Throughout this Induction Manual template, the yellow highlighted areas may provide more information or can be replaced with your relevant Club information.
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Welcome to our Club
<insert volunteer name>
<insert address>
Dear <insert volunteer name>
Welcome and thank you for taking on the very important role of <insert role title> within our Club. The position commences from <insert date of commencement> and has <insert length> tenure. The duties and responsibilities for this position can be found in the Role Description Section of this Volunteer Induction Manual. Please note this is not an offer of employment and does not constitute a contract of employment with the Club.

Our Club highly values its volunteers. This Volunteer Induction Manual outlines the specifics you need to know about the Club and your role.

As a volunteer you are subject to the rules and bylaws of the Club. Policies relevant to your role can be found in the Policy Section of this Volunteer Induction Manual. If you would like to find out about the Club’s other policies, please contact <insert contact person – i.e. secretary. Include name, position, email and phone number>.

All staff and volunteers within our Club have a responsibility to report any suspicion of child abuse they form in the course of their duties. The procedures for this are outlined in the <insert name of policy e.g. Organisations Member Protection/Child Safe Policy>. If you have any questions about this responsibility please contact <insert contact person – i.e. child safe officer. Include name, position, email and phone number>.

I hope that you will enjoy your time spent with the Club and I look forward to working together.

Yours sincerely

<insert signature>
____________________________
<insert name and position e.g. President>
Date:
___________________________

Club History
<insert information about how long the Club has been in existence, highlights, achievements, facilities, grades, competitions, etc> 
About the Sport

<insert information about how the sport operates, history, number of players on a team, competitions, trainings, grades, levels, representative teams, etc> 

About our Club

Vision Statement

<insert vision statement here. A vision statement explains what the Club aspires to be or achieve in the future. Delete if not applicable>.
Mission Statement

<insert mission statement here. A mission statement explains why the Club exists (its purpose). Delete if not applicable>.
Goals/Objectives

<insert objectives here. Goals and objectives are measurable statements, which relate to how a specific outcome is to be achieved. Delete if not applicable>.
Values

<insert values here. Values are the ideas or beliefs that are important to the Club. Delete if not applicable>.
Benefits of Volunteering at our Club

Many of our volunteers have benefited from being a part of the Club. Here are some of the benefits you can expect:
· <insert benefits such as making new friends, learning new skills or others as determined by your Club>.
As a volunteer member of our Club you will <include any benefits such as discount off certain businesses, access to the Clubrooms for private functions, free drink every Saturday after the match, clothing or merchandise available to the volunteer>
Contact Details: Club

<insert key contact from Club. This can include president, vice president, secretary, treasurer, volunteer coordinator, records officer, coaches, child safe officer, junior development coordinator, canteen manager, maintenance officer, head coach, etc>.
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Contact Details: Outside Club

<insert any contacts outside the immediate Club that may be useful for the new volunteer to know or contact. These will depend on the position but some examples may include uniform supplier, local media contact, Club physio, Club doctor, canteen supplier, local council contact, local MP, local school contacts, state association contact, sponsors, training providers relevant to the position, etc>.
<The notes section can be used to record information specific to that contact; for example, the days that they may work, best time to contact, if they are on leave, costs or merchandise supplied>.
	Name
	
	Position
	

	Phone
	
	Mobile
	

	Email
	

	Notes
	


	Name
	
	Position
	

	Phone
	
	Mobile
	

	Email
	

	Notes
	


	Name
	
	Position
	

	Phone
	
	Mobile
	

	Email
	

	Notes
	


Contact Details: Emergency
<insert emergency information contact details e.g. local police, local hospital, etc>.
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Role Description

<insert a copy of the role description here. A role description should include:
· Role/Title 

