VOLUNTEER INDUCTION CHECKLIST

____________ HOCKEY CLUB

	Name of Volunteer
	

	Volunteer Role
	

	Start Date
	



Where appropriate the following areas are covered when inducting a volunteer in to Mossley Hockey Club. An up to date record of the progress of the induction will be kept, with both the volunteer supervisor and the volunteer themselves signing at the bottom once each party is happy that the induction is complete.
	Induction
	Area Topics to cover Date
	Completed

	Welcome to the organisation
Facilities
The Role
	Organisation and/or programme aims & objectives.
	

	
	Volunteer support structure.
	

	
	Organisational structure.
	

	
	Meet the team (coaches & other volunteers).
	

	
	Give the volunteer their club kit. 
	

	
	Map & key areas , First aid, toilets etc
	

	
	What volunteer will be doing – their role/tasks.
	

	
	Confirm times and days/dates for the undertaking of the role.
	

	
	Explain about the organisation’s communications
Procedures – email, social media, etc. 
	

	
	What support is available and from whom.
Useful contacts (Volunteer Co-ordinator, etc.).
	

	
	Relevant qualifications checked (first aid/safeguarding/coach etc.)
	

	
	Training & development needs discussed.
	

	
	Access NI Completed
	

	
	Confirm any medical information, allergies and ensure that emergency contacts are correct.
	

	
	Confirm dress code and expectations around this.
	

	Policies, procedures and
Important documents
	Confirm access arrangement to the club (e.g. clubhouse, equipment store
· etc.). 
	

	
	
	

	Additional information
	
	

	
	
	



By signing this document you are confirming that the above induction has been completed to a satisfactory level. Do not sign this document until ALL relevant areas of the volunteer induction have been completed.

Volunteer signature: 								Date:
Volunteer supervisor signature: 						Date:
