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11. Contact Information
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2.  Welcome from  
EdConnect Australia

How many times have you heard the saying 

‘prevention is better than cure’? 

By providing a proven model for early 

intervention in the lives of young people, 

EdConnect Australia is working effectively to 

prevent a whole range of adverse outcomes. We 

do this by helping well-trained and motivated 

volunteers to support young people to be much 

more engaged in their education.

For children to thrive and ultimately have positive 

life outcomes, they need to be connected to, 

and supported by, an extended network of 

caring people with the skills and time to listen. 

EdConnect volunteers provide this support. 

We aim to provide a supportive and caring 

environment. This handbook is designed to 

provide relevant information so that volunteers 

can reach their full potential as learning support 

volunteers and mentors to the students they are 

assisting.  

Thank you for becoming a volunteer with 

EdConnect Australia and congratulations on 

taking the first step on your volunteering journey. 

We wish you every success. 

The EdConnect Australia Team

We are doing 
more than 
preparing students 
for the job market. 
We are building 
a community of 
healthy, informed 
and resilient young 
people who will 
make the most of 
their potential.

2
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33. Organisational History

 … the inspiration of an idea 
to use seniors as mentors in 
schools for students with learning 
difficulties became a reality.

School Volunteer Program

The School Volunteer Program (SVP) 

began in response to identified 

community needs and focused on 

the possibility of individuals assisting 

students who experienced challenges 

in primary and secondary school. To 

identify these needs, consultations 

with a number of WA schools and 

community organisations for seniors 

were undertaken. 

Timehelp

The program was founded in 2004 by 

Charities Aid Foundation Australia (CAF) 

and community relations adviser Lisa 

Kingman in response to a dwindling 

supply of parents helping in classrooms, 

a growing ageing population with time 

on their hands, a lack of resources in 

schools to source, manage and support 

volunteers as well as a real opportunity 

to connect our older generation with 

our younger generation in a creative, 

sustainable and mutual beneficial way.

EdConnect Australia has been operating for over 20 years in 
Australia, connecting volunteers to young people in schools.  
We previously operated under two different names; The School 
Volunteer Program in WA and Timehelp in VIC and NSW.

The Merger –  
EdConnect Australia 
is Born (2015)

With help from Herbert Smith Freehills 

we put the legal structure in place for a 

national charity.

The School Volunteer Program and 

Timehelp would become one new brand 

with a new identity. We vowed to never 

forget our heritage and the reason for 

our existence. We shared values, vision 

and mission.

Following community consultations 

across the country, workshops and 

meetings of the board and its sub 

committees, and with the assistance 

of branding agency Linkletters, a new 

national name and identity was chosen … 

EdConnect Australia.

We could not have done this without 

the enormous time and effort of a select 

number of board members, funding from 

the The Sidney Myer Fund, The Present 

Group, The Kimberley Foundation and 

Linkletters.
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44. Organisational Structure

4.1 Board of Directors
EdConnect Australia is governed by a board of dedicated and committed 

directors, who are themselves volunteers. The Board is responsible for the 

governance of EdConnect and its overall strategic direction.

The Board’s primary role is to translate the needs of members into a future 

direction for EdConnect, and are a cohesive team that:

• makes informed decisions

• provides strong representation

• delivers sound governance

• demonstrates high standards of conduct in accord with the principles of 

volunteering and volunteer management standards

• engages sponsors and supporters.

4.2 Program Support Staff
EdConnect Liaison Officers

The school EdConnect LO is responsible for assisting both School 

Coordinators and volunteers as well as providing general support to the 

school itself.

EdConnect LO’s are responsible for the screening and training of volunteers 

and monitoring the support needs of each volunteer. They assist in 

addressing any challenges volunteers or school staff representatives may 

experience.

… EdConnect Australia, the only 
national intergenerational charity 
connecting vulnerable and at risk 
young people in schools with 
community mentors and volunteers, 
for education benefits and wellbeing.
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4
School Coordinators

School Coordinators (SC) are nominated by the school to coordinate the 

EdConnect program at school level. Working with principals and teaching 

staff, they assess student needs and organise the placement of volunteers 

corresponding to the “best match”.

School Coordinators instate each volunteer into the school and work out 

appropriate scheduling to fit both the school and volunteer’s availability. 

The SC is also responsible for overseeing all EdConnect volunteers within 

their school.

During the orientation at the school, the School Coordinator discusses with 

volunteers their preferred method of communication, either email or notes in 

staff pigeon holes. Problems concerning the student, changes in availability 

or taking time away from the program need to be addressed with the School 

Coordinator.

Please be aware that many School Coordinators are also teaching staff and 

may not be immediately available. If the matter is urgent, please refer it to 

your EdConnect LO.
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55. Our Vision

Vision Statement
Every community helping young people to succeed.

Mission Statement
To prepare and connect intergenerational volunteers with 

disadvantaged or at risk young people for education success and 

wellbeing.

Our Values
INCLUSIVENESS
We include all people regardless of their social background, ethnicity, 

gender or economic circumstances.

EXCELLENCE
We are committed to delivering our services to the highest possible 

standard and in an accountable manner.

EMPATHY
We listen, respect and respond to the needs of all our people.

EQUITY
We strive to treat people in a fair and equitable manner at all times.

RESPECT
We value the contributions, views and opinions of our people.

TRUST
We conduct ourselves with integrity, reliability and fairness in all that 

we say and do.
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6 6. The Community Need

6. The Community Need
Young people who are vulnerable or at risk due to family stress or illness, 

intergenerational disadvantage, trauma, neglect or abuse, with special needs 

or unique cultural background often miss out on positive reinforcement, 

one-to-one learning support and emotional and social encouragement from 

an older role model.

Australian students in more disadvantaged or remote areas are considerably 

less likely to perform well in reading and mathematics or finish year 12. 

The social divide in education is more marked in Australia than in other high-

performing countries and as many as 20 per cent of school age children at 

present experience Emotional and Behavioural Disorders (EBD).

Parents are becoming increasingly time-poor and over-committed. In many 

families both the parents work or juggle the challenges of single parenthood. 

Schools that traditionally depend on parental volunteer support in the 

classroom report to EdConnect, a significant decline in this area. Our younger 

generation is experiencing less one-on-one time with significant people in 

their lives, namely their parents, grandparents and the extended family.

Teachers are tutoring classrooms with higher numbers of students that 

are above the OECD average1. Teachers have a full and evolving national 

curriculum, not enough hours, insufficient time in the school day and are 

struggling to offer one-on-one time to help students in need or extend 

challenges to those with exceptional abilities. Demands on teachers as a 

consequence of diverse student populations, integration of special needs’ 

students into mainstream classrooms and greater administrative obligations 

imposed by curriculum and reporting requirements combine to make for a 

more complex and demanding teaching environment than in the past.2

Schools desire to embrace the local community and incorporate the wisdom 

and time of residents, but lack the time and resources to source, screen and 

train the volunteers. EdConnect regularly receives calls for volunteer help 

that comes in all forms, such as; a kitchen garden program, literacy guidance 

for newly arrived Australians, numeracy support for high achievers or positive 

mentoring for children who have experienced trauma in their lives.

