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Introduction 

The Synod’s Child Safe Policy says that across the Church we will ensure that ‘Our 
people are suitable for work with children and are committed to values of child safety 
and wellbeing.’ This policy also requires us to respect diversity and promote equality, 
which good processes and practices for recruiting and supporting volunteers can help 
us to achieve.   

 Each year every Church Council makes the following commitment: 

We are committed to ensuring people who work with children are suitable for this work 
and committed to child safety and wellbeing. We will ensure that anyone  

who works with children is recruited, screened, trained and supervised well. 

This workbook will support Church Councils to create safe communities, meet their 
Child Safe commitments and comply with the Child Safe Policy in areas related to 
volunteers and staff who work with children, or who have oversight of programs for 
children. This workbook consists of seven pages that outline the various stages in safe 
recruitment and support of staff and volunteers. This is followed by a number of 
appendices that provide templates and examples to help you through the process. 

This workbook is designed for Church Councils and committees and groups that act 
on behalf of Church Councils. It should be used for all people in roles and positions 
working with children, whether the positions are voluntary or paid. For paid positions 
Church Councils also need to check with the Synod People and Culture Unit to ensure 
they have followed appropriate legal and HR processes.  

Different cultures and communities have different practices and ways of recruiting, 
appointing and supporting those who offer ministry with children. We encourage 
communities to adapt this workbook to their particular context while also ensuring that 
all the steps are followed and no stages in the process skipped. Please follow the 
process with everyone who works with children such as Sunday School coordinators, 
teachers and helpers, Messy Church coordinators and helpers, youth group leaders 
and helpers, volunteer drivers and other roles that interact with children and young 
people in congregations. If you want advice or support in this area please contact the 
Culture of Safety Unit on (03) 9116 1436 or cultureofsafetycontact@victas.uca.org.au 

While this workbook focuses on roles that work with children, the principles and 
processes could easily be applied to other roles in the life of a congregation or faith 
community. 

Implementing good recruitment, screening, training and supervision will not only 
support you to be a child safe congregations and community it will also help volunteers 
to feel supported, encouraged, and contribute to their growth as disciples of Jesus. 

mailto:cultureofsafetycontact@victas.uca.org.au
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Using this workbook 

If you are just starting a recruitment process then you 
can work through the workbook one step at a time until 
you have completed the recruitment process and have 
appropriate supervision in place.  
 
If you haven’t used a process such as this for recruiting 
all your volunteers you could start this process by 
ensuring all your current volunteers have a Working with 
Children Check (Vic/NSW) or a Working with Vulnerable 
People Registration (Tas) (WWCC/VP) and then 
develop a plan of support and review for each leader. 
 
You could use the templates in the appendices to create a file for each volunteer so 
that you can keep track of their records including annual appraisals and training. If you 
do this you need to ensure that you retain only that information which is required and 
that all files are securely stored and maintained confidentially.  
 
You are welcome to adapt the templates to the needs of your congregation and roles 
you have. When you do this please ensure that you maintain all the required steps.  
 
If you need help or support with this please contact the Culture of Safety Unit on (03) 
9116 1436 or cultureofsafetycontact@victas.uca.org.au   
 

Recruitment 

When congregations or faith communities are looking for people to volunteer or give 
leadership positions they don’t always think about this process as recruiting. Whether 
congregations place a paid advertisement, make an announcement during a service 
of worship, put a notice in the newsletter or ask someone to take up a role by invitation- 
a recruitment process is occurring. The Child Safe Policy and each Church Council’s 
commitment to being a safe community requires congregations to pay attention to how 
they seek new volunteers and staff. To be as safe a community as possible requires 
some attention to the process of finding new volunteers and staff and then helping 
them take up the role with an awareness of how to act safely and promote child safety.   
 
This is not meant to be an onerous process in congregations. If a simple but thorough 
process is followed it will mean that volunteers find roles that suit their gifts and skills, 
and congregations will be confident that they are operating safely with people who are 
doing roles for which they are gifted and that help them grow as disciples. The key 
steps in recruitment are advertising, interviewing and screening.  
 

Advertising 

Before advertising a role a position description should 
be developed. This will also help with the interviewing 
step. You may not need everything in the example - it is 
a comprehensive description to show how to both 
include Child Safe requirements and the requirements 
of the role in a position description. 

 

There are checklists at the 
end of each section to help 

make sure you have 
completed the key steps. 

 

These checklists are  
also compiled together  

in Appendix 1 

There is an example  
of a position description  

in Appendix 2 

mailto:cultureofsafetycontact@victas.uca.org.au
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All roles, including volunteer roles should be advertised. Advertising means that 
everyone is given an opportunity to express interest in a role. It is an opportunity to 
promote the positive opportunities for growth in discipleship, enjoyment and 
community that filling volunteer or paid roles can provide.  
 
For volunteer roles in congregations advertising is most likely through an expression 
of interest process advertised in local church networks such as the website, 
newsletter, email or social media. Advertising includes announcements made during 
a service of worship whether in person or online. 
 
In order to promote child safety advertising needs to 
make a clear statement about the congregation’s 
commitment to being Child Safe. Any advertising 
process should also indicate that all successful 
applicants are required to work within the UCA  
Lay Leader’s Code of Conduct, abide by the behavioural 
guidelines for those who work with children and undergo 
relevant pre-volunteer or employment checks. For roles 
such as Church Council, that are filled through a 
nomination and election process, the nomination form 
needs to be clear about the need for nominees to be 
committed to child safety and a screening process 
before they become a Church Councillor.  
 

Advertising Checklist 

There is a clear statement of the Church’s commitment to being Child Safe in the 
advertisement or expression of interest. 

 

There is a clear position description that outlines the key responsibilities of the role and 
the skills required for the role. 

 

The screening processes for the role are clearly outlined. As a minimum this would 
normally include a WWCC/VP and Reference Check 

 

There is a process for forwarding the Behavioural guidelines to all applicants  

 

Interviewing 

All roles including volunteer roles need some form of interview process to ensure that 
people volunteering/applying for the role have an understanding of the importance of 
child safety across the work of the congregation. Interviewing is also a good 
opportunity to ensure that the person has skills and 
interest in a role. Further it can be an opportunity to 
explore how they see the role as part of their 
discipleship and service to the congregation. For 
elected roles this process is replaced with a statement from the nominee outlining their 
gifts and skills and why they want to be a Church Councillor. There may also be an 
opportunity for the congregation to ask questions of the nominees during a 
congregational meeting. 
 
