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Other Useful References:
LCS Student Transportation Policy
(including use of private motor
vehicles)
LCS Grievance Policy
LCS Staff Code of Conduct

Introduction
The Launceston Christian School believes that voluntary workers can make a significant
contribution to the School’s community through the giving of their time and the sharing of
their God-given skills, talents & expertise. The life experiences that volunteers bring to the
School assist by increasing the range of activities, opportunities and experiences available to
students.

Scope / Definition of a ‘Volunteer’
This policy applies to any individual who offers their time to assist students and staff members
at the Launceston Christian School in a voluntary, unpaid capacity. For example, sports team
coaches, parent helpers and camp/excursion assistants.
Where possible, Volunteers will be supervised by a Launceston Christian School employee
(teacher or general staff) however this may not be practicable in all circumstances.
Volunteers may from time to time be placed in an unsupervised situation where they are
working with students in accordance with School Policy. These Volunteers are required to
sign a Volunteer Agreement which is kept on file and administered by the Head of School.

Volunteer Selection Procedure
Volunteers are actively encouraged to participate in School activities and will be invited to do
so.
If a person wishes to be added to the School’s Volunteer database, they should approach a
member of staff to ascertain the School’s needs for voluntary assistance.
Skills, interests, time commitments and WHS requirements are discussed in consultation with
the Head of School before any volunteer work is commenced. A current First Aid Certificate
is preferable for Volunteers who will be undertaking sole supervision of sporting or high risk
activities (eg. sports coaches). The School may offer to pay for the cost of obtaining a First Aid
Certificate for these Volunteers.
The Head of School’s decision is final in determining who is eligible to work as a Volunteer at
the school. Any applicant not accepted for volunteer work will be advised verbally or in
writing.
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LCS Responsibilities
•

The School has a “duty of care” to provide for the safety, health and well-being of the
volunteer whilst they are performing volunteer work.

•

A Staff member will be allocated to supervise (either directly or indirectly) a volunteer
in each of the areas he/she works. The volunteer’s supervisor will be available to
answer any concerns a volunteer may have.

•

It is important to recognise that as a school volunteer there is no contract of
employment between Launceston Christian School and the volunteer, for the
volunteer work performed.

•

Volunteers are covered by the School’s Public Liability insurance. However, volunteers
are not covered by Workers Compensation Insurance.

•

The volunteer’s supervisor is responsible for ensuring duty of care requirements to
students are being met when a volunteer is assisting them. It is preferred that a
Volunteer does not assist students unsupervised.

•

The School may offer a gratuity to a Volunteer for their support. For example but not
limited to; reimbursement of any School approved out of pocket expenses that are
necessary to deliver the School’s programme.

Volunteer Responsibilities
The primary responsibility of Volunteers is the discharge of duty of care to students who they
are assisting. The duty of care to students is paramount because they are typically a
vulnerable group due to their age, and their level of experience. This is heightened if they are
particularly young; possess an intellectual or physical disability; if they come from overseas;
if English is not their preferred language; if they have experienced some form of emotional or
physical neglect.
Volunteers are required to respect the rights of students of any age and background. A
Volunteer must:
•

Conduct themselves in a manner which is consistent with the policies and ethos of
Launceston Christian School.

•

Keep all School related matters confidential and under no circumstances approach
parents, LCS community members or the Press in relation to school issues.

•

Adhere to School and legislative requirements in relation to workplace health and
safety.

•

Supply of copy of their Working with Vulnerable People (Volunteer) Card. It is
recommended that a Volunteer carry the card on their person at all times whilst
assisting in this capacity.
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•

Avoid assisting students with their personal hygiene including assisting in toilet /
change / sick rooms.

•

Avoid unsupervised contact with students during break times.

•

Avoid encouraging affection from or dependency in students including the giving of
gifts or via electronic social networking forums.

•

Avoid intentional physical contact with students. Comfort or first aid provision to
distressed students in an emergency is acceptable but preference would be by the
supervising or other designated LCS employee.

•

Not display inappropriate behaviours including but not limited to harassment, bullying
or intimidation towards students, LCS employees, other Volunteers or members of the
broader school community.

To assist the Volunteer with the discharge of their responsibilities, a Volunteer must also:
•

Refer all student concerns or behaviour issues to the Volunteer’s supervisor.

•

Sign in at the Office upon arrival, report to their supervisor and sign out on departure
(during normal school operating hours).

•

Wear a school provided identification badge, protective clothing and or uniform.

•

Notify their supervisor if they are unable to fulfil their volunteer commitment either
on a particular occasion or in an ongoing capacity.
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Operational Guidelines - Voluntary Agreements
To engage a Volunteer, the following procedures apply:
•

The process for engaging a Volunteer will be administered by the Head of School.

•

All Volunteers will be provided with a copy of the School’s Volunteer Policy as part of
their induction process.

•

Both parties (the School and the Volunteer) will sign a Volunteer Agreement before a
Volunteer commences unsupervised work within the School.

