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About Ardoch  
 

Vision 
Australia’s most impactful education partner supporting children in disadvantaged communities. 
 

Mission 
We believe that every child’s potential should be realised through full participation in education.  
 
This belief inspires us to increase engagement in education, build aspirations and enhance learning 
outcomes of children in disadvantaged communities. 
 
We mobilise community and workplace volunteers to support schools and early childhood services. We also 
advocate for and seek to influence policy change to reduce inequity in education. 
 

Values 
 Community – We Create the village 
 Commitment – We never give up 
 Collaboration – We can’t do this alone 
 Respect – We are people who want to help 
 Accountability – We have honest conversations now  

 

Strategy 2025 sets out five strategic priorities for us to focus on as we work towards 
this: 
 
Priority 1. To develop, deliver and scale high-impact programs to schools and early years centres 
We are determined that by 2025 our reach will be national, working with 500 education partners. 
 
Priority 2. To be a leader in mobilising volunteers 
We are determined that by 2025 we will have evidence that our model of volunteer engagement and 
mobilisation is informing practice in the not-for-profit sector. 
  
Priority 3. To build sustainable partnerships that leverage strengths and resources 
We are determined that by 2025 we will have retained and grown the partnerships with those who share our 
vision and will be able to demonstrate their impact. 
  
Priority 4. To be known as an evidence-based organisation 
We are determined that by 2025 we will be known as an evidence-based organisation that demonstrates 
the impact of Ardoch programs. 
  
Priority 5. To increase awareness of our brand and reputation 
We are determined that by 2025 we will have increased awareness of our brand and reputation for 
achieving enhanced learning outcomes in disadvantaged communities. 
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By 2025 we are determined that 
 Our reach will be national, working with at least 10% of schools with an ICSEA below 1,000 in every 

state and territory. 
 We will have evidence that our model of volunteer engagement and mobilisation is informing 

practice in the not-for-profit sector. 
 We will have retained and grown the partnerships with those who share our vision and be able to 

demonstrate the impact of these. 
 Our advice and input on relevant policy matters is actively sought by government(s). 
 We will have embedded technology as a key mechanism for scaling our programs and supporting 

the efficiency and effectiveness of our operations. 
 Our funding and resources will have grown sufficiently to enable us to deliver on our aspirations.  
 Evidence from our programs will have added to the body of knowledge on ‘what works’ in 

addressing educational disadvantage and our contribution to this acknowledged by relevant 
stakeholders. to this is acknowledged by  

 
 
Ardoch is a children’s education charity focused on improving educational outcomes for children 
and young people in disadvantaged communities. 
 
We partner with schools and early years services to deliver tailored education support programs that aim to 
increase engagement in education, build aspirations, enhance learning outcomes and increase the 
confidence of children and young people living in disadvantaged communities.  
 

What we do 
Children from disadvantaged communities often start school developmentally vulnerable and continue to fall 
behind through their school life. As the Grattan Institute Report Widening Gaps: What Naplan tells us about 
student progress (2016) highlights, children from disadvantaged communities fall several years behind their 
peers over the course of their school life. 

We have three key program areas: 

 Literacy Support - early intervention programs to improve literacy and language skills of children in 
their crucial early and primary school years. 

 STEM Support – a suite of programs to foster children’s STEM (Science, Technology, Engineering 
and Maths) skills in fun, engaging and relevant ways. 

 Broadening Horizons – providing children with inspiring learning and life experiences to positively 
impact their educational outcomes. 

Ardoch also works intensively in areas of high disadvantage through our place-based work. This is where 
dedicated Ardoch staff work with schools and early years services in the region to deliver programs that 
respond to the specific needs of the children in the local communities as identified by our school and early 
years partners. 
 
The majority of our programs are delivered by volunteers from the community or workplaces. We recruit and 
train Education Volunteers to work intensively with students one-on-one or in small groups to develop 
strong foundations of education, while workplace volunteers engage with the students through letter-writing, 
blogging and other learning experiences that enhance the children’s language, social skills, confidence and 
aspirations. 
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Ardoch Outcomes Framework 
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Volunteer Policy 
 

1.1  Volunteer leave 
Volunteers wishing to take leave are required to contact the Education Partnership Coordinator in your 

region. Leave over two weeks please also contact volunteers@ardoch.org.au  

Extended leave (6 months or over) will require an update and re-orientation upon returning to volunteering 

with Ardoch. 

 

1.2  Volunteer Resignations 
Volunteers wishing to resign are required to inform via e-mail to the Education Partnership Coordinator in 

your region and volunteers@ardoch.org.au  

 

1.3  Volunteer Statement of Service 
Ardoch volunteers are primarily based within school or early years settings and are often volunteering 
without direct supervision from Ardoch staff. For this reason, Ardoch provides a statement of service in 
response to volunteer requests, as opposed to a more comprehensive reference about their personal skills 
and qualities. The statement of service outlines an accurate record of their volunteer contribution, including: 
• Volunteer role title and a description of their main activities 
• Volunteer commencement and departure date (if applicable)  
• Approximate hours they have donated to Ardoch, including training sessions 
 

1.4 Occupational Health and Safety 

Volunteers are required to follow Ardoch’s and partner sites Occupational Health and Safety standards; 

report any observed hazards or injuries to the school-based Project Coordinator and participate in the 

management of health and safety risks. Smoking is prohibited in the workplace. Volunteers are not 

permitted to use or possess illegal drugs at an Ardoch work site. Nor are Volunteers permitted to attend 

work suffering from the effects of drugs or alcohol. In addition please follow COVID safety procedures.  

 

1.5 Insurance 
Whilst volunteers are not covered by WorkCover, Ardoch Volunteers are covered by personal accident 

insurance. Personal accident insurance covers volunteers for specified expenses following an accidental 

injury, disability or death whilst carrying out their work on behalf of Ardoch. 

