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INTRODUCTION 
 

St Hilda’s School welcomes and acknowledges the significant contribution made by volunteers to the 
School and toward its students. The School will maintain transparency in the recruitment and selection 
of its volunteers. 

 

All volunteers must complete and sign-off on Volunteer Induction training. 
 

In addition, volunteers must sign-off the Anglican Church Southern Queensland “Student Protection 
policy and procedures guide for volunteers and visitors in Anglican Schools”, acknowledging that they 
have read and understood their obligations/responsibilities and the reporting process. 

 
Volunteers will receive information annually about their student protection obligations and 
responsibilities. 

 
LEGISLATION / REGULATION AND RELATED DOCUMENTS 

 
Working with Children (Risk Management and Screening) Act 2000 

Working with Children (Risk Management and Screening) Regulation 2011 

Child and Youth Risk Management Strategy 

Blue Card System in Anglican Schools Policy 

Blue Card Decision Tree – Volunteers 

Blue Card Decision Tree – Volunteers Homestay 

Volunteer Code of Conduct 

Safeguarding our Students (guide for coaches, tutors, volunteers and visitors) 

An Ethos Statement for Anglican Schools in the Province of Queensland 

Volunteer Handbook 

Blue Card Services: Schools – Employees other than teachers and parents web page 

Blue Card Services: Home stay providers information sheet 

 
 

CODE OF CONDUCT – VOLUNTEERS 
 

Policy Statement 
 

St Hilda’s School aims to develop and maintain a safe and secure learning environment for all students, 
volunteers and employees. The School expects all employees and volunteers to act in the best 
personal and educational interests of every child and to treat all students equally with appropriate 
courtesy, sensitivity, tact, consideration and humility. The Code of Conduct – Volunteers has been 
developed to help achieve this goal. 

 

Please read this Code of Conduct – Volunteers thoroughly and observe all School policies and 
directives when fulfilling the volunteer’s role. 

 

Definition of Volunteers 

 
A volunteer is a person who is employed by another person (in this case St Hilda’s School) and does 
not carry out any work for the School for a financial reward (Source: Blue Card System in Anglican 
Schools Policy). 

 

St Hilda’s School has four types of volunteers. 
 

 Formal Volunteers who provide regular, ongoing service. Examples include: a parent assisting 
in the classroom, Support Group members, Student Cultural Exchange family member, 
sport/co-curricular volunteer. 

 Informal Volunteers who provide assistance that is on-site, off-site, one-off or irregular. 
Examples include: parent assistance for excursions, ad hoc in-class, sports day assistance. 
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 Student Volunteers such as pre-service teachers doing a practical placement as required by 
their education provider, and trainee students doing a work experience placement. 

 School Council Members are overseen by the ACSQ and abide by Faithfulness in Service in 
Schools: A Code of Conduct Developed for Members of Governing Bodies of Schools 

 

School volunteers, working in any capacity must read and assent to these practices, as well as read 
and sign off on an understanding of the Student Protection in Anglican Schools Policy and Procedures, 
and be officially accepted by St Hilda’s School prior to performance of any task. Unless specifically 
stated, Volunteers shall not be considered as employees of St Hilda’s School. 

 

Volunteer Code of Conduct 

Volunteers are expected to follow the principles of safety, respect, confidentiality and support. They 
must also use appropriate communication skills and conduct themselves ethically when engaging with 
staff, students and members of the St Hilda’s community. 

 

Recruitment and Application Process 

Formal and informal volunteer positions are advertised internally to the School Community via the St 
Hilda’s Correspondence email, the School Newsletter and/or the excursion process (parent information 
letter). 

 
All those who wish to volunteer their services at St Hilda’s School, both current parents of St Hilda’s 
students, and those who are not parents of current students, must: 

 

1. make an application, 

2. receive confirmation and notification from the supervising staff member as to whether a Working 

With Children Check (BC or E card) is required, 

3. undertake an induction prior to working with students. 
 

Volunteers are expected to think and act safely: 

 Put the safety of all students, other visitors and employees first in all their activities and observe 
duty of care to themselves and others. 

