
   

March 2024          Version 3.0     Page 1 of 6 
QMS: 432 Y2IC Volunteers Policy 

 

Volunteers Policy 

 
1.0  PURPOSE 

To outline the processes that Youth2Industry College will follow to recruit, screen, 

supervise and manage volunteers to provide a child safe environment, and to explain the 

legal rights of volunteers. 

2.0  SCOPE 

This policy applies to the recruitment, screening, supervision and management of all people 

who volunteer at our Youth2Industry College. This document will be available at reception, 

SharePoint and in Staff and Student handbooks. 

3.0  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  Child-Connected work:  Work authorised by the school governing authority and 

 performed by an adult in a school environment while children are present or reasonably 

expected to be present. 

3.3 Closely related family member: Parent/carer, parent/carer’s spouse or domestic 

partner, stepparent, grandparent, uncle or aunt, brother or sister, including step or half 

siblings.  

3.3  Volunteer worker: A volunteer College worker is a person who voluntarily engages 

in College work or approved community work without payment or reward.  

3.4  Reportable Conduct Scheme 

The Children Wellbeing and Safety Act 2005 (Vic) established the Reportable 

Conduct Scheme (Scheme) managed by CCYP.  The Scheme requires the College to 

report and investigate reportable allegations (as defined in Schedule 1: Student 

Safety and Wellbeing Definitions in the Student Safety and Wellbeing Policy) against 

a current member of staff. 

3.5 College work: College work means: 

• Carrying out the functions of the Youth2Industry College Board 

• Any activity carried out for the welfare of the Youth2Industry College, by the 

Youth2Industry College Board, any parents’ club or association or any other body 

organised to promote the welfare of the Youth2Industry College 

• Any activity carried out for the welfare of the Youth2Industry College at the request 

of the Principal or Youth2Industry College Board 

• Providing assistance in the work of any Youth2Industry College 
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• Attending meetings in relation to Colleges convened by any organisation which 

receives government financial support  

 

This is a broad definition and means that volunteers who participate in Youth2Industry 

College 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 Youth2Industry College work in good faith. 

4.0  IMPLEMENTATION 

Youth2Industry College is committed to implementing and following practices which 

protect the safety and wellbeing of children and our staff and volunteers. Youth2Industry 

College also recognises the valuable contribution that volunteers provide to our 

Youth2Industry College community and the work that we do.  

The procedures set out below are designed to ensure that Youth2Industry College 

volunteers are suitable to work with children and are well-placed to make a positive 

contribution to our Youth2Industry College community.  

4.1  Engagement of Volunteers 

Planning 

The first step in planning for volunteers is to consider how volunteers can add value to the 

College and the College community. Identifying the tasks that need completing will inform 

the scope of the volunteer role. 

 

Position Description 

 The College will prepare a position description before recruiting volunteers. It aims to 

outline responsibilities and inherent requirements of a volunteer role. It should be used 

when advertising a role.  

 
Recruitment Process 

The recruitment of volunteers will be coordinated by the Principal. All prospective 

volunteers must complete QMS: 400-47 Y2IC Volunteer Information Form and provide the 

appropriate clearances. Volunteer applications will be considered on a case-by-case basis.  

Additional screening checks may be conducted during and after the recruitment process at 

the College’s discretion.  

Volunteers will be interviewed prior to their engagement by the College. Child Safety is a 

key part of the recruitment process.  The interview is an informal discussion aimed at 

assessing the suitability of the person for the position, particularly their suitability to work 

with children. 

Child Safe Standard 4 provides the College should encourage volunteer applications from 

families from diverse backgrounds, including: 

• People with a disability; 
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• Aboriginal and/or Torres Strait Islander people; and 

• People from culturally and linguistically diverse backgrounds.  

 

 4.2  Working with students 

Youth2Industry College values the many volunteers that assist in our classroom. To ensure 

that we are meeting our legal obligations under the Workers Screening Act 2020, Worker 

Screening Regulations 2021 (Vic) and Ministerial Order 1359 - Child Safety Standards, 

Youth2Industry College is required to undertake suitability checks which includes:  

• Working with Children Check status and Police Check 

• Proof of personal identity and any professional or other qualifications 

• The person’s history of work involving children 

• References that address the person’s suitability for the job and working with 

children  

• Response to a range of questions  

 

The College will maintain a WWCC register for all volunteers. Refer to QMS:500-10 Y2IC 

Register WWCC Cardholders. 

Considering our legal obligations, and our commitment to ensuring that Youth2Industry 

College is a child safe environment, we will require the following volunteers engaged in 

child-related work to obtain a WWC Check and produce their valid card to the Principal (or 

nominee)for verification:   

• Volunteers who are not parent/family members of any student at the College are 

required to have a WWC Check if they are engaged in child-related work regardless 

of whether they are being supervised.  

 

• Parent/family volunteers who assist with College activities and /or excursions, 

camps and similar events, regardless of whether their own child is participating or 

not. 

