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	Purpose:
	To understand the expectation and the requirements of a volunteer worker at Wahroonga After School Care Centre Inc.




Policy Statement
The Centre recognizes the benefits of volunteers can have on the Centre connection with community organization and people to interact, build relationships and help Educators supervise the children at the Centre whilst recognising and learning about key areas in the Centre like safety routines, hygiene and working as part of a team.  

Procedures
Induction of a volunteer:
· Report to a supervisor 
· Have a tour of the Centre and understand their requirements in an emergency
· Understand their WHS requirements
· Discuss the volunteer’s expectation and etiquette when at the centre
· Read the Centre philosophy 
· Completed and given the Volunteers personal information form and Working with Children Check number for those over 18 years.
· Provide an information profile with a photo

Principal Duties:
Respect for Children:
· Welcome and encourage children to participate in activities.
· Accept and respect children’s backgrounds and abilities and treat all children equally across age, gender, race and religion.
· Understand and follow confidentiality and privacy procedures
· No volunteer may give information or evidence on matters relating to children or their families, to anyone other than the supervisors or the responsible parent/guardian.
· No personal information regarding a staff member is to be given to anyone without his/her written permission.
· Volunteers may not, take photos or post anything related to the centre on any form of social media as per the Social Media Policy.
Team Interactions and Relationships with Children:
· Behave and interact in an appropriate manner when socialising with children
·  Use positive language
· Greet Educators and children using names
· Refer any conflicting behaviour or first aid issues to an Educator (if circumstance allows be a part of the process) Wahroonga After School Care Centre
· Ensure you sign in on arrival and departure of the centre as well as acknowledge supervisors.
· Communicate with Educator’s about the success of activities. (Relay comments and suggestions from children regarding activities.)

Partnerships with Families and Community Links:
· Acknowledge parents with greetings. If the opportunity arises communicate with parents about their children and what experiences they have been involved in for the session
· Volunteers are required to inform parents of who they are by an information profile outlining the purpose of their role at the centre (include a photo).

Programming and Evaluation:
· Treat the Centre’s resources and materials with respect and care
· Make the Educators aware of any damages or resource that has run out

Play & Development:
· Encourage children to use the equipment correctly
· Facilitate their imaginary play experiences
· Follow Centre rules, procedures and policies and encourage children to be a part of experiences

Health, Nutrition and Well-being:
· Washing hands regularly and whenever entering or leaving the kitchen
· Hygiene practices in the preparation, serving and storage of food, is paramount and need to be adhered to as per food safety regulations
·  Children at the centre have allergies and medication, please make sure you check with an Educator and that an Educator is with you before handing out food
Protective Care and Safety:
· Understand that volunteers never to be left alone with any child or group of children at any time.
· Be aware of WHS compliances (clothing, shoes and hat requirements and play areas for any hazards)
· Be aware and follow the emergency and evacuation procedures used by the centre
· Model and enforce the sun protection policy
· Volunteers are required to sign in and out of the centre every time they attend
· Volunteers are required to leave there phones in the office whilst volunteering

The Centre reserves the right to terminate the community service volunteer if the Centre’s policies are not adhered to.
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	Education and Care Services National Regulations
	National Quality Standard
	Other
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	· Centre Philosophy
· WHS Act and Regulations
· Child Protection Policy
· Food Safety and Hygiene Policy
· Privacy Policy
· Management of an Educator or  Visitor Incident 
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