 

 

There are some examples of 
advertising for different 
positions in Appendix 3. 

  

Appendix 4 is an expression 
of interest/application form. 

 

The behavioural guidelines 
for those who work with 

children are in Appendix 5. 

You will find an interview 
checklist in the Appendix 6. 

https://ucaassembly.recollect.net.au/nodes/view/298?keywords=
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Leaders and volunteers need to be aware of the 
particular state legislation that applies in their setting. 
Interviews/conversations will also be used to ensure 
that applicants know about the following criminal 
offences to protect children: 

 Reportable conduct (Victoria & NSW only at 
present) 

 Grooming – the use of techniques by abusers to 
develop a relationship over time, calculated to 
lead to the abuse of a child.  

 Failure by persons in authority to protect children 
from sexual abuse.  

 Failing to report to police any sexual offences 
committed against children.  

 

Interviewing Checklist 

The person has the gifts and skills for this role  

The person understands the importance of child safety  

The person is willing to undergo the necessary screening  

The person can say why they would like to undertake this role  

 

Screening 

All people who are selected for a role - whether volunteer or paid, elected or selected, 
need to be screened so that the congregation can be confident they are appropriate 
and safe for the role. Screening includes; checking that a person has a Working with 
Children Check or Working with Vulnerable People Registration (and National Police 
Record Check if required), checking the person has successfully completed Child Safe 
Training, ensuring the person has read and understood 
the Lay Leader Code of Conduct, ensuring the person 
has read and understood the congregation’s 
Behavioural Guidelines and  ensuring the person has a 
reference check from someone who knows the person 
well and can speak to both their skills and personal qualities. Even when someone is 
well known to the congregation the screening process needs to be completed, 
including asking for a referee. This is important both to ensure that people applying for 
roles understand child safety and are able to undertake the role, and so that people 
feel they are treated equally whether they joined the congregation recently or have 
been members for many years. 
 

Screening Checklist 

Current WWCC/VP   

Referee Check successful  

UCA Child Safe Training is up to date  

Read and Understood the Lay Leader Code of Conduct, Child Safe Policy and  
Behavioural Guidelines 

 

 

 

You can find further 
information about these 

offences through the links in 
Appendix 10.  In Victoria the 
Commission for Children and 

Young People provides  
Fact Sheets in plain English 
about Victorian legislation.  

 

Links to the relevant 
legislation in NSW and 
Tasmania are provided. 

 

There is an outline for  
referee check guidelines in 

Appendix 7. 
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Appointment 

Once a successful interview has occurred, referee checks have been competed 
satisfactorily and other screening processes have commenced, an appointment letter 
should be sent to those who will be filling any volunteer role. This letter should outline 
the role they are undertaking, who will be providing support and supervision and what 
screening needs to completed before they commence. 
This letter, while formal, should also express your 
delight that the person appointed has chosen to serve 
the church in this way. You will need to decide whether 
to meet with the person to give them the letter and talk 
further about the role, whether you might make phone contact initially and then either 
email or post the letter or whether you will simple email or post the letter. What you 
decide will depend on the nature of the role and how familiar the person being 
appointed is with the congregation and role.  
 
Once you have appointed someone to a role the Church Council needs to ensure they 
are appropriately trained and supervised. 
 

Training 

A key requirement for many appointed leaders before they can commence their role, 
is the completion of UCA Child Safe Training. This training is available online. Details 
are available at https://ucavictas.org.au/keepingchildrensafe/ under the Child Safe 
Training tab.  
Depending on the role there may also be OH&S training that needs to be completed.  
It is also a good idea to show the person around the location of the ministry, even if 
they are very familiar with the building. This induction tour should point out any special 
things they need to know to take up the role. For example, if the person is a long-time 
member of the church, while they likely know where the kitchen is, walking them to the 
kitchen on an induction tour provides an opportunity to explain what the access rules, 
risks and mitigations in the kitchen are for this particular program.  
The Church Council needs to ensure that all required training for the person to move 
safely and successfully into the role is completed before they begin the role. 
 
If a person appointed to a role doesn’t currently have all the skills necessary for the 
role a plan for gaining those skills needs to be developed.  
 
Training should not stop with induction. Volunteers will be enriched, strengthened and 
more deeply equipped if they are given the opportunity to learn and develop skills for 
their role. This can take the form of a course, conference or training day offered 
through eLM or other places that provide training in children’s ministry. You can see 
what eLM is offering by visiting   https://victas.uca.org.au/ministry-mission/children-
families-resources/. Another way to do training is by working together as a team of 
volunteers to learn more about a resource, program or tricky issue. Or by providing 
books or articles to read and discuss. UCA Child Safe training also need to be regularly 
updated, particularly for people who work with children and young people and those 
with governance responsibilities.  
 
 

There is a sample 
appointment letter in 

Appendix 8. 

https://ucavictas.org.au/keepingchildrensafe/
https://victas.uca.org.au/ministry-mission/children-families-resources/
https://victas.uca.org.au/ministry-mission/children-families-resources/
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If the person is an employee or in a Pastor role there may be other training that is 
required as well. 
 

Training checklist 

The person has completed UCA Child Safe Training  

The person has had an induction tour  

The person has a plan to complete any necessary skills training  

The person is aware they need to undertake ongoing learning  

 

Supervision 

All people who are volunteering or working within the Church should know who has 
oversight of their ministry both in terms of which committee or council of the 
congregation has oversight of their program and which one person they look to for 
guidance. They should know who the person is they can talk with about their role, raise 
concerns with-including safety concerns, and go to for support and encouragement. 
Church Council needs to ensure that each person who works with children has an 
appropriate supervisor and they know who that person is. This might be the Sunday 
School coordinator or an experienced youth leader. It might also be someone who 
works with children as a profession such as a teacher, youth worker or social worker 
who isn’t involved in ministry with children directly in the congregation but is willing to 
act as a supervisor. It could be a member of the children and families committee. Or it 
might be the minister or paid children and/or youth worker.   
 

