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Guidelines for Volunteers in Sydney Catholic Schools and Offices 
 
Sydney Catholic Schools (SCS) is committed to ensuring SCS schools and offices provide safe and productive 
learning environments for students. Our employees, contractors and volunteers contribute and support outcomes 
in our students’ education, development of faith experiences, broadening the community experience, brining 
diversity and external knowledge into the school experience. These guidelines are to support volunteers to ensure 
the safety and well-being of all involved in the education of SCS students.  
 
1. PURPOSE: 
These guidelines are aimed to support SCS contractors and SCS schools/offices in: 

 Providing safe environments for children, volunteers, contractors, visitors and employees; 

 Being clear about the expectations for the conduct of volunteers 
 
2. PRINCIPLES: 
Following are core principles that underpin these guidelines: 

 Children have a right to be safe and feel safe in their education; 

 Protecting children is everyone’s business.  

 The protection and wellbeing of children is paramount;  

 Religious, clergy and lay parishioners’ involvement in Catholic education is an important part of the 
spiritual tradition and ongoing faith development for SCS students;  

 Volunteers have a right to work in a safe environment;  

 Ultimate responsibility of engagement in school/SCS activities rests with the Principal/Manager.  
 
3. WHO MAY APPLY TO BE A VOLUNTEER?  
Any person may apply to engage in a volunteer role in a SCS school or office. Whilst it is most commonly a parent 
or relative of a student – it may also be a parishioner or person in the general community who can offer a skill, 
knowledge or their time.  
 
4. PROCESS FOR APPLYING TO VOLUNTEER: 
In accordance with the SCS’s child safe school’s practices the following is required: 

 Attend an induction session run by the relevant SCS school/office. This will include expectations for 
volunteers working in a SCS school/office and Work, Health and Safety requirements;  

 Read the documents in the Child Safe Schools Resource Kit for Volunteers;  

 Return the signed ‘Safe Schools Expectations Undertaking – Volunteers’ form to the School Office; 

 The relevant Principal/Manager will review the application to volunteer;  

 If approved, you will be registered at the School as a volunteer; 

 If the Principal/Manager has a concern about your suitability to be a volunteer, they will communicate 
the concern with you;  

 If a volunteer also requires a Working with Children Check (WWCC), they will need to apply for a 
‘clearance number’ and complete the SCS Child Safe Communities (CSC) Contractors and Volunteers 
Working with Children (WWC) Accreditation Process (WWC Accreditation Process). 

 
5. EXPECTATIONS OF A VOLUNTEER: 
Volunteers are expected to: 

 Attend an induction in Child Safe Schools and Work, Health Safety;  

 Attend the SCS school/office annual update induction sessions;  

 Always follow the direction of the supervising staff member; 

 Adhere to appropriate behaviour and adult boundaries at all times;  

 Seek guidance from a supervising staff member if unsure about their role;  

 Communicate to the supervising staff member or the Principal, any concerns about a child protection or 
safety matter, or the conduct of any volunteer or employee; 

 Adhere to the school and SCS’s policies for working with children;  

 Respect confidentiality of students and staff. This means not discussing with other parents, matters that 
relate to students or staff.  
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6. FAQs REGARDING VOLUNTEERS AND SCREENING TO WORK WITH CHILDREN 

a. What is the Working with Children Check (WWCC)? 

 The WWCC is a screening process which forms one part of ensuring the safety of children; 

 The NSW Office of the Children’s Guardian (OoCG) is responsible for administering the WWCC in 
NSW;  

 It is a process within NSW in which persons that come under the definition of ‘working with 
children’ need to apply for a ‘clearance’ to work with children. If they are not cleared, it is not 
lawful for them to work with children;  

 The school/SCS policies and procedures comply with this law;  

 Persons will not be cleared by the OoCG to work with children if they have been subject to 
certain criminal offences or certain disciplinary proceedings;  

 The WWCC scheme includes persons who are paid or not paid (i.e. volunteers).  
 

b. Do volunteers need screening to work with children (i.e. the WWCC)? 

 Not all volunteers require the WWCC. Exemptions apply for some volunteers. 

 The NSW law allows (in most circumstances) parents and close relatives to volunteer in activities 
that involve their own children without needing a check;  

 Persons not related to students in a school activity need to undertake the WWCC;  

 All religious and clergy do require a WWCC to minister in NSW.  

 You can find further information about Exemptions to WWCC and information for Parent 
Volunteers from the OoCG’s website. 

NOTE: All volunteers, regardless of whether or not they require the WWCC, must comply with SCS and 
school’s volunteer application process and other Child Safe Communities protocols and expectations. 

 
c. Is a WWCC transferable?  

 Some persons who are volunteers in a school/SCS may also be employed to work with children 
(anywhere in NSW). For example, the volunteer may be employed in child care or as a teacher.  