1  http://www.oecd.org/edu/skills-beyond-school/EDIF%202012--N9%20FINAL.pdf
2  Productivity Commission (2012) Schools Workforce, Research Report



11
EdConnect Australia  Volunteer Handbook

77. Volunteering Roles
EdConnect Australia offers a range of volunteering opportunities each 

varying in the skills and time commitment required.

 

7.1 Learning Support Volunteering
EdConnect defines school based volunteering as “…implementing tasks, 

or providing services for the school community, which respects the rights, 

dignity and culture of others, without financial recompense and in a role 

which does not replace a paid member of staff (teacher, classroom assistant, 

Aboriginal Education Officer or school administrators).”

Learning Support volunteering requires at least a six months’ commitment, 
due to the relationship building aspect of volunteering in schools. Learning 

Support volunteering is more flexible than mentoring given the fluid nature of 

the roles available. While preference is given to volunteers to commit to our 

recommended minimum of six months, there are circumstances to withdraw 

with two weeks’ notice, (Refer to Section 24 of this Handbook titled, 

“Termination of the Relationship”).

Learning Support 

 Minimum of one day/week.

 Minimum of one hour/week.

 Multiple student relationships.

 6 months minimum commitment.

 Activities may include:

 — general classroom assistance

 — literacy and numeracy support

 — kitchen garden programs

 — library support

 — supporting ESL students.

 —  practical help and life skills, such as 

cooking, sewing, woodwork, arts and 

crafts, gardening and much more

Mentoring

 Minimum of one day/week.

 Minimum of one hour/week.

  One-on-one or small group 

mentoring.

 Minimum of 20 weeks’ commitment.

  Building meaningful and supportive 

relationships.

 Activities may include:

 — arts and crafts

  —  talking about interests, goals, life  

in general or just have a laugh

 — playing games

 — assisting with academic work.
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7
EdConnect also welcomes people wishing to volunteer with EdConnect in a 

non-traditional school-based capacity; including, but not limited to:

• providing assistance at head office

• assisting with organising and running events

• providing specific skills which may benefit the organisation and members

• providing training for members in fields requiring specialised skills and 

knowledge.

Learning Support Volunteers engage with schools one hour once per week.

7.2 Mentoring
For the purposes of this Handbook, mentoring is defined as “…a structured 

and trusting relationship between a young person and a caring individual 

who offers guidance, support and encouragement” (Mentoring Worx, The 

Mentor Handbook, 2014).

Mentoring requires a long-term commitment to be of maximum benefit to 

the student. EdConnect requires mentors to engage in our program for a 

minimum of 20 weeks with a long-term commitment of 12 months. Mentors 

spend one hour once per week, on school grounds and within school hours 

with their mentees.

A long-term commitment is required as mentoring is all about building a 

relationship with the mentee; therefore, the partnering between mentor and 

mentee is carefully matched and given time to evolve.

Should your volunteer journey have commenced with EdConnect as a 

Learning Support Volunteer and you wish to become a Mentor, speak with 

your EdConnect LO or visit the EdConnect website www.edconnect.org.au. 

Given the importance of the mentoring role, additional training and matching 

with a student is needed.
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88.   Learning Support Volunteer 
Engagement Cycle

The flow chart below describes the process that a prospective volunteer 

follows in the initial contact with EdConnect Australia through to the 

conclusion of their engagement.

After the completion of the school year, volunteers can continue at the same 

school the next year.  If a volunteer would like to change school at any time, 

they should contact their EdConnect LO.

Initial expression of interest by prospective volunteer.STEP 1

Application kit sent to prospect.STEP 2

Application kit completed and returned to EdConnect.STEP 3

EdConnect LO contacts prospect and arranges interview.STEP 4

EdConnect LO conducts interview with prospect and  
checks references.STEP 5

Suitable volunteer completes pre-placement induction 
training.STEP 6

EdConnect LO and School Coordinator match volunteer  

to school.STEP 7

Volunteer orientated to school by School Coordinator.STEP 8

Volunteer commences volunteering in school.STEP 9

School Coordinator and EdConnect LO monitor and  

provide support.STEP 10

Volunteer continues or concludes volunteering role. 

EdConnect Australia evaluates their experience.STEP 11
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9 9. Mentor Engagement Cycle
The flow chart below describes the process followed when a prospective 

mentor places an expression of interest with EdConnect Australia through  

to the relationship concluding.

Based on relationship evaluations, mentors may continue mentoring the 

same or a new student the following year.

Initial expression of interest by prospective mentor.STEP 1

Application kit sent to prospect.STEP 2

Application kit completed and returned to EdConnect.STEP 3

EdConnect LO contacts prospect and arranges interview.STEP 4

EdConnect LO conducts interview with prospect and  

checks references.STEP 5

Suitable mentor completes pre-placement induction training.STEP 6

EdConnect LO matches mentor to school.STEP 7

School Coordinator and EdConnect LO establish mentor and 

mentee match.STEP 8

School Coordinator meets mentor and if suitable conducts 

mentor orientation of school.STEP 9

Mentor and mentee relationship commences.STEP 10

School Coordinator and EdConnect LO monitor and  

provide support.STEP 11

Relationship is concluded and evaluated.STEP 12
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1010.  Benefits of Volunteering 
with EdConnect

EdConnect values the contributions of its volunteers and ensures they benefit 

from the program in a number of ways. Volunteers, whenever possible, 

are placed in a “Member School” in the location they have requested. It is 

important to note that volunteers will only be assigned to schools that are 

members of EdConnect.

You will receive induction training and personal development 
opportunities

All first time volunteers are required to attend an induction training session, 

that provides an introduction to EdConnect and the skills and knowledge 

needed to undertake specific volunteering roles. EdConnect believes in 

developing volunteer capability and ensuring that volunteers are continually 

equipped with the right information and knowledge to be effective.

Volunteers are encouraged to attend at least one refresher training course 

each year; either face-to-face or on-line. It presents a wonderful opportunity 

to share the benefits of your skills and experience with those who are new to 

EdConnect and also update your own knowledge.

You will be assigned a personal staff member

EdConnect promotes open communication and is always available to 

discuss any matter. Each volunteer is assigned an EdConnect LO, who can 

assist with all queries. To find out how to engage with your EdConnect LO, 

please contact the EdConnect Head Office on (08) 9444 8646 or email 

edconnect@edconnect.org.au. You can speak with a staff member wherever 

you are located in Australia.

Within your allocated school, you will be introduced to a School staff 

member responsible for introducing you to school staff, familiarising you 

with the school in general and allocating your chosen volunteering role. 