•

Volunteers must register for and supply a copy to the School of their Working With
Vulnerable People (Volunteer) Card. This check is administered by the Department of
Justice and the cost of this check (currently $17.60) is the responsibility of the
Volunteer. The WWVP check is valid for 3 years. Additional information is available
from http://www.justice.tas.gov.au/working_with_children.
Some Volunteers may not require this check (for example - Volunteers that are fully
supervised by LCS staff for short term requirements such as sports carnivals). In such
cases, a signed Volunteer Agreement will not be required.

•

Unless otherwise stated in a Volunteer Agreement, Volunteers will be appointed until
their Working with Vulnerable People card expires (a maximum of 3 years).

•

If a Volunteer wishes to continue as a Volunteer in the school after this time, they
must provide a copy of their renewed WWVP card to the school. The Head of School
may approve the renewal of the Volunteer Agreement without the requirement of a
new Agreement to be signed.

•

The School will appoint an employee to supervise each Volunteer. Where a Volunteer
helps in a number of areas and departments, the supervisor will be the teacher
responsible for the related activity on the day. If in doubt, the Volunteer should
confirm with the Head of School prior to commencing the activity.

•

All Volunteers must participate in an induction programme before commencing with
the School. The induction will be conducted by the Head of School or his delegate in
conjunction with the Volunteer’s supervisor.

•

Files and forms for the purposes of storing the personal information of Volunteers will
be kept in a secure area to be accessed by authorised employees of the School.
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Appendix A

Launceston Christian School
Volunteer Agreement
Date>
<Name>
<Address>
<Address>
<Address>
Dear <Name>
Thank you for your willingness to support LCS through the giving of your time and God-given
skills, talents & expertise. The life experiences that Volunteers bring to the School can make
a significant contribution to the School’s community and assist us to increase the range of
activities, opportunities and experiences available to our students.
We would love to accept your offer of volunteer support and request that we formalise this
arrangement by signing this Volunteer Agreement.
AGREEMENT
This agreement is made between Launceston Christian School and <Name> on <Date> and is
valid until the expiry of your current Working with Vulnerable People (WWVP) Card.
The School designated Volunteer Supervisor will be the responsible Teacher who you are
assisting for any related activity. If you are in any doubt, you should clarify this with the Head
of School prior to commencing any activity.
As a Volunteer at Launceston Christian School, I agree to:
•

Conduct myself in a manner which is consistent with the policies and ethos of
Launceston Christian School.

•

Discuss any concerns that arise out of my support as a volunteer with my supervisor.

•

Keep all School related matters confidential and under no circumstances approach
parents, LCS community members or the Press in relation to school issues.

•

Provide the School with a copy of my Working with Vulnerable People (Volunteer)
Check, prior to my commencement as a volunteer.

•

Participate in the School’s volunteer induction programme as required.

•

I understand that any breach of the School’s Volunteer Policy & Procedure may result
in the cancellation of this Volunteer Agreement.
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Thank you for your support. The School does appreciate and value the time commitment you
are providing in support the School’s activities.

Signed for an on behalf of Launceston Christian School
Name
Position
Signed
Date

Signed by Volunteer
Name
Signed
Date
Enc.

LCS Volunteer Policy

Office Use Only:

Volunteer has completed, been shown, been provided with or verified:



Initials

Online Induction Completed
Emergency Procedures
First Aid Procedures / Certificate (if applicable)
Working with Vulnerable People (Volunteer) Card – Exp Date:
Personal Information Form / Emergency Contact
Volunteer Database Updated
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Appendix B

Launceston Christian School
VOLUNTEER PERSONAL INFORMATION (CONFIDENTIAL)
NAME:
ADDRESS:
PHONE:
MOBILE:
E-MAIL:

EMERGENCY CONTACT INFORMATION:
EMERGENCY CONTACT NAME:
PHONE / MOBILE:
ADDRESS:
RELATIONSHIP TO VOLUNTEER:

KNOWN MEDICAL CONDITIONS (Optional):
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PROCESS FOR A SUCCESSFUL VOLUNTEER APPLICATION
Staff member identifies & recommends potential volunteer to
Head of School
HOS discusses suitability of applicant and approves request
Executive Assistant arranges for Volunteer Agreement to be
typed up & signed by HOS / Supervisor
Signed Agreement is given to prospective Volunteer together
with copy of Policies
Volunteer signs & returns :
• Agreement
• WWVP Card
• Personal Information Form
Executive Assistant co-ordinates the compliance checks with
HOS/Supervisor
HOS/Supervisor completes Volunteer Induction Checklist with
Volunteer and provides signed copy to the office
Volunteer is now added to our Database & approved to
commence voluntary work
VOLUNTEER AGREEMENT AUTOMATICALLY EXPIRES AT THE
END OF THE WWVP card
HOS Renews
Agreement
new WWVP card provided
to Office
Volunteer approved & Database
updated

HOS Cancels
Agreement prior to
the WWVP expiry
Cancellation Letter sent

