
Volunteer Policy & Procedure



 
 

Page  1  of  8 

1. WE ARE IONIAN, OUR FIRES VALUES 

We are Ionian – ‘I Contribute’, ‘I Belong’ and ‘I help shape who we become’. 

Iona College, founded in the Oblate tradition, is guided by the charism of St Eugene de 
Mazenod OMI, who calls us to “learn who we are in the eyes of God.” This understanding 
affirms the inherent dignity of every person and provides the foundation for the College’s 
professional expectations, governance structures and policy frameworks. 

As a Catholic workplace, Iona College upholds the belief that all people are created in the 
image and likeness of God. This principle informs the standards of conduct, decision 
making and professional practice expected of all individuals who engage with or 
represent the College in any capacity. College policies outline the responsibilities, 
processes and behaviours required to promote a safe, respectful and accountable 
environment. 

Those who work with and support the mission of Iona College, play a critical role in 
forming young people who are inspired to live, learn, lead and serve. The College 
empowers all members of its community by providing clear policies that guide 
operational practice, reinforce legal and ethical obligations, and ensure consistency with 
our Catholic identity and Oblate heritage. 

We are Ionian, through Faith, Integrity, Respect, Excellence and Service. 

2. COMMITMENT TO CHILD SAFETY AND THE UNIVERSAL PRINICPLE 

Iona College is committed to providing a culturally safe, inclusive and nurturing learning 
environment where the safety, wellbeing, dignity and rights of every child are central to 
all our decision making. 

As a Catholic School in the Oblate Tradition, our commitment to child safety is grounded 
in respect for the inherent dignity of each person and our responsibility to care for all 
children.  

A child safe culture is central to the mission, governance, leadership and culture of Iona 
College and is a shared responsibility of all staff, volunteers, and contractors. 

Iona College explicitly upholds the Universal Principle, which recognises that an 
organisation cannot be child safe if it is not culturally safe. The College acknowledges 
that cultural safety is fundamental to child safety, particularly for First Nations children, 
and that safeguarding cannot be achieved without respect for culture, identity, voice and 
lived experience. 

3. PURPOSE 

This policy and procedure outlines Iona’s values, the preparation and planning 
associated with volunteers, the recruitment and selection of volunteers and the ongoing 
management of all volunteers at the College. 
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It establishes Iona’s approach to selecting and inducting volunteers at Iona College. It 
aims to ensure that people volunteering at Iona College undertake their role in a manner 
that is safe, significant, fulfilling and in line with the College’s values.  

This procedure aims to ensure that all persons volunteering at the College are: 

• Made to feel appreciated and welcome. 

• Provided with instruction on how to undertake their role. 

• Supported to work in a way that reflects the values outlined in the College’s 
Volunteer Code of Conduct.  

• Aware of their Work Health & Safety, Student Protection and Privacy obligations.   

4. SCOPE  

Volunteers are a valuable part of the Iona College community, and their work assists us 
to provide an extensive educational and co-curricular program providing benefits to 
students, volunteers, parents and the wider community.   

The College is committed to providing an environment that supports equality, diversity 
and quality service delivery. This extends to our volunteering program.  The nature of 
volunteer work at the College, often involving interaction with children, means that there 
are a range of obligations and responsibilities that must be undertaken by volunteers. 

5. DEFINITIONS 

For the purpose of this policy, a ‘volunteer’ who assists Iona College in an unpaid 
capacity.   

This document applies to the two types of volunteers who assist the College:  

• Regular ongoing engagement - examples include: volunteer Sporting Team 
Coaches, Sporting Team Managers, Library volunteers, and Tuckshop / Canteen 
volunteers.  

• Volunteer assistance that is on/off site, one-off or irregular: examples include 
parent assistance for excursions, sports day assistance, canteen support, Oblate 
Mission Action Day and other events.  

This policy does not apply to governing bodies such as the Board and associated 
committees and pre-service teachers. 

6. POLICY STATEMENT 

Iona College is committed to providing a child-safe and child-centred environment 
where the safety, wellbeing and dignity of all children and young people are promoted 
and protected. The College explicitly upholds the Universal Principle that a child-safe 
organisation must also be culturally safe. 

Volunteers are expected to support and uphold the College's commitment to child 
safety, wellbeing and the cultural safety of Aboriginal and Torres Strait Islander children 
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and to act in accordance with the College's Child Safety & Wellbeing Policy and related 
safeguarding procedures. 