Your school contact will ensure that you are comfortable in your position, 

supported and connected to your school.

You will be valued, rewarded and recognised

For many volunteers the joy and satisfaction in seeing their students grow 

and develop is sufficient reward. However, EdConnect believes its volunteers 

should be formally acknowledged for the valuable work they undertake.

Awards and certificates of recognition form part of the rewards system at 

EdConnect. Your work will be credited and commended at special events and 

functions that you are invited to attend.
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10
Through partnerships with businesses that support EdConnect, discounted 

and free goods or services may be offered to volunteers. Details of the 

membership scheme can be found on the EdConnect website. If you know of 

a business who may be interested in supporting EdConnect volunteers with 

discounts, please call EdConnect Head Office on 08 9444 8646 or email 

edconnect@edconnect.org.au. We will be only too happy to follow through 

to offer additional benefits for all of our volunteers.

You will receive regular communications

EdConnect believes it is important to keep volunteers informed of its activities. 

Information on training courses, events and general information will be 

provided on a regular basis. Volunteers will receive notifications via postal mail 

and email. EdConnect website (www.edconnect.org.au) is also a useful source 

of information. Volunteers are encouraged to check the website regularly.

Each quarter, our newsletter is circulated to all members and stakeholders. 

In addition, on alternate quarters, a regionally specific newsletter will 

be circulated to regional volunteers containing tips and techniques on 

volunteering with EdConnect, as well as profiling local Learning Support 

Volunteers, Mentors, schools and businesses.

Your feedback and comments are welcome

EdConnect strives to continually improve its programs. All feedback and 

comments on any aspect of EdConnect are welcomed. You can provide 

feedback by e-mailing it to edconnect@edconnect.org.au. Alternatively, you 

can submit your comments via our website at www.edconnect.org.au.

You can help promote EdConnect activities

Volunteers may be offered the opportunity to promote the activities of 

EdConnect to the wider community. With your approval, EdConnect may 

seek to use your testimonial and profile you in its marketing materials.

Volunteers may also occasionally be approached by the media to speak 

on behalf of EdConnect. In this instance, volunteers are required to notify 

EdConnect immediately. EdConnect CEO will consult with you to determine the 

most appropriate person to represent the views of EdConnect to the media.

Become a member of EdConnect Australia

As an active volunteer with EdConnect you have the option to become a 

member of the organisation at no fee. For details, refer to the EdConnect 

Australia Constitution, clauses six to twelve, located on the EdConnect 

Australia website.
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1111. Induction Training
EdConnect believes our volunteers are our greatest asset and recognises its 

responsibility to ensure they are appropriately inducted into our organisation. 

Our aim is to support and develop volunteers in their role, so that they feel 

confident to undertake the responsibilities placed upon them and ultimately 

able to contribute to the success of the program.

When a new volunteer joins EdConnect, they are required to attend an 

induction session prior to entering into a formal volunteering role within a 

school. Volunteers will be invited into training once all checks and interviews 

have been successfully completed.

11.1 Learning Support Volunteering
The compulsory induction session for Learning Support Volunteers is called 

“Module 01 – Learning Support Induction.”  Module 01 delivers new Learning 

Support Volunteers the necessary skills and knowledge required to provide 

support to schools and students.  Module 01 is designed to be delivered as a 

three hour face-to-face training session.  

The following is a sample of the topics covered in Module 01 training:

• understanding the role of the Learning Support Volunteer

• students of today and tomorrow

• Learning Support Volunteer responsibilities

• boundary setting

• communication strategies.

11.2 Mentoring
The compulsory induction training session for Mentors is called “Module 02 –  

Mentor Training.”  Module 02 prepares new volunteer mentors with the 

necessary skills and knowledge required to develop meaningful relationships 

with students in a volunteer mentor capacity.  Module 02 training is designed 

to be delivered as a 6 1/2 hour face-to-face training session.

The following is a sample of the topics covered in Module 02 training:

• understanding the role of an in-school youth mentor

• relationship stages of mentoring

• developing mentoring skills

• activities mentors can do with mentees.
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Beth, EdConnect Mentor
Beth first joined EdConnect as a volunteer mentor 

in 2004 and has been a wonderful asset to the 

schools in which she supports children that have 

been matched with her. Beth had spent her 

working life in the field of injury management 

and by the time she started looking for suitable 

volunteer work, she thought it would be a nice 

change to somehow work with children.

Beth was never able to have children of her 

own, so volunteering for Edconnect gave her 

the opportunity to have contact with young people. Since joining 

Edconnect as a mentor, Beth believes that the most important thing she 

has learnt is just how astonishing children really are. After working with 

adults all her life, Beth appreciates how different it is working with children, 

and the way they absorb things never ceases to amaze her. “They are more 

sensitive and really take everything in, unlike with adults, they will question 

it, reject it, whatever. Children are astonishing.”

Beth continues to support three children during her visits, all of which have 

learning difficulties which she believes is due to low self-esteem. “Building 

self-esteem is the most important thing – I tailor the activities for each 

one of the children I support”. Beth loves being a part of bringing about 

positive improvement and building resilience in the students. She has seen 

the most shy children begin to take on challenges on their own and put 

themselves forward for things like the debating competition, without any 

encouragement. Even more importantly, one of the students she supports is 

now able to protect herself if being bullied and knows what action to take.

Beth also sees the personal value of being a volunteer with Edconnect. 

It allows her to enjoy the company of the children she supports. Beth 

also relishes the contact with the other groups of people involved with 

Edconnect including fellow mentors and the school teachers, who she 

believes make her feel like a valued part of the school community.

A Win-Win Situation
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1212.  Continuous Learning and 
Development

EdConnect values the knowledge and experience of its volunteers. A culture 

of continuous learning is paramount in keeping knowledge current and 

relevant. To this end, EdConnect seeks to develop its volunteers by providing 

relevant training and educational courses.

When a Learning Support Volunteer decides they would like to mentor 

students, they are required to complete Module 02 training before being 

placed in a mentoring relationship.

Optional workshops and extra learning opportunities are scheduled 

throughout the year. These sessions cover a variety of topics and knowledge 

important for volunteers working in schools. Workshops are presented on 

topics, such as; communication skills, resilience and literacy.

EdConnect values feedback from volunteers regarding knowledge and skills 

in which they would like further training. As such, EdConnect encourages 

volunteers to provide suggestions regarding learning and development needs 

relative to their roles.

12.1 Regional Training
EdConnect not only provides training for metropolitan based volunteers, we 

also cater for the needs of regional volunteers. We appreciate the difficulty 

regional volunteers encounter if required to travel into their closest major 

town for training. To address this and to ensure training is easily accessible to 

all EdConnect volunteers, EdConnect Regional Liaison Officers will arrange 

training for their areas which can be delivered via one of following several 

methods:

• in person at a central location

• one-on-one delivery as required

• Skype

• video conferencing, web based and other on-line options

• telephone.