 

Ardoch’s public liability insurance provides cover to Ardoch for personal injury or property damage 

to third parties arising from accidents or negligent acts caused by employees or volunteers. 

If you have an accident or an injury occurs whilst volunteering, you must let Ardoch know by either 

email or phone as soon as possible. 

 

1.6 Equal Opportunity 
As of August 2011, volunteers are covered by the Equal Opportunity Act 2010 giving volunteers the same 

rights as employees. The objectives of the Equal Opportunity Act are to encourage the identification and 

elimination of discrimination, sexual harassment and victimisation and to promote and facilitate the 

progressive realisation of equality.   

 

mailto:volunteers@ardoch.org.au
mailto:volunteers@ardoch.org.au
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1.7 The Fair Work Act 
A volunteer (as defined by The Fair Work Act) is someone who does work for the main purpose of 
benefitting someone else, such as a church, sporting club, government school, charity or community 
organisation. Volunteers are not employees and don't have to be paid. As with work experience and 
internship arrangements, all relevant factors must be considered to determine whether a person is a 
genuine volunteer or whether, in fact, an employment relationship exists even though the worker is called a 
'volunteer'. 
 
Key characteristics of a genuine volunteering arrangement include: 

 the parties did not intend to create a legally binding employment relationship 

 the volunteer is under no obligation to attend the workplace or perform work 

 the volunteer doesn't expect to be paid for their work. 

Source: https://www.fairwork.gov.au/how-we-will-help/templates-and-guides/fact-sheets/unpaid-
work/unpaid-work#work_experience 
 

1.8      Volunteer Recruitment and Training 
Ardoch requires that you complete the following prior to your volunteering experience: 

1. Online application form 
2. Interview - the interview process to assess motivations for volunteering, suitability for the position, 

previous experience with children and/or young people and previous/current involvement with 

child/youth organisations. 

3. Online trainings 
4. General training currently via Zoom (3 hours) 
5. Early years training currently via Zoom (2.5 hours) 
6. Police check requiring 4 identity documents 
7. Two reference checks 
8. Working With Children Check 
9. Child Safety code of conduct to be signed 

*Ardoch reserves the right to alter this screening process as necessary to protect the best interests of 
children.  

Ardoch volunteers must be over the age of 18. 

Ardoch’s Education Volunteer role cannot be considered as tertiary placement for university students. 

1.9 National Criminal History and Working With Children Check Process 

Ardoch recognises that the Criminal History Check is a time-specific check of criminal convictions. The 
Working With Children Check is a live check therefore any charges pending and/or convictions of any 
criminal offence will be communicated to Ardoch by the Department of Justice (VIC) or the Office of the 
Children’s Guardian (NSW).  
 

If a volunteer does not volunteer for more than a year, then they will need to undertake a new Criminal 

History Check before being placed again. 
 

https://www.fairwork.gov.au/how-we-will-help/templates-and-guides/fact-sheets/unpaid-work/unpaid-work#work_experience
https://www.fairwork.gov.au/how-we-will-help/templates-and-guides/fact-sheets/unpaid-work/unpaid-work#work_experience
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2.0         Complaints Resolution Process 
The purpose of the Complaints Resolution Process is to clarify the rights and responsibilities of all parties to 

an allegation of misconduct. The relevant parties include the child or young person. 

 

Ardoch’s Complaints Resolution Procedure balances the following interests: 

 The right of the child/young person to be heard, to be protected and to be supported; 

 The right of the child/young person and their families to have their concern acted upon; 

 The right of the alleged perpetrator to a fair process;  

 The right to privacy; and 

 Ardoch’s commitment to ensure allegations of abuse and suspected crimes are acted on and 

reported for proper investigation to the Police and the Department of Human Services as 

appropriate. 

 

Where an allegation is made and the alleged perpetrator is an Ardoch staff member, Student on Placement 

or volunteer, the Ardoch Child Protection Officer will manage the process. The Chief Executive Officer will 

together with the Board obtain legal advice. As appropriate the Child Protection Officer will notify the alleged 

perpetrator that a concern/disclosure has been raised and the course of action taken/ to be taken. 

 

2.1        Policy Evaluation and Review 
Ardoch is committed to evaluating and reviewing the Child Protection Policy annually in accordance with the 

following evaluation/review process: 

 

 The Policy will be reviewed by identifying significant experiences, problems or functional 

issues, which arose in the past year. 

 Input from staff, Principals and Committee of Management; 

 Any amendments to the policy will be circulated to key stakeholders.  
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Covid-19 Safety Reminders 

 
Reminder: 

 Be sure to have filled in your time sheet form https://www.ardoch.org.au/time-sheet-form/ before 
beginning regular volunteering. 

 Please complete a Health Declaration Form every day you volunteer before 10am. Click the link to 
complete the form: https://www.ardoch.org.au/health-form/ (We will also send you a sms with the 
link to the form to make this easier for you) 

 If you have answered ‘Yes’ to any of the questions in the form an Ardoch staff member will call you 
to make sure that you are staying home until you are able to re-commence volunteering. 

 If you have completed the form incorrectly then please fill it out again and email 
volunteers@ardoch.org.au so that we know which form is correct for that day. 

 The Education Volunteer team check these forms daily as part of our COVID-19 safe procedures. 
Thank you for your understanding and cooperation. 

 

 

Helping to prevent the spread of COVID-19: 

 The symptoms to watch out for: loss or change in sense of smell or taste, fever chills or sweats, 
cough, sore throat, shortness of breath and/or runny nose.  

 Some people may also experience headache, muscle soreness, stuffy nose, nausea, vomiting and 
diarrhoea. 

