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POLICY — STUDENT AND VOLUNTEER
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1. National Quality Standards

Quality Area 7: Governance and Leadership

Area Concept Descriptor
7.1 Governance Governance supports the operation of a quality service.
711 Service philosophy A statement of philosophy guides all aspects of the service’s
o and purposes operations.
712 Management Systems are in place to manage risk and enable the effective
o Systems management and operation of a quality service.
Roles and Roles and responsibilities are clearly defined and understood and
7.1.3 I ; . ; . .
Responsibilities support effective decision-making and operation of the service.

Effective leadership builds and promotes a positive organisational

72 Leadership culture and professional learning community.

: The educational leader is supported and leads the development
Educational . . .
7.2.2 leadershi and implementation of the educational program and assessment
P and planning cycle.

Educators, co-ordinations and staff members” performance is
Development of

7.2.3 ) regularly evaluated and individual plans are in place to support
professionals :
learning and development.
2. Purpose
2.1 Baringa Early Learning Centre (Baringa) is committed to providing a safe environment for all children

where their health, safety and wellbeing is of paramount importance. This policy provides guidelines for
the engagement and participation of volunteers and students at Baringa, while ensuring that children’s
health, safety and wellbeing is protected at all times.

2.2 Volunteers and students participate in programs and activities at the service to observe and experience
the provision of centre-based education and care. This will be encouraged and facilitated by Baringa
wherever appropriate. Baringa aims to provide a range of opportunities for family members, volunteers
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and students to participate in programs and activities while adhering to clear guidelines regarding
appropriate interactions and communication with staff, and other adults and children at the service (refer
to Code of Conduct policy).

Scope
This policy applies to children, families, staff, management and visitors of Baringa.
Definitions

Student: A person undertaking a practicum placement as part of a recognised early childhood
qualification. This student will be supported by an educational institution in the completion of their
placement.

Volunteer: A person who willingly undertakes defined activities to support the education and care
programs at a children’s service in an unpaid or honorary capacity. These activities may include direct
contact with children, administrative tasks, or preparing materials or food.

Implementation
Baringa is committed to:

€) Supporting connections with educational institutions to provide opportunities for students to
undertake practicum placements as part of their studies.

(b) Building relationships with community members and providing suitable opportunities to engage
volunteers to contribute to the programs and activities of the service.

(c) Ensuring the health, safety and wellbeing of each child at the service through consistent
compliance with this policy and procedures when engaging volunteers and students.

Volunteers and students can expect a safe and well-managed workplace, meaningful work experience
with appropriate direction, supervision and training recognition for their contribution.

The role that volunteers play in children’s services varies and can include working with groups of children,
preparing materials or food, assisting with administrative tasks or working one-on-one with individual
children. The children’s service is responsible for ensuring that volunteers are suitable to work with
children, and that children’s health, safety and wellbeing is protected at all times.

Volunteers should only be engaged to complement, not replace, the work of paid staff. Accordingly,
services should not engage volunteers to fill the place of an employee who is ill or on leave, or to fill a
vacant budgeted position.

Volunteers must not be asked to perform tasks that they are untrained, unqualified or too inexperienced
to undertake that put the children or themselves in a vulnerable or potentially unsafe situation where
there is a conflict of interest.

Prior to participation at the service, a volunteer must be in possession of a Working with Children (WWC)
Check card.

Prior to commencing work at the service, all volunteers should be interviewed to ascertain their suitability
for, and interest in, the tasks they will be undertaking, and to assess whether the volunteer’s goals can be
achieved. The interview process also provides an opportunity for volunteers to have their questions
answered.

Reference checks must be undertaken by the Approved Provider or a nominee of the Approved Provider,
to confirm work abilities or character attributes. Good practice in volunteer management includes
acknowledgement and recognition of volunteer contributions, and this can involve a mixture of formal and
informal recognition strategies.

It is a requirement under the Education and Care Services National Regulations 2011, that the Approved
Provider uses the staff record to document the details of all students and volunteers. The staff record
must include the full name, address and date of birth of each student or volunteer who patrticipates at the
service. The Approved Provider of a centre-based service must also keep a record for each day on which
the student or volunteer participates at the service, including the date and the hours of participation. In
addition to this, it is recommended that students and volunteers undertake an induction to the service and
complete an induction checklist; (refer to Appendix), which should also be stored with the staff record.



