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1. Introduction 
1.1.1. At Portside Christian College, we believe that volunteers can make a significant contribution to the life 

of the College Community, giving of their time, skills and resources for the benefit of others.  
 
1.1.2. Volunteers are defined as those who are involved in activities at the College. This definition does not 

include visitors. Volunteers are those who, without expectation of reward or remuneration, offer their 
services to the College. 

 
1.1.3. Volunteers bring a wide range of interests and abilities that can complement the College’s programs.  

They contribute significantly to the human resources of the College, deserving encouragement, 
support and recognition in their roles. 

 
1.1.4. The Principal is responsible for volunteer programs in the College and the recognition of the services 

provided by volunteers at the College.   
 
1.1.5. Appropriate training and safe practices must be enforced to ensure that the College environment is a 

safe setting for staff, students and volunteers working in the College. 
 

1.1.6. Volunteers cannot participate in College activities unless they have a current Working with Children 
Check and have completed all other requirements. 
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2. Volunteer requirements 
2.1.1. A screening process will be undertaken for all volunteers at the College to ensure that the College is 

providing a safe environment for students and for the good reputation of the College. 
 

2.1.2. Volunteers wishing to apply for approval must complete an Application for volunteer service form, 
available from the College. This form seeks basic background information and the names of two 
referees who are not family members. The College will contact referees prior to offering a volunteer 
role to verify the person’s good character and questions will be asked regarding suitability to work 
with children. 
 

2.1.3. A current Working with Children Check (WWCC) is required. People working or volunteering with 
children in South Australia must, by law, have a Working with Children Check issued by the 
Department of Human Services Screening Unit. These are valid for 5 years, unless eligibility changes. A 
WWCC is an assessment of whether a person poses an unacceptable risk to children. As part of the 
process, the Department of Human Services Screening Unit will look at criminal history, child 
protection information and other information. The College can assist you in the process to acquire a 
WWCC.  
 

2.1.4. All volunteers are appointed to roles in the College at the discretion of the Principal/Directors and in 
relation to the needs of the College at any given time. Volunteers will be assessed for their suitability 
to work at the College by the Principal or delegate.  In some cases, an interview with the Principal or 
delegate may be required before approval to work as a volunteer can be granted. 
 

2.1.5. When approval for a volunteer role has been granted, volunteers must complete: 
• A Personal information form  

• A Volunteer declaration. This document declares suitability to continue in the role and 
agreement with volunteer terms. 

• A sign-off at the end of this document to confirm that the information has been understood. 

• The online course Responding to risks of harm, abuse and neglect training for volunteers 
(RRHAN-EC). The link will be forwarded via email. 

Evidence of COVID vaccination status may be requested. 
 

2.1.6. Volunteers are free to contact the College at any time for further information and support in their 
role.  
 

2.1.7. Volunteers will be matched with work that is suitable to their skills, interests and time commitments, 
wherever possible. 
 

2.1.8. A volunteer’s area of work or time commitment may change, due to a change of circumstances, at the 
instigation of the volunteer or the College. 
 

2.1.9. The Principal, at their discretion, may terminate any volunteer services where a volunteer has failed 
to operate within volunteer policy guidelines. 

  

https://www.portside.sa.edu.au/volunteer-links/
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3. Volunteering at the College 
3.1.1. Volunteers must agree to support:  

• College Values  

• College Statement of Beliefs  

• College Position Statements  

Further information can be found below and in the College Handbook 

 
3.1.2. Volunteer opportunities at the College may vary according to need, but may include: 

• Sport coaching or team management 

• Classroom reading 

• Attending excursions 

• Assisting at the Early Learning Centre or Out of School Hours Care 

• Special events 

4. College Values 
4.1.1.  Volunteers are expected to agree to support the College Values: 

• Christ-Centred learning 

• Christ-Centred Caring 

• Christ-Centred Serving 

• Christ-Centred Community 

5. Statement of beliefs 
5.1.1. Portside Christian College is an interdenominational College and includes families who may have 

differing viewpoints on various doctrines.  
 

5.1.2. The College embraces Portlife Church’s Statement of Faith. Volunteers are expected to support these 
beliefs. We believe: 
• In the Bible as the inspired Word of God. 

• In God, the Creator, who has revealed Himself in the Persons of the Father, Son and the Holy 
Spirit. 

• In the Divinity, the virgin birth and the sinless Humanity of Jesus Christ, and in His miraculous 
ministry, His suffering and death on the Cross as the only Saviour for the sins of the world, 
and His resurrection from the dead. 

