
Wynnum West State School
Volunteers Handbook

Our volunteers are highly valued members of our school community.

They play a very important part in assisting us to improve learning outcomes for all of our

students.

They also make a huge contribution to the smooth running of our school.

 We believe that a volunteer program is invaluable to our school but needs to be

supported by sound policies, procedures and planning in order to meet our

objectives.

 Interaction between volunteers and our school enhance our role within the local

community.

 We believe that without volunteers our ability to deliver an effective education to

our students would be disrupted.

Who to Call for Help?

P & C President Deborah Aland

School Volunteer Coordinator Julie Amos

Tuckshop / Uniform Shop Charmaine Jamieson

P & C President Le McDermott

Education Queensland implements a NO SMOKING policy. No one is permitted to smoke

within the school grounds.



Role of Volunteers

The role of the volunteer and the duties required will be determined by the person

responsible for the area of the school in which the volunteer is working eg classroom

Teacher, Teacher-Librarian, the Tuckshop Convenor etc.

As a volunteer you will:

 Be a valued member of our school

 Have fun and gain enjoyment from helping out

 Do things that are within your capabilities and areas of interest

 Be able to say ‘no’ to duties you do not like without feeling uncomfortable about it

 Be treated with consideration and respect from other volunteers, school staff and most

importantly our students

 Receive clear instructions of what you have to do and whom to report to

 Feel comfortable about going to the School Administration, School Community Liaison

Officer or Class Teacher for support

What are Classrooms like?

Teaching and learning has changed dramatically since we were at school.

It used to be the case that the teacher directed everything that happened from the front of

the classroom – classrooms were ‘teacher-centred’.

These days the most important aspects of the classroom are the students and each

student's individual learning needs. Most classrooms are ‘student-centred’. Student-centred

classrooms are busy, noisy places that have lots of different things happening at the same

time. Some students will be going about their own business on an individual programme,

occasionally checking in with the teacher, others will be working together in maths or

reading groups with others at the same level, some might be doing an Internet search,

another group will be working at something with the class teacher.



Visitors' Badges

It is very important that these badges are worn at all times – this lets all of our students

know that you are an important person.

Helpful Hints

 Schools are very reliant upon their reputations. Please be careful about what you say

and where you say it. There have been situations where 'gossip' has caused a loss of

student and community morale. There have been many situations in the past where

perceptions have proved to be different from fact. This causes a lot of stress for all

involved

 Show Respect and you will receive respect

 Be friendly and enjoy our school

 Ask for help – no request for help is too silly

 Speak to students in a friendly and courteous manner

 Make sure that you sign in and out each time you visit the school

Our Expectations of Parent Helpers

Schools have the legal responsibility to ensure that the adults who work with our students

are good role models for young people. Schools must check out the people they employ to

ensure the safety of the children in their care.

You are exempt from such checks when you are a parent of a student currently enrolled at

our school. All other volunteers including grandparents are required to apply for the

Working with Children Check (the blue card). For more information please see a member of

Admin.

Signing In and Out

On arrival each day, parent volunteers must sign the attendance book which is located in

the office. Volunteers should also sign out in the attendance book when leaving.



The attendance book provides a record of the amount of time given and is also a

requirement for Queensland Council of Parents and Citizens Association (QCPCA) insurance

cover.

Protecting Students’ Privacy

In other words there is a time and a place. Teachers are conscious of discussing the needs

of students in front of other students and the best place to ask about your child’s progress is

in private after school or at a pre-arranged time.

It’s really important also that the privacy of the students you work with is protected. Never

talk about the children in the class you are working with to other parents.

A good rule of thumb is to leave issues about the class in the classroom. Talk only with the

teacher about any concerns you may have with individual students.

As a parent helper it is vital that the students see you as someone who is reliable and able

to be trusted.

It is imperative that you treat any information that you acquire about the students as

confidential and that you do not discuss problems outside of the school.

If at any time you have a problem please discuss it with the staff member connected to your

area. If you are unhappy with the results of this discussion then please contact the Parent

Liaison Officer or the Principal.

Over-Committing

You will be at your best as a parent helper when you are feeling relaxed and good about

being at school. Therefore, it is really important to set your own priorities and make sure

that your own family is not missing out because of your involvement at the school.

A short amount of time on a regular basis may be better than over-committing yourself.

Being flexible

Try to be flexible in your thinking. There will be days when you arrive at school and no-one

will have told you there is a timetable change. Be philosophical about it and either join in or

reschedule.



Working in Your Child’s Class

Having your own child in the class may not be a problem. It sometimes depends on the age

of the child. Younger children rarely have a problem with their Mum or Dad in the class, but

an older child may feel embarrassed. It’s not a bad idea to check out how they feel before

you get involved. You might like to work in another classroom if your child objects. There

are always other teachers who would appreciate your help.

When you work with your own child in the classroom take care to treat them in the same

way as you treat all the other students – with respect, fairness, consistency and

encouragement.

Working in the Tuckshop

Our tuckshop provides an invaluable service to our students and staff. Without volunteer

helpers we would not be able to provide this service.

Working in the tuckshop can be very stressful and very busy at times. Please try to remain

cool and speak to all students with respect.

Please report any unacceptable student behaviour to our Convenors who will pass it on to

Admin.

Students should be served with respect and students should show respect and have

manners when ordering food from the tuckshop.

Volunteers helping out in the Tuckshop need to be aware of the following Workplace Health

and Safety issues:

 Personal hygiene is a high priority – e.g. hand washing before handling food is

essential

 Closed-in footwear must be worn at all times

 All volunteers must follow any instructions given by the convenors at all times

 No student is allowed inside the Tuckshop for any reason