 Follow safety requirements, to the best of the volunteer’s ability, as outlined during induction and 
in the Student Protection policy and procedures guide for volunteers and visitors to Anglican 
Schools. 

 Report all injuries, illnesses, accidents and near misses immediately to the employee 
responsibility for the activity. If necessary, fill in an Accident/Incident Form. 

 In an emergency, assist in evacuating the area as quickly as possible following St Hilda’s 
School Emergency Procedures. 

 Follow all procedures to the best of their ability at all times and promote healthy and safe work 
practices. 

 Do not use specialised equipment unless appropriately trained. 

 Report to the appropriate School contact or supervising staff member if confronted with a 
challenge beyond the volunteer’s control, role or responsibility. 

 Avoid being alone with individual students in any circumstances. (At least two adults should be 
present when there is only one child, and at least two children should be present when there is 
only one adult.) If, through circumstances beyond the volunteer’s control the volunteer finds 
themselves in a position where they are alone with a student, the volunteer must report (in 
writing) the circumstances to the School employee overseeing their voluntary work. Such a 
person will notify the Principal/Deputy Principal and relevant Head of School. 

 Maintain suitable sight lines, leaving doors and blinds open if working in a withdrawal room or 
other confined space. 

 Ensure any one-on-one work with a student is conducted in a public area or in a visible area 
such as in an office with an interior window or an open door so that another adult or student can 
be present outside the room as a witness. 

 When physical contact with a child is appropriate, volunteers must exercise caution to ensure 
that the contact is appropriate and acceptable. For example, when providing First Aid, discuss 
with the child how the contact will be conducted. 



Volunteers Handbook – V2 2018 060918 1 

 

Volunteers are expected to treat students and staff with respect: 

 Treat everyone with courtesy, sensitivity, tact, consideration and modesty.

 Support an environment free of fear, harassment, discrimination, racism and exploitation.
 Respect the cultures, beliefs, opinions and decisions of others even if not always in 

agreement.
 Refer all behaviour management issues, and behaviours which constitute bullying, 

discrimination and sexual harassment to the supervising staff member, or Principal.
 Dress in presentable clothes (or those suitable for the activity) that reflect the employee level 

of dress.

 Volunteers are asked to put pagers and mobile telephones in “silent/vibrate” mode so as not 
to disrupt or distract from activities, especially during chapel and assemblies.

 

Volunteers are expected to observe principles of confidentiality in all aspects of the School’s 
operation: 

 Do not share or discuss School documents or processes with any third party.

 Be aware of, and conduct themselves in accordance with, the School’s Privacy Policy.
 Do not discuss any aspect of personal information relating to a student, employee or another 

volunteer with any third party, including family members of either the volunteer or the 
student concerned.

 Do not counsel students on personal issues.

 Only discuss information relating to the wellbeing of a student with the employee responsible 
for that student or activity only, observing the student’s right to confidentiality at all times. If 
the employee in charge of the activity is unavailable, discuss with the Deputy Principal who 
may then decide to report to the Principal

 
Volunteers are expected to communicate appropriately: 

 Practise effective listening (for example: ask open questions, be alert to non-verbal 
communication, stay calm).

 Be clear and consistent.

 Be aware of the child or young person’s physical space.

 Be aware of the volunteer’s own body language.

 Use non-discriminatory, respectful and non-judgmental language.
 Conduct themselves in a manner and use language that is appropriate and of a high 

standard at all times.

 Be aware of, and conduct themselves in accordance with, the School’s Social Media Use 
Policy.

 Seek advice whenever appropriate.
 

Volunteers are expected to support the Anglican Ethos and the School’s policies and 
procedures: 

 Take instruction from, and not obstruct, the responsible staff member in any way with 
regards to the execution of their duties.

 Report any illegal activity to the Principal, Deputy Principal, Head of School or appropriate 
staff member.

 Recognise and report all matters of abuse, harm, self-harm, inappropriate behaviour, or the 
likelihood of such matters immediately to a Student Protection Officer, the Principal or the 
volunteer’s supervising staff member.

 

Volunteers must NOT: 

 Utilise their position to take advantage of any child or young person. 

 Harass or abuse any person, or use profanity while on campus or at a School activity. 

