
Catholic Diocese of Bunbury 
Job Description  

 
 

POSITION TITLE:   Parish Safeguarding Volunteer (Safeguarding Officer) 

REPORTS TO:   Parish Priest 

ROLE TYPE:   Volunteer (Unpaid Church Worker) 

 

POSITION 
RATIONALE 

This position is responsible for ensuring that the parish is aware 
of the importance of safeguarding and supporting the 
fundamental obligation of Catholic Diocese of Bunbury to 
ensure the proper safeguarding of children and adults with 
vulnerabilities. 
 
This position will work closely and in cooperation with Diocese 
Safeguarding Coordinator.  
 

ROLE 
RESPONSIBILITIES 

Promote safe practice in parish activities, including what is 
appropriate and inappropriate behaviour, for example: 
 
• Ensure systems are in place for accurate and up-to-date 

record keeping in relation to currency of Working with 
Children Checks and/or Police Checks. 

• Complete Risk management plans for all activities with 
children including activities such as camps, overnight 
activities and home visits. 

 
With the Parish Priest, assist the administration of the Master 
Safeguarding Policy and all supporting guidelines. 
 
Ensure policies and procedures that identify and report 
disclosures or suspicions of harm/abuse are understood and 
applied within the parish. 
 
Support the provision of training and education, both induction 
and ongoing professional development, to volunteers. Areas 
include, but are not limited to, the following: 
 
• Code of Conduct, 
• Safeguarding Risk Management, 
• Master Safeguarding Policy and other relevant policies, 
• Complaint Handling Policy and procedures, 
• Reporting obligations, and 
• eSafety.  
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Ensure the maintenance of systems for accurate and up-to-date 
record keeping in relation to all training activities, including 
monitoring and reporting on compulsory participation where 
required. 
 
Ensure the Parish Pastoral Council understands the Catholic 
Diocese of Bunbury Safeguarding Policy and is aware of its 
administration in the parish. 
 

KEY 
COMMUNICATIONS 

The Parish Safeguarding Volunteer works with: 
• Catholic Diocese Safeguarding Coordinator, and 
• Paid staff, volunteers, clergy, brother, sisters and leaders of 

the Parish Council to develop and promote safeguarding 
practices. 

 
Communicate with the wider parish regarding safeguarding 
concerns. 
 

KNOWLEDGE, 
SKILLS AND 
EXPERIENCE 

Essential 
 
• Demonstrate a commitment to safeguarding children and 

adults with vulnerabilities. 
• Have a sound understanding of the Catholic Diocese of 

Bunbury safeguarding policy. 
• Ability to act with tact and discretion and to maintain 

confidentiality. 
• Be a regular member of the parish community and 

demonstrate willingness to uphold the teachings and values 
of the Catholic Church. 

• Honesty, reliability and high standard of integrity 
• Current valid Working with Children Check (or ability to 

obtain one) and undertake National Police History Check.  
 
Desirable 
 
• Working knowledge of child protection, child safety, 

reportable conduct, mandatory reporting and other relevant 
legislation 

• Experience working within a Catholic entity 
 

TERM OF 
ENGAGEMENT 

Three (3) years.  
At the end of the three (3) year term, resubmission of application 
and endorsement will be required for continuity of the role.   
New compliance checks will also be required.  

 