 We advise no handshakes or hugs (elbow shakes are a good replacement). 
 We recommend that you clean and disinfect frequently touched objects and surfaces regularly. We 

suggest taking a small hand sanitiser with you each time you volunteer. 
 Avoid touching your eyes, nose, and mouth. 
 Do your best to wash or sanitise your hands before entering the school/centre, after going to the 

bathroom, when changing tasks and after exiting the school/centre. 

 

Four key actions to remember:  

 Stay at home and get tested if you have symptoms of coronavirus (COVID-19), however mild they 
might be. 

 Practise good hygiene – wash your hands and cough and sneeze into a tissue or your elbow. 

 Keep your distance – stay 1.5 metres away from people where you can. 

 Wear a face mask when required. 

 
To stay up to date with the latest Government information you can go to: 

 VIC: https://www.dhhs.vic.gov.au/coronavirus 
 NSW: https://www.health.nsw.gov.au/disability/covid-19/Pages/default.aspx 

 

 

 

https://www.ardoch.org.au/time-sheet-form/
https://www.ardoch.org.au/health-form/
mailto:volunteers@ardoch.org.au
https://www.dhhs.vic.gov.au/coronavirus
https://www.health.nsw.gov.au/disability/covid-19/Pages/default.aspx
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Excerpts From Child Safety Policy, November 2020 – 
November 2021 
 

2. Scope  
  
This Child Safety Policy applies to all Ardoch Staff, Board of Directors, Volunteers, and Students on 
Placement in all States of Australia; including those who:  
  

 Work in Ardoch offices; 
 Volunteer at Ardoch partner sites (schools and early childhood centres), and are supervised directly 

by staff from those partner sites; and 
 Volunteers in Ardoch programs where they have one-off (or limited in-person) contact with children 

(e.g. Literacy Buddies®, Numeracy Buddies and Broadening Horizons) 
 Work or volunteer with schools and early years centres, using online platforms  

 
3. Definition of Child Abuse  
  
Child abuse refers to any non-accidental behaviour by parents, caregivers, other adults or older adolescents 
(to 18 years of age) that is outside the norms of conduct and entails a substantial risk of causing physical or 
emotional harm to a child or young person. Such behaviours may be intentional or unintentional and can 
include acts of omission (i.e., neglect) and commission (i.e., abuse) (Bromfield, 2005; Christoffel, et al., 
1992).  
 
Child abuse is commonly divided into five main sub-types as well as ‘grooming’ and ‘cumulative harm’: 

 Physical abuse: 
 Emotional abuse: 
 Neglect: 
 Sexual abuse: 
 The witnessing of family violence: 
 Grooming and sexually harmful behaviour: 
 Cumulative harm: 

 
(Taken from: 
- PROTECT Identifying and Responding to All Forms of Abuse in Victorian Schools DET 2016) 
- Child Sexual Exploitation and Grooming, Victorian DET 2020) 
- Rarely an isolated incident: Acknowledging the interrelatedness of child maltreatment, victimisation and 
trauma, Australian Institute of Family Studies. 
 
Under Victorian and New South Wales law, failure to report child sexual abuse to the police is a criminal 
offence. It is a requirement that any adult who holds a reasonable belief that a sexual offence has been 
committed against a child in Victoria must report that belief to police, unless they have a reasonable excuse 
(defined in the Act) for not reporting. The offence attracts a maximum term of three years' imprisonment. 
 
Ardoch commits to following this procedure in other States where Ardoch programs are delivered, even if 
this is not enshrined in the law of other States. 
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Child Safety Policy Processes for Reporting Concerns/ Disclosures of Child Abuse 
 
Some professionals such as doctors, nurses, police and school teachers are legally obliged to report 
suspected child abuse under Mandatory Reporting legislation. In addition, any person who believes on 
reasonable grounds that a child needs protection can make a report to the relevant state Child Safety 
Service (either directly, or through an organisation or school).   

  
All Ardoch staff and volunteers in all States in which Ardoch programs are delivered, have an important role 
in the identification and reporting of child abuse. It is an organisation-wide shared responsibility.   
  
The Child Safety Policy requires the reporting of all concerns, disclosures, indicators of abuse and 
inappropriate behaviour (as defined in the Code of Conduct) immediately to enable appropriate action to be 
taken to facilitate the wellbeing and safety of children and young people. Your identity will remain 
confidential unless you need to give evidence if the matter goes to court, and if you make a notification in 
good faith, you cannot be held legally liable – regardless of the outcome of the notification.  
  
Under Victorian and New South Wales law, failure to report child sexual abuse to the police is a criminal 
offence. It is a requirement that any adult who holds a reasonable belief that a sexual offence has been 
committed against a child must report that belief to police, unless they have a reasonable excuse (defined in 
the Act) for not reporting. The offence attracts a maximum term of three years' imprisonment. Ardoch 
commits to following this procedure in other States where Ardoch programs are delivered, even if this is not 
enshrined in the law of other States. 
 
The process outlined below is designed to ensure Ardoch responds to all allegations of abuse quickly, 
appropriately and fairly. There are slight variations for different parties which are articulated below. Please 
note that if you need to report an offence that requires immediate police attention, call the police on 000. 
 
State-Based Reportable Conduct Schemes  
  
Ardoch does not deliver overnight camps as a program and therefore currently does not fall under the 
Victorian Reportable Conduct Scheme however Ardoch is committed nonetheless, to child safety.   
  
The New South Wales Reportable Conduct Scheme requires that the following agencies notify the 
Ombudsman of reportable conduct: designated government agencies, all other public authorities, and 
designated non-government agencies (such as schools, child care centres, out of school hours services and 
agencies providing substitute residential care) and thus Ardoch does not fall under this scheme.  
 