• That Jesus will return to the earth as its final Judge of the living and the dead. 

• That all people fall short of God’s perfect standard and can only find forgiveness through faith 
in the saving work of Jesus Christ. 

• That all people who have put their faith in Jesus Christ will witness a transformation in their 
lives, exemplified by repentance and holiness of conduct. 

• In Christian Baptism, by full immersion in water, of those who have personally placed their 
faith in Jesus Christ. 

• In regularly celebrating the Lord’s Supper, remembering Jesus Christ’s saving work. 

• In the Baptism in the Holy Spirit, with the normal initial evidence of speaking in unknown 
languages. 

• In the miraculous gifts of the Holy Spirit. 

• That God heals the sick today through active faith in His grace. 

• In the power of prayer. 

https://www.portside.sa.edu.au/volunteer-links/
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• In God’s community of believers, the church and its responsibility to spread the message of 
the Gospel to all people and nations. 

6. Child safety and volunteer responsibilities 
6.1.1. Child safety is paramount at the College.  In line with The National Principles of a Child Safe 

Organisation, the College is committed to creating a culture, adopting strategies and taking action to 
promote child wellbeing and prevent harm to children and young people. 
 

6.1.2. Volunteers accept that their role encompasses protecting children, while offering encouragement and 
support. They must ensure that the child/ren they may be assisting is/are never placed in a situation 
of potential risk or harm. 
 

6.1.3. Volunteers must have a current Working with Children Check and undergo screening, as mentioned 
above. 
 

6.1.4. All volunteers are expected to have read and comply with guidelines in the Protective Practices 
booklet 

 

6.1.5. Volunteers must not: 

• Be involved in toileting of students or assisting in change rooms or sickrooms or use student 
bathrooms when on College premises. 

• Have inappropriate, unsupervised contact with students during break times or outside of 
College hours (including Early Learning Centre and Out of School Hours Care service hours). 

• Encourage affection or intentional physical contact with students. 

• Display bullying or intimidating behaviours towards others. 

• Place themselves in any situations with students that could be construed as compromising. 

• Use, or have in their possession, illicit substances while on College premises or whilst 
attending College activities. 

• Enter College premises or attend College activities while under the influence of alcohol or 
illicit substances. 

• Drink, or have in their possession, alcohol while on College premises or whilst attending 
College activities where students are present. 

• Smoke on College premises or during College activities. 

• Use offensive language. 

• Bring weapons or other contraband items.  

• Represent the College (eg. answer questions of visitors, media or officials) or otherwise 
behave in a way that would imply that the volunteer speaks on behalf of the College.  
 

6.1.6. Volunteers must: 

• Act as a role model to students. 

• Treat all children and young people equally and respectfully. 

• Respect the rights, dignity and worth of every person, regardless of their abilities, gender, 
religion or cultural background. 

• Respect the decisions of educators/staff and teach children to do likewise. 

• Communicate in an honest, clear, friendly and polite manner with courtesy and respect. 

• Refer all student concerns, behaviour issues or requests for confidential information to the 
supervising teacher or the relevant Deputy Principal. 

• Refer all first aid to the relevant staff member. 

https://www.portside.sa.edu.au/volunteer-links/
https://www.portside.sa.edu.au/volunteer-links/


 
Volunteer handbook 5 of 9 

 

 

• Sign in at Administration when volunteering on-site. 

• Exercise general vigilance in regard to safety. 

• Dress appropriately for the role. 
 

6.1.7. Additional information for sporting coaches and managers: 

• Parents or caregivers must be present during a game. Under no circumstances are volunteers 
to hand over a child to another parent or requesting adult unless previous permission has 
been granted. 

• Assist in change rooms or toilets alone 

• Abide by the Code of behaviour for sporting teams 

• Contact the appointed staff member for support or information, as needed. 

• Remove from the field of play any player whose behaviour is not acceptable. 

• Refer first aid to the relevant person on site. If providing first aid, do so only to the level of 
training received. 

• Ensure players wear the appropriate College sport uniform. 

 

6.1.8. Volunteers will promote and protect the safety and wellbeing of children and young people by: 

• Being alert to children and young people who are, or may be at risk of harm and reporting to 
the Child Abuse Report Line (CARL) on 13 14 78. 

• After making a CARL notification, reporting any suspicions of harm to the most senior position 
on duty when at the College. Should the report be against the most senior position on duty, 
the volunteer should report the matter to the Principal or Board Chair whoever is not 
implicated in the notification. 