Metropolitan training and workshops are scheduled and published on 

the EdConnect website. Regional training will be arranged by EdConnect 

Regional Liaison Officers.
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13 13.  Volunteer’s Code of 
Conduct

All volunteers with EdConnect are required to work in accordance  

with the EdConnect Volunteer’s Code of Conduct, (Refer to Appendix One).  

This document outlines EdConnect’s behavioural expectations of volunteers 

while they perform their volunteering roles.

It is a requirement for all volunteers to read and sign the Code of Conduct 

before commencing their volunteering role.

In instances where a breach of the Code of Conduct has been reported to, or 

identified by, EdConnect or School Staff, EdConnect will make every effort to 

determine the root cause of the situation and work with all parties to rectify 

any issues. Volunteers must be reminded though that major breaches or 

continual breaches of the Code of Conduct may result in their termination 

from the program. In instances where this may occur, the EdConnect 

Termination Policy will be followed, (Refer to Section 24, “Termination of the 

Relationship”).

If a volunteer has any concerns regarding the information contained within 

the Code of Conduct, we recommended they speak with an EdConnect LO 

for clarification.

M has enjoyed spending 
time with her volunteer 
as it means she gets 
one on one support. 
Her confidence and social 
skills have improved as 
well as basic literacy and 
numeracy skills.

Bannister Creek PS

What schools tell us
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1414.  Volunteer Rights and 
Responsibilities

The following lists of rights and responsibilities have been adapted from best 

practice as determined by Volunteering WA. Volunteers need to have a clear 

understanding of their rights and responsibilities. The following rights and 

responsibilities are aligned with the EdConnect Volunteer’s Code of Conduct 

and Volunteer Job Description documents.

14.1 As a volunteer you have the right to:
• work in a healthy and safe environment

• be interviewed and engaged in accordance with equal opportunity and 

anti-discrimination legislation

• be adequately covered by insurance

• upon request, be provided copies of relevant volunteer policies and any 

other policy that affects your work

• not fill a position previously held by a paid worker

• not do the work of paid staff during industrial disputes

• have a job description and agreed working hours

• have access to a grievance procedure

• be provided with an orientation of EdConnect and its programs

• be provided with sufficient training to fulfill your volunteering role

• terminate your relationship with EdConnect in accordance with EdConnect 

Termination Policy.
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14
14.2  As a volunteer you have the responsibility to:
• be dependable (if unable to attend please give adequate notice to the 

school)

• ensure that confidential information is respected and treated appropriately

• report any incidents of concern to School Coordinator and EdConnect LO

• report any accident to the School Coordinator in the first instance or to 

EdConnect LO

• respect the rights, privacy and dignity of students, teachers and fellow 

volunteers

• deal fairly and impartially with all students you assist

• employ necessary precautions to ensure the safety of both volunteers and 

students

• keep EdConnect informed of any changes to your ability to volunteer

• sign the school and EdConnect attendance book

• ensure your EdConnect identification badges are worn whilst at school

• make School Coordinators aware of conflicts of interest

• be aware of and follow relevant school policies and procedures

• complete evaluations and exit surveys as required.

14.3 EdConnect has the right to:
• terminate the relationship with volunteers in accordance with EdConnect 

Termination Policy

• assess each volunteer’s suitability and place them in an appropriate school

• redirect volunteers to other locations based on need as required.

Very quiet and is starting 
to build trust with his 
mentor. Showing improved 
progress in all areas.

East Narrogin PS

What schools tell us
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14.4 EdConnect has the responsibility to:
• empower volunteers to meet their own and the school’s needs

• plan and facilitate induction training for all volunteers

• offer volunteers opportunities appropriate to their skills, experience and 

aspirations

• provide volunteers with clear aims, guidelines and orientation to the 

program

• implement procedures to ensure volunteer safety and well being

• ensure volunteers are aware of working within the guidelines of their 

schools

• recognise volunteers as valued team members, with opportunities to 

participate in relevant decisions

• provide mechanisms to acknowledge the value of contributions made by 

volunteers

• collect and maintain relevant data on the volunteer and the school.

As you can see from the above rights and responsibilities, the success and 

sustainability of our volunteer program requires a close working partnership 

between EdConnect and our volunteers. EdConnect will endeavour to assist 

each volunteer to conduct themselves accordingly within the guidelines of 

the Code of Conduct.

EdConnect reserves the right to change its terms & conditions and volunteer 

policies from time to time. You will be notified at the earliest opportunity 

of these changes by way of general notice to all volunteers affected by the 

change. Where appropriate, EdConnect will request feedback regarding 

our volunteer policies and procedures and incorporate this feedback into 

improvements to our volunteer management systems.

 … the success and sustainability 
of our volunteer program requires 
a close working partnership 
between EdConnect and our 
volunteers.
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15. Volunteer Security Check15
EdConnect is committed to keeping children safe from harm. All prospective 
volunteers are required to undergo security screening, including obtaining 
appropriate police and Working with Children Check (WWCC) clearances.

Western Australia, Victoria and New South Wales each have this requirement. 
If you do not have a current card, the WWCC can be applied for after your 
application to be a volunteer. 

As part of the security screening process, volunteers must also provide 
EdConnect with the following:

• two contacts who are able to provide character references

• submit applications to obtain security screening required for their state/
territory of residence

• provide the required identity check documentation

• complete a Confidential Declaration Form.

A Confidential Declaration Form is a form all new volunteers must complete 
declaring if they have or have not been convicted of any offences which will 
prevent them from working with children.

Only after the above checks have been satisfied, satisfactory interviews 
conducted and induction training completed can volunteers be placed in 
schools. If you have any concerns regarding these checks, please contact 
EdConnect Head Office.

The following information outlines the Legislative Acts governing the 
requirement to have and maintain a current WWCC and the period of time it 
is valid for in each State.

15.1 Western Australia 
• Working with Children (Criminal Record Checking) Act 2004

• (Volunteer) WWCC valid for 3 years

15.2 Victoria
• Working with Children Act 2005

• (Volunteer) WWCC valid for 5 years 

15.3 New South Wales
• Child Protection (Working with Children) Act 2012

• (Volunteer) WWCC valid for 5 years
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16. Volunteer Health and Safety 16
The health and safety of volunteers, students and paid staff members 

(EdConnect and School) is important. Schools and EdConnect premises are 

smoke, drug and alcohol free3.

EdConnect is committed to preventing volunteer accidents and minimising 

dangerous situations. Training and information about ways to maintain the 

health and safety of volunteers will be provided during induction training. 

In the event an accident or incident requires reporting and the School 

Coordinator is not available, please report the situation immediately to the 

School Principal as well as informing your EdConnect LO.

All volunteers have a responsibility to take care during the course of their 

duties and prevent accidents where possible. EdConnect maintains current 

voluntary workers insurance, which covers volunteers during the performance 

of their duties.