 

• Parent/Community members sitting on the College Board with student College 

Board members, regardless of whether their own child is a student member or not 

 
WWCC are not required for: A teacher currently registered with the VIT; person under 18 

yrs; is a parent volunteering in an activity with their child; a police officer; is a closely 

related family member of the child they’re undertaking child-related work with 

4.3  Non child-related work  

On some occasions, parents and other members of the College community may volunteer 

to do work that is not child-related. For example, participating in sub-committees of the 

College Board, fundraising groups that meet in the evenings during which children will not 

be, or would not reasonably be expected to be, present.  
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At Youth2Industry College, volunteers for this type of work will still be required to provide a 

valid WWC Check. 

4.4  Management and Supervision 

Volunteer workers will be expected to comply with any reasonable direction of the 

Principal (or their nominee). This will include the requirement to follow our College’s 

policies, including, but not limited to our Child Safety Policy and our Child Safety Code of 

Conduct. Volunteer workers will also be expected to act consistently with the College’s 

policies relating to QMS: 425 Diversity and Equal Opportunity and QMS: 422 Anti-bullying 

and Harassment. 

The Principal has the discretion to make a decision about the ongoing suitability of a 

volunteer worker and may determine at any time whether or not a person is suitable to 

volunteer at Youth2Industry College.  

Youth2Industry College will provide any appropriate induction and/or training for all 

volunteer workers. The Principal (or their nominee) will determine what induction and/or 

training is necessary depending on what type of work the volunteer will be engaged in.  

All volunteers will be provided induction (prior to commencement) in relation to 

Youth2Industry College’s child safety practices, including reporting obligations and 

procedures. Our College has a QMS: 404 Y2IC Student Safety and Wellbeing – Raising and 

Responding to Concerns Policy and Procedures which all staff and volunteers should be 

aware of.  

The induction program will be delivered by the Principal and/or members of the leadership 

team. As part of induction, all volunteers will: 

 

• Receive a copy of all the relevant policies, procedures and templates 

• Complete mandated DE online modules 

• Be supported to ensure they have an understanding of their responsibilities 

 regarding child safety and are familiar with the College QMS: 400 Y2IC Student 

Safety Staff Code of Conduct 

• Complete first aid, anaphylaxis, asthma training requirements where required 

• Have access to Youth2Industry College Staff Handbook (QMS: 300-12 Y2IC Staff  

 Handbook) 

 

In acknowledgement of having completed the  induction program, receipt and 

understanding of policies, Youth2Industry College volunteers will sign off using the QMS: 

500-11 Y2IC Acknowledgement of Policy Receipt form (relevant polices only). 

 

The Principal (or their nominee) will determine what supervision, if any, of volunteers is 

required for the type of work being performed.  
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A risk assessment should be conducted to decide what level of ongoing supervision and 

management is necessary to ensure volunteers perform their role in a way that promotes 

child safety and wellbeing. Supervision can be conducted in many ways including: 

• Checking in with students and families about a volunteer’s performance 

• Regular face to face, phone or online meetings  

• Performance management meetings 

• Regular communication with volunteers about child safety.  

 

4.5  Compensation 

Personal injury 

Volunteer workers are covered by the College’s Workers Compensation if they suffer 

personal injury in the course of engaging in College work. 

Public liability insurance 

The College’s public liability insurance applies when a volunteer worker engaged in College 

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 

 

5.0 ASSOCIATED DOCUMENTS 

• QMS: 202 Y2IC Privacy Policy 

• QMS: 401 Y2IC Student Safety and Wellbeing Policy  

• QMS: 400 Y2IC Student Safety Staff Code of Conduct  

• QMS: 402 Y2IC Duty of Care Policy for Community 

• QMS: 403 Y2IC Duty of Care for Staff 

• QMS: 404 Y2IC Student Safety and Wellbeing – Raising and Responding to Concerns 

Policy and Procedures  

• QMS: 410 Y2IC First Aid Policy and Procedure 

• QMS:412 Y2IC External Providers Policy and Procedures 

• QMS: 413 Y2IC Accident Policy and Procedure 

• QMS: 415 Y2IC Critical Incident Policy and Procedure 

• QMS: 416 Y2IC Emergency Management Plan Procedure 

• QMS: 418 Y2IC Digital Technologies Policy and Procedures (Internet, social media 

and digital devices) 

• QMS: 422 Y2IC Anti-bullying and Harassment Policy 

• QMS: 425 Y2IC Diversity and Equal Opportunity Policy 

• QMS: 431 Y2IC Contractors and Visitors Policy 

• QMS: 438 Y2IC Grievance Policy (Staff) 

• QMS: 437 Y2IC Grievance Policy (Community)Complaints, Grievances and Disputes 

Policy    

• QMS: 423 Y2IC Student Wellbeing and Engagement Policy 
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• QMS: 430 Y2IC Student Welfare, Inclusion, Care and Safety Policy 

• QMS: 600 Y2IC OHS Risk Management Policy 

• QMS: 601 Y2IC OHS Policy 

• QMS: 400-47 Y2IC Volunteer Information Form 
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