Annual Appraisal 

Supervision should include an annual appraisal where questions about the joys and 
challenges of the role, along with questions about child safety and any training the 
volunteer might want to do should be explored. This is also a good chance to ask if 
they want to continue in the role. A check that their WWCC/VP and UCA Child Safe 
Training is up to date should be part of this annual process. If a person’s WWCC/VP 
is not up to date then they cannot continue in this ministry until they have obtained a 
new WWCC/VP. 
 
Annual appraisals could be done in a number of ways: 

 Someone from the Church Council or the committee that oversees the ministry 
could have a conversation with each volunteer and employee.   

 A group conversation could be held as part of an annual review or planning day. 
If done as a group conversation there needs to be opportunity for people to 
raise individual concerns in private.  

 A questionnaire could be sent to each person with a follow up conversation.  

 Annual appraisals could be done all at once over a short period of time or a 
couple each month over the course of a year. 

 
However you choose to conduct appraisals it is important that the conversation is 
focused, that volunteers have the chance to reflect on their strengths and that child 
safety is discussed. Any concerns about safety or requests for help and support need 
to be followed up. An annual appraisal conversation is also an excellent opportunity to 
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thank the volunteer for their time and commitment. Hopefully it will give them a sense 
of being supported and encouraged in the role. 
 

If a concern is raised 

Alongside an appraisal there also needs to be a process that can be followed if 
someone raises concerns or makes a complaint about the behaviour of a volunteer. If 
a child is in danger call 000. If the child is not in immediate danger you need to follow 
the Disclosure Reporting Procedure which is found on the Keeping Children Safe 
website. If the complaint is serious the volunteer will need to step down from the role 
until the concern has been resolved. In Victoria and New South Wales complaints 
about behaviour towards a child are also likely to fall under Reportable Conduct 
legislation. Make a report via email reportableconduct@victas.uca.org.au or using the 
form on the Keeping Children Safe website. 
 
If the concern is not reportable it still needs to be discussed with the volunteer. Their 
supervisor or someone else delegated by Church Council should talk with them about 
the concern, hear their perspective and develop a plan to address the concern. 
 
Please contact the Culture of Safety Unit for help and support on (03) 9116 1436 or 
cultureofsafetycontact@victas.uca.org.au   
 

Supervision checklist 

Each person has a supervisor and knows who the supervisor is and how to contact 
them. 

 

There is a plan for an annual appraisal for each person who works with children.  

There is a plan to follow up any issues raised in annual appraisals.  

There is a plan to follow up any concerns raised about volunteer behaviour.  

 

https://ucavictas.org.au/keepingchildrensafe/
https://ucavictas.org.au/keepingchildrensafe/
mailto:reportableconduct@victas.uca.org.au
https://ucavictas.org.au/keepingchildrensafe/reportable-conduct/#RCform
mailto:cultureofsafetycontact@victas.uca.org.au
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Appendix 1 Recruitment, screening and supervision checklists. 
 

Advertising Checklist 

There is a clear statement of the Church’s commitment to being Child Safe in the 
advertisement or expression of interest. 

 

There is a clear position description that outlines the key responsibilities of the role and 
the skills required for the role. 

 

The screening processes for the role are clearly outlined. As a minimum this would 
normally include a WWCC/VP and Reference Check 

 

There is a process for forwarding the Behavioural guidelines to all applicants  

 

Interviewing Checklist 

The person has the gifts and skills for this role  

The person understands the importance of child safety  

The person is willing to undergo the necessary screening  

The person can say why they would like to undertake this role  

 

Screening Checklist 

Current WWCC/VP   

Referee Check successful  

UCA Child Safe Training is up to date  

Read and Understood the Lay Leader Code of Conduct, Child Safe Policy and  
Behavioural Guidelines 

 

 

Training checklist 

The person has completed UCA Child Safe Training  

The person has had an induction tour  

The person has a plan to complete any necessary skills training  

The person is aware they need to undertake ongoing learning  

 

Supervision checklist 

Each person has a supervisor and knows who the supervisor is and how to contact 
them. 

 

There is a plan for an annual appraisal for each person who works with children.  

There is a plan to follow up any issues raised in annual appraisals.  

There is a plan to follow up any concerns raised about volunteer behaviour.  
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Appendix 2 Sample Position description  
 

This is a position description based on those developed by various congregations.  
Please adapt for your own context. 

 
NN UNITING CHURCH – SUNDAY MORNING PROGRAM (SMP) 

Role Descriptions for Volunteer Leaders and Assistants 
 

Purpose of the Sunday Morning Program (SMP) 

NN Uniting Church is a welcoming, outward looking Christian community. We love it 
that for a long time, children and youth have been lively participants in our community. 
We value the curiosity and spiritual awareness of children and the questioning that 
adolescence brings.   
 
The Sunday Morning Program, for children in Primary School Years Prep – 6 and 
Secondary Years 7 – 10, encourages a reading of the Bible that acknowledges 
context, questions and thoughtful conversation. 
 

Keeping Children Safe 

NN Uniting Church is a child safe organisation. We promote a Culture of Safety in all 
our activities, in particular with children and vulnerable adults. 
All who work or volunteer at NN UCA are required to: 

 observe UCA Child Safe Policies and procedures of the UCA Synod Vic/Tas 
and NN UCA 

 actively ensure the safety, protection and well-being of children who come into 
association with us 

 

To be a Volunteer Leader or Assistant you need to: 

 be a current, active worshipping member of the NN UCA community, for at least 
six months prior 

 complete the Volunteer Application Form  

 Attend a Volunteer Screening Interview  

 Obtain a Working With Children Check/Working With Vulnerable People 
Registration (if not already completed). Please list the congregation as an 
associated organisation 

 Agree to abide by NN UCA behavioural guidelines 

 Complete UCA Safe Church Training within 1 month of commencing as a 
volunteer 

 Be available to attend volunteer briefings at least once a semester and/or view 
online material 
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Overall Responsibilities  

As a Leader of one of our SMP groups, you will need to prepare age-appropriate 
activities for your rostered group. We make use of materials from a few different 
sources and our own ideas and themes.  
A bit of preparation helps with a relaxed and thoughtfully resourced environment. The 
lessons can help children/young people begin to hear the stories of Jesus, the Old and 
New Testaments, see the traditions and practices of the church, and to make 
connections with their own lives. We hope, ultimately, that SMP will help children and 
young people to explore faith in God.  
 

