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CLUB TEMPLATE
Volunteer management checklist 
The ongoing management of volunteers will ensure they are kept up to date with clubmatters and are aware of any changes to club operations including policies and procedures. It will also give you the opportunity to find out if your volunteers are enjoying the role, feel safe and welcomed at your club. Here are few ways you can stay connect with your volunteers:

1. Ensure that all club committee meeting minutes, club policies and procedures are visible to all members

2. Provide an update to volunteers either face to face or virtually in a group setting

3. Send regular email updates to volunteers via email
4. Provided the opportunity for small groups of volunteers to come together
5. You might also want to consider 1:1 conversation with volunteers if relevant

Below is a checklist of ideas which can be used and adapted to suit your club.
About the club
☐ Refresh on club vison and values

☐Updated Club Development Plan 
☐Overview of club membership
☐ Changes to coaching structure and coaches
☐Changes Competition structure and opportunities

☐ Changes to club committee
☐Dates of upcoming meetings or competition/social events
☐List of key contacts within the club and externally, if relevant 

Recap on keeping everyone safe
☐Overview of club safeguarding policies and procedures
☐Responsibility for safeguarding, with reference to the club safeguarding code of conduct

☐How to report a concern

☐Overview of the relevant codes of conduct specific to the volunteer

☐Safeguarding online course 

☐Highlight health & safety policies and associated risk assessments

Checking qualifications, licenses, DBS status and declarations 

Your club can check the license status of all coaches and officials on Myathletics Portal. This should be checked on a regular basis.  It is recommend that every 3 years the following is reviewed:

☐Is their qualification/license still valid?

☐Is their DBS valid?

☐Do they need to renew safeguarding training?

☐Has the information in the self-declaration form changed from when they started (Its recommended this is completed every 3 years)

☐Have they gained any other skills, experiences, or qualifications since joining the club?
Recap on policies and procedures
☐Club Constitution

☐Welfare and Safeguarding

☐Grievance and disciplinary

☐Health & Safety

☐Inclusion Policy

☐GDPR
☐Financial policy and procedures

☐Insurance

☐Other policies and procedures relevant to your club
About the volunteer & their role
☐ Are they enjoying the role, do they feel safe and welcomed?
☐ Are they still clear on their roles and responsibilities? 

☐ Do they want to highlight any challenges they are facing?

☐ Are they happy to continue in the role?

☐Would they like to be involved in another role or project?

☐Overview and agreement of relevant code of conduct  
☐ Would they be interested in additional training, development opportunities?

☐Do they require any additional support?
☐ Who is their main point of contact and who can they turn to for assistance and advise? (Consider allocating a buddy or mentor)
☐ What should they do if they have any questions or problems?

☐When is their next review date?

☐Do they have any new ideas they would like to introduce to the club or any improvement they think could be made?
This is an example checklist – please adapt this template to suit your club’s needs.
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