
Volunteer Recruitment Process 

Identify need for
Volunteer & write
list of duties/ role

descriptions

YES NO

Notify Volunteer 
Does the Volunteer role require a Working

With Children Check? (Check here)

YES NO

Check Working With Children
Check is Valid here.

Recommended this is done
periodically

Do they have a current 
Working With Children Check?

Person to complete 
Volunteer Declaration

Advertise
position

Meet with
volunteer and

discuss role

Contact Volunteer
References

(a list of questions to
ask can be found here)

Committee meet and discuss volunteer’s suitability
for role. Including comments from referees. 

Committee hiring volunteer?

Person register with PGWA as
volunteer & follow sign in

procedures

YES NO
Person to apply for Working
With Children Check. Unable
to commence until received

Register card holder here
*The email address listed will get

notified if a Negative notice is issued

Enter on playgroups Working With Children
Check Record Keeping Spreadsheet.

Template can be found here.

https://www.playgroupwa.com.au/wp-content/uploads/2017/11/How-do-I-know-if-someone-needs-a-Working-With-Children-Check-Card.pdf
https://www.workingwithchildren.wa.gov.au/card-validation
https://www.playgroupwa.com.au/wp-content/uploads/2017/11/WWCC-Volunteer-Declaration-with-Stat-Dec.pdf
https://www.playgroupwa.com.au/wp-content/uploads/2017/11/Reference-Check-Questions-for-Volunteers-working-at-Playgroup.pdf
https://www.playgroupwa.com.au/wp-content/uploads/2017/11/Reference-Check-Questions-for-Volunteers-working-at-Playgroup.pdf
https://workingwithchildren.wa.gov.au/registeremployees
https://www.playgroupwa.com.au/wp-content/uploads/2017/11/WWCC-record_keeping_spreadsheet.xlsx