The College is committed to ensuring that the recruitment, screening, and induction of 
volunteers are conducted in a safe, fair, and transparent manner. All volunteers are 
engaged and supported in ways that uphold the College’s values, comply with relevant 
legislation, and promote the safety, wellbeing, and dignity of students, staff, and the 
wider community. 

This includes supporting the College’s obligations under the Queensland Reportable 
Conduct Scheme, including responding to concerns or allegations of reportable conduct 
or reportable convictions involving workers, including volunteers, in accordance with the 
College’s Student Protection Processes and relevant legal requirements. 

7. VOLUNTEER MANAGEMENT PROCEDURE 

The following procedure sets out the operational steps for recruiting, selecting, inducting, 
supervising and managing volunteers at Iona College. 

7.1 Recruitment and expression of interest: Volunteers will be recruited through an 
open and planned process, including annual expressions of interest and 
communication through appropriate College channels. 

7.2 Screening and suitability: The Volunteer Supervisor will review registrations, 
complete relevant identification and Working with Children checks, and confirm 
whether the volunteer is approved, pending or unsuitable. Suitability reviews will 
take place when concerns arise. 

7.3 Approval and allocation: Approved volunteers will be communicated to the 
relevant Volunteer Coordinator and contacted when a suitable opportunity is 
available within their preferred area. 

7.4 Induction and agreement: Volunteers must complete the annual Volunteer 
Registration and Induction process which includes safeguarding refresher training, 
read and agree to relevant College policies and procedures including a Code of 
Conduct acknowledgement, and sign the Volunteer Agreement before 
commencing their role. 

7.5 Reportable Conduct Scheme: Volunteers may be reported under the Reportable 
Conduct Scheme, should any allegations of a reportable offense occur. 

8. ROLES & RESPONSIBILITIES 

8.1 Principal 

The Principal is responsible for: 

• Ensuring adequate resources are provided to implement and support this 
procedure and associated policies.  

• Ensuring the implementation of this procedure.  

• Providing a safe and healthy workplace for volunteers.  
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8.2 Dean of Oblate Identify & Community   

The Dean of Oblate Identity and Community is responsible for: 

• Ensuring volunteers are recruited, screened, and inducted prior to 
commencement of their duties.  

• Reviewing and approving the report submitted by the Volunteer 
Coordinators at the end of each term and communicating this to the 
Enrolments & Relationships Officer (Volunteer Supervisor).  

8.3 Enrolments & Relationships Manager   

The Enrolments and Relationships Manager is responsible for: 

• Developing and maintaining relevant policies and procedures in relation to 
volunteering at the College.  

• Regularly reporting volunteer activities to the Dean of Oblate Identity and 
Community.  

8.4 Enrolments & Relationships Officer (Volunteer Supervisor)  

The Volunteer Supervisor is responsible for: 

• Ensuring all volunteers are made aware of the relevant policies and 
procedures. 

• Coordinating the recruitment, screening and induction of volunteers.  

• Ensuring that volunteers have the relevant Working with Children checks as 
outlined in the College’s Working with Children Policy. 

• Communicating suitable volunteers to the Volunteer Coordinator of each 
relevant area of the College.  

• Providing ongoing College wide communication to the Volunteers. 

8.5 Area Coordinators (Volunteer Coordinators)   

For the purpose of defining ‘Area Coordinators’, but not limited to: 

• Sports 

• Arts 

• Music 

• Canteen / Tuckshop 

• Library 

• P&F 

• College Events (e.g. OMAD, Primary, Middle, Senior Years, etc.) 

The Area Coordinator (Volunteer Coordinator) is responsible for: 

• Providing the volunteer with role specific information in relation to their area.  
For example, canteen specific information or information specific to a 
sporting coach.  

• Liaising with the Volunteer Supervisor as to when volunteers are required.  
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• Communicating the details of any volunteers that have not been through 
the volunteer induction or selection process to the Volunteer Supervisor.  

• Ensuring volunteer activities are carried out in a safe manner.  

• Providing a report to the Dean of Oblate Identity and Community at the end 
of each term as the work undertaken by each volunteer.  

• Providing the Volunteer Supervisor with a list of those who volunteered in 
their area each term.  

8.6 Volunteer 

The Volunteer is responsible for: 

• Child safety and safeguarding: Uphold the College’s commitment to child 
safety and wellbeing, promote respectful and culturally safe interactions 
with students, and comply with child protection, reportable conduct and 
safeguarding requirements. 

• Compliance and authorisation: Understand and comply with the College 
policies outlined in the registration and induction process, maintain a valid 
Blue Card or exemption card where required, and immediately inform the 
College if their circumstances or card status changes. 

