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Individual Training Record – Induction [Insert Club Name] 
	Name
	

	Position
	

	Start Date
	



Health & Safety
	No.
	Content
	Delivery Method
	Competency Assessment Method
	Approved
Inductor
(print name)
	Delivery confirmed
(signatures)
	Date

	
	
	
	
	
	Inductor
	Trainee
	

	1
	Health & Safety
	· Show statement and discuss
· Introduce them in person to facility/Club H&S Contact
· Show Risk Assessments & Risk Management Policies
· Show Excursions Policy & discuss
	Question and answer
	
	
	
	

	2
	Fire and Evacuation
	· Walk the employee/volunteer to the facility evacuation assembly point
· Show locations of break glass points and emergency exits
· Outline facility evacuation policy & volunteers’ role during evacuation
	Question and answer
	
	
	
	

	3
	Accident and Incidents
	· Show policy and discuss
· Tour volunteer around the building highlighting: first aid room, first aid boxes and equipment
· Introduce employee to first aiders and explain methods of communication in an emergency
· Demonstrate accident and incident reporting procedure
	Question and answer
	
	
	
	

	4
	Safeguarding
	· Show Safeguarding and Anti-Bullying policies and discuss
· Ensure PVG Membership Form is completed prior to commencement (if role consists of regulated work)
· Book space on CWPA workshop (if appropriate)
· Show Anti-doping Policy
	Question and answer
	
	
	
	




Human Resources

	No.
	Content
	Delivery Method
	Competency Assessment Method
	Approved
Inductor
(print name)
	Delivery confirmed
(signatures)
	Date

	
	
	
	
	
	Inductor
	Trainee
	

	1
	Job description / specific job duties
	· Issue a copy of job description and discuss specific duties
· Show Club structure & discuss overview of other Club roles and responsibilities
· Tour facility & discuss equipment provision/storage
	Question and answer
	
	
	
	

	2
	Training and Development 
	· Discuss any areas of development required
· All qualification original certifications approved and copy taken
	YES/NO
	
	
	
	

	3
	Grievance and disciplinary procedure
	· Discuss general principles and show policy
	Question and answer
	
	
	
	

	4
	Covering of Duties due to Absence
	· Discuss process & ensure contact details for head coach/lead contact are made available to volunteer
	Question and answer
	
	
	
	

	5
	Club Kit (where applicable)
	· Discuss Club dress code
· Select appropriate kit size
	Ongoing visual monitoring of appearance
	
	
	
	

	6
	Standards
	· Discuss best practice
· Show Equality Policy
· Issue & complete Code of Conduct
· Show Social Media Policy
· Show Privacy Notice
· Discuss customer service standards (or equivalent)
	Question and answer
	
	
	
	

	7
	Volunteer Welfare
	· Show Anti-Corruption and Bribery Policy
· Show Conflict of Interest Policy
· Show Public Interest (whistleblowing) Policy
· Show Financial Policy & discuss expenses & renumeration
	Question and answer
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