5.10 The Approved Provider is responsible for:

a)

b)

c)

d)

e)

9)

h)

)

k)

developing guidelines in consultation with the Nominated Supervisor and educators for
accepting applications from volunteers/students to work at the service

accepting or rejecting a potential volunteer/student based on the circumstances of the
service at the time, in consultation with the Nominated Supervisor ensuring that children
being educated and cared for by the service are adequately supervised, and the legislated
educator-to-child ratios are complied with at all times (Regulations 123, 355, 360) (refer to
Supervision of Children Policy)

ensuring that, where required, the Working with Children (WWC) Check has been
read/sighted prior to the volunteer's commencement at the service.

ensuring that the staff record contains information for all volunteers/students attending the
service with details of name, address, date of birth, days and hours of participation and
details of the Working with Children (WWC) Check (Regulations 145, 147, 149)

ensuring that volunteers/students and parents/guardians are adequately supervised at all
times, and that the health, safety and wellbeing of children at the service is protected
ensuring that volunteers/students and parents/guardians are not left with sole supervision of
individual children or groups of children

ensuring that parents/guardians of a child attending the service can enter the service
premises at any time that the child is being educated and cared for, except where this may
pose a risk to the safety of children or staff, or conflict with any duty of the Approved
Provider, Nominated Supervisor or educators under the law (Regulation 157)

developing a range of strategies to enable and encourage the participation and involvement
of parents/guardians at the service

providing volunteers/students and parents/guardians with access to all service policies and
procedures, and a copy of the Education and Care Services National Regulations 2011
ensuring that volunteers/students and parents/guardians comply with the National
Regulations and all service policies and procedures, including the Code of Conduct Policy,
while attending the service

developing an induction checklist for volunteers/students attending the service (refer to
Appendix) in consultation with the Nominated Supervisor and educators.

5.11  The Nominated Supervisor is responsible for:

a)

b)

c)

d)

)

h)

assisting the Approved Provider to develop guidelines for applications from
volunteers/students to work at the service

assisting the Approved Provider with decisions in relation to accepting/rejecting a potential
volunteer/student based on the circumstances of the service at the time ensuring that
children being educated and cared for by the service are adequately supervised, and the
legislated educator-to-child ratios are complied with at all times (Regulations 123, 355, 360)
(refer to Supervision of Children Policy)

ensuring that, where required, the Working with Children (WWC) Check has been
read/sighted prior to the volunteer's commencement at the service, and that details are
included on the staff record -ensuring that volunteers/students and parents/guardians are
adequately supervised at all times, and that the health, safety and wellbeing of children at the
service is protected

ensuring that volunteers/students and parents/guardians are not left with sole supervision of
individual children or groups of children

ensuring that parents/guardians of a child attending the service can enter the service
premises at any time that the child is being educated and cared for, except where this may
pose a risk to the safety of children or staff, or conflict with any duty of the Approved
Provider, Nominated Supervisor or educators under the law (Regulation 157)

ensuring strategies are in place to enable and encourage the participation and involvement of
parents/guardians at the service

providing volunteers/students and parents/guardians with access to all service policies and
procedures, and a copy of the Education and Care Services National Regulations 2011
ensuring that volunteers/students and parents/guardians comply with the National
Regulations and all service policies and procedures, including the Code of Conduct Policy,
while attending the service -assisting the Approved Provider to develop an induction checklist



for volunteers/students at the service (refer to Attachment 1 — Sample induction checklist for
volunteers/students)

ensuring that volunteers/students have completed the induction checklist (refer to Attachment
1) and have been provided with a copy of the staff handbook, if applicable.

5.12 Responsible person and other educators are responsible for:

)

K)

n)

0)

p)

Q)
Y

s)

assisting the Approved Provider and Nominated Supervisor to develop guidelines for
applications from volunteers/students to work at the service

ensuring that children being educated and cared for by the service are adequately
supervised, and the legislated educator-to-child ratios are complied with at all times (refer to
Child Supervision Policy)

providing volunteers/students and parents/guardians with access to all service policies and
procedures, and a copy of the Education and Care Services National Regulations 2011
ensuring that volunteers/students and parents/guardians comply with the National
Regulations and all service policies and procedures, including the Code of Conduct Policy,
while attending the service

complying with the requirement that volunteers/students and parents/guardians are
adequately supervised at all times, and that the health, safety and wellbeing of children at the
service is protected

complying with the requirement that volunteers/students and parents/guardians are not left
with sole supervision of individual children or groups of children

enabling parents/guardians of children attending the service to access the service premises
at any time the child is being educated and cared for except where this poses a risk to the
safety of children and/or staff

encouraging the participation and involvement of parents/guardians at the service

assisting the Approved Provider and Nominated Supervisor to develop an induction checklist
for volunteers/students at the service (refer to Attachment 1 — Sample induction checklist for
volunteers/students)

Assisting volunteers/students to understand the requirements of this policy and the
expectations of the service.