• Conduct and role boundaries: Undertake only those activities directed by 
the Volunteer Coordinator or another authorised College representative and 
model the behaviours outlined in the Volunteer Code of Conduct. 

• Reporting and cooperation: Immediately report concerns relating to harm, 
abuse, inappropriate conduct, reportable conduct or a reportable 
conviction, and cooperate with any assessment, inquiry or investigation 
conducted by the College or an authorised agency while maintaining 
confidentiality. 

9. SUPERVISION & FEEDBACK 

All volunteers shall receive appropriate supervision in the execution of their role. The 
Volunteer Coordinator will keep regular contact with the volunteers to ensure the 
volunteer role is meeting both the expectations of the supervisor and the volunteer.  

10. WORKPLACE HEALTH & SAFETY 

Iona College understands its obligations to volunteers under the Work Health & Safety 
Act (2011) and Work Health & Safety Regulations (2011).   

The College’s Work Health & Safety Policy applies to volunteers, including the 
responsibility for ensuring the health and safety of all people in the workplace. 

The College is committed to: 

• Achieving physically and psychologically safe and incident free work 
environments. 

• The promotion of good health in the workplace. 
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• Ensuring risks are identified, eliminated, or controlled. 

• Continuously improving our WHS Management System and ensuring safe 
practices are maintained.  

• Ensuring the employees, volunteers and other stakeholders have the training to 
fulfil the responsibilities and obligations to safety. 

• Providing appropriate facilities, equipment, resources, and services to enable 
volunteers to perform their role safely. 

11. INCIDENT & INJURY REPORTING  

All incidents and injuries must be reported to the Volunteer Supervisor immediately. The 
Volunteer Coordinator will then log the incident as per the College’s incident reporting 
processes (Clipboard via ICON).  

Concerns relating to student protection, reportable conduct or a reportable conviction 
must be reported immediately through the College’s Student Protection Processes. 

12. REPORTABLE CONDUCT SCHEME 

Volunteers may be stood aside, restricted or suspended from duties while allegations 
involving child safety, reportable conduct or reportable convictions are assessed or 
investigated. 

Types of Reportable conduct: 

• A child sexual offence 

• Sexual misconduct committed in relation to, or in the presence of a child 

• Ill-treatment of a child 

• Significant neglect of a child 

• Physical violence committed in relation to, or in the presence of a child 

• Behaviour that causes significant emotional or psychological harm to a child. 

13. COMPLAINTS HANDLING 

Complaints relationing to volunteer conduct will be managed in accordance with the 
College’s Complaints Handling Policy, Student Protection Processes and Reportable 
Conduct Procedures where applicable. 

Volunteers are expected to cooperate fully with any assessment, investigation or review 
conducted by the College or an authorised agency. 

The College may temporarily suspend volunteer activities while allegations or concerns 
are considered. 
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14. TERMINATION OF AGREEMENT  

Iona College reserves the right to terminate a volunteer work agreement without cause 
or notice. A volunteer may wish to finish their volunteering for a variety of reasons. 
Notice of resignation should be communicated as soon as possible, preferably with at 
least two weeks’ notice.  

15. RELEVANT LEGISLATION  

• Commission for Children & Young People & Child Guardian Act 2000  

• Working With Children (Risk Management & Screening Act 2000) 

• Child Protection Act 1999 

• Child Safe Organisations Act 2024 (Qld) 

• Criminal Code Act 1899 

• WHS Act 2011 

• WHS Regulations 2011 

16. RELEVANT COLLEGE DOCUMENTS 

• Work Health & Safety Policy  

• Risk Management Policy  

• Risk Management Framework  

• Risk Register 

• Student Safety & Wellbeing Policy  

• Student Protection Policy & Protection Processes  

• Working with Children Policy  

• Working with Children Procedure 

• Privacy Policy  

• Complaints Handling Policy  

• Complaints Handling Procedure 

• Volunteering Agreement 

  



 
 

Page  8  of  8 

17. POLICY MANAGEMENT   

Accurate and up to date records of all volunteers will be maintained by the Enrolments 
and Relationships Officer.   

Any personal information will be stored securely and used in line with the College’s 
Privacy Policy.  

Annual reviews, tracking and feedback will take place to ensure continuous 
improvements of child safe practices. This includes but is not limited to: 

• Blue Card Compliance  

• Complaints 

• Incidents 

• Reportable conduct matters 

• Completion of training modules 

• Safeguarding risks 
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