
EAST MARDEN PRIMARY VOLUNTEER 

APPLICATION PROCESS-

STEPS TO JOIN THE SCHOOL 

AS A VOLUNTEER



STEP 1

VOLUNTEER APPLIES

• Volunteer completes the department’s 

application form which includes a declaration.



STEP 2

INFORMAL INTERVIEW WITH 

VOLUNTEER

• The volunteers application form is 

reviewed(including the declaration and proof of 

ID).



STEP 3

REFEREE AND OTHER SUITABILITY 

CHECKS

• Volunteer Coordinator checks at least one 

reference. 

• Volunteer Coordinator conducts other suitability 

checks if required.



STEP 4

WORKING WITH CHILDREN CHECK

• If a volunteer needs to have a working with 

children check (WWCC), they cannot start until it 

has cleared. 

• To find out who needs a working with children 

check  see HERE:

https://www.education.sa.gov.au/working-us/relevant-history-screening/find-out-which-screening-you-need


STEP 5

RESPONDING TO RISKS OF HARM, 

ABUSE AND NEGLECT – EDUCATION 

AND CARE (RRHAN-EC) COURSE FOR 

VOLUNTEERS

• At EMPS it is compulsory for all volunteers to have 

done this training if they are volunteering more 

than once.

• The module is located on the DECD ‘Plink’ 

website and can be completed in about 45 

minutes.



STEP 6

VOLUNTEER IS GIVEN A ROLE 

DESCRIPTION

• Volunteer is given a Role Description to provide 

some information as to what the job entails.

• If their role changes at any time, the school 

leader must make sure the volunteer is suited to 

and able to do the new duties.



STEP 7

ROLE SPECIFIC TRAINING IS GIVEN

• If the role requires specific training this will be 

provided by the volunteer’s supervisor prior to the 

event.

• Volunteers can ask for a briefing prior to 

volunteering if they are uncertain what skills they 

will need for a particular event.



STEP 8 (PART 1)

GENERAL INDUCTION IS DONE

• There are two General Inductions that must be 

completed;

• First, is an online session on the PLINK website 

covering Work Health & Safety from an Education 

Department perspective. Please see the school if 

you can not access this information

• Second, is a Site Induction which informs the 

volunteer about EMPS’s routines, layout and WHS 

factors.



STEP 8 (PART 2)

SITE-SPECIFIC INDUCTION, INCLUDING 

WORK HEALTH AND SAFETY

• East Marden Primary School induction which every 
volunteer must complete. This is available to be read on the 
school website or can be completed face to face.

• The induction covers topics such as; an orientation to the 
school site, administrative information, communication 
procedures and processes, Work Health and Safety, 
understanding roles, responsibilities and expectations.

• This is completed after RAN-EC training and ‘Working With 
Children Checks’ have been completed.

• When the volunteer has read the site specific PowerPoint on 
the school website they are requested to email the 
Volunteer Coordinator on dl.1043.admin@schools.sa.edu to 
register their completion.

mailto:dl.1043.admin@schools.sa.edu


VOLUNTEER AGREEMENT IS 

SIGNED

• The volunteer signs a declaration that they will 

follow the guidelines as set out in the Volunteer 

Agreement.

• The site leader signs the agreement to indicate 

that they will also meet their obligations to 

support the volunteer.

• Once the volunteer agreement is signed, this 

person is endorsed for volunteering. 



VOLUNTEER’S DETAILS ARE 

RECORDED

• The volunteer’s details are recorded in EDSAS 

(Education Department data base) or in a site-

specific spreadsheet/database if no EDSAS. 

• All documents are kept securely on file for the 

specific volunteer.



VOLUNTEER STARTS AT EAST 

MARDEN PRIMARY SCHOOL

• When the volunteer has completed all the 

necessary steps they are cleared to start 

volunteering.

• Thank you and welcome to East Marden Primary 

School.
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