
 

 

 

 

 

 

Dear Friend of Overport Primary School, 

 

Welcome and thank you for considering volunteering at Overport Primary 

School.  We are sure that if you do decide to volunteer at our school that you 

will find your time here very rewarding. 

 

At Overport Primary School we are committed to the development of the 

whole child academically, physically, socially and environmentally.  We firmly 

believe that within a stimulating and caring environment, individual needs 

can be met to enable all students to reach their full potential. 

 

As a volunteer you will be contributing to the maintenance of a positive school 

community and assisting students to maximise their potential. 

 

The opportunities for volunteering are based on the overall needs of the 

school community.  In the volunteer pack we have listed lots of ways in which 

volunteers can help.  Where possible we would like to utilise your special skills 

and abilities. 

 

We would like to hear from you as to how you think that you can assist our 

school whether it is on a regular basis or just once in a while.  If there are ways 

you could help that we have not thought of, please contact us to discuss your 

ideas. 

 

Yours sincerely 

 

Julie Gleeson 

Principal 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

HOW YOU CAN HELP AS A VOLUNTEER 
In the classroom: 

• Helping with reading, writing, spelling and maths activities 

• Assisting at sports events 

• Assisting on excursions/camps 

• Assisting with the swimming program  

• Assisting with craft activities 

• Assisting with painting sessions in the classroom including preparation and clean up 

• Accompanying children on walks 

 

School Council: 

School Council elections are held annually and members are elected for 2 years.  The 

School Council is the governing body of the school and is made up of staff, parents, 

community members and volunteers.  The School Council carries out much of the 

maintenance and development work around the school and would very much 

appreciate the assistance of volunteers with various projects from time to time. 

 

Fundraising: 

Fundraising activities are organised throughout the year by our Parents and Friends Club - 

raffles, sausage sizzles, major events and free dress days. 

 

Volunteers are a valuable asset to our school community.  With their help we are able to 

undertake projects, conduct events and activities that may not happen without the time, 

commitment and support of volunteers.  Thank you for considering volunteering.  

 

 

OVERPORT PRIMARY SCHOOL VOLUNTEER INFORMATION 

 
 

Principal:     Julie Gleeson 

Assistant Principal/Wellbeing: Marie Yanni 

A/Assistant Principal:   Jill Wathen 

 

 

Office Staff:    Mandy Norton 

      Linda Bradbury-Flint 

                                    Melissa Sinclair 

First Aid:     Nikki Burgess 

 

 

Contact Phone Number:  9783 8777 

 

 



 

 
 

 

 

 

 

 

OVERPORT PRIMARY SCHOOL VOLUNTEER APPLICATION FORM 

 
VOLUNTEERS ARE VALUABLE MEMBERS OF OUR SCHOOL COMMUNITY! 

NAME: 

ADDRESS: 

DATE OF BIRTH:                              MOBILE: 

EMERGENCY CONTACT NAME AND PHONE NUMBER: 

EMAIL: 

AREAS OF INTEREST (e.g., reading, helping with sports events, fundraising etc): 

 

 

EXPERIENCE (IF ANY): 

AVAILABILITY: 

 

 

WORKING WITH CHILDREN CHECK PROVIDED?   NUMBER:                           - 

YES            

NO 

PENDING        

CONFIDENTIALITY AGREEMENT 

I understand that as a volunteer at Overport Primary School I may become aware of 

information regarding the education, social, emotional or financial situation of individuals 

associated with the school.  I give my undertaking that I will not disclose any personal 

information that I have accessed in my role as a volunteer to any person not authorised 

to receive that information. 

I understand that individuals can complain to the Department of Education and Training 

or the Victorian Privacy Commissioner if they feel their privacy has been breached. 

All staff, volunteers and board members of Overport Primary School are required to 

observe child safe principles and expectations for appropriate behaviour towards and 

in the company of children. Please refer to the Overport Primary School Child Safe 

Standards Code of Conduct and Child Safety Policy. 

By signing the declaration I agree to adhere to this Code of Conduct and Child Safety 

Policy (please see over): 

 

Signature: _________________________________________Date:         _____________ 

 

OFFICE USE ONLY 

Copy of Working With Children Check Attached:            

Staff Member Responsible for Volunteer:  

Event (s): 

OH&S Induction Undertaken:         Conducted By:     

Date: 

 



 

OVERPORT PRIMARY SCHOOL  

CHILD SAFETY POLICY 

PURPOSE 

As part of the Victorian Government’s commitment to implementing the recommendations of the Betrayal 

of Trust report (2013-14), there is a new regulatory landscape surrounding child safety in schools, 

underpinned by child safe standards which were introduced into law in 2015.  The Child Safe Standards aim 

to protect children from abuse in organisations, including physical violence, sexual offences, serious 

emotional or psychological abuse and serious neglect and promote cultural changes so that protecting 

children from abuse is embedded in everyday thinking and practice.  The seven standards are compulsory 

minimum standards for all Victorian schools commencing on January 1 2016.   

AIMS 

1. To focus the school’s care and decision making on the safety and wellbeing of all children enrolled at 

the school. 

2. To promote and maintain a child safe organisation, inclusive of all school environments, through 

implementing the seven child safe standards (see below). 

3. To demonstrate a zero tolerance for child abuse which includes sexual offences, grooming, physical 

violence, serious or psychological harm and serious neglect of a child. 

4. To demonstrate a strong commitment to cultural safety for Aboriginal and Torres Strait Islander 

children, cultural safety for children from culturally and/or linguistically diverse backgrounds, and to 

provide a safe environment for children with a disability. 

5. To actively and respectfully listen to and empower all children in regards to their safety and wellbeing.  

DEPARTMENT POLICY  

Ministerial Order No. 870 (available at www.vrqa.vic.gov.au/childsafe) sets out specific actions that 

registered schools need to take to manage the risk of child abuse in schools.  All Victorian schools are 

required to have a child safety policy or statement of commitment to child safety that details: 

• the principles that will guide the school in developing policies and procedures to create and maintain 

a child safe school environment; and 

• the actions the school proposes to take to: 

- demonstrate its commitment to child safety; monitor the school's adherence to its child safety policy; 

- support, encourage and enable school staff, parents, and children to understand, identify, discuss and 

report child safety matters; and 

- support or assist children who disclose child abuse, or are otherwise linked to suspected child abuse. 

- ensure that child safety is considered in the recruitment, selection and management of staff 

(including contractors and volunteers). 

NEW CRIMINAL OFFENCES: 

To improve responses to child sexual abuse three new criminal offences have been introduced.   

These include: 

‘Failure to disclose’ offence 

A new offence came into effect on 27 October 2014 for adults who fail to disclose child sexual abuse to 

police. The new offence applies to all adults, not just professionals who work with children. 

Any adult who holds a reasonable belief that a sexual offence has been committed by an adult against a 

child in Victoria must report that belief to police, unless they have a reasonable excuse for not reporting. 

‘Failure to protect’ offence 

A new 'failure to protect' offence came into effect on 1 July 2015 that applies to people within 

organisations who knew of a risk of child sexual abuse by someone in the organisation and had the authority 

to reduce or remove the risk, but negligently failed to do so. 

http://www.parliament.vic.gov.au/fcdc/article/1788
http://www.parliament.vic.gov.au/fcdc/article/1788
http://www.vrqa.vic.gov.au/childsafe


 

 

Grooming offence 

A grooming offence is now in effect to target individuals who communicate with a child or their parents 

with the intent of committing child sexual abuse. 

IMPLEMENTATION OF CHILD SAFE STANDARDS 

Standard 1  

Strategies to embed an organisational culture of child safety, including through effective leadership 
arrangements  

• The Principal will, with School Council approval, nominate a Child Safety Officer whose duties 

will include:  

- raising awareness of Overport Primary School’s child safety strategies 

- monitoring and reassessing the effectiveness of the child safety strategies, together with the 

Wellbeing Passion Team 

- communicating the school’s child safety strategies to the school community through staff meetings, 

newsletters, induction etc. 

- leading the delivery of programs for children about the school’s child safety strategies and their right 

to be safe and protected 

- developing policies, procedures and supporting documentation including communication and 

resources 

• The Principal will inform all members of the school community of the school’s Child Safety policy 

through the school newsletter.  