Where applicable, volunteers undertaking a volunteer role within 

EdConnect’s offices are only allowed to gain access to the premises if 

accompanied by an EdConnect staff member.

16.1  Volunteer Health and Safety Policy 
Summary

The following information is contained in the EdConnect Volunteer Health 

and Safety Policy. This policy can be provided to volunteers upon request.

The purpose of this policy is to ensure there are adequate procedures in 

place to protect the health and safety of volunteers.

For the purpose of the policy, the following definitions apply: Incident is 

defined as any event which causes or could have caused injury, illness, 

damage to plant, equipment, vehicles, property, material, or the environment 

or public alarm.

Under the Health and Safety Policy, volunteers are responsible for the 
following:

• identifying and reporting potential hazards which they cannot immediately 

mitigate

• reporting any accidents or incidents that result in an injury or illness during 

the course of their volunteer work, to the school in which they have been 

placed in the first instance and thereafter EdConnect.

3  EdConnect is authorised to serve limited alcohol at its social functions.
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EdConnect is responsible for the following:

• providing volunteers with appropriate training on their rights and 

responsibilities with regards to their health and safety

• providing volunteers with appropriate insurance cover

• investigating accidents to determine the root cause with the aim of 

preventing a recurrence

• taking action to implement plans that prevent recurrences

• supporting volunteers in employing appropriate strategies to manage 

stress

• meeting legislative requirements for reporting accidents and incidents, 

including the collecting of statistics relating to incidents.

In the case you are required to report an accident or incident, contact your 

EdConnect LO and they will send you an Accident/Incident Report Form 

which will need to be completed as accurately as possible and returned to 

EdConnect.

Personal injury insurance

EdConnect recognises that all volunteers have the right to be protected from 

financial costs in the event of personal injury and liability. For this reason, 

EdConnect provides relevant insurance coverage. Volunteers can request to 

see a copy of the insurance policies by arrangement with their EdConnect LO.

Vehicle insurance

Vehicle insurance cover is not included. If volunteers are using their own 

vehicles while driving to and from the place of volunteer work, they are 

responsible for ensuring that their vehicles are adequately insured. Injury to 

the volunteer caused through a road accident as a result of necessary travel 

to and from the place of volunteering will be covered by the EdConnect 

Voluntary Workers Insurance Policy. Volunteers who are involved in an 

accident or are in some way injured while carrying out their activity must 

complete an accident/incident report form.

EdConnect does not allow volunteers to use a motor vehicle in the 
performance of their duties.
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17
EdConnect is unable to provide any specific advice concerning tax 

implications. Nonetheless, in a general sense, if you are volunteering and not 

receiving any income as a result of your volunteering role, there would be no 

tax implications.

If you receive federal or state benefits, there are some circumstances 

whereby volunteering may impact on your benefits. For example; you 

may have a requirement to seek paid work etc. If in doubt, please contact 

Centrelink for advice specific to your circumstances.

EdConnect understands that volunteers may incur expenses during the 

course of their role. For this reason, reimbursement of application and 

renewal fees associated with the WWCC is available. This is only available 

on presentation of receipts and for those applying through EdConnect after 

satisfactory interviews and reference checks.

Due to budgetary considerations, EdConnect is unable to reimburse 

any other costs. Should you experience any hardship as a result of your 

volunteering role with EdConnect, please discuss this with your EdConnect 

LO. Reimbursements are only provided in exceptional circumstances.

17.  Possible Tax/Financial 
Implications
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18. Volunteer Privacy18
In the course of carrying out its functions, EdConnect collects personal 

information about its volunteers. This information is required:

• to identify suitable mentors

• to match mentors with students and schools

• as a legal requirement for the protection of children

• in keeping with legislative requirements

• for reporting purposes to funders/sponsors (general statistical 

information).

EdConnect will not provide personal information, regardless of how it is 

collected or stored, to any third party without prior consent of the owner 

and ensures personal information is handled in accordance with the 

Privacy Act 1988.

EdConnect is committed to protecting the privacy of personal information. 

Volunteers have the right to ask for access to their own personal information 

and make corrections if necessary.
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1919. Performance Management
The purpose of the Performance Management Policy is to ensure that 

volunteers receive effective feedback on their performance and are 

supported to make improvements where necessary, likewise good 

performance is also acknowledged and celebrated.

The policy ensures volunteers will receive training and information regarding 

their role and how they are expected to carry out their duties.

In the event a volunteer requires extra support from EdConnect, training 

opportunities will be discussed. If further training is required, the volunteer 

will be encourage to attend training with the goal of increasing their skills 

and knowledge in order to feel confident about fulfilling the requirements 

of their role. This will ensure volunteers are adequately equipped to perform 

their duties.

A super professional approach 
which has resulted in huge 

improvement in general confidence 
and improved outcomes in three out 
of four children. An extremely caring 
person who has assisted the 
student in attaining life skills 
necessary for their survival in 

adulthood.
Falls Road PS

What schools tell us
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20 20. Gifting Policy
The following guidelines regarding gifting have been sourced from the 

EdConnect Code of Conduct, section titled ‘Relationship with Student/s’.

EdConnect encourages schools and students to express appreciation to 

volunteers for their efforts. This appreciation can best be expressed, for 

example by organising a morning tea or presentation/acknowledgement of 

their efforts at school assemblies attended by parents and students or other 

such activities.

Students who wish to provide a personal gift to their volunteer are 

encouraged to limit such gifts to items of nominal value, such as a handmade 

thank you card etc. Nonetheless, the value of any such gift should not exceed 

$10. Volunteers who receive gifts from students and/or parents over the 

value of $50 are required to declare the gift with EdConnect. Cash gifts are 

unable to be accepted and are to be respectfully declined.

If volunteers wish to give a gift to a student, then the gift is not to be of value 

greater than $10. It is important to note that gift giving is optional and not a 

requirement. Volunteers are expected to consult with and get approval from 

the school before giving any gifts.
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2121. Safeguarding Children
The welfare of children and our volunteers is vitally important for the success 

of our program. The following information has been sourced from EdConnect 

policy ‘Framework to Safeguard Children and Young People from Abuse 

and Neglect’. The following information has been included in this resource 

as it is very important volunteers are aware of the processes involved with 

maintaining confidentiality and reporting potential abuse of children.

It is important to understand EdConnect has decided to take the role of a 

Mandated Reporter.

• EdConnect is not required by law to report potential abuses nor are our 

volunteers. However, given the relationship volunteers have with students 

we feel there is a moral obligation to protect the children.

• Reporting any concerns to the School Coordinator is an expectation of 

volunteers and is included in the Code of Conduct and Job Descriptions.

• EdConnect volunteers are expected to report to the school and their 

EdConnect LO any issues of reasonable concern regarding the potential 

abuse of children.

• EdConnect LO’s can then work with schools regarding the involvement of 

the Department for Child Protection and Family Support.

