
	What Needs 
to be Done
	Who Leads/Supports/

Where Located
	Date to be Completed by
	Comments 

	Meet and Greet 

	Tour of facilities 
	Volunteer coordinator
	
	

	The rest of the coaching team
	Volunteer coordinator
	
	

	Club committee 
	Volunteer coordinator
	
	

	Other key people:

· Welfare officer

· Junior coordinator

	Volunteer coordinator
	
	

	Understanding Your Role (Documents to Read and actioned where appropriate)

	Information on the club – aims and values
	Welcome pack
	
	

	Committee structure within the club
	Welcome pack – committee roles and name, constitution
	
	

	Details of the role
	Role descriptor

	
	

	Disclosure/PVG requirements
	Disclosure Scotland form via Child Protection Officer
	
	

	Committee meetings
	Welcome pack


	
	

	Information on Policies and Procedures (Documents to Read/Signed)

	Governing body 
of sport/club code 
of conduct
	Welcome pack


	
	

	Safeguarding policy 
	Welcome pack


	
	

	Equity policy
	Welcome pack


	
	

	Venue health and safety and procedures 


	Welcome pack
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Induction checklist
Volunteers

Name:






Role:

Start date:





Responsible to:

	Useful Resources for Role

	Role dependent e.g.

Treasurer – excel spreadsheet of budget

Secretary – template agendas, previous minutes, player registration process


	Stored on online system
	
	

	Development Opportunities   

	List of role-specific training requirements
	Volunteer coordinator to highlight

	
	


	I confirm that I have received and understand all of the above information.

	Signed (Inductee):
	
	Date:
	

	I confirm that I have explained all of the above details to the inductee and ensured that they have understood them.

	Signed (Inductor):
	
	Date:
	