 Be the only adult in a bathroom, shower room, locker room or other dressing area whenever 
students are using such facilities. If volunteers need to monitor the area or deal with discipline, 
they must take care to leave the door ajar or to call for another teacher or volunteer to assist. 

 Contact students outside of school hours by telephone, email or any other means. 

 Seek the telephone numbers, home addresses, e-mail addresses, or any other contact 
information from students, for any purpose unless required as part of your role as a volunteer, 
and then only with direct approval from the School and the appropriate parent(s). 
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 Make comments of a sexual nature and refer any questions of this type from a student to the 
teacher in charge. 

 Use, possess, alcohol, illegal drugs, weapons, inappropriate videos, reading materials or other 
objects on the School grounds or at School events. 

 Be in possession of, or under the influence of, or provide others with, alcohol or illegal drugs. 

 Smoke anywhere on the School campus or within five metres beyond the boundary of school 
land. It is a statutory offence to do so. This includes in parked cars. The law applies at all times, 
during and after school hours, on weekends and during school holidays. 

 Condone the use of, or provide any of the above substances, to any student, staff member, 
volunteer or other personnel. 

 Engage directly with media representatives. Media enquiries must be referred to the Principal or 
to School Administration for referral to the Principal. 

 
 

BREACHES 
 

Any breaches of the Volunteer Code of Conduct will be dealt with by the School Principal (or delegate) 
in the first instance and appropriate authorities will be contacted if necessary. 

 
 

DISMISSAL 
 

Volunteers who do not adhere to these guidelines or who fail to satisfactorily perform their volunteer 
assignment are subject to dismissal. No volunteer will be terminated until the volunteer has had an 
opportunity to discuss the reasons for possible dismissal with the Principal or Deputy Principal or the 
Director of Pre-Preparatory. 

 
Possible grounds for dismissal include, but are not limited to: 

 

 Committing a reportable offence; gross misconduct or insubordination 

 Breach of confidentiality or privacy policy 

 Theft of property or misuse of School materials 

 Abuse or mistreatment of students, staff or other volunteers 

 Failure to abide by School policies and procedures 

 Failure to satisfactorily perform assigned tasks 

 
 

RESPONSIBILITIES OF VOLUNTEER IF BLUE CARD REQUIRED 
 

Card holders have a responsibility to ensure that their BC is renewed prior to expiry and that the School 
is notified of any change to circumstance which would disqualify the card holder from having a BC. 

 
Refer to the following pages for the Blue Card Decision Trees: 

 

 Blue Card Decision Tree – Volunteers (excluding Homestay) 

 Blue Card Decision Tree – Volunteers – Homestay (e.g. this should be referred to when a family 

seeks to participate in the St Hilda’s Cultural Exchange Program). 
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ETHOS STATEMENT 

SUMMARY ETHOS STATEMENT FOR ANGLICAN SCHOOLS IN THE PROVINCE OF QUEENSLAND 
 

Published by the Anglican Schools Commission, Diocese of Brisbane: October, 1996 
 

What should characterise an ideal Anglican school? Many of its qualities of course, will be shared with 

good schools everywhere, whether run by the state or by denominational churches. An ideal school 

would evidence a commitment to learning, to justice, to individual achievement and to wholeness. 

Anglican schools will naturally value these qualities. This document seeks to define the normative 

features of an ideal Anglican school. In defining this distinctive ethos, the starting point has been the 

nature of the mother church itself on the single assumption that Anglican schools will be like the Anglican 

church. 
 

ANGLICAN SCHOOLS 
 Are Firstly Christian Schools

In their day to day life Anglican schools should live out their faith in a creating and redeeming 
God. They should vivify the Gospel message of forgiveness, reconciliation, mission and loving 
service to God and our neighbour. The experience of sharing in the life of this community is itself 
an important part of Christian education quite apart from the formal content learned in the 
classroom. 

 
 Celebrate the contribution of the Mother Church to the wider political, social, economic and 

artistic life of our culture

The Anglican Church of Australia has grown out of the Church of England. As such, it has a long 

tradition of working within the heart of western culture in the broadest and most comprehensive 

sense. Our schools will be at the centre and not at the fringe of our culture. 