Expectations of a Volunteer Leader 

 Commitment to the safety of children/young people and to their growth and 
development in the Christian faith 

 Commitment to your own growth and development as a Leader and person of 
faith 

 A team member willing to work with others for the purpose of the program 

 Fulfil specific roles and tasks to the best of your ability 

 Apply high standards of safety and hygiene, especially in these Covid-normal 
times 

 Be accountable to NN or position agreed by Church Council 
 

Tasks of the Leader 

Prepare for the session 

 Trial activities and make samples. Secondary SMP - video/online stimulus is 
often valuable 

 It helps if you can create one phrase or sentence that is a take-home message. 

 For Kinder to Grade 6, an A3 poster of this short phrase can guide your lesson 

 Plan activities and games that support children in belonging. Aim for a variety 
of skills and avoid games that isolate  

 List equipment needed, check there are materials available, or if particular 
purchases are to be made – up to the value of $20 

 WiFi password if needed 

 Contact your Assistant with plans for the session 
 

On the day 

 Try to arrive 30 minutes early and set up with your Assistant. This then allows 
you to be in the worship space for the start of worship.  

 Collect the Attendance Roll  

 During set-up time, conduct a safety check of the room to ensure that there are 
no immediate hazards or points of exit that are unsupervised and rectify these. 
Report any safety concerns requiring follow-up to your supervisor 
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During the session  

 Note any other adults present, if not a parent politely ask them to leave 

 Introduce any parents who wish to stay with their child 

 Be aware of each child’s/young person’s participation in the activities 

 If reading aloud invite volunteers - do not assume all children are confident 
readers 

 Toileting – see the NN UCA guidelines  

 Distressed child or a behaviour issue – guidelines are available 

 First Aid kits are located: 
- in location  

- There is also a Defibrillator in location  

Full guidelines for first aid, medical and evacuation situations are available.  

 

At the end of the session (when worship has finished) 

Dismissal of children –  

 Kinder to Grade 2 to be dismissed with a parent.  

 Grade  and up are allowed to seek out their parents 

 Check in with new parents  

 ALL programs – Ensure the room is left in a tidy and safe condition. Doors 
locked. All materials and Attendance Book returned to Store Room. 

 
NOTE for volunteers who are parents:  
Your role as a parent over-rides that of leader or assistant.  If you need to attend to 
one of your children for whatever reason, your adult assistant may need to be asked 
step up momentarily to hold the attention of the group.
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Appendix 3 Sample advertising for volunteer role 
 

For the congregation newsletter 

Our congregation is so grateful to have a thriving Sunday morning program for 
children. This program allows the children of our congregation to explore the Christian 
faith in fun, thoughtful, age appropriate ways. We are also blessed by a wonderful 
group of volunteers who lead this program and who also find their own faith growing 
as they learn from each other and the children. We are looking to add to our 
volunteer base of leaders.  Might you be one of our new volunteers? You will 
need a desire to work with children, a basic understanding of what children of different 
ages are capable of, creativity, patience and a commitment to child safety. 
 
You will be supported in this role through high quality easy to follow materials, regular 
gatherings with other volunteers and our wonderful Sunday morning program 
coordinator insert name  
 
This congregation is committed to being a safe community for all and we require the 
highest standards of child safe behaviour from anyone who fills this role. Anyone 
applying for this role will need a current Working With Children Check /Working with 
Vulnerable People Registration and up to date Safe Church Training or a willingness 
to obtain these before they start in the role. 
 
If you have questions or would like to be considered for this volunteer role please 
contact Insert name insert on contact details for a full position description and an 
expression of interest form. 
 

A verbal announcement during Worship 

You have no doubt seen how wonderful our Sunday morning program for children is. 
And how special our volunteers in that program are. We are looking to recruit some 
new volunteers to this program. If you are interested in being part of this fun, faith 
expanding opportunity please see the notice in the newsletter or contact insert name 
the Sunday morning program coordinator. A reminder that as a congregation we are 
committed to being a safe community for all and we require the highest standards of 
child safe behaviour from anyone who fills this role. Anyone applying for this role will 
need a current Working With Children Check /Working with Vulnerable People 
registration and up to date Safe Church Training 
 

A commitment to child safety to add to a Church Council nomination form 

This congregation is committed to being a safe community for all and we require the 
highest standards of child safe behaviour from anyone who is elected to Church 
Council. As Church Council has oversight of the congregation’s child safe policy and 
procedures we also require people to have an understanding of child safe practices.  
Anyone seeking election to Church Council will need a current Working With Children 
Check /Working with Vulnerable People registration before they can start on Church 
Council. They will also be required to complete UCA Safe Church Training.
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Appendix 4 Expression of Interest/Application Form template 
 

Name of Role:  
  

Full name  

Preferred name   

Date of Birth  Gender  

Phone    

Email  

Address  

  

Preferred method of contact 
 

Mobile  Email  Other    

Cultural/ethnic background  

Languages spoken  

 

Record of Christian Church membership 

List church organisations, churches, congregations you have been associated with 
including this congregation, starting with the most recent 

Name of church Location Year(s) Position(s) held 

    

    

    

    

    

 

Personal abilities and Qualifications 

Please tell us why you want to undertake this voluntary role? 
Tell us something about your church and community involvement. 

 

 

 

What gifts and abilities would you bring to your volunteer work? What experience, 
qualifications or training do you have that is relevant to this role? 

 

 

 

Provide details of the last place where you did relevant paid or voluntary work. 
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Medical conditions. 
Provide relevant information about any medical condition or limitation that may affect your 
full participation as a volunteer or that we should be aware of. 

