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Clubmark Resource: Induction & Induction Checklist

What is this?
· This document provides an overview of what an induction is and lays out some of the reasons for carrying out an induction 
· It also includes a handy checklist that can be used by your club to ensure that all parts of an induction have been carried out
Why is it important?
· It can be difficult to find volunteers so it’s important to provide a meaningful and enjoyable experience to those volunteers who help out
· An induction is a key part of introducing and settling volunteers (or those in paid positions) into your club
· It also makes it more likely that your volunteers will stay involved
How can it be used?
· Provide this document to anyone in the club who is overseeing the appointment of volunteers or those in paid positions
· Ask them to think about what information does the volunteer need to get started in their role (the document might provide some guidance)
· Complete the checklist for each volunteer (or person in a paid position) 
· Hand the completed checklist back to the club member who is in charge of overseeing appointments


Induction

Even if a volunteer is already highly skilled, induction (sometimes known as orientation) is essential. It is the process of preparing volunteers for a clear relationship with your club. It should make volunteers feel comfortable and ensure they better understand the club’s history, ethos, structure and procedures, so that they will contribute more productively to the organisation’s work.

Induction must provide answers to three questions:
· Why should I be volunteering here? 
· Aim of the role
· Targets and goals for the role
· What it will achieve for club
· How will I be working here? 
· What support or guidance is provided
· Timetable/schedule or deadlines
· Where do I fit in with everyone else? 
· Network of support within the club
· How the role fits in with the rest of club
· Who the contact person is

The problem of volunteers leaving a club soon after being recruited is often due to poor induction. Induction must be relevant and interesting. Small group induction coupled with a volunteer handbook is often very effective.
	INDUCTION CHECKLIST

	Activity
	Yes
	No
	N/A

	Contact point/person and their details provided 
	
	
	

	Job description provided
	
	
	

	Introduction to other volunteers
	
	
	

	Aims & targets of role explained
	
	
	

	Procedure explained if an issue arises
	
	
	

	Expenses, scheduling, timetabling explained
	
	
	

	Procedure explained in case of a complaint
	
	
	

	Introduction to Club Children’s Officer and Club Designated Person
	
	
	

	Role in the context of HookedforLife explained (particularly for coaches)
	
	
	

	Has attended the orientation presentation
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