 
ANGLICAN SCHOOLS SHOULD BE CHARACTERISED BY: 

 
 Appreciation of diversity

The Anglican Church in its long history has come to value diversity as a positive good and a 

distinguishing feature of a civilised community. Anglican schools should enliven such appreciation 

of diversity and acceptance and the care ethic implicit in this respect for others. 

 
 High respect for intellectual endeavour

The teaching/learning ethic will show itself in hard work, intellectual rigour and openness to ideas 

and debate 

 
 Commitment to tradition and dignity within school worship

The Anglican tradition of renewing ancient forms and sacraments to meet modern needs will be 

evident in the way the school community worships. 

 
 Commitment to tradition and dignity within school life

Anglican schools will use the richness of symbol, story and ceremony to promote their values and 

order their lives. 

 
 Sense of social responsibility

The service ethic and a commitment to social justice will be seen in the willingness of Anglican 

school communities to offer themselves to serve God and His people in the wider community as 

critical participants. 
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VOLUNTEER INDUCTION 

Subject Detail Delivery 
Method 

Timeframe Who 

Student Protection in 
Anglican Schools 
Policy and Procedures 

The Student Protection in Anglican Schools Policy and Procedures may be accessed on the 
front page of the School’s website: www.sthildas.qld.edu.au via Governance\Safeguarding our 
Students 

Email Minimum of 1 
Week prior 

Supervising 
staff member 

Safeguarding our 
Students: Student 
Protection policy and 
procedures guide for 
volunteers and visitors 
to Anglican Schools 

To be completed and signed by volunteer prior to attending campus and off-campus events. Email Minimum of 1 
Week prior 

Supervising 
staff member 

Student Protection 
Officers / Reporting 

Volunteers must immediately discuss with a Student Protection Officer or the Principal all 

matters of suspected abuse or neglect of a student, suspected inappropriate behavior by a 
staff member or volunteer towards a student (all matters as outlined in the “Student Protection 
policy and procedures guide for volunteers and visitors to Anglican Schools”). 

 

Student Protection Officers: 

Senior School: Deputy Principal, Head of Senior School, Counsellors 
Junior School: Head of Athena and Director of Pre-Preparatory, Deputy Head of Junior School, 
and Prep - Year 2 Coordinator. 

Email Minimum of 1 
Week prior 

Supervising 
staff member 

Dress Code Professional attire is an expectation for all employees, visitors and volunteers at St Hilda’s 
School. 

 The following items are not appropriate when working with children in the school 

environment: tank tops, midriff tops, shirts with potentially offensive words, terms, logos, 

pictures, cartoons or slogans, halter-tops, tops with bare shoulders or plunging necklines. 

 Shoes should be closed in and appropriate for the environment– thongs and flip flops are 

not acceptable. 

 Please model sun-safe practices. 

Email Minimum of 1 
Week prior 

Supervising 
staff member 

Code of Behaviour Volunteers are expected to read, understand and follow the Code of Conduct – Volunteers. 

 Volunteers are expected to follow the principles of safety, respect, confidentiality and 

support. 

 Volunteers must also use appropriate communication skills and conduct themselves 

ethically when engaging with staff, students and members of the St Hilda’s Community. 

Email Minimum of 1 
Week prior 

Supervising 
staff member 

http://www.sthildas.qld.edu.au/
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  Volunteers are expected to be aware of, and conduct themselves in accordance with, the 

School’s Privacy Policy. 

   

Sign-in / Sign-out 
Procedures 

Volunteers when working on St Hilda’s Campus are to go directly to Visitors’ Reception to sign 
in and receive a visitor’s badge. The Visitor’s Badge is to be worn for the duration of the School 
visit/event.  When working after hours on St Hilda’s Campus, Volunteers are to sign in and out 
of Boarders’ Reception, accompanied by their staff supervisor . 

 

Volunteers working off campus are to check in with their Staff Supervisor where they will 
receive a Volunteers Label (or may wear the Parent Support Group badge). The label is to be 
worn for the duration of the event. 

Email Minimum of 1 
Week prior 

Supervising 
staff member 

Supervision  Volunteers to be supervised by a staff member at all times. 

