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Volunteer Induction Policy & Checklist
DRAYCOTT & LONG EATON TABLE TENNIS CLUB
1. GENERAL
The Club believes that all new Committee members, Coaches and Volunteers need to undertake induction training which will help to improve the working environment. This policy and associated guidelines ensures the Club’s commitment that all Volunteers are supported during the period of induction.
Starting a new Volunteering role can be daunting, demanding and stressful experience as there is the need to become accustomed to a new environment and those you will operate alongside. The purpose of induction process is to support new Club Volunteer during this period and to help them become fully integrated into the Club as quickly and as easily as possible.

2. AIM

It is the aim of the Club to ensure that induction is dealt with in an organised and consistent manner, to enabl Volunteers to be introduced into a new post and working environment quickly so that they can contribute effectively as soon as possible. This induction policy and checklist aims to set out steps to follow during the induction process.
The Club expects that the implementation of good induction practice will:

· Enable new Volunteers to settle into the Club quickly and become productive and efficient within a short period of time.

· Ensure that new Volunteers are highly motivated and that this motivation is reinforced.

· Help to reducing high Volunteers turnover and poor performance generally

· Ensure that Volunteers operate within the Club in a safe working environment. 

3. THE CLUB’S COMMITMENT
The Club’s Management Committee will:
· Ensure everyone is familiar with the Volunteer induction process. 

· Maintain and update the Induction Policy & Checklist
· Ensure there is effective monitoring of the induction process. 

· Deal with any problems promptly should they occur.

· Review all Induction Policy & Checklist procedure and guideline documents on a regular basis. 

· Provide any relevant training if necessary to assist the induction process. 

INDUCTION CHECKLIST
 The Induction checklist is a very useful way of ensuring that information is given to new Club Volunteer ensuring that all areas are covered. It also ensures that all guidelines and procedures have been properly understood whilst the checklist is being completed Arrangements should also be made for the Volunteer to meet other key Committee members and Volunteers of the Club which they have regular contact with in the course of their duties and also undertake a tour of the facilities.

Induction process ends when the individual becomes fully integrated into the organisation. 

INDUCTION CHECKLIST - ITEMS TO BE COVERED WITH EACH NEW VOLUNTEER
	Induction Items
	Comments
	Completed

Yes / No

	Meet on arrival and give a tour of the Club’s facilities including entrance, exits, toilets, showers, Changing Rooms, Kitchen & Servery etc

	
	

	Provide Volunteer with the appropriate keys require to enter the building and access the Club Office if required.
	Supply entrance keys, swipe cards and keys that may be required for equipment that is locked away
	

	Allow new Volunteer to read the Club’s Volunteers and Visitors Information Pack
	Pack contains all the key documents which the new Volunteer will require such as Club Rules, Codes of Conducts for Parents /Carers , Coaches etc, Health & Safety Guidelines, Child Protection Policy, Equity Policy and Roles & Responsibility Sheets, Clubs Volunteer Policy and the Induction Policy & Checklist
	

	Introduction to Management  Committee Members 
	
	

	Introduction to other Key Club Volunteers
	
	

	Set up Internet and email access on computer if necessary
	Provide new Volunteer with the Clubs policy on Internet and email use and communication 
	

	Specific Role requirements
	Does the new Volunteer require any additional training such as use of the computer that relates to their specific role.
	

	
	
	

	
	
	

	Provide information on hours of work that are required to fulfil the role
	Provide detail of shift rotas, dates of meetings etc
	

	Provide details of any expenses that can be claimed
	
	

	Give contact details of person  to contact if not able to carry out a Duty rota of attend a meeting
	
	

	Provide in advance to the person you report to - such as the Club’s Head Coach any holiday dates where you may be away for a period of time
	
	

	Provide the new Volunteer with any Club kit that they may be required to wear when carry out their role – such as Club tracksuit for coaching
	
	

	
	
	

	Health and Safety, Security, Fire safety Precautions 
	New Volunteers must be given training relating to health and safety and other essential security and fire safety precautions
	

	Location of fire-fighting equipment
	New Volunteers must be shown the locations of all fire extinguishers and fire call points
	

	Safeguarding Guidelines 
	All new Volunteers and especially Coaches who will be working with Children must read the Clubs copy of Table Tennis England’s Safeguarding Guidlines – Note: All coaches must attend aS afeguarding and Protecting Children course and renew this every 3 years
	

	Club Complaints Procedure

Reporting Procedure Flow Chart


	Explain to the new Volunteers and coaches

How they can make a complaint using the procedure laid down and following the Reporting Procedure Flow Chart
	

	Equity Policy Statement
	All new Volunteers and especially Coaches who will be working with Children must read the ClubsEquity Policy Stement
	

	Accident & Incident reporting
	Ensure that the new volunteer is aware of the Club’s Accident & Incident reporting procedure and know where the book is kept
	

	Putting up and taking down equipment
	New Volunteers must be shown the correct way to put and take down table tennis tables and know where all items are stored
	

	
	
	

	First Aid facilities 


	The volunteer must be shown where the First Aid Facilities are located
	

	Lost Property 
	The volunteer must be shown where the Lost Property is kept
	

	Smoking
	The Volunteer need to made aware that is No Smoking on the Club’s premises at all times
	

	Telephone
	There is no land line at the Club so all Volunteers are required to carry a mobile when attending the Centre.
	

	
	
	

	Means of advancement, CPD additional qualifications  
	Provide the new Volunteer with any details of courses that they may be required to attend
	

	Information sources, e.g. notice boards, circulars, website etc.


	Show new Volunteer where they can find further information on the Club and its activities 
	

	
	
	

	Check inductee’s knowledge and understanding.
	Ensure that the New Volunteer understands all the above details and go back to any areas that they do not not 
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