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SCHOOL VISION  
AND MISSION 
 

Vision 
A faith-filled community cultivating excellence  
and inspiring compassion. 
 

Mission  
We empower learners to: 

• Dialogue in faith 
• Be curious and engaged 
• Demonstrate courage 
• Build Connections 

 

Values 
Curiosity: We bring open minds and hearts to how we live, learn and grow. 
Courage: We strive for excellence and serve others with compassion and integrity. 
Connection: We nurture connections with each other, what we do and how we do it. 
 



 

PAGE 3 - OLW 2026 Volunteer Handbook  

CREATING A SAFE SCHOOL  
COMMUNITY FOR STUDENTS 
 
As adults, we all have a responsibility to care for children and young people and to 
protect them from all forms of harm as well as to positively promote their 
wellbeing.  
 
At Our Lady of the Way, we have developed a Safeguarding Plan based on the 
Child Safe Standars and BCE Strategy, which is reviewed annually. The 
Safeguarding Plan references BCE’s Codes of Conduct (for employees, volunteers 
and other personnel), recruitment procedures, student protection processes, 
training materials and Blue Card screening procedures. 
 
Brisbane Catholic Education (BCE) seeks to continue its adherence to legislative 
requirements, policy directives and duty of care to students by a commitment to 
the implementation of student protection strategies and processes.  
 
 

A VOLUNTEER’S ROLE  
 
Our aim is to give students the sense of feeling safe, being safe and valued as 
people so that they are secure and ready to learn at their best. As a volunteer, you 
play a significant role in the work of the school, form part of the school community 
and assist in providing the optimal learning environment for students.  
 
Volunteers at our school may participate in the OLW Connect (Parent Engagement 
Committee) or help with: 

• Excursions 
• Incursions 
• Community events 
• Cultural activities 
• Sports activities 
• Curriculum activities 

 
Volunteers have an important role to play in supporting us to create and maintain 
safe and supportive environments for everyone in our community. At Our Lady of 
the Way there are steps that all volunteers must take before engaging in school 
activities and events. 
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This document outlines information you need to know as a volunteer in the vital 
areas of student protection and health, safety and wellbeing. It is important that 
you read this document, in conjunction with the Volunteer Code of Conduct , so 
you understand your responsibilities in the protection of students.  
 
 

VOLUNTEER REQUIREMENTS 
 
ALL volunteers must complete the following requirements before commencing 
their assigned volunteer duties. 
 
Volunteer Screening 
A person cannot undertake volunteer work or enter regulated employment if the 
person is: 

• A negative notice holder disqualified from holding a Blue Card under the 
Working with Children Act (Risk Management and Screening) Act 2000. 

• A person with a current suspended Blue Card under the provisions of the 
Working with Children Act (Risk Management and Screening) Act 2000. 

• A disqualified person within the meaning of the Working with Children (Risk 
Management and Screening) Act 2000. 

• A person with a charge for a disqualifying offence within the meaning of 
Working with Children (Risk Management and Screening) Act 2000. 

 
Under a parent volunteer exemption, parents do not need a blue card to volunteer 
for activities your own child is participating in, unless: 

• The activity is an overnight camp or excursion. 
• The service or activity includes close personal contact with a child, such 

bathing, toileting or dressing. 
• Your child isn’t directly participating in the activity you are volunteering for. 

 
This exemption does not apply to a restricted person. For the exemption, a parent 
of a child is defined as: 

• The biological mother or father. 
• Someone exercising parental responsibility. 
• Someone who is regarded as the parent of the child under Aboriginal 

tradition. 
• Someone who is regarded as the parent of the child under Torres Strait 

Island custom. 
 

https://www.bne.catholic.edu.au/students-parents/student-protection
https://www.bne.catholic.edu.au/students-parents/student-protection/student-protection-and-code-of-conduct-training-for-volunteers-and-other-personnel
https://www.bne.catholic.edu.au/students-parents/student-protection
https://www.bne.catholic.edu.au/students-parents/student-protection/student-protection-and-code-of-conduct-training-for-volunteers-and-other-personnel
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Other relatives (such as grandparents and uncle and aunts) are not considered 
parents and are not afforded the volunteer parent exemption and will require a 
blue card to volunteer at school. 
 
Volunteer Online Training / Registration & 
Declaration Form 
All volunteers must complete BCE’s online Volunteer Training course.  They must 
print, complete sign and return the Volunteer Registration and Declaration Form 
that is provided at the end of the course. 
 

Volunteer Handbook and Code of Conduct 
All volunteers must read the Volunteer Code of Conduct Handbook. 
 
 

BCE’s STUDENT PROTECTION 
PROCESSES AND GUIDELINES 
 

What is student Protection? 
Student Protection in schools is about protecting students from harm. School staff, 
parents and carers need to work together to protect students. 
 