5.13  Volunteers and students, while at the service, are responsible for:

B
u)

v)

w)

X)

ensuring they have provided all details required to complete the staff record

undertaking a Working with Children (WWC) Check and presenting a current WWC Check
card or other notification, as applicable

understanding and acknowledging the requirement for confidentiality of all information
relating to educators and families within the service (refer to Privacy and Confidentiality
Policy)

complying with the requirements of the Education and Care Services National Regulations
2011 and with all service policies and procedures, including the Code of Conduct Policy,
while at the service undertaking the induction process and completing the induction checklist
(refer to Attachment 1) prior to commencement at the service.

following the directions of staff at the service at all times to ensure that the health, safety and
wellbeing of children is protected.

5.14  Parents/guardians are responsible for:

y)

2)

complying with the requirements of the Education and Care Services National Regulations
2011 and with all service policies and procedures, including the Code of Conduct Policy,
while attending the service

following the directions of staff at the service at all times to ensure that the health, safety and
wellbeing of children is protected.

5.15 In order to assess whether the values and purposes of the policy have been achieved, the Approved
Provider will:



aa) check staff records on a regular basis to ensure details of students and volunteers are
maintained in line with all legislative requirements as outlined in the policy regularly seek
feedback from everyone affected by the policy regarding its effectiveness

bb) monitor the implementation, compliance, complaints and incidents in relation to this policy
keep the policy up to date with current legislation, research, policy and best practice

cc) revise the policy and procedures as part of the service’s policy review cycle, or as required
notify parents/guardians at least 14 days before making any changes to this policy or its

procedures.
6. Feedback
6.1 Families and staff may provide feedback about this document by emailing admin@baringa.org.au.
7. Approval and Review Details

Approval and Review

Details

Approval Authority

Baringa Board

Administrator

Executive Officer

Next Review Date

December 2026

History

Details

Original Approval Authority and Date

November 2017

Amendment Authority and Date

13/10/23: minor changes to formatting.




8. Appendix — Induction Checklist for Volunteers and Students

Induction checklist for volunteers/students

Name: Date:

To be completed by all volunteers/students participating at Baringa Childcare Centre and returned to the Nominated
Supervisor prior to commencing at the service.

I have been given access to all the policies and procedures of Baringa Childcare Centre Policy Manual; a hard copy is
available in the Centre office or on our website www.baringchildcare.com.

I understand the content of service policies and procedures, listed below Please tick
Conduct while at the service (Employee Conduct Policy)
Emergency, evacuation, fire and safety, including locations of fire extinguishers
and emergency exits (Emergency and Evacuation Policy)
Accidents at the service (Incident, Injury, and lliness Policy)
Dealing with medical conditions (Dealing with Medical Conditions Policy,
Asthma Policy, Anaphylaxis Policy, Diabetes Policy, Epilepsy Policy and
Administration of Medication Policy)
Good hygiene practices (Hygiene Standards)
Dealing with infectious diseases (Dealing with Infectious Diseases Policy)
First aid arrangements for children and adults, including the location of the
nearest first aid kit (Administration of First Aid Policy)
Daily routines
Interacting appropriately with children (Interactions with Children Policy)
Reporting of serious incidents and notifiable incidents at the service (Incident,
Injury, Trauma and lliness Policy, Complaints and Grievances Policy and
Occupational Health and Safety Policy)
Reporting hazards in the workplace (Occupational Health and Safety Policy)
Handling complaints and grievances (Complaints and Grievances Policy)
Child protection (mandatory reporting Policy)
Privacy and confidentiality of information (Privacy and Confidentiality Policy)
| am aware of the non-smoking policy of the service

The expectations of my placement/engagement, my role and responsibilities (including attending to the requirements of
children with additional needs) have been clearly explained to me by my supervisor.

| am aware that | am expected to participate in general tasks, including maintaining the environment in a clean, safe and tidy
condition.

Volunteer/student name:

Signature: Date:
Nominated Supervisor’s name:
Signature: Date:
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