• Referring all student concerns or behavioural issues to the supervising staff member. 

• Listening to student concerns and respond quickly, fairly and transparently to any serious 
complaints made by a child. 

• Displaying exemplary behaviour and be a role model to students. 

• Treating all children at the College equally, honestly and respectfully. 

• Maintaining clear boundaries of appropriate behaviour with students. 
 

6.1.9. The College has appointed a Child Safety Officer (Student Wellbeing Coordinator) who can also be a 
point of contact to discuss child safety matters. It is important to maintain confidentiality. 
 

6.1.10. To ensure consistency of support for the child, or teacher, the volunteer must make every effort to 
arrive punctually and notify the College as early as possible if they are late or unable to fulfil their 
volunteer commitment. 
 

6.1.11. A child or teacher is best assisted by a volunteer who is free of distractions. For this reason, it is 
generally necessary to preclude other children (eg. siblings) from being present.  
 

6.1.12. Volunteers will be asked to nominate which activities they would like to participate in. College 
Administration may contact volunteers if an opportunity arises (eg. an excursion is planned).  
 

6.1.13. Please advise Administration if your availability or contact details change or if you would like update 
the list of activities you would like to be involved in.  
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6.1.14. Further information can be found in the following College policies: 

• Child safe environment policy 

• Duty of care policy 

• Child protection policy 

• Volunteer policy 

7. Work Health and Safety  
7.1.1. The College places a high value on the safety of students, staff, volunteers, contractors, visitors and 

invitees.  
 

7.1.2. We all share the responsibility for keeping ourselves, our College community and our environs safe. 
Please notify College Administration or the supervising staff member with any safety concerns. 
 

7.1.3. Volunteers must: 
• Take reasonable care for their own health and safety. 

• Take reasonable care to ensure they don’t affect the health and safety of others. 

• Carry out tasks in a safe way and at their skill level. 

• Follow the reasonable work health and safety instructions given to you by the College and 
cooperate with policies and procedures. 

• Use personal protective equipment, as required. 

• Ensure gates and doors are secure, as needed. 

• Use caution when driving on College premises. Follow traffic flow instructions and park in 
designated zones. 

• Document any incident, accident or injury. College staff in Administration will assist you with 
this process. Incident, accident or injury reports are investigated by the College and referred 
to the WHS Committee.  
 

7.1.4. General principles for preventing injury include: 

• Identify hazards, assess the risk, put controls in place and then monitor and review. 

• Check that the area is safe and plan the task. 

• Use safe lifting or other manual handling techniques. These include: 

- Assessing the risk. If the risk of injury is minimal, remember to lift objects close to 
your body, where possible, without twisting or stretching. Bending your knees when 
lifting will minimise stress on your body.  

- Arranging your work area and work process to minimise twisting, bending or 
stretching and remember to keep correct posture, if you are doing repetitive work. 

• Use any required personal protective equipment correctly. 

• Communicate effectively. 

• Request any additional training needed. 

• Monitor safety and re-evaluate, as required. 

7.2. Emergency procedures  

• Evacuation and emergency instructions are available near exits at the College. The evacuation 
diagrom includes emergency numbers, evacuation procedures, exits and fire extinguishers. 

• The College practices drills for evacuations, lockdowns and shelter-in-place procedures. 

• Follow instructions of the Chief Warden or Area Wardens in the event of an emergency. 

https://www.portside.sa.edu.au/volunteer-links/
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7.3. Sun safety 

Ultraviolet (UV) radiation from the sun is the main cause of skin cancer. Sun protection should be 
used when the UV is above 3: 
• Wear appropriate clothing including a broad brimmed hat and sunglasses which comply with 

Australian standards. 

• Seek shade, wherever possible. 

• Apply appropriate sunscreen regularly. 

Further information can be found on the SunSmart website. 

7.4. Hazardous substances and electrical appliances 

7.4.1. Volunteers are requested not to bring onto the College premises any substance which is potentially 
hazardous or any equipment (eg chemicals, paints, electrical appliances etc.) without prior discussion 
with the College.  
 

7.4.2. The College is required by law to assess, manage and record items which are used within the College. 
The College maintains a Hazardous Substances Register which complies with legislation. SDS (Safety 
Data Sheets) are located in each area where hazardous substances are present. 
 