In the case where Ardoch chooses to follow the Victorian Reportable Conduct Scheme procedures, they are 
as follows:   
Inclusions:  
 

 CEO is responsible for reporting to the Victorian Commission for Children and Young People  
 Reports to the Victorian Commission for Children and Young People are recorded on the Ardoch 

Risk Register  
 If Ardoch staff have reasonable belief that the person in question has caused child abuse or 

misconduct involving children  
 The CEO will report to the Victorian Commission for Children and Young People if Ardoch staff 

receive a report from a third party with an allegation about an Ardoch employee or volunteer 
being responsible for child abuse and misconduct involving children, regardless if they 
themselves believe it is true or not.   
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 Within three business days of becoming aware of an allegation, the Ardoch CEO will notify the 
Victorian Commission for Children and Young People that a reportable allegation has been made 
against one of their workers or volunteers. Immediately prior to notifying the Commission, the 
CEO will inform the Board through the Chair.   

 Within 30 calendar days the Ardoch CEO will provide certain detailed information about the 
allegations and our proposed response (though this does not technically apply if Ardoch is 
voluntarily following the procedures).  

 Ardoch acknowledges that it is a criminal offence for a head of an organisation to fail to comply 
with the three-day and 30-day notification obligations without a reasonable excuse. With this in 
mind, if the CEO is unavailable the National Programs Manager should be made aware of the 
allegations and must report to the Commission for Children and Young People.  

  
Procedure for Ardoch Volunteers and Students on Placement  
 

 If there is a suspicion of sexual abuse, contact Victoria / Queensland /Western Australia Police, 
depending upon which State the school is located within or in New South Wales, any member of 
the community, including mandatory reporters, who suspect, on reasonable grounds, that a child 
or young person is at risk of significant harm should report their concerns to the Child Protection 
Helpline. Mandatory reporters and non-mandatory reporters, including the general public, should 
phone 132 111.  

 Immediately discuss concerns/disclosure with supervising teacher or school volunteer contact 
(person who did induction – might be Welfare officer or Deputy Principal) prior to leaving school 
premises    

 Alert Ardoch staff that concern has been raised with the school contact;   
 Work with the relevant supervisor at school and Ardoch to complete a Reporting Form for 

Disclosures, Observations of Child Abuse and Actions (refer to Appendix 7);   
 Respect the confidentiality and privacy of the child/young person, family and school;   
 Debrief with relevant Ardoch staff member as necessary;   

 
Ardoch will then proceed to manage the case confidentially. Confidentiality is crucial to a fair and effective 
process. Management process may include any of the following (as appropriate):  
 

 Taking appropriate steps to protect the child/young person; 
 Distancing the alleged perpetrator from the child/young person, including standing down a staff 

member or volunteer. Any staff member or volunteer will be recognised as entitled to a just process; 
 Notifying the school/early childhood site, and working with their leadership to follow the 

Department/Organisation's correct protocol; 
 Consulting the relevant child protection organisation for advice and information; 
 Victoria: notifying CHILD First and Commission for Children and young People as appropriate; 
 New South Wales: Notifying Department of Family and Community Services (FACS) on the Child 
 Protection Helpline 13 21 11 (24 hours)  
 Queensland: Notifying Department of Child Safety and Disability Services Child Safety Service 

Centre 1800 177 135 (24 hours) 
 Western Australia: Notifying Department of Communities, Child Protection and Family Support 

1800 199 008 
 Notifying Police in relevant State; 
 Provide feedback to the person who filed the concern, and de-briefing (and counselling support) as 

required.)  
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Code of Conduct  
 

We know our volunteers and staff are committed to child safety, seeking to ensure children are safe 
whether they participate in programs online or in person. Ardoch’s Code of Conduct helps ensure we are all 
aware of behaviours that support child safety and behaviours that are not acceptable. 
Ardoch recognises that it can be easy to forget some behaviours when volunteering or working online in a 
setting with children. We ask that staff and volunteers are mindful of the following code of conduct whether 
working online or in person. 
 

Please Do: 
 Dress and conduct yourself in a manner consistent with your position as a positive role model to 

children/young people, and as a representative of Ardoch and the school/early childhood 
community; 

 Make sure to put your mobile on silent before volunteer session begins; 
 Follow organisational policy and guidelines relating to the safety and security of children/young 

people as outlined in the Child Safety Policy and as it pertains to a particular site (While 
volunteering virtually ensure your surname is not visible, so change your name to first name only); 

 Treat all children and young people with respect and take notice of their reactions to your tone of 
voice and manner to ensure a positive experience for them; 

 Always maintain contact with children/young people in a supervised area and within the parameters 
of the program; 

 Report any disclosure or suspicion/concern about a child/young person’s wellbeing and safety to 
school and Ardoch staff as soon as possible; and 

 Make sure all allegations or suspicions of abuse are reported, recorded and acted upon in a 
confidential manner as soon as possible (as referred to in Appendices 7, 8 and  9 of the Child 
Safety Policy); 

 While volunteering virtually ensure your video is turned on and mute yourself when you are not 
talking.  

