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SAMPLE VOLUNTEER INDUCTION CHECKLIST

	What 
	Who 
	When & Where 
	How 

	About the Club 

· Aims, philosophy & ethos of the club

· About the participants 
· Start/finish time
· The kind of work carried out and why

· What the participants get out of coming 

· Limitations of the club 

· Structure: committees, coaching structure/teams

· Management 

	All new coaches & volunteers
	Set induction evening

Club Venue
	Verbal

	The Venues 

· Toilets, parking, etc

· Where to get tea/coffee etc

· Health and safety rules

· Safeguarding 

	All new coaches & volunteers
	Set induction evening

Club Venue
	Walk through

	The role 

· Coach/volunteers area of responsibility 
· Job description
· Line management 

· Days / hours, reliability 

· Codes of conduct 

· Safeguarding
· Likely problems and how to deal with them e.g. accident & incident reporting 

· Systems for reporting back

· Practical help and suggestions 


	All new coaches & volunteers
	Set induction evening

Club Venue
	Verbal
& role descriptions / relevant policies

	The support system 

· Who will supervise them, where and when to find them

· Support available – buddy?
· Supervision / support meetings

· Resources, facilities, equipment, training 

· Are expenses paid? If so, how?

· How are complaints either about or by a volunteer / coach handled?

· Safeguarding procedure 
· Attend training on safeguarding and young people within 6 months of taking up the role

· Insurance cover for volunteers


	All new coaches & volunteers
	Set induction evening

Club Venue
	Verbal

& relevant documentation

	Fellow workers

· Who and what they do

· Meetings 
· Working with others 

	All new coaches & volunteers
	Set induction evening

Club Venue
	Verbal and walk through/ introduction

	Other information 

· Settling in (trial) period

· Confidentiality 

· Safeguarding
	All new coaches & volunteers
	Set induction evening

Club Venue
	Verbal and walk through/ introduction


