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INTRODUCTION

The Archdiocese of Hobart is committed to
creating a safe and secure environment for all
individuals, especially Children and Adults at
Risk. As part of our commitment to
safeguarding the wellbeing of those we serve,
the Archdiocese has implemented a Volunteer
Requirement Checklist that applies to all
individuals who wish to volunteer with the
Archdiocese of Hobart.

This checklist is designed to ensure that all
volunteers meet specific safety and legal
standards, as well as uphold the trust and
integrity that our faith community relies on.
Volunteers working within the Archdiocese of
Hobart MUST undergo a formal accreditation
process, which may include the completion of a
Police Check.

The following checklist outlines the
requirements for volunteer accreditation.
Volunteers are required to review and
complete the necessary steps based on their
specific role within the parish. It is important
that all volunteers comply with these
requirements to maintain a safe, respectful and
protective environment for those within our
care.

This checklist applies to all volunteer
positions. Volunteer roles are trusted
positions within the Archdiocese of Hobart,
even volunteers who may not directly interact
with children have responsibilities in relation
to safeguarding.

By adhering to these guidelines, volunteers
help to uphold the Archdiocese of Hobart's
commitment to creating a safe and
welcoming space for all members of the
community.

Volunteers are the heart of our parish communities, embodying Christ’s love and
service through their dedication and selflessness. The commitment of our volunteers
not only enriches the life of our Church but also helps build a stronger, more
compassionate community where all are welcome and valued.
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SAFE COMMUNITIES

PURPOSE

The purpose of this Volunteer Checklist is to
provide a clear and structured process for the
recruitment, screening and training of all
volunteers within our parishes.

It ensures that all individuals involved in church
activities, particularly those interacting with
Children and Adults at Risk, are thoroughly
vetted and understand their safeguarding
responsibilities.

By following this checklist, parishes will
contribute to creating a safe, supportive and
nurturing environment for all members of our
church community.

The checklist serves as a tool to help parishes
uphold their duty of care, and meet their
obligations under the National Catholic
Safeguarding Standards (NCSS).

SCOPE

This Volunteer Checklist applies to all parishes
within the Archdiocese of Hobart and is
intended for use by parish leaders, coordinators
and anyone responsible for the recruitment,
onboarding and management of volunteers.

The checklist is designed to be used as part of
the volunteer recruitment process, from initial
application through to induction and ongoing
engagement. It outlines the necessary steps for
safeguarding compliance, including
background checks, training and
acknowledgement of relevant safeguarding
policies.

All volunteers MUST meet the requirements
outlined in this checklist before beginning their
roles within the parish.
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SAFE COMMUNITIES

REGISTRATION TO WORK WITH VULNERABLE PEOPLE

To ensure the safety and wellbeing of Children How to app]y
and Adults at Risk within our parishes, the
Archdiocese of Hobart requires all Church
Workers and volunteers, complete a Registration
to Work with Vulnerable People (RWVP) check.

Complete the online application form:

* |f you are paid for your role, select
EMPLOYMENT;

* [f you are a volunteer and do not get
paid, receive material benefit or reward,
select VOLUNTEER;

* Print the application receipt or write
down the reference number; and

e Pay the application fee (online by credit

Church Workers and volunteers need to card) OR attend a Service Tasmania

have the following information ready shop to:

before they begin their application:

This process is in place to maintain the highest
safeguarding standards and to prevent harm to
those entrusted to our care.

* have your photo taken;
® pay the application fee if not
already paid online; and

* Previous names and/or alias; * accept the Terms and Conditions
¢ Anemail address and/or mobile number; if someone else completed the
* The address of every place you have lived form on behalf of the individual.

over the last five years (including dates);
* Evidence to prove your identity;

¢ Details for each organisation you will be If volunteers experience any difficulties
working or volunteering for including the while completing their online
name, address, contact person, phone Registration to Work with Vulnerable
number and email address; People, they may seek assistance from
* |f you have lived outside of Australia for 1 their parish.
year or more, you will need to provide
dates;

* Details of any overseas offence history;

* Details of any family violence orders,
restraint orders, apprehended violence
orders; and

* Details of any child protection order you
have been involved in.
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SAFE COMMUNITIES

NATIONAL POLICE CHECK PROCESS

Volunteers are integral to the church’s mission, providing vital support and care across various ministries
and programs. To ensure the safety and protection of Children, Adults at Risk, and all members of our
church community, certain volunteer roles require individuals to undergo a police check as part of the

church’s safeguarding procedures.

Information for Volunteers

You can no longer obtain an application form or
lodge your Police Record Check application at a
police station. Since 1July 2024, National Police
Record Check applications are now managed
through Service Tasmania and must be
commenced online.

You can download your Record Check Application
Form from the link below or collect a hardcopy of
the form from a Service Tasmania Centre.

Service Tasmania is your point of contact for
follow-up enquiries on the progress of your
application.

https://www.police.tas.gov.au/uploads/Record-check-
form.pdf

Process

Service Tasmania is the point of contact for
submitting an application for a National Police
Record Check.

The process will vary depending on the
circumstances of the application.

1.1f a Police Check is required before
starting volunteer work, the volunteer will
be eligible to access this at a concession
rate, through the Archdiocese of Hobart,
OR

2.1f a Police Check is needed for
employment purposes or for any other
reason, the worker will need to complete
the form, provide identification and pay
the applicable fee.