• The Principal will oversee the staff and volunteer recruitment practices and processes 

• The school’s commitment to child safety will be reflected in the vision statement and Strategic Plan. 

• Child safety matters will be included on leadership, staff and Wellbeing Passion Team meeting 

agendas.  

• The Child Safe policy will be ratified by school council annually. 

• The Annual Report will report on child safety at Overport Primary School. 

 

Standard 2  
A child safe policy or statement of commitment to child safety  

Overport Primary School’s Child Safe Policy is an overarching document that provides an overview of key 

elements of the school’s approach and commitment to child safety. The Child Safe Policy includes a 

statement of commitment to child safety that is displayed in the school (See appendix A).  

Standard 3  
A code of conduct that establishes clear expectations for appropriate behaviour with children  

• All of Overport Primary School’s staff, volunteers and visitors must agree to abide by the Child Safe 

Code of conduct and comply with the all related policies  

• The Child Safe Code of Conduct clearly sets out the acceptable and unacceptable adult/child 

relationships and behaviours. 

• The Victorian Teaching Profession Code of Conduct sets out the professional standards for school staff 

and the associated guiding principles such as: 

- teachers provide opportunities for all students to learn 

- teachers treat their students with courtesy and dignity 

- teachers maintain objectivity in their relationships with students 



 

- teachers are always in a professional relationship with the students in their school, whether at school 

or not 

Standard 4 
Screening, supervision, training and other human resources practices that reduce the risk of child 

abuse by new and existing personnel  

In recruiting new staff and volunteers school leaders will: 

- Ensure that position descriptions for all new positions advertised from 1 August 2016 include the 

standard ‘Child Safe Environments’ clause as provided in the ‘Recruitment in Schools’ Guide  

- Develop selection criteria and advertisements which clearly demonstrate Overport Primary School’s 

commitment to child safety and an awareness of ethical and legislative obligations 

- Request two forms of personal identification and evidence of a current Working with Children 

Check for all people engaged in child-related work  

- Carry out thorough reference, WWWC and VIT check during the recruitment process of staff and 

volunteers 

- Conduct interviews that give insight into an applicant’s values, attitudes and understanding of 

professional boundaries. 

In training and supervising staff and volunteers school leaders will: 

- Train staff (including contractors, volunteers and School Council) in the school’s child safety 

strategies  

- Supervise new staff and volunteers to ensure they understand the school’s commitment to child 

safety and the role they play in protecting children from abuse such as reporting through appropriate 

channels any inappropriate behaviour. 

- Monitor and reassess the effectiveness of the child safety strategies, together with the Wellbeing 

Team. 

In supporting and managing existing staff members, school leaders will:  

- Ensure that the mandatory reporting e-module is completed yearly 

- Revise the school’s child safety strategies including identifying, assessing and minimising risks of 

child abuse. 

- Monitor and reassess the effectiveness of the child safety strategies, together with the Wellbeing 

Team. 

- Review of child safety code of conduct by all members of staff at the beginning of each year. 

Standard 5 
Processes for responding to and reporting suspected child abuse 

- The Child Safety Officer will familiarise all staff and parents with the PROTECT Policy outlining 

how school personnel identifies and responds to all forms of abuse in Victorian Schools.  

- The Child Safety Officer will familiarise all staff and parents with the Overport Primary School 

Child Safety Reporting Obligations Policy and Procedures. 

- The Child Safety Officer will ensure that all staff are up to date with the Department’s Mandatory 

Reporting online Professional Development module 

- The Principal will inform all new staff, whether mandated or not, that they need to report to School 

Leadership when a belief is formed in the course of undertaking their professional duties that a child 

is in need of protection from physical injury, sexual abuse or other forms of abuse.  

- School leaders will record and respond to all allegations of abuse and safety concerns following the 

PROTECT Policy.  



 

- Fair procedures for individuals involved in any incidents will be implemented and privacy will be 

safeguarded.   

- If a child is at immediate risk of abuse school leaders will follow our policy and phone 000. 

Standard 6 
Strategies to identify and reduce or remove risks of child abuse 

• The Child Safety Officer will oversee the annual completion of a Risk Assessment Checklist annually. 