 Volunteers to be met at Visitors’ Reception by the supervising staff member and escorted to 

the venue. At end of event, the supervising staff member is to escort the volunteer to 

Visitors’ Reception to sign out and return badge. 

 Volunteers are to be under the general supervision of staff member/s at off campus events 

 Volunteers are expected to think and act safely as per the Code of Conduct - Volunteers 

Email Minimum of 1 
Week prior 

Supervising 
staff member 

Role and reporting 
relationships 

Volunteers are to report directly to supervising staff member. Email Minimum of 1 
Week prior 

Supervising 
staff member 

Orientation, facilities 
and introduction 

 Volunteers advised of car parking and sign-in/out requirements prior to the event by their 

supervising staff member. 

 Volunteers advised of restricted access to campus and supervision requirements while on 

campus by supervising staff member. 

 Volunteers advised of Emergency evacuation requirements and assembly point by 

supervising staff member. 

Email Minimum of 1 
Week prior 

Supervising 
staff member 

Emergency 
Evacuation 

 Volunteers to follow advice of staff member during Emergency Evacuation and advised of 

Emergency Assembly Point (School Oval). 

 Volunteers to assist in evacuating the area as quickly as possible, following directions from 

supervising staff member. 

Email Minimum of 1 
Week prior 

Supervising 
staff member 

Responsible use of 
Social Media 

Volunteers are advised to abide by the School’s Social Media Use Policy. No photos are to be 
taken nor social media posts actioned without express permission from the Principal. 

Email Minimum of 1 
Week prior 

Supervising 
staff member 

Breaches Any breaches of the Volunteer Code of Conduct will be dealt with by the School Principal (or 
delegate) in the first instance and appropriate authorities will be contacted if necessary. 

Email Minimum of 1 
Week prior 

Supervising 
staff member 
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Dismissal Volunteers who do not adhere to these guidelines or who fail to satisfactorily perform their 
volunteer assignment are subject to dismissal. No volunteer will be terminated until the volunteer 
has had an opportunity to discuss the reasons for possible dismissal with the Principal or Deputy 
Principal or the Director of Pre-Preparatory. 

Email Minimum of 1 
Week prior 

Supervising 
staff member 

 Possible grounds for dismissal include, but are not limited to: 

 Committing a reportable offence; gross misconduct or insubordination 

 Breach of confidentiality or privacy policy 

 Theft of property or misuse of School materials 

 Abuse or mistreatment of students, staff or other volunteers 

 Failure to abide by School policies and procedures 

 Failure to satisfactorily perform assigned tasks 

   

Action Required by Volunteer 
   

Safeguarding our 
Students: Student 
Protection policy and 
procedures guide for 
volunteers and visitors 
to Anglican Schools 

This document to be completed and signed by volunteer, and emailed/delivered to the 
supervising staff member. 

Email/ 
Delivered 
by hand 

Minimum 2 
days prior 

Volunteer 

Record of Completed 
Induction 

To be signed by visitor and emailed/delivered to supervising staff member. 
 
Supervising staff member immediately lodges completed forms with their Department 
Representative, e.g. Community Liaison Officer, Deputy Head of Junior School, Head of Sport, 
Director of Pre-Prep, Head of Boarding, International Connections Officer and PA to Head of 
Business, in conjunction with the HR Manager. 

Email/ 
Delivered 
by hand 

Minimum 2 
days prior 

Volunteer 

Record of Completed Induction 

 

I,  confirm that I have been provided with and understand the information detailed above. 
[Please print in capitals] 

 

Volunteer signature: Date:      

 
 

Supervising Staff Member:  Name: Signature: Date:      
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SAFEGUARDING OUR STUDENTS 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

Student Protection policy and procedures guide for  

volunteers and visitors to Anglican Schools 
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Introduction 

Every student has the right to feel safe and free from harm 
in every area of their life including when at school.  The 
protection of children and young people is of paramount 
importance and the Anglican Church Southern Queensland 
(ACSQ) takes this responsibility very seriously.   

The ACSQ has developed the Student Protection in Anglican 
Schools Policy and Procedures to guide school staff, 
volunteers and visitors (paid or unpaid) to an Anglican school 
in their responsibilities under legislation and/or policy to 
recognise and report suspected child abuse and neglect or 
inappropriate behaviour towards a student. 