Who can be the sources of concern? 
• Parents, carers or family members or other persons in the community. 
• A BCE staff member or volunteer. 
• Another student enrolled at the school. 
• The student themselves. 

 
What is abuse and/or neglect? 

• Hitting, shaking and/or using an implement to cause physical harm to  
a child. 

• Criticism and/or belittling of a child. 
• Violence towards another in the household. 
• Involving and/or exposing a child to sexual activity. 
• Lack of food, medical attention and/or adequate supervision. 
•  

What is inappropriate behaviour? 

https://www.qld.gov.au/law/_resources/lightboxes/blue-card/relative?SQ_ASSET_CONTENTS&SQ_PAINT_LAYOUT_NAME=modal
https://www.qld.gov.au/law/_resources/lightboxes/blue-card/relative?SQ_ASSET_CONTENTS&SQ_PAINT_LAYOUT_NAME=modal
https://www.bne.catholic.edu.au/BCEScormPackages/Volunteer Training/index.html#/
https://www.bne.catholic.edu.au/ArticleDocuments/661/Volunteer Code of Conduct.pdf?Embed=Y
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• Inappropriate use of physical interventions. 
• Unreasonably refusing biological necessities. 
• Shaming or criticising a student. 
• Intimidating students. 
• Engaging in a relationship with a student that is, or could be seen as, 

personal rather than professional.  
• Communicating with a student (by email, phone or any other means) for any 

reason other than an appropriate educational reason. 
• Swearing at a student. 

 
How can you help protect students?  

• If you are worried about your child or another student, tell the: 
• Principal 
• Student Protection Contacts 

 

Our Lady of the Way Student Protection Contacts 
 

 

   
Aleisha Connellan 

Principal 
(Student Protection 

Contact) 

Tammy Charlton 
Assistant Principal 

Religious 
Education (APRE) 
(Student Protection 

Contact) 

Carla Riles 
Primary Learning 

Leader (PLL) 
(Student Protection 

Contact) 

Elizabeth Millar 
Guidance 
Counsellor 

(Student Protection 
Contact) 

 
Privacy and Confidentiality 
Any student protection matter must remain highly confidential, should never 
become a topic of gossip and should never be spoken about freely with others. 
Confidentiality demonstrates respect for the dignity and privacy of the people 
involved. 
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VOLUNTEER SIGN IN 
PROCEDURES 
 
Volunteers Working on BCE Premises 
Volunteers (including Parent, Community and Parish Volunteers) are to report to 
the office upon arrival at the school or workplace to participate in volunteer duties. 
 
Volunteers must sign in and out, be issued with and return a visitor or volunteer 
identification and wear the identification at all times on BCE premises. 
 
Volunteers Working Away from BCE Premises 
Volunteers (including Parent, Community and Parish Volunteers) must report to a 
designated point or workplace representative to sign in before undertaking work 
(e.g. camps, excursions, fundraising events). 
 
Outside School Hours 
Volunteers (including Parent, Community and Parish Volunteers) are to report to 
the designated workplace representative before undertaking work. 
 
 

ACTIVITY RISK ASSESSMENT  
AND BRIEFING 
 
In accordance with our Safeguarding Plan, Our Lady of the Way ensures that 
documented planning and risk assessment processes are followed ahead of 
student participation in activities and events.  
 
Volunteers participating in activities will receive an activity briefing outlining: 

• Volunteer roles and responsibilities 
• Safety and emergency procedures 
• Lead staff member 
• Other relevant information 

 
Volunteers will be asked to sign the activity risk assessment to acknowledge they 
have been briefed. 
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Volunteers will also be invited to provide feedback during the post-activity  
debrief process. 
 
 

FIRST AID PROCEDURES 
 
The First Aid Room is located in the Administration Office. Our Administration 
Officers are our School’s First Aid Officers and will support your first aid 
requirements.  
 
All classroom teachers have a small first aid kit located in their classroom. This 
contains first aid supplies such as band aids for minor injuries.  
 

Defibrillators are located in: 
• In the Staffroom beside the entry door across from the church. 

 
If volunteering at an excursion, there will be a nominated first aider identified 
while students are off the school grounds. All incidents requiring first aid must be 
reported to the nominated staff member. A full first aid kit must always accompany 
students and staff whilst on an excursion.  
 
Volunteers must not administer medication to students. Medications may only be 
administered with prior approval and in accordance with the student’s emergency 
action plan or medication administration documents. This will be managed by 
qualified staff members.  
 
Emergency medications including spare EpiPens and Ventolin inhalers are kept in 
Administration for easy and quick access. EpiPens will also be kept with an adult 
accompanying the student. 
 
 

GENERAL INFORMATION – 
AMENITIES 
 
Volunteers and adults on site must not use student amenities.  They should use the 
amenities located outside the Admin offices.  
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EMERGENCY AND LOCKDOWN 
PROCEDURES 
 
The Our Lady of the Way Emergency Procedures poster includes: Evacuation, 
Lockdown, Important numbers and our Designated First Aider information. These 
procedures plus the relevant Evacuation Diagrams are attached to the wall or 
window of every building in the school, at eye level, close to the exit and fire 
extinguisher. Once per term the school will carry out evacuation and lockdown 
drills. Procedures are reviewed annually and feedback is encouraged. 
 
