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Guidance Pack

for volunteers and volunteer-involving organisations

Introduction

This pack aims to provide;

a) Volunteer-involving Organisations - with needed information to plan, recruit, induct, develop and deploy volunteers effectively in a way which is most appropriate for them

b) Volunteers – with the knowledge of what a good placement should have in place but to also gain a better understanding of how best to develop themselves

It does not intend to tell you exactly how to do things, it offers ‘top tips’ for putting things in place and signposts you to examples of best practice which you can use as a template and alter to meet the needs of your organisation. You may find that there are certain elements of each section which would not be appropriate for your organisation to put in place and therefore you are able to pick and choose which ‘tips’ you adopt as good practice within your organisation.
Through using the Plan, Recruit, Induct, Develop and Deploy (PRIDD) model developed by the Youth Sport Trust, this will form the structure of the guidance pack and the elements involved at each stage. Also a good reference point for generic support at all these stages is the Good Practice Bank by Volunteering England. 
There are qualifications which you can access to help you through this process, a couple which are recommended are REACH training through Youth Action and SAM Training through North West Network. 

Please note that the information provided has been taken from a variety of sources (as referenced) and Lancashire Sport Partnership excludes to the extent permitted by law all liability (however arising) for all and any losses (including, but not limited to, loss of profits, loss of business, loss of goodwill and damage to reputation) incurred by any person acting, or omitting to act, in reliance upon any information provided.  

Plan

	Top Tip
	Explanation
	Source

	List of Potential Volunteer Roles
	Knowing the different Roles out there may help to establish who you need


	Rugby Football League (RFL), England Athletics, Running Sports

	Project Plan
	Developing a Project Plan will help to provide focus for the role so the volunteer can look at this and know exactly the type of role they will be carrying out.

	Youth Sport Trust (YST)

	Equality Policy
	Think about the openness and accessibility of your organisation by developing an Equality Policy


	Football Association, Volunteering England

	Safeguarding Policy
	A Safeguarding Policy is also important to have if you or your volunteer will be working with children or vulnerable adults


	Lancashire Sport , Football Association

	Project Risk Log
	Consider any Health and Safety precautions prior to the volunteer starting their role, by producing a Project Risk Log 


	YST,  Football Association, Lancashire Sport

	Welcome Pack
	If you have time and you are planning on recruiting a number of volunteers, a Welcome Pack is always useful so the volunteer can read it between their induction and being deployed into a role and therefore ask any questions in the meantime


	RFL (for a Volunteer Co-ordinator)

	Volunteer Coordinator Role
	Ensure that the Volunteer will be assigned to the most appropriate point of contact who can provide support and guidance during their time with the organisation. They are usually described as a Volunteer Co-ordinator 
	RFL, England Athletics, 

	Volunteer Policy
	Best practice suggests Volunteering-involving organisations should produce a Volunteer Policy which details the rights and responsibilities of the volunteer 


	Volunteering England, Lancashire Sport
National Centre for Volunteering


Recruit

	Top Tip
	Explanation
	Source

	Job Application Form
	A volunteer should be treated like a paid member of staff and so by producing a Job Application Form shows that the position is being taken seriously.

	YST, Football Association

	Job Description
	Producing a Job Description and Personal Specification clarifies exactly what the volunteer is being employed to do, and should also include information about your organisation; what you do, what you are looking for and the support that is available to them.


	YST, RFL

	Personal Specification
	This should be produced in line with the Job Description to outline the type skills, experience and attributes that you require from the position
	Lancashire Coaching System Support Network (LCSSN)

	Recruitment Services
	Promote the Job Advert far and wide, use all your networks and any free publications. The further afield you put it, the more chance there is of higher quality candidates.
	Websites to upload onto:

www.do-it.org, 
Lancashire Sport Partnership, 
Local Volunteer Centres
Local Sports Development Team


	Short listing Matrix
	This form is useful when short listing the applicants
	YST, LCSSN

	Interview Schedule
	Send out Informal Interview Letter – though if you call it an informal ‘chat’ it sounds less scary to the volunteer.

	YST

	Interview Questions
	Compose Interview Questions which you feel summarise all aspects of the position. During the interview, it may be worthwhile offering the option of a ‘Taster period’, so the volunteer is not put under pressure to continue in the role if they are not enjoying it or they can be switched to another role more suitable to their needs. 


	YST

	Equality Policy
	When short listing, it may be worthwhile referring to your or an Equality Policy to ensure that the volunteer has been selected on these grounds.


	Lancashire Sport Partnership (LSP), Football Association

	Observation (Interview) Form
	Depending on the role you are advertising, it may be worthwhile to set the candidate a practical part of the interview and therefore you may require an Observation (Interview) Form


	YST

	Reference Request Form
	Produce a Reference Request Form which indicates to the volunteer that they will be addressed similar to paid employees. 