You can access the Student Protection in Anglican Schools 
Policy and Procedures on the school’s internet or intranet 
sites. 

Your responsibilities 

You, as part of an Anglican school community, have a 
responsibility to help safeguard our students by:  

 informing relevant staff of suspected abuse and neglect 
or inappropriate behaviour towards a student; and 

 acting professionally and behaving in an appropriate 
manner towards all students at all times. 

Behavioural obligations 

Behaviour of a sexual, physical or psychological nature which 

exploits the special position of trust and authority between 

an employee or volunteer and a student, regardless of age, 

is a breach of policy and may be an offence under legislation.   

While not an exhaustive listing, such behaviour may include: 

 transporting a student or seeking to visit a student at 
home without the written consent of a parent and the 
approval of the Principal; 

 inviting a student to the staff member or volunteer’s 
home; 

 sending or receiving correspondence of an 
inappropriate nature or inappropriate giving of gifts; 

 physical or emotional aggression, violence or bullying; 

 sexual exhibitionism; 

 development of an intimate relationship incompatible 
with the professional relationship; 

 exposing a student to pornographic material in any 
medium;  

 inappropriate discussion of sexual matters;  

 obscene language, especially of a sexual nature; 

 gestures or actions of a suggestive or obscene nature; 

 jokes of a sexual nature told in a student’s presence; 

 voyeurism (gaining pleasure from secret watching of 
another); 

 repeatedly seeking to be alone with a student; or 

 detaining a student in locked facilities or facilities that 
do not have immediate access to other staff members. 

Any behaviour which exploits a student is unacceptable. 

 

Reporting suspected abuse or inappropriate behaviour 

As a volunteer or visitor to an Anglican school you must 
immediately inform a Student Protection Officer (SPO) or the 
Principal of all suspected abuse or neglect of a student.  

You must also immediately inform an SPO or the Principal of 
suspected inappropriate behaviour by a staff member or 
volunteer towards a student.  

When the concerns relate to inappropriate behaviour by the 
Principal, you must discuss the concerns with an SPO. 

What is child abuse and neglect 

There are four different types of child abuse.  

 Physical abuse occurs when a child has suffered, or is at 
risk of suffering, non-accidental physical trauma or 
injury.  

 Sexual abuse occurs when an adult, stronger child or 
adolescent uses their power or authority to involve a 
child in sexual activity.  Sexual abuse may also involve 
grooming.  

 Emotional abuse occurs when a child’s social, 
emotional/psychological, cognitive or intellectual 
development is impaired or threatened  through acts of 
omission (neglect) or commission (abuse).  

 Neglect occurs when a child’s basic necessities of life are 
not met and their health and development are affected. 

What is inappropriate behaviour 

Inappropriate behaviour means any behaviour of an school 
employee or volunteer towards a student, regardless of age, 
which is:  

 inconsistent with Professional Standards, Codes of 
Conduct and/or school policies; and  

 considered to be inappropriate behaviour by the person 
making the complaint. 

Actions by the SPO or Principal 

After speaking with you about suspected abuse and neglect 
or inappropriate behaviour, the SPO or Principal will decide 
if a report is required to Child Safety or police and will 
complete the reporting form with you.  

When the concerns relate to inappropriate behaviour, the 
SPO and/or Principal will take any action required under 
policy and procedures. 

Confidentiality and notifier protections 

Under the Child Protection Act 1999 any person, when acting 
honestly and reasonably, who reports suspected child abuse 
or neglect will be protected from civil, criminal and 
administrative liability and the notifier name and contact 
details will remain confidential. 