Copies of our school emergency procedures, evacuation signs and a diagram map 
are included in this pack.  
 
 

FIRE AND EVACUATION 
INSTRUCTIONS 
 
How to use manually operated firefighting equipment: 

• Fire Blanket. Used to cover a fire by smothering a flame. Gently cover flame 
and turn off heat. Do not use a fire blanket for flammable gasses or 
energised electrical equipment.  

• Alarm. ‘Break glass alarm’ can be directly connected to 000. Here at Our 
Lady of the Way you can notify the Fire Department by calling 000.  

• Dry chemical extinguisher. A Dry Chemical extinguisher is suitable to put 
out fires caused by flammable liquids and gasses, electrical equipment and 
ordinary combustibles. Do not use a dry chemical extinguisher on cooking 
oil or fats fires. Hold extinguisher upright between your legs, twist pin to 
break the seal then pull the pin. Aim the nozzle of the extinguisher at the 
base of flames. Squeeze trigger while making sweeping motions to 
extinguish fire. Always maintain a clear and safe line of retreat. 

• Obligations of workers and others. Obligations of a worker at a workplace 
are not to interfere with or misuse anything provided for health and safety 
at the workplace, not to wilfully place at risk the health and safety of any 
person at the workplace and not to wilfully injure himself or herself. 

• Water extinguisher. A water extinguisher is suitable for ordinary 
combustibles. Do not use a water extinguisher on electrical equipment or 
flammable liquids. Hold extinguisher upright between your legs, twist pin to 
break the seal then pull the pin.  
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Aim the nozzle of the extinguisher at the base of flames. Squeeze trigger 
while making sweeping motions to extinguish fire. Always maintain a clear 
and safe line of retreat. 

• Fire hose reel. A fire hose is suitable for ordinary combustibles. Do not use a 
water extinguisher on electrical equipment or flammable liquids. Turn water 
on at the control valve, remove the nozzle from the bracket and turn the 
water on with the nozzle while making sweeping motions to extinguish fire. 
Aim the nozzle of the extinguisher at the base of flames. Always maintain a 
clear and safe line of retreat. 

• Carbon dioxide extinguisher. A CO2 extinguisher is suitable for flammable 
fluids, electrical and cooking oils. Do not use a CO2 extinguisher on 
flammable gasses or ordinary combustibles. Hold extinguisher upright 
between your legs, twist pin to break the seal then pull the pin. Aim the 
nozzle of the extinguisher at the base of flames. Squeeze trigger while 
making sweeping motions to extinguish fire. Always maintain a clear and 
safe line of retreat. 

• Chief Warden has a white hat. 
• Deputy Chief Warden has a yellow hat. 
• Block Wardens have red hats. 
• First Aid / Communications Officer: have a white hat with a green cross. 

 
Please be sure you review the Fire and Evacuation Instructions and identify your 
evacuation routes. 
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HAZARD AND INCIDENT 
REPORTING 
 
In the event that you have witnessed an incident 
resulting in the injury of a student, staff or member of 
the community, you will need to immediately 
complete the WSS Incident/Injury Form. Please talk 
to our school WHS Officer (WHSO), who will issue 
you with a form. This needs to be filled in as soon as 
possible after the incident has occurred. and return to 
the WHSO.  
 
Please note that all incidents must be reported to the 
WHS Officer.  
 
Please report anything that you deem potentially 
unsafe to students, staff or members of the 
community (e.g. trip hazards, faulty equipment, loose 
step treads, car park issues). Report to the WHSO, 
Grounds Staff or member of the Leadership Team as 
soon as possible. You will be asked to complete a 
Hazard/Maintenance Report Form and return to the 
WHSO. These are entered on the Hazard Register and 
will be actioned by the WHS Officer, WHS Committee 
or Principal.  
 
When responding directly to an incident:  

• If no danger to yourself, undertake immediate 
action to ensure your safety and the safety of 
others. 

• If there is risk to yourself and or others in 
undertaking immediate action, seek assistance 
from the Principal or WHSO. 

• Where injuries are sustained, seek first aid 
treatment and where necessary, emergency 
services assistance. 

• Isolate the area where there remains risk of  
further injury. 

• Where an incident is serious, Preserve the incident site. 
• The school will notify Brisbane Catholic Education Health and Safety 

Services Team.  
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TRAFFIC MANAGEMENT PLAN 
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Copyright in some materials appearing in this document is owned by third parties and should not be used or reproduced 
without the authority of the third party. The links to websites or web pages are for information purposes only. To the extent 
that such third-party materials are not owned by BCE, we accept no responsibility for such content. 
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