 

 

 

 

Referees 
 

Name of referee 1  

Organisation  

Position held  

Phone number  
  

Name of referee 2  

Organisation  

Position held  

Phone number  

 

Applicant’s declaration.  Please answer every question. 

Yes No 
Prefer 
not to 
say 

Have you ever been accused of abusing or neglecting a child*    

Have you ever been charged for abusing or neglecting a child? 
(Charges: any allegations made and known to you or any 
allegation made to a court, disciplinary body, employer, 
supervisory body or church in Australia or in any other country)* 

   

I consent to the referees listed above being contacted in relation 
to this application? 

   

I consent to the Church Council using and disclosing my 
personal information in accordance with the Privacy Policy 

   

I understand that I can withdraw from this application process at 
any time without giving reason 

   

I agree to abide by the UCA policies and procedures    

I confirm that the information provided in this document is true 
and correct? 

   

 

Applicant signature  

Name  Date  

 
Signature of parent or guardian  
(if applicant is under 18 in Victoria / NSW, 16 in Tasmania)  

Name  Date  
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For use by appointing body 

Determination, recommendation, comments and conditions: 
 

* If a person answers Yes or Prefer not to say to the first two questions, please contact the 
Culture of Safety Unit for advice about how to proceed 

Signature of person conduction screening   

Name  Date  

Reference to minute of Church Council  Date  

Date applicant was notified of outcome  
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Appendix 5 Behavioural Guidelines for those working with 
children. 

 
All lay leaders, volunteers and ministers are expected to abide by the UCA Lay Leader 
and Volunteer Code of Conduct or the Code of Ethics and Ministry Practice for 
ministers. These Guidelines do not replace the Codes rather they provide guidance 
about how the Codes are lived out in work with children. They are designed to help 
those who work with children and those who supervise them to understand the 
particular behavioral expectations for those who work with children.  

Employees, volunteers and people in specified ministries will: 

 Act in ways set out in the Code of Conduct/Ethics that applies to them. 

 Make the safety and needs of children their first priority. 

 Treat all children with respect, embracing diversity, with zero tolerance of 
discrimination. 

 Read and abide by relevant policies and procedures for keeping children safe. 

 Encourage open communication between all children and their parent/guardian 
and those who are working with children or are responsible for children’s 
programs.  They will use of empowering and supportive language. 

 Enable children to participate in the decisions that affect them. 

 Model appropriate behaviors. Redirect unwanted behaviors of children using 
appropriate behavior management strategies. 

 Respond to any concerns or suspicions of child abuse and ensure reporting 
guidelines have been followed.  

 Seek advice, support, and assistance for child protection matters where 
needed. 

 Speak up if they see other volunteers, staff or a colleague behaving in ways 
that concern them. 

 Be transparent in their actions and interactions.  

 Remain aware of each child and the adults who are with the children. 

 Ensure they have undertaken Child Safe Training and ensure they are 
appropriately skilled for the role they are undertaking. 
 

Employees, volunteers and people in specified ministries will not unless otherwise 
formally authorised1: 

 Be alone with a child. 

 Sleep in the same room as a child. 

 Do things of a personal nature that a child can do for him/her/themself, such as 
assistance with toileting or changing clothes. 

 Seek to make contact and spend time alone with any child outside program 
times, including through personal social media networks or face-to-face and 
phone contact. Parent/guardian approval would also be required. 

                                            
1 There may be settings and events where some variation to the following is required. Such variation 
will need to be authorised by the board/council/committee that adopts the policy.  If you have any 
questions regarding this please contact the Culture of Safety Unit 
cultureofsafetycontact@victas.uca.org.au or (03) 9116 1436 
 

https://ucaassembly.recollect.net.au/nodes/view/298?keywords=
https://ucaassembly.recollect.net.au/nodes/view/298?keywords=
https://ucaassembly.recollect.net.au/nodes/view/301?keywords=
mailto:cultureofsafetycontact@victas.uca.org.au
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 Photograph or video a child without the consent of the child and his/her/their 
parent/ guardian. 

 Disclose information unless specifically required by law or policy. 
 

Employees, volunteers and people in specified ministries will not under any 
circumstances: 

 Engage in behavior that is intended to shame, humiliate, belittle or degrade 
children. 

 Use inappropriate, offensive or discriminatory language when speaking with a 
child. 

 Sleep in the same bed as a child. 

 Hold, kiss, cuddle or touch a child in an inappropriate, unnecessary, uninvited, 
or culturally insensitive way. 

 Behave provocatively or inappropriately with a child and/or in a way that could 
be considered as ‘grooming’. 

 Develop a sexual relationship with a child, or a relationship with a child that may 
be deemed exploitative or abusive.  

 Condone, or participate in, behavior with a child which is illegal, unsafe or 
abusive. 

 Act in a way that shows unfair or differential treatment of a child. 

 Smack, hit or physically assault a child.  

 Physically restrain or remove/isolate a child or children unless the child’s or 
children’s behaviors endanger themselves or others. 

 Have inappropriate conversations with a child either in person, through social 
media or in any other way. 

 Use mobile phones or cameras or online platforms for the purpose of exploiting 
or harassing a child. 

 

Breaches of these behaviour guidelines may lead to disciplinary procedures or,  
if required by law, reporting to the authorities. 

 



 

 
Recruitment, screening, training and supervision workbook 
for Church Councils and those authorised to act on behalf of a Church Council          APPENDIX 6 

18 

 
 

Appendix 6 Volunteer interview guide 
 

Before the interview 

 Ensure interviewers have read through the expression of interest/application 
form. 

 Ensure each person on the interview panel knows who is asking what 
questions. 

 Ensure you have all the documents you need for the interview. 
 

Introduction 

 Thank the volunteer for participating in the interview. 
 

Outline the purpose of the Interview 

 To discover their motivation in applying to be a volunteer. 

 To hear about their relevant experience.  

 To hear about their journey in the Christian church and their faith 
development. 

 To reinforce the congregation’s commitment to the church’s Child Safe Policy 
and the behaviors that are expected that support a culture of safety.  

 To sign-off on a Declaration relating to criminal behaviour. 
 

Structure of the interview 

 Ask a series of brief questions about the person and the role. 