21.1  Managing Child Safety Concerns and 
Complaints

EdConnect places a high priority on child safety. Paid and unpaid staff are 

responsible for:

1. notifying relevant state and territory authorities of any reasonable 

concerns in their capacity as either mandated or voluntary reporters

2. recording and reporting complaints and concerns and advising their 

manager regarding any inappropriate or unsafe behaviour around 

children and young people.

Where the child in question is primarily in the care of another agency, 

EdConnect volunteers might, in consultation with the School Coordinator, 

decide to act in consultation with the teacher. This does not however absolve 

EdConnect staff and volunteers of responsibility for seeing that appropriate 

action is taken.

EdConnect will deal promptly, honestly and fairly with all concerns and 

complaints in relation to the safety of children. Any action will be in 

accordance with legal requirements and best practice.
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21.2 Notifications of Abuse and Neglect
EdConnect has determined that it will act as though it were a Mandated 
Reporter.

Any person volunteering through EdConnect is expected to report any 

reasonable concerns about the safety, welfare and wellbeing of a child or 

young person as soon as practicable after they form the suspicion of abuse 

or neglect. The report is to be made to the School Coordinator and the 

EdConnect LO managing the reporting volunteer.

The report should be made regardless of whether the concern is related or 

unrelated to EdConnect’s volunteering programs or activities and regardless 

of whether the child is in the care of another person/agency at the time.

A person making a report voluntarily will be acting lawfully if the person acts 

honestly and makes the report formed on a belief in good faith and based on 

reasonable grounds.

21.3  Forming a Belief Regarding Reasonable 
Concerns

Forming a belief means that you are more likely, rather than less likely, to 

believe there is a significant harm for the child or young person. A report 

should be made despite any gaps in the information available to the reporter. 

The reporter does not have to prove significant abuse and neglect but needs 

to be able to describe the “reasonable grounds” for their belief about the 

child/young person being at “risk of harm” and in need of protection.

21.4 What are Reasonable Grounds?
Reasonable grounds are likely to exist when:

1. a child states that they have been abused or neglected

2. a child states that they know someone who has been abused or neglected 

(sometimes the child may be talking about themselves)

3. a relative, friend, acquaintance or sibling of the child states that the child 

has been abused or neglected

4. professional observations of the child’s behaviour or development lead to 

the belief that the child has been abused or neglected

5. signs of abuse and neglect lead to the belief that the child has been 

abused or neglected.
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21.5 What is Risk of Harm?
“Risk of harm” means you have current concerns about the safety, welfare 
and wellbeing of a child or young person for any of the following reasons:

1. the child or young person’s basic physical or psychological needs are not 
met or are at risk of not being met (neglect)

2. the parents/caregivers have not arranged necessary medical care for the 
child or young person, and are either unable or unwilling to do so

3. the child or young person has been, or is, at risk of being abused or neglected

4. the child or young person is living in a household where there have been 
incidents of domestic violence, and as a consequence, is at risk of serious 
harm

5. a person has behaved in such a way towards the child or young person 
that they have suffered, or are at risk of suffering, serious harm; and/or

6. a child or young person is homeless and at risk of harm.

21.6 Recording and Reporting Complaints
All reports, complaints and concerns should be recorded on the appropriate 
form and forwarded as a matter of priority to the EdConnect CEO. 
The following steps should be taken, with confidentiality and privacy 
requirements and be respected at all times.

21.6.1 Staff Member or Volunteer Responsibilities

If a staff member or volunteer suspects abuse or neglect that person must:

1. complete a Child Safety Report

2. forward the report to the EdConnect CEO for urgent attention

3. if confident of reasonable grounds, the EdConnect CEO will report to the 
child protection authority

 OR

 if uncertain whether reasonable grounds exist, with the support of the 
EdConnect CEO, check with the regional child protection authority and 
formalise the report if advised to do so

 If the EdConnect CEO is not contactable, this should not prohibit 
making a notification in order to protect the safety of the child and 
others. 
The EdConnect CEO should be advised that this action has been taken.
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4. follow the EdConnect CEO guidance regarding further management of 

the situation, including; maintaining confidentiality of the action taken and 
acting to protect child safety, as required by the situation

5. inform the EdConnect CEO of any need for additional support required 

post-report.

21.6.2 EdConnect CEO’s Responsibilities

On receipt of Child Safety Report, the EdConnect CEO should:

1. immediately contact the staff member and the volunteer who submitted 

the report to acknowledge receipt or seek advice from child protection 

authorities on the need for a report, if uncertain of reasonable grounds

2. if the person reporting and the EdConnect CEO cannot agree on the need 

to report, advice should be sought from child protection authorities to 

determine the action required

3. complete the Child Safety Report and forward it to the Department for 

Child Protection and Family Support

4. support the EdConnect LO and volunteer during and after the reporting 

process

5. ensure compliance with legislation and policy requirements including this 

policy and framework.
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The following information is intended as a guide only and does not constitute 

legal advice in any way.

In the event you are involved in litigation, as a result of your volunteering 

role, EdConnect recommends you contact your EdConnect LO to discuss the 

situation.

The information contained in this section is a summary of Western Australian, 

Victorian and New South Wales legislative acts pertaining to volunteer civil 

liability protection. The information has been summarised to identify the 

similarities between each state’s legislative requirements, in order to make 

understanding your obligations under the law less arduous.

The Legislative Acts for each state are identified below:

22.1 Western Australia
• Volunteers and Food and Other Donors (Protection from Liability)  

Act 2002

22.2 Victoria
• Wrongs and Other Acts (Public Liability Insurance Reform) Act 2002

22.3 New South Wales
• Civil Liability Act 2002

22.4  Summary of Civil Liability Protection 
Legislation

A volunteer is defined as an individual who provides a service in relation to 

community work on a voluntary basis. As such, a volunteer is deemed not 

liable in any civil proceedings under the following conditions:

• anything done, or not done, in good faith in providing a service in relation 

to community work organised by their community organisation

• the volunteer is acting within the scope of their role or as directed by their 

community organisation.

A volunteer is not protected by any state or federal Legislative Act under 
the following conditions if they, at the time of performing their role, know or 
should have reasonably known that:

• they were acting outside the scope of the community work organised by 
the community organisation

22.  Volunteer Civil Liability 
Protection
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• they were acting contrary to the instructions provided by the community 

organisation

• their ability was impaired as a result of drugs or alcohol. Reference to drugs 
does not include drugs taken for therapeutic purposes.

Also if:

• the volunteer is proven to have been negligent as a result of their actions or 
conduct or

• they are deemed to have been engaged in conduct that constitutes an offense.

In an instance where a volunteer becomes aware their prescribed medication 
has resulted in an adverse affect on their ability to perform their duties safely, 
the volunteer is required to notify their SC and EdConnect LO as soon as they 
are able. The volunteer will need to postpone their volunteering duties until 
cleared by a medical physician to resume their role.

