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City of York AC
Volunteer induction checklist 
The priority when introducing a new volunteer to your club and their role is to give them a full induction when they start. Carrying out the induction over 1-2 months will ensure that the volunteer isn’t overwhelmed, and that they have regular contact in the early stages of volunteering. 
The aim of the induction is to ensure that the volunteer understands the way in which the club works, the place of their role within this, and that they have a full understanding of their role and responsibilities. Below are several ideas which can be used and adapted to suit your club. 
About the club
☐Club vision, values and development plan

☐Club background, history and people

☐Club size, age-groups, event groups, session times
☐Introduction to the coaches and the club coaching structure

☐Competition structure and opportunities

☐Club Committee (the role, who’s who, how to get involved)

☐Membership structure and details
☐Dates of upcoming meetings or competition/social events
☐List of key contacts within the club and externally, if relevant 
☐Tour: toilets, parking, equipment, buildings, and facilities

☐Where to find club information; website, socials shared drive etc..
Keeping everyone safe

☐Overview of club safeguarding policies and procedures

☐Responsibility for safeguarding, with reference to the club safeguarding code of conduct

☐How to report a concern

☐Overview of the relevant codes of conduct specific to the volunteer

☐Online Safeguarding training

☐Highlight health & safety policies and associated risk assessments

Policies and procedures

☐Club Constitution

☐Welfare and Safeguarding

☐Grievance and disciplinary

☐Health & Safety

☐Inclusion Policy

☐GDPR

☐Financial policy and procedures

☐Insurance

☐Other policies and procedures relevant to your club

About the volunteer & their role
☐ What do they hope to gain from their volunteering experience, i.e. what are their motivations?
☐ What will their volunteer role involve and what are their responsibilities?

☐ Time commitments and expectations
☐Overview and agreement of relevant code of conduct  
☐ What skills, experiences or qualifications do they have? 
☐ Would they be interested in additional training, development opportunities?
☐Do they require any additional support?
☐ Who is their main point of contact and who can they turn to for assistance and advise? (Consider allocating a buddy or mentor)
☐ What should they do if they have any questions or problems?

☐When is their next review date?
☐Do they have any new ideas they would like to introduce to the club or any improvement they think could be made?
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