 

Please Do Not: 
 Eat during or consume alcohol during your volunteering session 
 Engage in rough physical games; 
 Hold, kiss, cuddle or touch a child/young person in an inappropriate and/or culturally insensitive 

way; 
 Act in a sexually provocative manner or engage children or young people in any form of sexual 

activity; 
 Make sexually suggestive comments or use inappropriate language to a child/young person, even 

as a joke; 
 Do things of a personal nature that a child/young person can do for themselves, such as going to 

the toilet or changing clothes (accompany children to the toilet); 
 Disclose any personal information of a controversial nature;  
 Exchange personal contact details with, initiate or maintain unauthorised contact with 

children/young people; 
 Take photos, store images, screenshots of the screen or students on the screen, or share details on 

social media without the explicit written permission obtained through Ardoch; and  
 Engage in social interactions with children or young people through social networking sites unless 

there is educationally valid context and with prior approval of Ardoch and Partner Site staff. 
 Attend any Ardoch obligation under the effects of illicit drugs or alcohol. 
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In addition, when volunteering and working virtually in a setting with children, please ensure you are mindful 
of the following: 

 

Please do not: 

 Have anyone else in the room with you who can be seen or overhear your conversations  

 Have any decorations on display 

 Leave the meeting at any time during the session 

 Text/communicate with students in the chat function of the virtual platform 

 Use your phone while volunteering, unless you need to call the school or Ardoch 

 Have your surname displayed on the screen 

 

 
 

Rights and Responsibilities 
 

Responsibilities  

 To support student’s learning, wellbeing and participation in accordance with the aims/goals as 

identified by the teacher. 

 To develop a positive relationship with students and staff. 

 To make regular contact with, provide feedback, and voice any issues/concerns to the teacher 

and/or Ardoch project Coordinator. 

 To fulfil duties in a conscientious manner that is: to be punctual, reliable, flexible, open and friendly, 

attend consistently as negotiated, notify relevant contact person if unable to attend. 

 To respect confidentiality, unless there are concerns regarding a student’s wellbeing, in which case, 

inform the relevant staff and/or Ardoch project Coordinator. 

 To work cooperatively as a team member. 

 To respond to Ardoch organisational emails and phone calls within 1 week.  

 To work in a supervised or public area and notify the teacher if there is a need to leave an area 

unattended. 

 To attend ongoing training and volunteer support meetings. 

 To participate in regular reviews with teachers and the Ardoch Project Coordinator. 

 To read and be familiar with the school’s rules and policies. 

 To be receptive to teachers’ support, guidance and direction. 

 To inform the teacher if unable to attend or taking leave. 

 To observe all administrative requirements e.g. log your hours online, name badge. 
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Rights  

 To work in a healthy and safe environment. 

 To be kept informed on a regular basis of relevant issues. 

 To have a job description and clarity regarding volunteer roles and working hours. 

 To ask questions and request guidance and support. 

 To be provided with training and orientation. 

 To have clear lines of accountability and responsibility to Ardoch and the relevant early childhood 

centre/school site.    

 To have access to support, supervision and de-briefing from the teacher and Ardoch Staff. 

 To have access to conflict resolution procedures (see volunteer’s policy booklet). 

 To be respected and treated as co-workers. 

 To receive appropriate recognition and acknowledgement for one’s contribution. 

 
Responsibilities of School/Early Years Centre 

 To attend an introductory meeting with the volunteer (and Ardoch Education Partnership 

Coordinator) to clarify the aims and goals of the volunteer placement and establish a 

volunteer/teacher agreement.  

 To assign tasks appropriate for an Ardoch Education Volunteer including supporting students’ 

learning and skill development eg. Language, reading, writing, art, music, sport and STEM (science, 

technology, engineering and maths) etc. 

 To regularly meet or catch up with the volunteer and Ardoch Education Partnership Coordinator to 

review the volunteer’s placement. Frequency of meetings to be determined. 

 To provide ongoing support, guidance and direction to volunteers. 

 To debrief a volunteer as may be required. 

 To raise issues of concerns with volunteers and/or the Ardoch Education Partnership Coordinator. 

 To provide regular feedback to volunteers re: the volunteer’s and student/s’ progress. 

 To remain receptive to volunteer’s questions and need for guidance and support. 

 To establish appropriate boundaries with volunteers. 

 To contact volunteers where there have been changes to class timetables and/or the lesson plan 

(where this might impact upon volunteers) or where the relevant student may not be in class due to 

an excursion, exam etc or has not attended school/early years centre. Contact may be by phone or 

email. 

 To ensure volunteers are supervised at all times or working in open, accessible public space. 

 To advise Ardoch Education Partnership Coordinator and volunteers if there are any staff changes. 
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Positive Behaviour Strategies 
 

 PBS (positive behaviour support) strategies can address challenging behaviours and create 
positive learning environments in most contexts, not just in classrooms. 

 Praise is a powerful tool. 
 Firstly, it acknowledges and reinforces the positive student behaviour.  
 Secondly, it contributes to a positive classroom, where students strive to do better both 

socially and academically. 
 Behaviour-specific praise includes a pointed reference to the desired behaviour, it is 

specific to the individual, and it is positively phrased.  For example, a teacher who affirms a 
student’s ability to participate in “wait time”, can offer the following affirming comment: “Well 
done, Asha for waiting to contribute to the discussion!” 

 (from Five ways to use positive behaviour support strategies in your classroom, Monash 
University, September 2020) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Five steps to implementing PBS 
 

1. Expectations – setting clear expectations eliminates doubt and sets targets. 
2. Modelling – educators should model positive behaviours, illustrating what the behaviour 

looks and feels like (PBS is not just for students). 
3. Consistency – maintain consistency so that students know what to expect with follow 

through. 
4. Acknowledgement – positively acknowledge attempts that students make toward their 

target behaviours. 
5. Evaluation – Evaluate the merit of each strategy regularly to ensure that it is working the 

way it should be. 
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Volunteer Bag of Tricks 
 

Building Rapport  

 

 Take time to get to know your student in the first couple of sessions.  Allow time at the beginning 
and/or end of your session to talk about other things. 
 

 Try to work out how well a student understands the work by asking them questions about it. What 
are they finding easy? What are they finding difficult?   
 

 Try to find out what they already know or have done.  Discussion and brainstorming is useful. 
 

 Work with the student at his/her level.  If the work is pitched too high for them bring it down to 
something they understand. 
 