Volunteers are not covered from civil liability proceedings where there is a 
claim against them to recover damages in respect to defamation.

EdConnect recommends volunteers check the relevant legislation for their 
state regarding any of the above information.

22.5  What happens if I become the subject 
of an investigation and/or criminal 
proceedings are commenced against me?

If EdConnect becomes aware of the fact that you are the subject of an 
investigation by the Police or any other regulatory authority, EdConnect 
may at its sole discretion suspend your involvement in any EdConnect 
activities pending finalisation of that investigation. In doing so, EdConnect 
is not obligated to provide you with any reasons for the suspension nor the 
information to which EdConnect has become aware.

Should you be charged with any Criminal offence(s), you should immediately 
contact your EdConnect LO.  We will then review the matter and determine if 
the matter adversely impacts on your ability to act as a volunteer. We may at 
our sole discretion suspend or terminate your activities with EdConnect as a 
result of being charged.

Please note that EdConnect undertakes random security checks of WWCC 
currency to update any changes. If you have been charged, this will be 
lodged. For more serious offences, EdConnect may be contacted by the 
Working with Children Screening Unit, however the onus is on all volunteers 
to inform EdConnect immediately.

Should you be found guilty of any criminal offence EdConnect may terminate 
your relationship.
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23. Grievance Process 23
EdConnect is committed to providing a safe, harmonious, supportive and 

productive environment. Volunteers have the right to have their grievances 

addressed. EdConnect has systems and processes in place to manage and 

address these grievances.

EdConnect defines a grievance as:

• being related to unfair treatment, discrimination, harassment, victimisation, 

vilification, conflict and/or bullying.

Volunteers have the legal and ethical right to:

• raise any concern or complaint related to unfair treatment, discrimination, 

harassment, vilification, bullying and other such issues that may involve 

parties including EdConnect staff members, other volunteers or school 

staff members

• have that concern, problem, complaint or grievance dealt with 

confidentially, fairly, effectively, within an appropriate timeframe, and with 

due regard for procedural fairness

• receive appropriate support and information regarding proceedings

• be informed of the outcomes of proceedings.

Volunteers who raise a grievance or who are subject to a grievance matter 

are:

• to attempt to resolve the grievance with the opposing party prior to 

lodging a formal complaint

• to approach proceedings with a desire to resolve the grievance 

cooperatively and in good faith

• not to victimise or harass other parties involved in the matter.

23.1 What happens if a grievance is lodged?
If a formal complaint is lodged in writing with the EdConnect CEO, 

EdConnect will apply principles of procedural fairness. This means 

EdConnect will handle the matter in the following way.

1. All parties will be informed of the procedure being followed and be 

provided with copies of relevant policies and guidelines.

2. The complainant is to understand that the requirements of procedural 

fairness means their identity must be disclosed to the respondent.

3. The respondent will be informed of any allegation made against them, 

and have time to provide a response.

4. The respondent will be given the opportunity to state their case, 

providing an explanation or putting forward a defence.
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5. A factual investigation of the allegation will be conducted and interviews 

with all parties undertaken to consider all relevant information.

6. Act fairly, impartially and without bias by considering all relevant 

information and any mitigating factors.

7. Manage conflicts of interest or the potential for a perceived conflict of 

interest through:

– referring the matter immediately to an alternative investigator or the 

next level of management, or

– enabling a complainant or respondent to request an alternate 

investigator.

23.2 Grievance Outcomes
In determining suitable grievance outcomes, EdConnect:

• will discuss resolutions with both the complainant and the respondent

• may in cases where allegations have been substantiated:

– take into account the wishes of the complainant

– may initiate disciplinary action, including termination of a volunteer’s 

tenure with EdConnect (see section 24 – Termination of the Relationship)

• may in cases where allegations have not been substantiated, take into 

account the wishes of the respondent in determining an appropriate 

resolution

• will in cases where allegations cannot be proved or disproved, take action 

that may require both the complainant and respondent to agree to mutual 

outcomes

• may seek to recommend changes to policies and procedures if systemic 

issues are identified.

EdConnect will endeavour to resolve grievances in a timely manner and will 

endeavour to communicate at all times with all parties involved.



39
EdConnect Australia  Volunteer Handbook

24.  Termination of the 
Relationship

EdConnect is committed to providing a rewarding experience for its volunteers. 

However, there may be instances where a volunteer may wish to end his/her 

commitment or where EdConnect chooses to terminate a volunteers’ tenure. 

There are systems and processes in place to facilitate this process.

Volunteers have the right to:

• end their volunteering commitment and are required to notify EdConnect 

and the school of their decision

• complete an Exit Interview form if voluntarily ending their commitment

• be treated in accordance with the principles of procedural fairness in the 

event that EdConnect seeks to end their volunteering tenure

• appeal the decision for termination of their volunteering tenure, by 

submission to the EdConnect CEO in the first instance. The EdConnect 

Board shall be the final arbiter in any appeal concerning termination

• have their volunteering tenure reinstated if their appeal is successful.

24.1 Termination by Volunteer
There may be instances when a volunteer no longer wishes or is unable 

to continue their commitment to EdConnect. The following steps apply in 

ending their role:

• provide at least two weeks notice to EdConnect prior to termination

• return their identification badge

• return all property in their possession owned by EdConnect

• follow termination process under the guidance of the EdConnect LO.

24

Students are anxious to meet 
with their mentors each week. 
Very positive results and 
significant changes in 
children’s behaviours.

Dijidi Dijidi Aboriginal School

What schools tell us
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24.2 Termination by EdConnect
Possible Causes of Termination

The following possible causes of termination are applied in conjunction with 

the terms and condition set out within the Code of Conduct.

There are several causes which may lead to a volunteer having their tenure 

terminated. These include, but are not limited to, the following grounds:

• unsatisfactory or substandard performance as a mentor

• verbal or physical assault upon a student

• failure to adhere to the Code of Conduct

• theft of property or funds from EdConnect or the school where a volunteer 

has been placed

• willful damage to EdConnect property or school property

• intoxication through alcohol or other prohibited substances

• verbal or physical harassment of any student, school or EdConnect 

employees, volunteer, board member or any other person, particularly in 

respect of race, sex or religion

• disclosure of confidential information regarding EdConnect to any 

other party without prior permission from his/her EdConnect LO or the 

EdConnect CEO

• falsification of information provided to EdConnect as part of the application 

process, or conducting activities as part of your volunteer role for personal 

gain or on behalf of any other third party, employee or volunteer

• being convicted of a criminal offence

• unwillingness or inability to support and further the mission of the 

organisation and/or the objectives of the program

• failure to obtain or renew a valid WWCC

• inability to maintain a valid WWCC card

• being charged or found guilty of a Class One Offence.4

In the event any of the above circumstances or similar occurring, EdConnect 

may initiate an investigation to determine facts.