• The Risk Assessment Checklist will be reviewed in the event of an incident or breach of the Child 

Safety Standards.  

• The Child Safety Officer, Principal or member of the Wellbeing Team will monitor and evaluate the 

effectiveness of the implementation of the risk controls. 

• The Principal will ensure all new staff are informed of their obligations and responsibilities for 

managing the risk of child abuse. 

Standard 7  
Strategies to promote the participation and empowerment of children. 

• Teachers will ensure that children feel safe to report abuse and have processes in place to ensure that 

students are empowered to raise any child safety concerns. 

• Teachers will support students to develop appropriate knowledge and skills so that they can identify and 

communicate when they don’t feel safe in physical and online environments.   

• A Personal Safety program will be implemented such as the Life Education Van, SSS program (Student 

Support Services), cyber safety program and/or teacher lessons, and students will also be made aware of 

internal and external support, for example Kids Helpline. 

• Teachers will involve students in decision making, especially about matters that directly affect them. 

• Teachers will seek students’ views in relation to safety, and respect what they have to say. 

• Teachers will educate students about acceptable and unacceptable behaviour, healthy and respectful 

relationships (including sexuality), rights and responsibilities, resilience. 

• The Child Safety Officer will promote the Child Safe policy in a way that is readily accessible, easy to 

understand, and user-friendly to children. 

With the support of leadership and the Wellbeing team, all staff will ensure the needs of all students, 

particularly children who are vulnerable due to family circumstances, disabilities or indigenous, cultural or 

linguistic backgrounds through Wellbeing meetings, Student Support Group meetings, individual education 

plans and/or staged responses.   

FURTHER INFORMATION AND RESOURCES  

PROTECT: https://www.education.vic.gov.au/about/programs/health/protect 

REVIEW CYCLE 

This policy will be reviewed annually by teachers, parents, students and School Council.  It will also be 

reviewed if any significant incidents occur.   

This policy was last updated in August 2022 and is scheduled for review in 2024 
APPENDIX A 

Statement of Commitment to Child Safety at Overport Primary School 

 

Overport Primary School is committed to the safety and wellbeing of all children and young people. This 

will be the primary focus of our care and decision-making. 

 

Overport Primary School has zero tolerance for child abuse.  

 

Overport Primary School is committed to providing a child safe environment where children and young 

people are safe and feel safe, and their voices are heard about decisions that affect their lives. Particular 

https://www.education.vic.gov.au/about/programs/health/protect


 

attention will be paid to the cultural safety of Aboriginal children and children from culturally and/or 

linguistically diverse backgrounds, as well as the safety of children with a disability.  

 

Every person involved in Overport Primary School has a responsibility to understand the important and 

specific role he/she plays individually and collectively to ensure that the wellbeing and safety of all children 

and young people is at the forefront of all they do and every decision they make.  

 

 In its planning, decision-making and operations Overport Primary School will:  

 

1. Take a preventative, proactive and participatory approach to child safety 

2. Value and empower children to participate in decisions which affect their lives 

3. Foster a culture of openness that supports all persons to safely disclose risks of harm to children  

4. Respect diversity in cultures and child rearing practices while keeping child safety paramount 

5. Provide written guidance on appropriate conduct and behaviour towards children 

 6. Engage only the most suitable people to work with children and have high quality staff and volunteer 

supervision and professional development 

7. Ensure children know who to talk with if they are worried or are feeling unsafe, and that they are 

comfortable and encouraged to raise such issues 

8. Report suspected abuse, neglect or mistreatment promptly to the appropriate authorities 

9. Share information appropriately and lawfully with other organisations where the safety and wellbeing of 

children is at risk 

10. Value the input of and communicate regularly with families and carers. 

 

 

 

OVERPORT PRIMARY SCHOOL 
CHILD SAFE CODE OF CONDUCT 

 

Purpose 
Our Child Safety Code of Conduct sets out the expected behaviour of adults with children and young people in our 
school.  
All Overport Primary School staff, volunteers, contractors, service providers, school council members and any 
other adult involved in child-connected work must follow the Child Safety Code of Conduct.  
The Child Safety Code of Conduct applies to all physical and online environments used by students. It also applies 
during or outside of school hours and in other locations provided by the school for student use (for example, a 
school camp). 