Breaches of child protection policy  

All breaches of these obligations will be treated seriously. 
When made aware of any breach, the Principal will take 
appropriate action which may include excluding the person 
from continuing in their role as a volunteer or visitor. 
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Name: 

Role:                                                         Department/Area: 

School:  ST HILDA’S SCHOOL, GOLD COAST 

 

Acknowledgement of understanding 
  

Responsibility Yes No 

As a volunteer or visitor to this school I have read and understood this guide   

I have had my obligations explained to me as part of my induction   

I am aware of the part I have to play in safeguarding students   

I am aware I can access a copy of the Student Protection in Anglican Schools Policy and 
Procedures on the school’s internet and intranet sites 

  

I understand that I am to behave professionally and in an appropriate manner towards 
students 

  

I understand that the behavioural obligations in this guide relate to my role as a volunteer or 
visitor to the school 

  

I am aware that if I breach my obligations that I may be excluded from continuing in my role   
 

Recognising Yes No 

I am aware of the four types of abuse and neglect covered by this policy   

I understand what is meant by inappropriate behaviour towards a student   

 

Reporting Yes No 

I understand that I must immediately discuss any suspected abuse or neglect of a student with 
an SPO or the Principal 

  

I understand that I must immediately discuss any suspected inappropriate behaviour by a staff 
member or volunteer towards a student with an SPO or the Principal 

  

I am aware that the SPO or Principal may need to make a formal report to the police or Child 
Safety 

  

I understand that, as a notifier, I will be protection from liability under provisions in the Child 
Protection Act 1999 

  

I understand that my details will be kept confidential as provided by provisions in the Child 
Protection Act 1999 
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Key staff in my school  

I understand that the Student Protection Officers at St Hilda’s School include: 

Name Ms Wendy Lauman, Deputy Principal Email/phone contact wlauman@sthildas.qld.edu.au 

(07) 5577 7236 

Name Misss Cody Boles School Counsellor Email/phone contact cboles@sthildas.qld.edu.au 

(07) 5577 7265 

Name Mrs Liz Giovas, School Counsellor Email/phone contact egiovas@sthildas.qld.edu.au  

(07) 5577 7265 

Name Mrs Caroline Brodar, Head of Senior School Email/phone contact cbrodar@sthildas.qld.edu.au 

(07) 5577 7282 

Name Mrs Melissa Wilkins, Deputy Head of Junior School Email/phone contact mwilkins@sthildas.qld.edu.au 

(07) 5577 7237 

Name Mrs Lisa Cleverly, Head of Athena and Director of 
Pre-Preparatory 

Email/phone contact lcleverly@sthildas.qld.edu.au 

(07) 5577 7378 

Name Mrs Katherine Holmes, PP to Year 2 Coordinator Email/phone contact kholmes@sthildas.qld.edu.au 

(07) 5577 7230 

 

My supervising staff member is: 

Name  Email/phone contact  

 

Signature of 
volunteer/visitor 

 

Name of staff 
member providing 
induction 

 

Signature of staff 
member  

 

Date   

 

All students have a right to be protected from abuse or neglect or  

inappropriate behaviour by a staff member or volunteer. 

 

mailto:wlauman@sthildas.qld.edu.au
mailto:cboles@sthildas.qld.edu.au
mailto:egiovas@sthildas.qld.edu.au
mailto:cbrodar@sthildas.qld.edu.au
mailto:mwilkins@sthildas.qld.edu.au
mailto:lcleverly@sthildas.qld.edu.au
mailto:kholmes@sthildas.qld.edu.au
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EMERGENCY PROCEDURES FOR VOLUNTEERS & VISITORS 
 
       
In the event of an emergency evacuation, all occupants may have to be evacuated from buildings.  The 
procedures have been designed to enable the safe evacuation of the occupants and it is mandatory that 
the procedures are actively supported and adopted by all. 
 
It is imperative that all staff, volunteers and visitors know the evacuation routine.   
 
Volunteers and visitors are to follow the instructions of their supervising staff member. 
 
 

 

ALARMS 
 

 
There are 3 different types of evacuation alarms within the school, please ensure you understand all 3 and 
familiarize yourself with them. 
 
 
Whole School Evacuation:   
In the event of a fire, the ‘Whole School Evacuation’ alarm will sound followed by the voice over, “Can the 
entire school please evacuate immediately.” When this alarm sounds, everyone in the School must 
evacuate. 
 
Boarding Precinct Evacuation: 
When a fire alarm is set off in the Boarding House, the Fire Evacuation siren will sound followed by the 
voice over, “Could all personnel in the Boarding precinct please evacuate immediately”. If you are in 
this area, you need to evacuate to Central Quad. 
 