 Encourage independent work where possible and just assist and encourage. 
 

 Be creative and imaginative in making the work fun. 
 

 Look for ways to motivate the student: connect to their interests; make it relevant, praise, rewards. 
 
 

Behaviour 
 

 Volunteers are not expected to deal with serious issues  
 

 Check the rules of the school/early years centre 
 

 Ask the teacher for tips on managing behaviour 
 

 Observe the teacher’s techniques 
 

 Expect appropriate standards of behaviour from students 
 

 As a volunteer you have the right to be treated with respect 
 

 Show the student you are interested in them but won’t tolerate rudeness 
 

 Give warnings and be prepared to follow through 
 

 When in doubt or if you feel out of your depth speak to the teacher/educator 
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Positive Ways of Working 

 

 Encourage and praise those doing the right thing 

 

 Separate the behaviour from the student 

 

 Don’t be sarcastic 

 
 Let students know that it is okay to make a mistake 

 

 

Working with Teachers 
 

 Choose the right time to ask the teacher questions 
 

 Try not to criticise or offer advice unless asked 
 

 Do not undermine the authority of the teacher 
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Responding to a Disclosure 
 

 What is a “disclosure”? 

 Consider the words, “risk” and “safety” – what do they mean in the context of volunteering in a 
school? 

 Consider how you might feel if a child discloses something to you.  The information could be 
disturbing.  

 What information might a child disclose, and you would keep private? 

 What information might a child disclose which you should tell the teacher? 

 What information might a child disclose which you are legally obliged to tell the teacher? 

 How can you react to a disclosure without judgement? 

 

Scenarios 

1. You volunteer in a kinder and are reading The Hungry Caterpillar with a 3 year old child. You ask 
her what she likes to eat.  She replies that she likes eating baked beans for dinner and that she was 
eating baked beans for her dinner last night when she heard her brother yelling in the kitchen and 
she saw him have bruises on his face today.  

What do you do? 

 

2. You volunteer in a primary school, in a prep classroom with 5-6 year old children. You are helping a 
group of 3 children complete a task set by the teacher, arranging different items into groups. You 
are chatting with them as they sort the items and one boy comments to another boy, laughing, “your 
pants are falling down!” The other one blushes, to which the first responds, “If I pull them all the way 
down I will see your privates!” He continues on, “Just like I saw with that lady and man on the tv last 
night”  

What do you do?   

 

3. You volunteer in a secondary school. The student you give literacy support to is very interested and 
focused on a particular character in the book who is very socially isolated and an outsider. She 
seems to be wondering things which have no relationship to the text. This gets your attention, and 
you then reflect that you have never seen her without a jumper on, even in the height of 35 degree 
summer day.   

What do you do? 

 

These scenarios are purely fictional and not based in any way on events that have occurred. If you have 
found something in these scenarios disturbing and would like to talk to someone please contact lifeline on 
13 11 14.  
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Remember: 

 If you feel worried or uncomfortable about information you have heard, you must speak to the 
teacher or your school volunteer contact (Deputy Principal or Welfare Officer) before leaving the 
school. 

 If you suspect a child is a victim of sexual abuse you are legally obliged to report this to the police in 
Victoria and NSW and the teacher/school volunteer contact. In NSW you are required to contact 
Department of Family and Community Services; ph 13 21 11; for any reasonable suspicions of 
abuse or neglect. 

 After you make a report you must make contact with Ardoch’s Head Office on 03 9537 2414. 

 

When responding to a disclosure, these are a few steps to keep in mind: 

 Try to stay calm, acknowledge what the child or young person has said and show them that you 
believe in them and telling someone was the right thing to do. 

 Don’t make promises you can’t keep such as “I promise I won’t tell anyone”. 

 Don’t ask for details of the story, where appropriate you could ask them if they have told anyone 
before, this will give you an indication if the school or DHS is already involved. 

 Let them know that because you care about their safety, you are going to share this with someone 
at their school. 

 If you think the child is in IMMEDIATE danger, you must tell the school BEFORE the child leaves 
the school. 

 If they are not in immediate danger, you must tell someone before YOU leave the school. 

 You have a legal requirement to report suspicion of sexual abuse to the police. 

 

 

As part of your volunteering experience, if you require support from a counsellor after reporting a child 
safety issue, or for any other reason affecting your volunteering, please feel free to contact Ardoch’s 
Employee Assistance Program, EAP Assist. EAP Assist provides employees with 24/7 confidential phone 
counselling. 

HELPLINE NUMBER 

Ardoch 

Helpline: 0407086000 

support@eapassist.com.au 

www.eapassist.com.au 
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Different Types of Learners 
 

Try to determine the best ways your student/s learn and alter your methods accordingly.   

 Visual learners – use aids, posters, images, computer 

 Tactile learners – do experiments, act things out, move around 

 Auditory learners– discuss ideas, get them to give you information verbally 

 

Visual Learners 
If you are a visual learner, you learn by reading or seeing pictures. You understand and remember things by 
sight. You can picture what you are learning in your head, and you learn best by using methods that are 
primarily visual. You like to see what you are learning. 

As a visual learner, you are usually neat and clean. You often close your eyes to visualize or remember 
something, and you will find something to watch if you become bored. You may have difficulty with spoken 
directions and may be easily distracted by sounds. You are attracted to colour and to spoken language (like 
stories) as that is rich in imagery. 

Here are some things that visual learners like to help them learn better: 

 Sit near the front of the classroom.  

 Use flashcards to learn new words. 

 Try to visualize things that they hear or things that are read to them. 

 Write down key words, ideas, or instructions. 

 Draw pictures to help explain new concepts and then explain the pictures. 

 Colour code things. 

 Avoid distractions during study times. 

Remember that visual learners need to see things, not just hear things, to learn well. 