 Provide an opportunity for the applicant to ask questions. 

 Check administrative details such as Working With Children Check /Working 
with Vulnerable People registration. 

 Ensure the applicant has signed the Declaration on the expression of 
interest/application form. 

 The interview should take approximately 25 minutes.
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Name of Volunteer  

Role  

Interviewed by  

Date  

 

Questions Comments 

NOTE:  Interviewers may wish to ask questions about previous experience 

(as provided on the application form) 

Please tell us about your reasons / motivation for applying to be a volunteer 
(Try to elicit some feedback about the person’s Faith Journey and Christian commitment) 
 

 

How long have you been attending our church? 
 

 

Are you a confirmed/ baptised member of UC or other church? 
 

 

What volunteer or paid role/s have you undertaken previously (children/youth related / 
other / anywhere) 
 

 

What have you enjoyed most about these roles? 
 

 

Are there special skills you would like to be able to use as a volunteer? 
 

 

People we work with and the young people in our groups pick up what we teach and what 
we model. What one thing would you like them to learn from you? On the flip side, what 
would you rather they did not learn from you? 
 

 

Do you have any concerns about what may be expected of you? 
(Inform them they will receive a Role Description, support and training) 
 

 

(If relevant) Are there any thoughts you wish to share about your hopes for the children’s 

or your own growth in understanding of the Christian faith through the program? 
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Are you willing to undertake in-house training related to this role? 
 

 

How are you placed to participate as a volunteer this year? (frequency of availability/ 
actual) 
 

 

Is there anything else you would like to add? 
 

 

Thank the Applicant for attending.    

Then go to the Checklist overleaf 
 

 



 

 
Recruitment, screening, training and supervision workbook 
for Church Councils and those authorised to act on behalf of a Church Council          APPENDIX 6 

21 

 
 

Interview Checklist 
 

Name of Volunteer  

Role  

Interviewed by  

Date  

 

 Yes / No 

Working With Children Check /Working with Vulnerable People registration 
current (ensure there is copy for congregation  file) 
Check that their WWCC/VP is up to date and has all the correct information. 
Ask them to update their WWCC/VP if needed.  

 

Behavioral guidelines provided and discussed  

Safe Church Training attended (or date committed)  

UCA Child Safe policy provided to the applicant  

Application Form and Declaration completed, signed and witnessed  

Vehicle Driver Authorisation (if applicable)  

First Aid certificate (if applicable)  

Anaphylaxis certificate (if applicable)  
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Appendix 7 Referee checking guide 
 

Applicant’s name:  

Referee’s name:  

Referee’s contact details:  

Date of contact with referee:  

Interviewer’s name:  

 

Questions to ask the referee 

1. How long have you known NN, and in what capacity? 

Have you ever been their direct supervisor in an employed or voluntary role? 
 

 

2. Have you personally observed N working with children or vulnerable adults? 

Please comment on their attitude and behaviour. 
 

 

3. Comment on N’s work and volunteer experience. 

Have you ever worked or volunteered with N?  If yes, in what capacity? 
 

 

4. Comment on N’s personality and character. 
 

 

5. Comment on N’s faith and spiritual journey (if appropriate) 
 

 

6. In your opinion, what is N’s suitability for volunteering with children, young people and 

vulnerable adults? 
 

 

7. Would you recommend N with (a) no reservations (b) some reservations (c) not at all 

for a volunteer role working with children and young people. 
 

 

 

At the end of the discussion/phone call, thank the referee and record date and time of the 
discussion/phone call.  The contents of this document should be treated confidentially and 
stored securely.
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Appendix 8  Volunteer appointment letter 
 
Print the letter on your congregation’s letterhead 
 
Date 
 
Private and confidential 
 

 Volunteer’s full name 
 Volunteer’s email or residential address  
 
Dear Name, 

Letter of appointment 
 

Thank you for choosing to support the ministry of the Name Uniting Church by offering your 
gifts, skills and time. Volunteers are a vital resource as they enable us to support our ministry 
goals in a safe way. I am pleased to welcome you to the role of role title with us at Name of 
congregation, group or activity. This ministry position strives to be an innovative, creative and 
safe environment for children and young people and this positive environment is dependent 
on the volunteers and leaders. 

You have been approved to volunteer in the details of programs / activities. Your supervisor is 
Name and their contact number is phone. Your first month or so will be a settling in period.  
After this time your supervisor or someone else authorized to will check in with you. This gives 
you the opportunity to reflect on the role and its suitability to you and the congregation. 

Before you can commence, you are required to complete the UCA Child Safe Training, or 
have completed UCA Child Safe Training in the past two years.  

We also need details of your Working With Children Check /Working with Vulnerable People 
Registration before you commence. Please ensure all your details are correct and up to date. 
The diagram at https://ucavictas.org.au/keepingchildrensafe/wp-
content/uploads/2019/06/Check-your-WWCC-infographic-August-2020.pdf shows you what 
is required in each state. 

We have attached/enclosed several documents you are expected to adhere to at all times. 
These are the Uniting Church’s Lay Leader and Volunteer Code of Conduct, the Uniting 
Church (Vic/Tas Synod) Child Safe Policy and Behavioral Guidelines for those working with 
children. If you have any questions about these please talk to your supervisor.  

You can start in this volunteer role once all the necessary screening and training has been 
completed and the Church Council been notified of this. 

We are delighted to have you on our team and look forward to working with you. Should you 
have any queries, please contact me. We trust this role will be enjoyable and rewarding and 
that your faith will grow as you take part in this ministry. 

 
Kindest regards, 
 
 
Name 
Position, phone number 

https://ucavictas.org.au/keepingchildrensafhttps:/ucavictas.org.au/keepingchildrensafe/wp-content/uploads/2019/06/Check-your-WWCC-infographic-August-2020.pdf
https://ucavictas.org.au/keepingchildrensafhttps:/ucavictas.org.au/keepingchildrensafe/wp-content/uploads/2019/06/Check-your-WWCC-infographic-August-2020.pdf
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Appendix 9 Annual appraisal checklist. 
 