7.4.3. The College also maintains a register of electrical items which are checked regularly for safety. 

7.5. First Aid 

7.5.1. If volunteers require first aid, they should report to the First Aid Officer on duty. If on College 
premises, Senior First Aid officers are on duty in College Administration from 8am – 4pm during 
school terms. OSHC operates until 6pm and will be able to assist with first aid. On excursions or other 
activities outside of College grounds or school hours, a First Aid Officer is nominated by the Deputy 
Principal. 

8. Privacy and confidentiality  
8.1.1. Volunteers will be privy to sensitive and personal information as a result of their role. This information 

must be treated in accordance with the Australian Privacy Principles, The Privacy Act and the College 
Privacy policy.  
 

8.1.2. Confidentiality in all matters relating to the child’s education, welfare, additional support or 
programming is expected from all volunteers.  Any discussion relating to the child is to be kept 
between the child’s teacher, the appropriate year level coordinator, Child Safety Officer, the Deputy 
Principal or the Principal.    
 

8.1.3. Recording images of students, staff, visitors or the College grounds is not permitted unless previous 
approval is granted. Volunteers must not distribute or post images of other students, staff members 
or College events on social media without permission. Social media should not be used to defame, 
blackmail, ridicule, insult or voice grievances about the College, staff, students or other members of 
the College Community. 
 

8.1.4. Personal or sensitive information received by the College regarding volunteers, will be treated in 
accordance with the Australian Privacy Principles, The Privacy Act and the College Privacy policy.  
 

8.1.5. Further information on privacy and confidentiality can be obtained by contacting the College Privacy 
Officer (Business Manager).   

https://www.cancersa.org.au/prevention/workplace-risk/uv-radiation/
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9. Grievances 
9.1.1. In accordance with our Christ-centred values, the College takes a biblical approach to conflict 

resolution. 
• Romans 12: 9-10 (NIV) ‘Love must be sincere. Hate what is evil; cling to what is good. 10 Be 

devoted to one another in love. Honour one another above yourselves.’ 
 

• Romans 12: 18 (NIV) ‘If it is possible, as far as it depends on you, live at peace with everyone. 

 

• Romans 13: 8 (NIV) ‘Let no debt remain outstanding, except the continuing debt to love one 
another, for whoever loves others has fulfilled the law. 
 

9.1.2. Conflict resolution principles include: 

• Separate the person and the problem 

• Look for a well-considered solution 

• Stay calm and in control 

• Only deal with facts 

• Forgive rather than judge 
 

9.1.3. Any grievances which may occur through volunteering at the College should be addressed with the 
Deputy Principal, verbally (via appointment) or in writing. 
 

9.1.4. Further information is available in the Handling Complaints policy.  

 

9.1.5. It is important to retain confidentiality and privacy during the grievance process. 

10. Bullying, discrimination and harassment 
10.1.1. The College is committed to providing a working and learning environment for its staff, students, 

parents, volunteers and visitors that is supportive, caring and free from wrongful discrimination, 
bullying and sexual harassment.  
 

10.1.2. Wrongful discrimination, bullying and sexual harassment are unacceptable to the College and will not 
be tolerated under any circumstances.  All members of the College community, are required to 
support and honour this commitment. 
 

10.1.3. Definitions 
 
• Unlawful discrimination is unfairly treating people because of their particular personal 

characteristics (or because they belong to a certain group) that results in loss or humiliation. 
 

• Workplace bullying is defined as repeated and unreasonable behaviour directed towards a 
worker or a group of workers that creates a risk to health and safety. Examples of bullying 
behaviour include aggressive, intimidating or humiliating conduct or comments, rumours, 
teasing, and displaying offensive material. 
 

• Sexual harassment is sexual behaviour which makes people feel offended, afraid or 
humiliated and, in the circumstances, it is reasonable to feel that way. Both men and women 
can sexually harass or be harassed. Mutual attraction or friendship with consent is not sexual 
harassment. Sexual harassment can be verbal, physical, written or visual.  

 

https://www.portside.sa.edu.au/volunteer-links/


 
Volunteer handbook 9 of 9 

 

 

10.1.4. Further information is available in the College’s Equal Opportunity, bullying and sexual harassment 
policy. 

11. Registration of completion  
Please complete the Volunteer Handbook Completion Form to register completion of this handbook training.  
 
Thank you for your time. 
 

 

https://www.portside.sa.edu.au/volunteer-links/
https://www.portside.sa.edu.au/volunteer-links/
https://forms.gle/k7TBgXf859EXzDkL8