 
Tactile Learners 

If you are a tactile learner, you learn by touching and doing. You understand and remember things through 
physical movement. You are a "hands-on" learner who prefers to touch, move, build, or draw what you 
learn, and you tend to learn better when some type of physical activity is involved. You need to be active 
and take frequent breaks, you often speak with your hands and with gestures, and you may have difficulty 
sitting still.  

As a tactile learner, you like to take things apart and put things together, and you tend to find reasons to 
tinker or move around when you become bored. You may be very well coordinated and have good athletic 
ability. You can easily remember things that were done but may have difficulty remembering what you saw 
or heard in the process. You often communicate by touching, and you appreciate physically expressed 
forms of encouragement, such as a pat on the back. 
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Here are some things that tactile learners like to help them learn better: 

 Participate in activities that involve touching, building, moving, or drawing. 

 Do lots of hands-on activities like completing art projects, taking walks, or acting out stories. 

 Walk around, or rock in a chair while reading or studying. 

 Use flashcards and arrange them in groups to show relationships between ideas. 

 Trace words with their finger to learn spelling (finger spelling). 

 Take frequent breaks during reading or studying periods (frequent, but not long). 

 Tap a pencil, shake their foot, or hold on to something while learning. 

 Use a computer to reinforce learning through the sense of touch. 

Remember that tactile learners learn best by doing, not just by reading, seeing, or hearing. 

 

Auditory Learners 

If you are an auditory learner, you learn by hearing and listening. You understand and remember things you 
have heard. You store information by the way it sounds, and you have an easier time understanding spoken 
instructions than written ones. You often learn by reading out loud because you have to hear it or speak it in 
order to know it. 

As an auditory learner, you probably hum or talk to yourself or others if you become bored. People may 
think you are not paying attention, even though you may be hearing and understanding everything being 
said. 

Here are some things that auditory learners like to help them learn better: 

 Sit where they can hear. 

 Use flashcards to learn new words; read them out loud. 

 Read stories, assignments, or directions out loud. 

 Record themselves spelling words and then listen to the recording. 

 Have questions read to them out loud. 

 Study new material by reading it out loud. 

Remember that auditory learners need to hear things, not just see things, in order to learn well. 
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Useful Types of Questions  

 

Closed Ended Questions 

Closed questions are used when a single word response or a yes/no response is required.  They resemble 

multiple choice or true and false type questions.  Closed questions tend to start with: 

 Are? 

 Can? 

 Will? 

 Do? 

 Is? 

 Did? 

 

Introductory questions 

 How are things with you? 

 Would you like to tell me about it? 

 What’s on your mind? 

 I can see that you’re not yourself. Anything I can do? 

 

Elaboration Questions 

 Can you tell me more? 

 Is there more to the situation than what we’ve discussed so far? 

 That seems an important point. Could you say a bit more about it? 

 

Clarification Questions 

 I’m not quite clear about … Could you clarify? 

 What did you mean when you said … ? 

 How is this related to what you said about …? 
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Specification Questions 

 Could you give me an example? 

 In what situation does this …? 

 How long has this been going on? 

 Who else is affected? 

 What are some of the consequences of this? 

 

Feeling Questions 

 What reaction did you have to that? 

 I wonder how you feel about that? 

 You seem to be feeling … Is that right? 
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Food for Thought 
 
Young People Learn What They Live 
 
If children/young people live with criticism – they learn to condemn 

 

If children/young people live with hostility – they learn to fight 

 

If children/young people live with ridicule – they learn to be shy 

 

If children/young people live with shame– they learn to be guilty 

 

If children/young people live with tolerance– they learn to be patient 

 

If children/young people live with encouragement – they learn confidence 

 

If children/young people live with praise – they learn to appreciate 

 

If children/young people live with fairness– they learn justice 

 

If children/young people live with security – they learn to have faith 

 

If children/young people live with approval – they learn to like themselves 

 

If children/young people live with acceptance and friendship – they learn to find love in the world 

 

 

 
“Our task is to help children communicate with the world using all their potential, strengths and 
languages and to overcome any obstacle presented by our culture” Loris Malaguzzi 
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Using Track It Forward 

 
1. You can log your hours on a phone app or through your internet browser.  

Use either of the following: 

a) Download the free app on your phone by searching “Volunteer Time Tracking” in your app 

store/google play 

b) Go to https://www.trackitforward.com/user on your internet browser. 

 

2. Enter your username and password  

username is your email address.  

password is your first name with 1 at the end  

 

3. Press “Sign In” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Click on Log hours 

 

 

 

 

 

 

 

 

 

 

 

 

 

John@gmail.com 

John1 

https://www.trackitforward.com/user
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5. Enter the Time In (the time you started volunteering) and Time Out (the time you finished 

volunteering) 

6. Select the Date Volunteered – when you volunteered at the school or centre (if you fill in a day after 

making sure you write the correct date)  

7. Activity – choose the site you volunteered at or if you attend one of our trainings.  

8. How did you attend – did you go to the site or did you volunteer virtually 

9. Enter any notes/highlights about your day – it gives us a great insight to your experience.  

10. Press “Submit Hours” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*you can see all past submitted hours on the right side under Timesheet 

 

11. Log off or exit the webpage/app 

 

Note: 

- The webpage has options to change your password if you would like to do so.  

- You will still need to sign in at the school or centre as a visitor upon arrival as usual.  

- If we notice you haven’t submitted your volunteering hours for the month we will contact to check in.  
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Appendix 1: Excerpts from Complaints and Grievances 
Policy 
 

1. Purpose  
 
Ardoch is committed to the resolution of any grievance or complaint which may arise as a consequence of 
unacceptable behaviour or perceived unacceptable behaviour. Prompt and fair processes can be utilised by 
staff, volunteers and contractors who believe they have been exposed to unacceptable behaviour.  
 
