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Dear Parents and Carers 

At St Therese’s we welcome and value parent volunteers and sincerely thank you for giving of your time to support 
our school community. When children feel connected to and supported by an extended network of caring people 
who have the time to listen and provide guidance, they thrive. 

It is widely known that everyone benefits from the volunteering partnership. Students benefit from the support of 
volunteers who bring expertise, knowledge, life skills and diversity to a range of learning activities in schools. Parent 
volunteers offer a wonderful resource and support base for the whole school community. It is also a great way to 
show your own children that you take an interest in their education and sends a positive message that you value 
schooling. 

Our aim is to provide a safe environment in which children are able to learn and achieve the best outcomes posible.  
As a volunteer, you play a significant role in the work of the school, form part of the St Therese’s community and 
assist in providing the optimal learning environment for the students. 

This document outlines your responsibilities as a volunteer in the areas of Student Protection, Work Health and 
Safety and expectations of dress and behaviour as a member of the St Therese’s School community. It is important 
that you read this document, in conjunction with the Parents & Volunteers Code of Conduct, to ensure that you 
understand your role and responsibilities in the protection of our students.   

If you would like to volunteer at St Therese’s in any role, a Volunteer Induction Booklet (available at the school Front 
Office) must be completed before you commence any volunteer work. We ask that all volunteers sign in at the Front 
Office prior to commencing support. 
 
We are very fortunate at St Therese’s to have many parent volunteers and I would like to take this opportunity to 
acknowledge the wonderful work our volunteers do within the school and thank you for your ongoing support of St 
Therese’s School. 
 
Kind regards 

 
 
 
Gwen Hobbs 
Acting Assistant Principal Administration 
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All visitors entering the school grounds must sign in (exception parents for drop off and pick up 
ONLY) 

 
 

Office reception in Administration Building 
 
When volunteering always enter and exit through the 
school office and sign in and sign out at reception. 
 

 
 

Sign in and Sign out using the iPad 
 
Please sign in as a visitor using the iPad located on the 
reception desk. 
 

 
 

Wear Blue Lanyard at all times 
 
Once signed in please wear the blue lanyard at all times. 
Blue lanyards are to be found in a container next to the 
sign in iPad. 
 

SIGN IN PROCEDURE 
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Toilets 

• Volunteers must only use the adult toilets on site.  

• The use of student toilets is strictly prohibited.  

• Volunteers can use the staff toilets located in the 
staffroom or the Administration building.  

• If you are unsure of where the adult toilets are 
located, please ask one of our friendly staff. 

 

 
 

Staffroom 
 
Staff toilets are located in the staff room 
 

 
 

Administration 
 
Please come to reception and one of our staff will show 
you where the staff toilets are located in the 
Administration building. 
 

 
 

First Aid  
 
Sick bay is located in the Administration building 
between the staff room and the main reception. 

 

TOILETS and FIRST AID LOCATION 
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 In order to allow our community to have confidence in our ability to work with integrity and a sense 
of justice, St Therese’s has the highest expectations of staff and volunteers when it comes to 
confidentiality. While volunteering at St Therese’s, an individual may hear conversations or 
witness actions regarding students, parents or employees. St Therese’s School expects that any 
concerns or queries with respect to these situations should initially be taken to the supervising 
teacher and then, if unresolved, to the appropriate Line Manager. These issues should not be 
relayed to other parents. It also needs to be understood that staff are often unable to disclose 
information to volunteers due to the confidentiality expectations of them as employees or because 
of the sensitive nature of the information. 

If a volunteer recognises an issue with a child during their time assisting in a class, they should 
follow general school procedures (i.e. arrange a time to speak with the teacher and if unresolved, 
then arrange a time to meet the Line Manager). 

Under no circumstances should a parent or volunteer approach another student in order to resolve 
or investigate an issue regarding their own child.  

All volunteers are required to sign in at the Front Office before commencing work with assigned 
classes. A Volunteer Register is kept at the Front Office listing all volunteers who are authorised to 
work at St Therese’s. 

If you have any queries regarding these expectations, please speak with the teacher for whom you 
are volunteering or speak to the Assistant Principal, Administration. 

CONFIDENTIALITY 
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In the event of an unforeseen event that threatens the safety of staff and students, it is important 
for all employees, volunteers and students to be aware of procedures to prevent injury. 

