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[Club Name] Volunteer Induction Pack
Welcome to [Club Name]. [Club Name] recognises the value of your commitment to the Club. The Club wouldn’t run without the assistance of fantastic people like yourself. This induction pack is designed to help you settle in to your role within the Club by ensuring you have all of the relevant information and support to understand the Club’s ethos, its activities and the expectations of you as a volunteer. Please take a few minutes to read through this pack and feel free to ask the committee any questions you might have regarding the information it contains. 
We thoroughly look forward to having you on board.
[Club Chair Signature]
[Club Name] Mission statement
The mission of the [Club Name] is [Insert Club Mission Statement]
[Club Name]
[Club Name] provides the following activity
[name junior, senior, recreational, performance, developmental, school opportunities]
In addition the Club runs training for all teams at various times, and a variety of social activities for the members. 
The Club is run by a management committee with the role of overseeing the activity of the Club. It comprises:
· Chair – [Enter name & phone number/email]
· Vice Chair – [Enter name & phone number/email]
· Secretary – [Enter name & phone number/email]
· Treasurer – [Enter name & phone number/email]
· Competitions Secretary [if applicable] – [Enter name & phone number/email]
· Team Captain [if applicable] – [Enter name & phone number/email]
· Safeguarding Officer – [Enter name & phone number/email]
· COVID Officer [if applicable] – [Enter name & phone number/email]
· Return to Sport Officer [if applicable] – [Enter name & phone number/email]
· Athlete Rep [if applicable] – [Enter name & phone number/email]
· Coach Rep [if applicable] – [Enter name & phone number/email]
· Fundraising Officer [if applicable] – [Enter name & phone number/email]
· Marketing & Social Media Officer [if applicable] – [Enter name & phone number/email]
In addition the Club has the following committees
· [Name any committees/sub-groups as appropriate]
The role of the Management Committee is as follows:
· Overseeing the smooth operation of the Club
· Ensuring the key activities of the Club are organised and delivered
· Planning for the future through Development and Action Plans 
· Developing, agreeing, and implementing policies and procedures
· Ensuring that funds are raised and well managed
· Providing job descriptions for positions available within the Club and assisting with the recruitment of people for these positions
· Communicate with the Branch & Scottish Disability Sport
· Organise training activity and coaching for members
· Organise social activities 
· Organise competitions
· Selection of members for teams
· Maintenance of discipline 
· Communicate with Competition organisers
· Run taster sessions at local schools
· Work in partnership to branch out to community (schools, taster sessions, come & try events)
· Provide coaches for local schools
· Organise Satellite Clubs as required
The Club has the following Polices and Procedures
· Safeguarding
· Anti-Bullying
· Equality
· Risk Management & Risk Assessment
· Conflict of Interest
· Code of Conduct
· Complaints, Disciplinary & Grievance
· Data Protection
· Accidents & Incidents
· Social Media
· Health & Safety Statement
· Anti-Doping
· Excursions
· Anti-Corruption & Bribery
· Financial
· Sponsorship
· Public Interest [Whistleblowing]
Copies of these are available from the Club Secretary on request.
Your role within [Club Name] 
Your role is a vital position within the Club. The details of the position including role, reporting structure and any plans relating to the position will be provided to you and discussed during your induction. Please take the time to familiarise yourself with this information and feel free to ask any questions required. We understand that you might not know everything about the role that you’re undertaking within the Club and that it may take a little time for you to get used to the way we work so we’ve identified [insert key contact here] as the best person to help you while you settle in. They’ll check on you from time to time and you can ask them about any aspect relating to your role or about the Club.
If while at the club you have any concerns about anyone’s welfare, behaviour or showing poor practice. Contact the club’s child welfare and protection officer. They are [Named person] and can be contacted on [Contact methods]
Training Available
The Club supports the training of volunteers to support their role. To support this the Club/Branch [delete where appropriate] is prepared to pay [add percentage/amount or delete if not applicable] of any training course you decide to attend – subject to prior agreement. In exceptional cases the Club will be prepared to pay the full cost of training [delete if appropriate] therefore it is important to discuss it with your contact on the committee. 
Possible training could include:
· Education courses – Leaders award, Level 1, level 2, and Officials’ workshops
· Good practice, and Child Wellbeing and Protection in Sport workshops
· Other sports coach UK courses
· First Aid Courses
· COVID-specific Training
If you are interested in attending any training, please discuss it with your contact on the committee. 
Expenses
The Club is able to pay expenses [delete if appropriate] for the following items where approval has been granted by the Club Committee prior to expenditure occurring:
· Travel to [state whether this is out of the region/to national events/to meetings etc] at [X]p per mile
· Excessive out of pocket expenses
The process for claiming expenses is outlined in the Financial procedures.
Code of Conduct
As a volunteer with [Club Name], you are expected to maintain an appropriate code of conduct. Please ensure you are aware of the appropriate codes of conduct especially that of the Safeguarding Policy and Coaches.
If at any time you are unable to fulfil the duties of your role (e.g. during periods of ill health or holidays), please contact [insert contact details here] at your earliest opportunity.
What is expected from our volunteers [delete/add as appropriate]
· To be reliable
· To be honest
· To respect confidentiality
· To make the most of training and support opportunities
· To carry out tasks in a way that reflects the aims of the club
· To operate within the agreed guidelines, role description and policies/procedures
· To support the aims and objectives of the club
· To abide by the appropriate code of conduct in relation to your involvement
· To identify any issues you might have with the Club or position to the Chair as required.
Hand Over
[Club Name] has a hand over procedure when one volunteer moves on and another takes on the role. The departing volunteer is expected to do the following
· Update the position job description
· Assist in the induction of the new volunteer
· Attend the new volunteers first meeting in support
This is intended to help ensure the smooth running of the Club. 
Volunteer Agreement
As a volunteer for [Club Name], you should expect certain things from the Club. These include [delete/add as appropriate]: 
· Knowing what is expected of you e.g. and induction, code of conduct and role descriptors clearly specifying lines of support and supervision
· Being shown appreciation
· Operating in a safe environment
· Knowing your rights
· Being paid expenses
· Training and support
· Being free from discrimination
· Being provided with opportunities for personal development
In return the Club will support your involvement with Boccia and try to ensure you enjoy your time volunteering in the position. 
Further Questions
If you have further questions please first ask your Club contact and if you are still unsure please contact the Club chair.
Attachments
· Club Structure
· Job Descriptions [template available if required]
· Codes of Conduct [template available if required]
· Induction Checklist [template available if required]
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