4 The following address contains an explanation of Class One Offences: http://www.
checkwwc.wa.gov.au/NR/rdonlyres/60025253-A352-4106-8377-5BD14EE650DF/0/
Factsheet4Class1andClass2Offences.pdf
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24.3 Termination Appeals Process
In the event that a volunteer has their commitment terminated, volunteers:

• will receive written notification from EdConnect that their commitment has 

been terminated

• have the right of reply to reasons for termination i.e. volunteers have the 

right to provide a written response to EdConnect, stating the reasons for 

their disagreement with the decision

• have the right to appeal the decision by writing to the EdConnect CEO.

In the event a volunteer wishes to appeal their termination by EdConnect, 

the principles of procedural fairness will be applied (The same process as 

outlined in Section 23, “Grievance Process”).

If you have any concerns regarding this process, ensure you contact your 

EdConnect LO to discuss further.

Very good emotional 
support, good academic 
support, improved 
reading skills, enjoyed 
craft activities provided 
for J’s self esteem.

Falcon PS

What schools tell us
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(Refer Policy 5.5 – Volunteer’s Code of Conduct)

For the purposes of EdConnect Australia, and therefore this document, 
a “Volunteer” means anyone who assists with EdConnect in an unpaid 
capacity. All volunteers with EdConnect are required to work in accordance 
with the following Code of Conduct.

General Conduct

1. I confirm I have read and will comply with and exercise due care in 
carrying out my Roles and Responsibilities (as outlined in the EdConnect 
handbook (The Handbook) available at www.edconnectaustralia.org.au/
volunteer).

2. Comply with the law in my State/Territory regarding reporting of child 
abuse or neglect as outlined in The Handbook and EdConnect policies, 
including maintaining valid Working with Children registration.

3. Immediately advise EdConnect of any matter of which I am involved that 
has or could lead to criminal conviction.

4. Represent EdConnect with professionalism, dignity and pride, and 
be responsible for conducting myself with courtesy and appropriate 
behaviour including appropriate attire in keeping with my role and 
responsibilities in a manner that does not cause offence.

5. Follow through and complete agreed tasks and commitments. Conduct 
myself in a respectful manner, exhibit good conduct and be a positive role 
model.

6. Respect all ethnic racial and religious groups and not attempt to influence 
or persuade students on religious, controversial or political matters

7. Advise EdConnect of any employee, or person acting on behalf of 
EdConnect including school based staff or volunteers who I believe has 
acted in a way which may be detrimental or brings into disrepute the 
good name of EdConnect.

8. Be alert and focussed when undertaking my role and not be under the 
influence of alcohol or illicit drugs, or the effects of prescribed drugs that 
effect my perception or mobility.

9. Advise EdConnect if I experience any significant changes in my physical 
or mental wellbeing that may adversely affect my volunteering role. 
Note: Volunteers over 85 will be required to complete an EdConnect self-
assessment tool annually to confirm ongoing ability to continue in their 
chosen volunteering role for insurance purposes.

10. I will ensure that my skills and knowledge is kept updated by ensuring 
that I attend at least one EdConnect refresher training session each year 
whether face to face or online.

25.  Appendix One – 
Volunteer’s Code of Conduct
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25
Relationship with Student/s

11. Respect the privacy of students and teaching staff supported by EdConnect 
and hold, in confidence, sensitive, private and personal information collected 
as per the EdConnect Privacy Policy as outlined in the Handbook.

12. Undertake my volunteer role with my allocated student/s in an area of the 
school within eye sight of school staff.

13. Not initiate physical contact with students and will for example avoid the 
“strike zone” (from shoulders to knees). I agree that I will use discretion 
to limit physical contact to accepted gestures of greeting, guidance and 
praise, such as shaking hands, or high fives, and adhere to the schools 
policy in this regard.

14. Not engage in or initiate sexual or romantic contact or relationship with 
a student. Provide a safe environment by not harming children, youth or 
adults in any way, whether through discrimination, sexual harassment, 
physical force, verbal or mental abuse, neglect, or other harmful actions.

15. Not engage in any illegal activities with students including, but not limited 
to, providing alcohol, tobacco, and drugs, pornographic or offensive 
material.

16. Not Email or engage with my allocated student/s via telephone, text 
messaging, and social networking and other external devices or technologies 
unless this is part of an EdConnect approved program. The prohibition 
includes, but is not limited to, Facebook, Instagram, Snapchat, and Twitter.

17. Agree to advise EdConnect where I have a pre-existing relationship with 
a student and/or their family at the point I become aware of a potential 
conflict of roles and that this may impact the decision by EdConnect/
school to progress the relationship.

18. Not transport students as part of my role in any way.

19. Not give food or money to students additional to point 21 below without 
express permission of EdConnect who will gain parental/school consent 
where appropriate to ensure students safety arising from food allergies.

20. Agree to not give my allocated student a gift greater than a value of 
$10.00 and that this will be restricted to occasions such as the end of the 
school year, birthdays, or at the formal conclusion of the relationship with 
my allocated student. I further understand that gift giving is optional and 
not a requirement and that I will consult with and get approval from the 
school before giving any gifts.

21. When receiving a gift from parents or students I will declare all gifts over 
the value of $50.00 to EdConnect. Cash gifts are not to be accepted and 
are to be respectfully declined.

22. Not photograph students without the express written permission of the 
school and students parent/s/Guardian.
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Compliance with School protocols

23. Comply with relevant school policies and procedures as advised by school 

staff and follow lawful direction by school staff.

24. Undertake my role in a safe work environment. This includes: taking 

reasonable care for my own health and safety; ensuring that my conduct 

does not adversely affect the health and safety of others; compliance with 

any reasonable instructions relating to health and safety; and cooperation 

with any reasonable policy or procedure relating to health and safety 

that applies to me, my colleagues, people I am supervising or who are 

considered to be in my care.

25. Sign in and out using the EdConnect attendance book at my chosen 

school during each school visit and wear an approved and issued 

identification badge during school visits.

26. Immediately telephone the School Coordinator, if I am unable to attend an 

agreed volunteer session in my school and thereafter advise EdConnect  

if I am unable to continue in my chosen role if unavailable for greater than 

a week.

27. Accept that all EdConnect volunteering activities are school based, during 

regular school hours and occur on school grounds unless otherwise 

arranged and sanctioned by EdConnect.

28. I agree that I will not continue the in school relationship outside of school 

grounds, or out of school hours nor attend my mentees home.

29. Accept that there may be occasions where incidental contact may occur 

with a student outside of a school such as in passing in the local shops 

etc. I agree that I will not pursue a relationship as outlined in 28 above.

30. Consult with my School Coordinator if I have concerns about my 

volunteering role or disagree with the tasks allocated in the first instance. 

If I am unable to resolve the matter I will contact my Liaison Officer for 

further consultation and guidance.

I acknowledge and agree to abide by the Volunteer’s Code of Conduct 
above and accept that any breach of this code may result in the 
termination of my volunteer role.
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