	YST, LCSSN

	Selection Process Checklist
	A Selection Process Checklist can be helpful to use as it includes useful elements of what to include when recruiting and selecting a volunteer

	LCSSN, England Athletics

	CRB (Criminal Record Bureau) check 
	This is vital for any volunteer to go through if they are working alongside or with children or vulnerable adults. More information can be found on the Home Office page – as referenced.
	Home Office

	Offer Letter
	Once interviewed, the successful candidate should be sent an Offer Letter, reference depending.
	YST

	Volunteer Agreement
	A Volunteer Agreement form clarifies expectation of both parties, and by both parties signing the agreement, it can be referenced against if either party feel that the agreement is not being adhered to. 
	Leyland Cricket Club, RFL

	Volunteer Charter
	A Volunteer Charter can be signed by both the volunteer and placement provider to provide a clear understanding of each others roles.
	Leyland Cricket Club, Rugby Football League 

	Recruitment Policy
	This Policy does not need to be lengthy, it is just useful to set out the process to recruiting a volunteer specific to your organisation
	Leyland Cricket Club, Football Association


Induct

	Top Tip
	Explanation
	Source

	Induction Checklist
	One of your first actions may be to produce an Induction Checklist which the volunteer can be taken through at the start of the induction to make sure that all the information they feel they need to know, is being covered.
	YST , Burnley Borough Council

	Induction Pack
	Producing an Induction Pack can be a way making sure the volunteer feels welcome and for those find it difficult to digest lots of information, they can read the pack in their own time.
	LCSSN

	Induction Training Plan
	Volunteers welcome an Induction Training Plan which sets out what you will be going through with them during their induction period. This can be seen as a more formalised ‘Induction Checklist’.


	YST

	Work Programme
	Like any paid member of staff, a Work Programme is devised to set out what you would like them to work on and achieve by a set period of time. At this stage, the work programme should be reviewed weekly.


	LSP, UCLan

	Post Induction Review
	Once the volunteer is settled and you both feel that things are working well, a Post Induction Review could be performed to evaluate the time since they were recruited and the progress made.


	YST


Develop
	Top Tip
	Explanation
	Source

	Personal Development Plan
	It is fair to say that people develop in different ways and for volunteers it is important to assess their needs to ensure that they are progressing in the way that they expected to from their role. Personal Development Plans can help with this by identifying needs and assessing their current skill sets.  


	LCSSN

	Networking and Partnerships
	Networking and Partnerships is crucial in order to maximise your resources for providing development opportunities for your volunteers. You can expand these through signing up to various e-bulletins and newsletter as well as blogs and forums.
	Volunteering England, LSP

	Performance Review
	It is important that support is offered by their assigned point of contact but also it is just as important to offer support to the ‘Volunteer Coordinator’ themselves.  This is to ultimately make sure that they are up skilled enough to carry out their role effectively. A Performance Review contributes to ensuring this is the case. 

	YST

	Future Development
	Through PDP’s and Performance Reviews, areas of need for Future Development can be identified for example from an academic requirement or a skill development point of view.


	LSP

	Recognition 
	There are many different ways to recognise your volunteers, from a simple thank you to an Awards Evening or certificate of recognition. It is an essential element of not only the development stage but the entire process. 
	Volunteering England, England Athletics, LSP


Deploy

	Top Tip
	Explanation
	Source

	Partner Feedback
	Partner/Coach/Peer Feedback is always an element to incorporate into the deployment of volunteer, as it helps to improve performance. 
	YST

	Work Programme
	At the deployment stage, the Work Programme or Annual Deployment Programme should be reviewed on a monthly or quarterly (every 3 months) basis. 


	LSP, YST

	Observation Checklist
	Depending on the role the volunteer is being deployed into, an Observation Checklist may help to ensure that the practice is at a satisfactory level.


	YST, LCSSN

	Retention Checklist
	To follow a Retention Checklist is a useful process to go through to ensure that you have done all you can to ensure the volunteer has a worthwhile experience.


	England Athletics

	Minimum Standards of Deployment
	If you are developing a volunteer in a coaching role, then they should be following the Minimum Standards of Deployment.
	LCSSN

	Case Studies
	Producing Case Studies for Volunteers is a good routine to start as these can be used in published magazines, at a local level and county wide, as supplementary information for a funding application and as a guide when submitting a nomination form for the Sport Awards.
	English Cricket Board (ECB), LSP

	Exit Interview 
	Exit Interviews are important to carry out to review the volunteer’s experience whilst they have been with you and how you could improve the experience for others.
	LSP, Volunteer Centres, UCLan
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For more information on how to develop volunteering in your organisation, contact Lancashire Sport Partnership on 01254 584020 or your Local Authority Sport Development Unit. You can also find support on the Lancashire Sport Partnership website, under ‘Support for Volunteers‘ http://www.lancashiresport.org.uk/support-for-volunteers 
This stage should provoke thought around everything that is required in the preparation stages of recruiting a volunteer and so it is important to plan in consultation with others from your organisation to ensure you are taking on volunteers for the right reasons





This process involves attracting, vetting, and selecting skilled people into the voluntary position so ensuring the right policies and procedures are in place at this stage is crucial





At this stage you need to formulate a clear process of what the volunteer is to expect in their role, it is important to make them feel part of the organisation. 





At this stage the volunteer should be growing their skills through methods which are effective to them. It is not a case of ‘one size fits all so it is fundamental that this stage is personalised to suit their needs





After inducting, supporting and developing the volunteer they should be ready to take on and deliver the role at this stage; though the support and development from them should always be on-going.