This procedure is applicable to all students, staff, volunteers and visitors on the school grounds 
and aims to take into account the following possible situations: 

• Dangerous persons 

• Toxic spill 

• Extreme weather conditions 

• Suspicious person or article 

• Airborne particles 

• Livestock or dangerous animals 

• Bomb threat 

Please familiarise yourself with the following Lockdown procedure: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

LOCKDOWN PROCEDURE 
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LOCKDOWN PROCEDURE 
 

 

 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Upon hearing the ‘Star Wars’ 
theme tune, teachers and 
students find an area in the 
classroom to hide. 
 
Teachers check immediate 
area outside the classroom 
before locking all doors and 
windows and switch off all 
lights. 

 

Staff or students outside a 
classroom at the time of a 
Lockdown are to make their 
way to the nearest room 
immediately. 

 

 
 
DO NOT leave the room to look 
for students.  
 
All students, visitors and staff 
are to be hidden from view. 

 
 

Staff, visitors and students must 
stay in their places until the all-
clear is given over the PA 
system.  

 
 

Once given the all clear, all 
students to return to their 
usual classroom, in all 
circumstances (ie break 
time). 

Teachers to complete a 
paper roll and send to the 
office.  
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(a) Sounding the alarm - Any person discovering an outbreak of fire should, without hesitation, 
report to the Front Office or sound the fire alarm located at front office.  

(b) Calling the Fire Service - All outbreaks of fire, or any suspected fire, should be reported 
immediately to the Fire Service, by the quickest means available. It will be the duty of the senior 
staff member present to ensure that the Fire Service is called. It is important that there is no delay 
in transmitting the call. Instructions for calling the fire service are to be posted adjacent to the 
telephone/switchboard. i.e. 

IN CASE OF FIRE CALL THE FIRE SERVICE ON 000 

ASK THE OPERATOR FOR “FIRE SERVICE” 

When the Fire Service answers, give details clearly: 

“FIRE at St Therese’s School, 135 Robert Rd, Bentley Park.” 

(c) Evacuation - On hearing the alarm, students in the classroom should stand by their desks and, 
when instructed, leave the room in single file. Classes should then proceed quietly and at a steady 
pace to the place of assembly on the lower oval. The classroom teacher is to follow at the rear 
with the class roll, closing the door of the classroom on the way out. 

Fire and Evacuation Guidelines 

The Senior Teacher (Principal / Fire Warden), on hearing the alarm, should go at once to the place 
of assembly on the lower oval and remain there to receive reports from all areas. 

• Special arrangements should be made to deal with disabled people, and especially children of 
a very nervous disposition. 

• Classes must descend staircases in a single file, using one side of the staircase only. 

• With the exception of a search for missing persons, no one will be allowed to re-enter a 
building until permission is given by a Fire Service Officer, or in the case of a practice drill, by 
the Principal / Fire Warden. 

 

(d) Assembly - At the place of assembly on the lower oval, each individual class and body of 
people should take up their pre-determined position and stand in a compact group. 

(e) Roll Call - Immediately the classes have mustered at the place of assembly, a roll call or head 
count should be taken and each teacher should report immediately to the Block Warden, providing 
confirmation of all students accounted for and any visitors to that class. The Block Warden will 
then report immediately to the Principal / Fire Warden. 

If anyone is missing an immediate search by staff will be made by a designated person, as long as 
it is safe to do so.  

On arrival, the Fire Service Officer should be informed whether or not all persons have been safely 
evacuated. 

(f) Fighting the Fire - Circumstances will dictate if firefighting should be attempted. FIRE 
FIGHTING MUST ALWAYS BE SECONDARY TO LIFE SAFETY. While small fires can be dealt 
with quickly, the safe evacuation of all people is of primary concern. 

FIRE EVACUATION PROCEDURE 
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MISCELLANEOUS POINTS 

(a) New Intakes - As soon as practicable after the commencement of a school term, all new 
entrants, staff and pupils, should be conducted over all primary and secondary escape routes, 
shown the alarm points and be instructed in the fire routine procedure. 

As soon as possible after the beginning of the term a practice fire drill should be held. 

(b) Practice Fire Drills - Practice Fire Drills should be held at least once per term.  

A record of all practice fire drills is to be maintained. 