VOLUNTEER CHECKLIST

Steps

Five steps to apply for a Police Check:

1.Download the application form (Consent
to check and release a National Police
Certificate) OR obtain a hard copy of this
form at any Service Tasmania Service
Centre, or Parish Office;

2.Fill in the required details;

3.Visit the local parish to collect the
authorised page needed to claim the
volunteer concession (if applicable);

4. Submit the form and provide identification
at Service Tasmania; and

5.Return the receipt to the parish for
reimbursement of the $7.00 fee.

A Police Record Check will only be conducted
once an application form has been completed,
appropriate identification provided and the
relevant fee has been paid.

All required documents MUST be taken to a
Service Tasmania Service Centre.
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SAFE COMMUNITIES

SAFEGUARDING VOLUNTEER TRAINING

The Archdiocese of Hobart is committed to
creating a safe and secure environment for all
individuals within our parish community. As
part of this commitment, safeguarding
volunteer training is provided to all parish
volunteers, ensuring they understand their
responsibilities in protecting Children and
Adults at Risk.

The primary purpose of safeguarding
volunteer training is to equip parish volunteers
with the knowledge and tools they need to
recognise and prevent abuse or neglect.
Volunteers will gain an understanding of the
Archdiocese’s safeguarding policies,
procedures and practices, which are essential
for maintaining a safe and supportive
environment for all,

Safeguarding Awareness and Policies

Volunteers will be introduced to the
Archdiocese’s safeguarding framework,
including its policies, guidelines and
procedures aimed at ensuring the safety and
wellbeing of all individuals, especially Children
and Adults at Risk.

Recognising Signs of Abuse

Safeguarding training covers the various types
of abuse, including physical, sexual, grooming,
neglect and psychological. Volunteers will
learn to recognise when an individual may be
at risk or experiencing harm, and understand
how to respond appropriately.

VOLUNTEER CHECKLIST

Reporting and Responding to
Safeguarding Concerns

Volunteers will be trained on the appropriate
procedures for reporting any concerns or
allegations of abuse. This includes
understanding the correct procedures for
reporting, ensuring confidentiality and
following up as needed to ensure the safety
and wellbeing of individuals involved within
parish activities.

Ongoing Support and Training

Safe Communities will maintain our
commitment to supporting new volunteers
and those who have yet to complete their
training by offering online sessions
designed to provide ongoing guidance and
resources.

Additionally, during our Implementation
visits to parishes, we will offer face-to-face
training sessions for those who have yet to
complete their training.

Safeguarding Volunteer Training within our
parishes is not just a requirement, but a
commitment to creating a safe, supportive
environment where both volunteers and
those they serve can thrive with confidence
and trust.
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Prior ;
Police Code of | Volunteer
ROLES RWVP ; Conduct
Check Sarari Behaviour | Training
Renewal/recurrence period: | Syears | 3years 3 years Once-off 2 years

Priest/Deacon/Seminarian/Religious

Acolyte, Altar Server Co-ordinator/Trainer, Altar Server (Adult

interacting with child Altar Servers)

Aged Care or Nursing Home Ministry (including Extraordinary

Communion Minister)

Care & Concern, Sick & Frail, Home Communion, Hospital Ministry

(including Extraordinary Communion Minister)

Welcomers/Ushers

Chaplain (Lay)

children’s Liturgy Co-ordinator/Volunteer

Flowers

Cleaner

Counter

Finance Council or Board Member

Working Bee

Grounds-Keeper, Gardener, Maintenance Worker

Safeguarding Officer

Musicians/Organist/Choir

Parish Secretary

parish Office Volunteer

Photographer or Video Operator (including live-streaming)

Lector/Reader

volunteers for Morning Tea

Sacramental Program/Catechesis Co-ordinator/Volunteer

Sacristan or Mass Coordinator

Transport Ministry {e.g. Bus Driver]

Young Adult Group Co-ordinator/Leader/Worker

Youth Group Co-ordinator/Leader/Worker
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SAFE COMMUNITIES

POLICY ADMINISTRATION

SCHEDULE

Document Number;

AOH-SC-028

Level:

Tier 2

Document Prepared By:

Safe Communities

Document Reviewed By:

Vicar General

Document Approved By:

Safe Communities Committee

Effective Date:

26 March 2024

Next Review Date:

26 March 2027

GRC Category:

People Management

Revision Number:

Three

Compliance:

National Catholic Safeguarding Standards,
Second Edition
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SAFE COMMUNITIES

SAFEGUARDING

CODE OF CONDUCT
DECLARATION

The Safeguarding Children and Adults at Risk
Code of Conduct Declaration is an integral part
of the safeguarding policy. All Church Workers
and volunteers are required to read,
understand, and sign this declaration to
acknowledge that they are fully aware of the
expected behaviours and conduct outlined
within the Code.

By signing, Church Workers and volunteers
confirm their commitment to uphold these
standards and comply with the National
Catholic Safeguarding Standards (NCSS) in
their interactions with Children and Adults at
Risk.

This process ensures that Church Workers and
volunteers are accountable for maintaining a
safe environment and are aware of their
responsibilities to protect the wellbeing of
Children and Adults at Risk.
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