· Description

· Qualifications needed/desired

· Duties/responsibilities

· Skills/knowledge required

· Experience required/desired

· Requirements of this position regarding mandatory reporting

· Approximate number of hours required

· Tenure

· Location>.
Procedures for the Role

<insert procedures related to the position. This is the detail from the role description on how things are done, kept, stored and processed. To help develop this section read through the role description and outline how each point is achieved. For example, in the role description the duty of the secretary may be to check the mailbox and respond to letters. This section would detail how often the mail is checked, on what day and where the mailbox is located. Where equipment or keys are kept should also be included>.
Out of pocket expenses

<insert procedures on expenses that can be claimed and the process for claiming them>.
Volunteer Rights & Responsibilities

<insert information on volunteer rights and responsibilities. If the Club does not have a policy, consider the following example taken from Volunteering Australia>.
As a volunteer you have the right:
· to work in a healthy and safe environment (refer to various Occupational Health and Safety Act(s))
· to be interviewed and engaged in accordance with equal opportunity and anti-discrimination legislation

· to be adequately covered by insurance

· to be given accurate and truthful information about the organisation for which you are working

· to be reimbursed for out-of-pocket expenses

· to be given a copy of the organisation’s volunteer policy and any other policy that affects your work

· not to fill a position previously held by a paid worker

· not to do the work of paid staff during industrial disputes

· to have a job description and agreed working hours

· to have access to a grievance procedure

· to be provided with orientation to the organisation

· to have your confidential and personal information dealt with in accordance with the principles of the Privacy Act 1988

· to be provided with sufficient training to do your job

Absences

<include information about volunteers notifying their supervisor, as far in advance as possible if they are absent from duty so alternative arrangements can be made>.
Training and Accreditation
<insert training information here. This can include the training needed for the position or optional training that is available. Clubs may also want to include on-the-job training information, who, when, where, and how>.
Budget
<insert details on any budgets that may be attached to the position. This can include the amount, what it has been allocated to and how much has been spent. Also include processes on how money is spent. For example, approvals need to go to the committee or obtain a cheque from the treasurer, etc. If there is no budget attached to the position, including the Clubs annual budget can provide the volunteer with an idea of where money is spent within the Club>.
Membership Form

<Insert a membership form. This section may not be needed if they have already signed one>.
Police Clearance
<Some positions within a Club, especially those that involve working with children, may require coaches to obtain a Criminal History Assessment which includes a Police Check>.
Policies

<insert any relevant policies such as a Volunteer Management Policy or policies specific to this position. For coaches this can include child protection policies, blood and infectious disease policy and/or photographing children policy. For a canteen manager it could include a food handling policy>.
Claiming Expenses
<insert information on claiming expenses. Although this may be included in the policy section it is probably good practice to have this as a separate section in the induction manual for easy reference. It should include information on how to claim, what can be claimed and a copy of the claim form>. 

Member Protection

The Member Protection policy outlines how our Club meets its obligations to provide a safe environment for all and to ensure there is responsible behaviour and fair decision-making.

<insert Member Protection Policy. If you do not have one contact your State Sporting Organisation (as you may fall under theirs) or visit Play By The Rules (www.playbytherules.net.au)>. 

<If your Club has a Child Safe Officer or a Member Protection Information Officer (MPIO) you may like to talk about their role and ensure that their contact details are listed in the Contacts: Club Contacts Section>.
Confidentiality

<Volunteers should be bound by the same requirements for confidentiality as paid staff. By including this information, you will allay possible fears from paid staff or people working with your Club about volunteers being ‘unprofessional>.
Risk Management
<insert any risk management procedures or a risk management plan for the position>.
Record-keeping

<insert information about the Club keeping information on dates of service, positions held, duties performed, evaluation of work and awards received. Include information about personnel records being accorded the same confidentiality as paid staff personnel records>.
Conflict Management/Grievance

<insert the Clubs conflict management policy or information on conflict management or grievance procedures>.
Occupational Health & Safety
<insert any occupational health and safety procedures relevant to the position>.
Other

<insert any other information that is relevant to the position>.
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