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Rationale                

This policy outlines the requirements for visitors and volunteers at Moorabbin Primary 
School. Our school actively develops community links and draws upon outside providers to 
expand and enrich our program offerings for students and staff. Similarly, we encourage 
parents/carers to take an active role in their child’s education, and we are very appreciative 
of the wide range of support we receive, especially from the many volunteers who support 
the Music program, School Music Production, Community-based reading assistance and a 
wide range of other programs. 
The following procedures have been put in place to ensure an orderly and safe environment, 
and in line with Department of Education & Early Childhood Development (DEECD) OHS 
guidelines 

1. Purpose 

The purpose of this policy is to provide guidelines that will enhance the educational 
programs at the school, to build the partnerships between school and home, to provide 
opportunities for parents to develop their skills and become active participants in their 
children’s education. 

 

2. Broad Guidelines 

ALL VISITORS to Moorabbin Primary School must first report to the General Office on 
arrival, to sign the visitors  sign-in book and receive a visitors badge, and to sign out again 
on departure.  
This includes: 

o Parents/carers visiting the school to speak to a staff member; they must make 

an appointment by contacting the relevant staff member (by phone, email) 

o Parents/carers or community members visiting the school in order to raise a 

concern. 

o Visitors/volunteers should confirm an appointment (via phone notification) with 

the relevant staff member prior to the visit. 

In this policy the term a volunteer is a person who without payment or reward voluntarily 
engages in:  

o school council functions 
o activities for the welfare of the school at the request of the principal or 

school council 
o school work or  
o providing any assistance in the work of the school 

The WWC Check is a minimum checking standard set by the Working with Children Act2005 
for those who work with children, either on a paid or voluntary basis. 
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To be a volunteer at a school a Working with Children Card provided by the Department of 
Justice is required. This card is: 

o valid for 5 years 
o transferable between volunteer organisations 
o free of charge for volunteers, but cannot be used for paid employment. 

Please Note: 
Under the Summary Offences Act 1966, the principal reserves the right, and has the 
authority to prohibit any potential visitor from entering or remaining within the school, and 
also has the authority to invite or exclude people from using or being within the school 
boundaries outside school operating hours. 

 
3. Implementation 

o Our school encourages the assistance of parent helpers in a wide variety of areas. 

o Invitations for parents to assist in the school’s programs will be regularly made via the 

school’s newsletter, or through personal contact. 

o Parent helpers for short-term projects such as day excursions, helping with reading, 

assistance with fete activities, working bees, will all be briefed by the teacher in charge 

as to their roles and responsibilities prior to commencement. At the same time matters 

of supervision and safety will also be discussed. 

o Parent helpers for longer term activities or activities with higher levels of required 

expertise such as literacy rotations or school camps will be required to undertake 

appropriate training. 

o The school will conduct formal programs such as ‘Classroom Helpers’ to skill and recruit 

parent helpers. 

o Parent helpers will receive frequent feedback and reinforcement. 

o Parent helpers in need of additional assistance will be provided with reasonable advice 

and guidance. 

o Concerns relating to parent helpers should be addressed to the principal. Parent helpers 

who are not reliable or do not meet the schools expectations will be required to 

relinquish their role. 

o All parent helpers will be required to sign into the school and wear an identifying name 

badge. 

o For all other purposes, parent helpers are volunteers and are to be treated in 

accordance with the school’s ‘Volunteers’ policy. 

o Working with Children Checks will be conducted in accordance with Department 

guidelines 

o A parent helper’s morning tea will be provided annually by staff and students in 

recognition of the contributions of all parent helpers and volunteers. 

 
4. Evaluation 

This policy will be reviewed every four years according to the policy review structure 
implemented by the Education Committee.  
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5. Resources 

References: DEECD - 
http://www.education.vic.gov.au/school/principals/spag/community/Pages/volunteers.aspxhttp://w
ww.eduweb.vic.gov.au/edulibrary/public/schadmin/Management/6-38.pdf 
Working with Children Act 2005 