The issue resolution process has been designed to allow for a series of informal and formal resolution 
procedures, which operate like a series of safety nets. If one process fails to resolve the problem another 
process is available.  

 

2. Scope  
 

This policy applies to all Ardoch employees, volunteers and contractors. 
 

3. Definitions  
 

 Complaint– An issue resulting from a difficulty or change which has progressed beyond a minor 
irritation or simple resolution through good communication skills. These issues need careful and 
prompt attention so that they do not become damaging to relationships, counter-productive and 
costly to the organisation.  

 
 Grievance – A complaint that has been formally registered with a manager and once made must be 

recognised and dealt with, usually within a period of two weeks.  
 

4. Policy  
 
Complaints and grievances should be taken in good faith when an employee, volunteer or contractor 
believes that the professional integrity of their work or work environment has been compromised by one or 
more persons engaging in intimidating, inappropriate and/or ‘unfair and unreasonable’ behaviour. 
Discussions will be held between the employee, volunteer or contractor and their manager and every 
attempt will be made to resolve such difficulties by the manager. If resolution is not achieved within two 
weeks, or there is not a positive relationship between the employee, volunteer or contractor and their 
manager (e.g. the dispute is directly with the manager and prior discussions have not yielded resolution to-
date), then the dispute will be referred to the HR Team Leader who will work to resolve the issue in 
conjunction with the employee, volunteer or contractor and their manager.  
 
Should the complaint, grievance, or dispute be unresolved during a period of two weeks, then resolution will 
be sought by the Chief Executive Officer (“CEO”) or Board if more appropriate in the manner deemed to be 
appropriate in the circumstances.  
 
Details and incidences relating to grievances and disputes must be recorded by the manager (and CEO or 
Board, if applicable).  
 
The employee, volunteer or contractor is entitled to have a support person present at any or all discussions. 
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 5. Responsibilities  
 
5.1 Management is responsible for:  

 Adhering to this policy and the procedures within.  
 
5.2 Employees, volunteers and contractors must:  

 Act in accordance with this policy.  
 
5.3 Human Resources will:  

 Monitor this policy and revise as appropriate;  

 Facilitate access to relevant training and development programs for managers and relevant 
employees.  

 

6. Further Information and Resources  
 

Advice and support on regarding complaints and grievances can be sought from the CEO or Ardoch’s 
Contact Officer. 
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Appendix 2: Excerpts from Discrimination Harassment and 
Bullying Prevention Policy 

 

1. Purpose  
 
Ardoch is an equal opportunity employer and is committed to Ardoch values and to providing a work 
environment that is safe and supportive, that is free of discrimination, harassment and bullying, and where 
all individuals associated with Ardoch treat each other with respect.  
 

2. Definitions  
 
It is unlawful to discriminate on the basis of the following protected attributes:  

 Age  

 Breast feeding  

 Carer status  

 Disability/impairment  

 Employment activity  

 Gender identity  

 Industrial activity  

 Lawful sexual activity  

 Marital status  

 Parental status  

 Physical features  

 Political belief or activity  

 Pregnancy  

 Race  

 Religious belief or activity  

 Sex  

 Sexual orientation  

 Personal association (whether as a relative or otherwise) with a person who is identified by 
reference to any of the above attributes.  

 

3. Providing a Safe Work Environment  
 
Unacceptable behaviour of any kind will not be tolerated by Ardoch, whether by managers, employees, 
contractors, volunteers or others associated with Ardoch. All employees and associates of Ardoch should 
take care to ensure that their own behaviour is acceptable and professional and be prepared to act should 
they become aware of situations involving their Ardoch colleagues where unacceptable behaviour may be 
occurring.  
 
Ardoch is committed to protecting the physical, psychological and emotional health safety and wellbeing of 
all employees in the workplace. Ardoch will treat all instances of unacceptable behaviour seriously. As well 
as ensuring appropriate and timely internal action is taken, Ardoch will ensure that where external action is 
warranted, including involvement of police, that this occurs and is supported.  
 
Ardoch will inquire into any complaint and protect any person making a complaint from reprisal. 
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Appendix 3: Content Permission Form 
 

VOLUNTEER PHOTO AND LETTER USAGE PERMISSION FORM  
 
BACKGROUND 

Ardoch produces publications, and runs fundraising campaigns from time to time for the purposes of: 

• publicising the programs and services of the organisation independently and in conjunction with 
other agencies 

• informing stakeholders of changes and events in Ardoch’s areas of work 
• familiarising the public with the role and purpose of Ardoch 

Achieving these purposes involves the production and distribution of promotional material through such 
media as: 

• external publications, such as newspapers and magazines; publications, such as Annual Reports, 
funder reports, posters, brochures, awards, booklets, displays 

• television and radio segments or advertisements 
• intranet and Internet sites, official social media platforms, such as YouTube, Twitter and Facebook 

When Ardoch shares letters or blogs written by volunteers we commit to: 

• removing your name 
• removing information which could reasonably lead to discerning your identity 
• emailing you to let you know 

The copyright for images of people, letters and blogs used for these purposes vests in Ardoch.  Ardoch’s 
use of images is governed by our Photo, Film and Letter Permissions Policy. 

Personal information provided by you is subject to Ardoch’s Privacy Policy, which is available here 

DECLARATION 
 
I give permission for images and film footage in which I appear and letters or blogs I have written to be used 
by Ardoch for publications and public relations activities. In particular, I note that this may include use in 
print and electronic media, including the internet and official social media platforms. I have read and 
understand this notice, and consent to the collection, use and disclosure of my image/letter/blog. 

 

https://ardoch.org.au/privacy-policy/