This annual appraisal checklist can be used by a volunteer’s supervisor as a guide for a  
conversation with a volunteer or groups of volunteers. If using the questions with a  

group ensure you check with each person that their training and WWCC/VP is up to date.  
You could also provide this to the volunteer before the appraisal conversation to give  

them time to think about the questions. They are not required to hand the form in you. 

 

Volunteer name:  

Preferred contact details:  

Role:  

Date of appraisal:  

 

Appraisal Questions 

What have been the best things about the role over the last 12 months? 
 

 

What were the key challenges of the role over the last 12 months? 
 

 

How have you grown in faith by undertaking this role? 
 

 

What strategies do you use to help maintain effective child-safe boundaries? 
 

 

Were there any times you thought you might have crossed a child-safe boundary?   

What did you do when you thought this? 
 

 

Do you need anything from the Church Council/committee overseeing the role to help you 

do the role better? 
 

 

Do you want to continue in this role for the next 12 months?  Why / Why not? 
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Do you have any suggestions for improving our work with children? 
 

 

Is your WWCC/VP up to date and are the congregation and Synod registered as 

contacts?  Yes / No 
 

Is your UCA Child Safe training up to date?  Yes / No 
 

 
 
 
 
 
 
 
 
 
 

Thank you for completing this appraisal and for the ministry you offer through this role. 
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Appendix 10 Information about relevant legislation 
 

Reportable Conduct  

 

Failure to Protect/prevent abuse 

 

Grooming Offence  

 

Failure to disclose/Report 

 
 
 
 

New South Wales Legislation:  Children’s Guardian Act 2019 (NSW) 

Resources: NSW Reportable Conduct Scheme - helping to keep kids safe - NSW 

Office of the Children's Guardian 

Tasmania A Tasmanian Reportable Conduct Scheme is currently being developed. The draft 

bill can be accessed at: Child-Safe-Organisations-Bill-2020-Consultation-

Version.PDF (justice.tas.gov.au) 

Victoria Legislation: Child Wellbeing and Safety Act 2005 (Vic) 

Resources:  CCYP | Reportable Conduct Scheme 

New South Wales Legislation:  Crimes Act 1900 (NSW)  Pt 3, Div 6, s 43B 
Resources:  New child abuse related offences - failure to report and failure to 
protect - Child protection and wellbeing (nsw.gov.au) 

Tasmania Legislation: Criminal Code Act 1924 (Tas)  Pt IV, Chapter XIV, s 125. 
Children, Young Persons and Their Families Act 1997 (Tas)  Div 1, s 13. 

Victoria Legislation: Crimes Act 1958 (Vic)   Pt 1, Div 1, Subdiv 8B, s 49O 

Resources:Failure to protect: a new criminal offence to protect children from 

sexual abuse | Department of Justice and Community Safety Victoria 

New South Wales Legislation:  Crimes Act 1900 (NSW)  Pt 3, Div 10, Subdiv 9, ss 66EB & 66EC 

Resources:  Sexual procurement and grooming of children (nsw.gov.au) 

Tasmania Legislation: Criminal Code Act 1924 (NSW)  Pt IV, Chapter XIV, s 125D. 

Victoria Legislation:  Crimes Act 1958 (Vic) Pt 1, Div 1, Subdiv 8B, s 49M. 

Resources: Grooming offence | Department of Justice and Community Safety 

Victoria 

New South Wales Legislation: Crimes Act 1900 (NSW) Pt 7, Div 2, s 316A 

Resources: New child abuse related offences - failure to report and failure to 

protect - Child protection and wellbeing (nsw.gov.au) 

Tasmania 

 

Legislation: Children, Young Persons and Their Families Act 1997 (Tas) Div 1, s 

14. 

Criminal Code Act 1924 (Tas) Pt III, Chapter X, s 105A 

Resources: New Child Abuse Reporting Requirements in Tasmania 

(lawcompliance.com.au) 

Communities Tasmania - Reporting Concerns 

Victoria Legislation: Crimes Act 1958 (Vic) Pt 2, Div 1, Subdiv 4, s 327. 