 A person’s WWCC is transferable from one ‘employer/placement’ to another. If a volunteer 
already has a WWCC (obtained post 2013, under the new scheme), they must provide their 
WWCC number to SCS when completing the SCS Child Safe Communities (CSC) Contractors and 
Volunteers Working with Children (WWC) Accreditation Process (WWC Accreditation Process).   

 If a volunteer has an employee WWCC number (under the new scheme), they can use the WWCC 
number they obtained as an employee and provide that to SCS when registering as a volunteer.  

 NOTE: A volunteer however, who has only obtained a volunteer WWCC cannot use that as an 
employee working with children. They need to apply for a new WWCC as an employee.  
 

d. How can I be certain whether or not I require a WWCC? 
If you are unsure whether or not you require a WWCC, you can go to the NSW Office of Children’s 
Guardian’s (OoCG) website or alternatively you may phone the OoCG on (02) 9286 7219 for assistance 
regarding the WWCC.  

 
7. FAQs ABOUT THE VOLUNTEER PROCESS IN SCHOOLS: 

a. What happens to the information on the Safe Schools Expectations Undertaking for Volunteers? 

 A copy is secured confidentially at the school where one applies to volunteer or with SCS when 
a volunteer completed the WWC Accreditation Process;  

 All information is managed in accordance with the NSW and Commonwealth Privacy Laws.  

 You can read the SCS’s Privacy Policy on the school and the SCS website.  

 Information on the form can only be released to an external authority if it is required by law.  
 

b. Why do I need to apply and be approved to volunteer in a school? 

 We take the safety of children in our schools seriously. 

 We take the safety of our volunteers and employees seriously.  

 The process is consistent with today’s expectations and standards within the wider community 
in respect of ensuring education settings are safe places.  

http://www.kidsguardian.nsw.gov.au/child-safe-organisations/working-with-children-check/about-the-check/exemptions
http://www.kidsguardian.nsw.gov.au/child-safe-organisations/working-with-children-check/about-the-check/for-parents
http://www.kidsguardian.nsw.gov.au/child-safe-organisations/working-with-children-check/about-the-check/for-parents
https://www.kidsguardian.nsw.gov.au/
https://www.kidsguardian.nsw.gov.au/
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 The process assists to: 
o Ensure our schools are child safe organisations;  
o Support volunteers in the great work they do; and  
o Reduce the likelihood of high-risk behaviour of unsuitable persons volunteering in our 

schools.  

Note: A parent can still be involved in their own child’s education at the school without being an approved 
volunteer.  
 

c. When would someone’s application to volunteer not be approved by the Principal? 
It is important to understand that no one has an automatic right to volunteer at SCS schools or offices. 
Volunteers are welcomed and encouraged as long as they are suitable to be engaged in a school activity. 
Please note: 

 Approval to volunteer is always at the discretion of the Principal; 

 The application and induction process assists the Principal to make an assessment of a 
person’s suitability to volunteer; and 

 Permission can be revoked at any time if required.  
 

Permission to be on school premises or engage as a volunteer in a school activity may not be given, or 
may be removed, if: 

 A person is considered to pose a risk to another person or the school community. This may 
include a risk to another person’s safety or wellbeing, a risk to a productive education setting 
for a student, or a risk to an employee or other volunteer.  

 There are indicators of behaviours such as: 
o a display of aggressive or inappropriate behaviour; 
o presenting as intoxicated or under the influence of a substance; 
o misuse of social media; 
o blurring of adult boundaries;  
o failure to follow direction of supervising staff; or 
o breaching confidentiality or gossiping in relation to staff or students.  

 There is a Court Order or any other order under the law that impacts on the person’s 
capacity to volunteer including; reports of allegations that require a report to external 
authorities or, if the person is barred by the Office of Children’s Guardian (OoCG) to work 
with children.  

 
d. Do I have to answer the questions on the SCS Safe Schools Expectations Undertaking for Volunteers?  

 No person is obligated to answer the questions or sign the document. A person however, cannot 
be considered for a volunteer role if they do not sign the undertaking and obtain approval from 
the Principal/Manager. Volunteers completing the WWC Accreditation Process are required to 
complete the online Safe Schools Expectations Undertaking.  

 The document attests that the information being provided is true and can be relied upon by the 
Principal/Manager/SCS in approving a person to volunteer. The questions are part of the process 
to keep children and personnel safe in our schools.  
 

e. What if there is a complaint about a volunteer? 

 If there is a complaint about a volunteer, SCS schools and offices follow the relevant SCS Policy 
and procedures for responding to complaints and all complaints will be taken seriously and 
followed up in a fair and timely manner.  

 If the complaint involves any allegation of inappropriate behaviour involving children, the 
complaint may require a report to external authorities for example, the Police, the Department 
of Family and Community Services and/or the NSW Ombudsman.  

 Should any complaint arise, SCS schools and/or offices will undertake a risk assessment to assess 
whether the person is still permitted to volunteer while the complaint process is being 
undertaken.  

 You can find further information about SCS schools and offices complaint process in SCS policies. 
We thank you for supporting our guidelines to strengthen a safe learning environment for our students. 