Acceptable behaviours 
As Overport Primary School, staff, volunteers, contractors, and any other member of our school community 
involved in child-connected work, we are responsible for supporting and promoting the safety of children by: 

• upholding our Overport Primary School commitment to child safety at all times and adhering to our Child 
Safety and Wellbeing Policy  

• treating students and families in our school community with respect in our school environment and outside 
our school environment as part of normal social and community activities 

• listening and responding to the views and concerns of students, particularly if they disclose that they or 
another child or student has been abused or are worried about their safety or the safety of another child or 
student 

• promoting the cultural safety, participation and empowerment of Aboriginal students, students with 
culturally and/or linguistically diverse backgrounds, students with a disability, international students, 
students who are unable to live at home and lesbian, gay, bisexual, transgender and intersex (LQBTIQ+) 
students 

• ensuring, as far as practicable, that adults are not alone with a student – one-to-one interactions between 
an adult and a student are to be in an open space or in line of sight of another adult. 

• reporting any allegations of child abuse or other child safety concerns to the principal and/or assistant 
principals 

• understanding and complying with all reporting and disclosure obligations (including mandatory reporting) 
in line with our child safety responding and reporting policy and procedures and the PROTECT Four Critical 
Actions. 

• if child abuse is suspected, ensuring as quickly as possible that the student(s) are safe and protected from 
harm. 

https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf


 

Unacceptable behaviours 
As Overport Primary School, staff, volunteers, contractors and member of our school community involved in child-
connected work we must not: 

• ignore or disregard any concerns, suspicions or disclosures of child abuse or harm 

• develop a relationship with any student that could be seen as favouritism or amount to ‘grooming’ 
behaviour (for example, by offering gifts) 

• display behaviours or engage with students in ways that are not justified by the educational or professional 
context  

• ignore an adult’s overly familiar or inappropriate behaviour towards a student  

• discuss intimate topics or use sexualised language, except when needed to deliver the school curriculum or 
professional guidance  

• treat a child or student unfavourably because of their disability, age, gender, race, culture, vulnerability, 
sexuality or ethnicity 

• communicate directly with a student through personal or private contact channels (including by social 
media, email, instant messaging, texting etc) except where that communication is reasonable in all the 
circumstances, related to schoolwork or extra-curricular activities or where there is a safety concern or 
other urgent matter 

• photograph or video a child or student in a school environment except in accordance with the 
Photographing, Filming and Recording Students policy or where required for duty of care purposes 

• consume alcohol against school policy or take illicit drugs in the school environment or at school events 
where students are present  

• have contact with any student outside of school hours except when needed to deliver the school curriculum 
or professional guidance and parental permission has been sought.  

Breaches to the Child Safety Code of Conduct 
All Overport Primary School, staff, volunteers, contractors and any other member of the school community 
involved in child-connected work who breach this Child Safety Code of Conduct may be subject to disciplinary 
procedures in accordance with their employment agreement or relevant industrial instrument, professional code or 
terms of engagement. 
In instances where a reportable allegation has been made, the matter will be managed in accordance with the 
Department of Education and Training Reportable Conduct Scheme Policy and may be subject to referral to 
Victoria Police. 
All breaches and suspected breaches of the Overport Primary School Child Safety Code of Conduct must be reported 
to the principal and assistant principals.  
If the breach or suspected breach relates to the principal, contact the Department of Education.  

Approval and review 

Created date August 2022 

Consultation School Council on 22 August 2022 

Endorsed by Julie Gleeson, Principal 

Endorsed on 22 August 2022 

Next review date August 2023 

 
Please sign … 
I agree to abide by acceptable and unacceptable behaviours as set out in the Overport Primary School Child Safety 
Code of Conduct 2022. 
Furthermore, by observing this Code of Conduct, you are acknowledging your responsibility to immediately report 
any breach of this code to the Overport Primary School Child Safety Champion, Marie Yanni and/or the Overport 
Primary School Principal, Julie Gleeson.  
 
Name: ___________________________________________________________________________________________ 
 
Signature: _____________________________________     Date: ___________________________________________ 

 

 

https://www2.education.vic.gov.au/pal/photographing-students/policy

