consistent with
curriculum objectives
ensure that any proposed visit, programs or content delivered by visitors complies
with the Education and Training Reform Act 2006 (Vic). In particular, programs
delivered by visitors are to be delivered in a manner that supports and promotes the
principles and practice of Australian democracy including a commitment to:
o elected government
o the rule of law
o equal rights for all before the law
o freedom of religion, speech and association
o the values of openness and tolerance
o respect the range of views held by students and their families.

•
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5. Induction
Visitors for the first time or infrequent visitors need to sign in and be shown the Code of
Conduct, the First Aid area, toilets, the evacuation point in case of emergency and be
reminded to follow directives of the Principal or staff.
All volunteers and regular visitors working on site near children for extended periods must
take part in an induction process and complete an induction checklist as outlined in the
Induction policy.

6. Compensation Personal Injury and Public Liability
Volunteer workers are covered by the school insurance if they suffer personal injury in the
course of engaging in school work (see definition above). Claims of this nature should be
directed to the Finance Officer. The school’s public liability insurance policy applies when a
volunteer worker engaged in school work is legally liable for:
• a claim for bodily injury to a third party
• damage to or the destruction of a third party’s property.

7. Evaluation

The governing board will review the Volunteer and Visitor Policy every two years.

This policy was ratified by the School Board on: 11/10/2021

Chairperson’s signature:

_____________________________
(MYRA THEISZ)
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Position: Chairperson of the School Board
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