


Welcome to 

Fairfield Primary School’s

Volunteer Information Session 



In this session, we will:

•Recognise the importance of family 

members in their children’s learning 

and explore home-school links.

•Explore the role of a classroom helper.

•Discuss issues to keep in mind when 

working with children in classrooms.

•Provide an orientation to Occupational 

Health and Safety requirements.



Home-school partnerships create 
opportunities for the development of shared 
understandings of learning.

There are many ways to become involved:

•Excursions

•Concerts

•Classroom



How do I become a parent helper?

•Talk to classroom teacher



What are today’s classrooms like?

Classrooms 

have changed 

a lot since we 

all went to 

school!



What does being a classroom helper mean?

• Not giving the answer

• Facilitating discussions

• Asking questions

•Working with small 
groups of children

• Work with individual 
children

• Providing a role model 
for learning

Assisting in the classroom under the direction of the 

classroom teacher by:



As a classroom helper, you may:

•Listen to children practise counting or number skills.

•Listen to children read books.

•Assist children to change books to read at home.

•Listen to children read and / or spell commonly used words.

•Work with a small group independently to complete an activity/ 
game.

•Work with an individual child to practise a skill.

•Assist students as they are working using digital technologies.

•Assist with making resources for children to use in the classroom.



The classroom teacher is your guide

•They will discuss with you what they would like you to do.

•They are your go to person if you have any questions or 

problems.



What other issues should be kept in 
mind when helping in the classroom?
Remember:

•All children can learn.

•Children learn at different rates and have 
different learning needs.

•Other families might have values that differ from 
yours.

•Confidentiality



How can you help students learn?

•Support and encourage students by 

praising their efforts.

•Demonstrate and model 

appropriately.

•Ask for help when you are not sure.



The 3 Ps – Pause, Prompt, Praise

Our aim as classroom helpers is to support children so they 

can complete as much of the task as possible by themselves.

• Give the child your full attention.

• Ask the child to explain the task and how they are going to do it.

• Ask them to ‘have a go’.

PAUSE Wait to see what they do.

PROMPT If they need help, offer prompts.

PRAISE Praise all efforts.



Occupational Health and Safety Induction

•The Induction handbook is located at the office.

•To comply with the requirements of the Victorian 
Occupational Health and Safety (OHS) Act 2004 and 
the Victorian OHS Regulations 2007 the Department 
of Education and Training (DET) has implemented an 
OHS Management System (OHSMS) in all Victorian 
Government schools.



Occupational Health and Safety Induction

The OHSMS requires all volunteer workers to:

•Report to the general office upon arrival and collect 
a lanyard which is to be worn at all times.

•Complete an OHS induction using the Volunteer 
worker OHS Induction Checklist.

•Provide a current Working with Children Check.



DET Occupational Health and Safety (OHS) 
Policies

•Located on the OH & S board in the staffroom

•Copies in the Induction Handbook at office



Required Conduct/Behaviour

All volunteer workers are expected to abide by the workplaces code of conduct 
while on site. This includes:
• No smoking on school grounds or within four metres of an entrance to all 

DET workplaces.
• No alcohol or drugs are to be consumed on any DET premises. Any 

volunteer worker under the influence will be dismissed.
• No offensive language is permitted on any DET premises.
• Possessions, materials, and equipment should be secured and not be left 

unattended.
• Remove all litter and debris from the workplace.
• Report any problems, hazards, or incidents to the Workplace Manager or 

relevant delegate.
• Dress appropriately and wear the correct personal protective equipment 

suitable.
• No pets are permitted on DET premises. 



Access Arrangements & Hazards 

Access

•All volunteers must report to the general office and sign in 
upon arrival at the workplace. 

Site Specific Hazards

•Asbestos – Schools Asbestos Management Plan located in the 
office.

•Animals/wildlife – Do not approach any domestic animals or 
wildlife and report a sighting of any animals to the workplace 
manager. Do not reach into holes or gaps in buildings without 
checking to see if it is safe.



Emergency Management

In the event that an emergency occurs, please obey the following 
instructions:

• Fire, proceed to evacuation point

• Lockdown, follow instructions

• Gas leak, proceed to evacuation point 

Emergency procedures
On hearing the alarm:

•Proceed to the advised assembly area

•Report to one of the wardens

•Do not leave the assembly area until advised



Evacuation Point

The evacuation 
point is located 
at the fence line 
on Wingrove
Street on the 
Basketball Court 
area.



First Aid

In the event of an injury:

• If the injury is not serious, report or escort the injured party to 
the administration office for assistance.

• If the injury is serious ring 000, do not wait for first aid officer

•Stay with injured party. Send someone else to find the first aid 
officer or workplace manager.

• If no one else is available, ring the school number and inform 
the office that someone is injured at your location.

• If trained, apply first aid to the injured party.

•Once incident is over, fill in an incident report at the office.



Hazard and incident reporting

Any hazard or incident which poses a risk to the safety 
of a student, parent, visitor, volunteer workers or 
employee must be reported.

•Call 000 immediately to report any incident 
threatening life or property. 

•Notify the administration office

•Workplace Manager will report the incident on 
eduSafe



Amenities and School Policy

•Toilets and amenities – are located in the staffroom.

•Parking – there are no parking facilities at the school.

•Volunteer Policy located on our website.

Children of pre-school age are not to accompany 
volunteers due to possible disruption to students’ 
learning. Volunteers wishing to seek approval for a pre-
school age child to accompany them are to seek 
approval from the Principal or Assistant Principal. 