(c) Notices - Each fire alarm point should be indicated by a notice worded “FIRE ALARM” followed 
by appropriate operating instructions. 

Fire and Evacuation Guidelines – Schools and Educational Institutions September 2002 

An example of a notice to be displayed in staff areas for the use of staff members is shown below. 

In case of FIRE leave through the nearest EXIT and assemble at the lower oval. 

IF YOU DISCOVER A FIRE: 

• Operate the nearest fire alarm immediately. 

• The safety of children must be given absolute priority. 

• Attack the fire using available firefighting equipment if safe to do so. 

•  
ON HEARING THE FIRE ALARM: 

• The senior staff member must ensure the Fire Service has been called. 

• Supervise the evacuation of the building as directed by the senior staff member. 

• A roll call of all occupants is to be conducted at the assembly point as soon as 
possible after the evacuation. 
 

REMAIN CALM            KEEP QUIET            DO NOT RUSH  

  

FIRE EVACUATION PROCEDURE 
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DRESS STANDARDS 
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STUDENT PROTECTION CONTACTS 
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STUDENT PROTECTION MODULE 
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The St Therese’s School Tuckshop provides a service to the students and wider school community. 
It is a place of employment for the convenor who is responsible for its day to day functioning. The 
Convenor is accountable to the school’s P & F for the Tuckshop’s finances as well as its safe 
functioning. Volunteers play an important role in supporting the success of the Tuckshop in meeting 
these responsibilities. It is important therefore that those employed or volunteering in the Tuckshop 
understand and align themselves with the school’s mission, procedures and values. 

1. The Tuckshop Convenor is initially responsible for the Tuckshop, including but not limited to: 
the safe practices of the Tuckshop; Tuckshop finances; cooking, ordering, selling, cleaning; 
accessing volunteers to work in the Tuckshop. 
 

2. Any issues regarding school matters should be considered confidential and therefore be dealt 
with by the appropriate staff as outlined in other school procedures and policies. 
 

3. All staff and volunteers are to abide by Cairns Catholic Education Services Code of Conduct 
(as attached to this document). 
 

4. Tuckshop staff and volunteers are to abide by the school’s dress code. 
 

5. Any potential hazards or safety concerns are to be reported to the Tuckshop Convenor in the 
first instance and then on to the WH&S officer. 
 

6. Children are not permitted in the Tuckshop. 
 

7. Volunteers with an issue regarding the Tuckshop should initially address the Convenor. 
 

8. Any issue regarding Tuckshop staff or volunteers’ children should be dealt with through the 
appropriate channels i.e. class teacher, or Line Manager. Under no circumstances should a 
Tuckshop staff member or volunteer approach other students in order to resolve a conflict. 
 

9. Any person that is unwell should not enter the Tuckshop for WH&S reasons. 
 

 

 

 

 

 

 

 

 

TUCKSHOP VOLUNTEERING 
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PARENT & VOLUNTEER CODE OF CONDUCT 
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Once completed please return to the Front Office – Thank you. 

YOUR NAME  
 

YOUR CONTACT 
NUMBER 

 
 

YOUR ADDRESS  
 
 

YOUR EMERGENCY 
CONTACT NAME AND 
PHONE NUMBER 

 

YOUR VOLUNTEER 
POSITION (eg classroom, 

excursion, tuckshop etc) 

 
 

YOUR RELATIONSHIP 
TO STUDENTS (eg 

parents, grandparents, friend) 

 

SIGNATURE  
 
 

DATE  
 

 

I have read and understood the Volunteer Induction Booklet and agree to abide by its policies, 
procedures and guidelines. 

 I have read and understand the Code of Conduct for Parents and Volunteers of the Catholic 
Education Diocese of Cairns. 

 I have read and understood the information pertaining to Student Protection. 

 I have been provided the following: 

• Student Protection Induction for Volunteers  

• Volunteer Suitability Declaration  

 I have provided the following to the school:  

• Copy of my current Blue Card (volunteers other than parents of enrolled students) 

• Signed copy of my Volunteer Suitability Declaration 

• Signed copy of School Volunteer Register Sheet 

Please turn over. 

 

ST THERESE’S SCHOOL VOLUNTEER DECLARATION & REGISTER 



   
 

L:820.5 Volunteers/Volunteer Induction Booklet (2023) 30 

 