Silent Fire Alarm: This alarm is triggered by all smoke detectors in the school, excluding the Boarding 
Quadrangle and Senior Library. Security/Maintenance are called automatically when a smoke detector has 
been triggered.  
 
For all alarms, the first step is to follow the Fire Evacuation Flowchart, and always keep yourself and the 
students safe and away from harm.  
 
NB. If you hear any other alarm that has no voice instruction, please remain where you are.  
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FIRE / EMERGENCY EVACUATION 
 

 

Escape routes and instructions for evacuation are displayed in rooms. Please read the routes and 
instructions carefully. 

 

WHEN THE ALARM SOUNDS EVERYONE IN THE SCHOOL MUST EVACUATE 

 

General Instructions: 

1. When the alarm sounds, stand, move immediately and quietly. 

2. Do NOT take any of your materials with you. 

3. Do NOT touch electrical switches. 

4. Move quietly in single file, ensuring you follow the indicated route for THAT room. 

5. Walk briskly and do not speak. 

6. Junior School Form teachers, Middle School and Senior School CLD teachers and Year 12 
Chapel teachers, will assemble with their class and will call the roll. 

7. Designated areas are shown below. Please note where students should line up in Junior 
School Form class, Middle/Senior School CLD class, and Year 12s in Chapel class, in 
alphabetical order facing as indicated on the map. 

 

PRE-PREP TO YEAR 2:   Assembly area on the grassed area on western side of the Pre-
Prep Building. 

 
YEARS 3-6:     Assembly area on Oval. 
YEARS 7-12:   Assembly area on Oval. 
 
VISITORS & VOLUNTEERS: Assembly area on Oval and report to Sharon Osborne / 

Paul Salter. 
 
 
(See Assembly Maps next pages) 
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VOLUNTEERS & VISITORS 
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FACILITIES STAFF, CONTRACTORS, VISITORS & VOLUNTEERS 

- INSTRUCTIONS 

 
All  Facilities staff, Contractors and Visitors are to assemble as follows: 

 
Uniform Shop:  Ballet Cabin 
 

Junior Café:   Ballet Cabin 
 

Jennifer Reeves Cafeteria:   Ballet Cabin 
 

Catering/Cleaning:   Ballet Cabin 
 

Maintenance:   Ballet Cabin 

 
1. Facilities Staff  

 Joan Smith or Dorota Wiktorski / Nerelle Mulligan are to collect staff absentee rolls before 
proceeding to Ballet Cabin. 

 Joan Smith/Dorota Wiktorski (Cleaning Staff) / Nerelle Mulligan (Catering Staff) , Emma 
Perram (Retail Staff), Jayson Neal (Maintenance Staff), to take rolls.  

 Joan, Nerelle, Emma and Jayson to update Debbie DiMartino and cross check staff 
absences. 

 Debbie DiMartino to report to Chief Warden when Facilities staff are accounted for. 
 

2. Contractors, Volunteers and Visitors 
Sharon Osborne/Paul Salter to collect Visitor and Contractor Sign-In Print Out and take to the 
assembly area beside the Ballet Cabin on the School Oval. 
 
Contractors, Volunteers and Visitors are to report to Sharon Osborne/Paul Salter. 
Sharon Osborne/Paul Salter to report to Chief Warden when Visitors/Contractors are 
accounted for. 
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LOCK DOWN PROCEDURE 

 

 

 
Occurs in the following instance:  

 Police activity 

 Violent intruder 

 Hostage 

 Custodial incident 

 Storm / Tempest 
 

 
 

ALARM 

 
The Alarm for a Lock Down is: 
 

Intercom system announcing that “Miss Fittock is in . . . . .”  (name of Building), eg. “Miss Fittock 
is in the Langford Theatre” means there is a critical incident in the Langford Theatre so do not go  

 

PROCEDURE FOR CONTRACTORS/VISITORS/VOLUNTEERS  

Contractors/Visitors/Volunteers are to follow directions of staff members and go to the nearest 
secure area from the designated danger area and stay silent, out of sight, with doors and windows 
locked. 
 

 