Resources: Failure to disclose offence | Department of Justice and Community 

Safety Victoria 

https://legislation.nsw.gov.au/view/html/inforce/current/act-2019-025#pt.4
https://www.ocg.nsw.gov.au/child-safe-organisations/reportable-conduct-scheme
https://www.ocg.nsw.gov.au/child-safe-organisations/reportable-conduct-scheme
https://www.justice.tas.gov.au/__data/assets/pdf_file/0009/597069/Child-Safe-Organisations-Bill-2020-Consultation-Version.PDF
https://www.justice.tas.gov.au/__data/assets/pdf_file/0009/597069/Child-Safe-Organisations-Bill-2020-Consultation-Version.PDF
https://content.legislation.vic.gov.au/sites/default/files/2021-06/05-83aa033%20authorised.pdf
https://ccyp.vic.gov.au/reportable-conduct-scheme/
https://legislation.nsw.gov.au/view/html/inforce/current/act-1900-040#pt.3-div.10-sdiv.9
https://www.health.nsw.gov.au/parvan/childprotect/Pages/criminal-justice-changes.aspx
https://www.health.nsw.gov.au/parvan/childprotect/Pages/criminal-justice-changes.aspx
https://www.legislation.tas.gov.au/view/html/inforce/current/act-1924-069?query=((PrintType%3D%22act.reprint%22+AND+Amending%3C%3E%22pure%22+AND+PitValid%3D%40pointInTime(20210823000000))+OR+(PrintType%3D%22act.reprint%22+AND+Amending%3D%22pure%22+AND+PitValid%3D%40pointInTime(20210823000000))+OR+(PrintType%3D%22reprint%22+AND+Amending%3C%3E%22pure%22+AND+PitValid%3D%40pointInTime(20210823000000))+OR+(PrintType%3D%22reprint%22+AND+Amending%3D%22pure%22+AND+PitValid%3D%40pointInTime(20210823000000)))+AND+Title%3D(%22criminal%22+AND+%22code%22)&dQuery=Document+Types%3D%22%3Cspan+class%3D%27dq-highlight%27%3EActs%3C%2Fspan%3E%2C+%3Cspan+class%3D%27dq-highlight%27%3EAmending+Acts%3C%2Fspan%3E%2C+%3Cspan+class%3D%27dq-highlight%27%3ESRs%3C%2Fspan%3E%2C+%3Cspan+class%3D%27dq-highlight%27%3EAmending+SRs%3C%2Fspan%3E%22%2C+Search+In%3D%22%3Cspan+class%3D%27dq-highlight%27%3ETitle%3C%2Fspan%3E%22%2C+All+Words%3D%22%3Cspan+class%3D%27dq-highlight%27%3Ecriminal+code%3C%2Fspan%3E%22%2C+Point+In+Time%3D%22%3Cspan+class%3D%27dq-highlight%27%3E23%2F08%2F2021%3C%2Fspan%3E%22#JS1@GS105A@EN
https://www.legislation.tas.gov.au/view/html/inforce/current/act-1997-028#GS14@EN
https://www.legislation.vic.gov.au/in-force/acts/crimes-act-1958/294
https://www.justice.vic.gov.au/safer-communities/protecting-children-and-families/failure-to-protect-a-new-criminal-offence-to
https://www.justice.vic.gov.au/safer-communities/protecting-children-and-families/failure-to-protect-a-new-criminal-offence-to
https://legislation.nsw.gov.au/view/html/inforce/current/act-1900-040#pt.3-div.10-sdiv.9
https://www.education.nsw.gov.au/about-us/rights-and-accountability/legal-issues-bulletins/bulletin-45-sexual-procurement-and-grooming-of-children#:~:text=The%20maximum%20penalty%20for%20the%20offence%20of%20grooming%20is%2012,imprisonment%20in%20all%20other%20cases.
https://www.legislation.tas.gov.au/view/html/inforce/current/act-1924-069#JS1@JAA@EN
https://www.legislation.vic.gov.au/in-force/acts/crimes-act-1958/294
https://www.justice.vic.gov.au/safer-communities/protecting-children-and-families/grooming-offence
https://www.justice.vic.gov.au/safer-communities/protecting-children-and-families/grooming-offence
https://legislation.nsw.gov.au/view/html/inforce/current/act-1900-040#pt.3-div.10-sdiv.9
https://www.health.nsw.gov.au/parvan/childprotect/Pages/criminal-justice-changes.aspx
https://www.health.nsw.gov.au/parvan/childprotect/Pages/criminal-justice-changes.aspx
https://www.legislation.tas.gov.au/view/html/inforce/current/act-1997-028#GS14@EN
https://www.legislation.tas.gov.au/view/html/inforce/current/act-1924-069?query=((PrintType%3D%22act.reprint%22+AND+Amending%3C%3E%22pure%22+AND+PitValid%3D%40pointInTime(20210823000000))+OR+(PrintType%3D%22act.reprint%22+AND+Amending%3D%22pure%22+AND+PitValid%3D%40pointInTime(20210823000000))+OR+(PrintType%3D%22reprint%22+AND+Amending%3C%3E%22pure%22+AND+PitValid%3D%40pointInTime(20210823000000))+OR+(PrintType%3D%22reprint%22+AND+Amending%3D%22pure%22+AND+PitValid%3D%40pointInTime(20210823000000)))+AND+Title%3D(%22criminal%22+AND+%22code%22)&dQuery=Document+Types%3D%22%3Cspan+class%3D%27dq-highlight%27%3EActs%3C%2Fspan%3E%2C+%3Cspan+class%3D%27dq-highlight%27%3EAmending+Acts%3C%2Fspan%3E%2C+%3Cspan+class%3D%27dq-highlight%27%3ESRs%3C%2Fspan%3E%2C+%3Cspan+class%3D%27dq-highlight%27%3EAmending+SRs%3C%2Fspan%3E%22%2C+Search+In%3D%22%3Cspan+class%3D%27dq-highlight%27%3ETitle%3C%2Fspan%3E%22%2C+All+Words%3D%22%3Cspan+class%3D%27dq-highlight%27%3Ecriminal+code%3C%2Fspan%3E%22%2C+Point+In+Time%3D%22%3Cspan+class%3D%27dq-highlight%27%3E23%2F08%2F2021%3C%2Fspan%3E%22#JS1@GS105A@EN
https://lawcompliance.com.au/new-child-abuse-reporting-requirements-in-tasmania/
https://lawcompliance.com.au/new-child-abuse-reporting-requirements-in-tasmania/
https://www.communities.tas.gov.au/children/child_protection_services/what_can_i_expect_when
https://www.legislation.vic.gov.au/in-force/acts/crimes-act-1958/294
https://www.justice.vic.gov.au/safer-communities/protecting-children-and-families/failure-to-disclose-offence
https://www.justice.vic.gov.au/safer-communities/protecting-children-and-families/failure-to-disclose-offence
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Mandatory reporting  

 
 

 

 

 

 

 
 

New South Wales Legislation: Children and Young Persons (Care and Protection) Act 1998 (NSW) 

Chapter 3, Pt 2, s 27. 

Resources: Who are mandatory reporters? | Family & Community Services 

(nsw.gov.au) 

Tasmania 

 

Legislation: Children, Young Persons and Their Families Act 1997 (Tas)  

Div 1, s 14. 

Resources: Communities Tasmania - Reporting Concerns 

Victoria Legislation: Children, Youth and Families Act 2005 (Vic) Pt 4.4, Div 1, s 182 (Who 

is a Mandatory Reporter), Pt 4.4, Div 1, s 184 (Mandatory Reporting) 

Resources: Mandatory reporting - DHHS Service Providers (dffh.vic.gov.au) 

https://legislation.nsw.gov.au/view/html/inforce/current/act-1998-157#sec.27
https://www.facs.nsw.gov.au/families/Protecting-kids/mandatory-reporters/about
https://www.facs.nsw.gov.au/families/Protecting-kids/mandatory-reporters/about
https://www.legislation.tas.gov.au/view/html/inforce/current/act-1997-028#GS14@EN
https://www.communities.tas.gov.au/children/child_protection_services/what_can_i_expect_when
https://www.legislation.vic.gov.au/in-force/acts/children-youth-and-families-act-2005/125
https://providers.dffh.vic.gov.au/mandatory-reporting

