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I. Introduction
We estimate that there are currently 8000 Volunteers supporting netball in New Zealand as Coaches, Umpires, Bench Officials, Administrators and occasional helpers. Without our Volunteers netball as we know it would simply not exist.

Throughout our Regions, Centres and Clubs we have people designated to coordinate the work of particular groups of Volunteers e.g. coaches, umpires and bench officials.  These coordinators play a critical role in supporting and representing the needs of these groups.

The role of a Netball Volunteer Coordinator is to provide a watching brief for all Volunteers in a Centre or Club. They are responsible for coordinating the planning, recruiting, recognition and retention of Volunteers as well as helping to ensure a positive volunteering experience for everyone.
To support the work of Volunteer Coordinators throughout our sport Netball New Zealand with the support of SPARC has commissioned the development of this manual. It is intended as a guide for new Volunteer Coordinators as well as to provide a source of ideas for those who have been around a while. Feel free to use or adapt this material to meet your needs.
Please know that in looking after the needs of Volunteers you are taking care of our sport. Your efforts are very much appreciated.

II. How to Use this Manual
The information and ideas in this manual are intended to help develop or improve the way you manage Volunteers. We understand our game is run largely by Volunteers who have limited time and resources. 
Please don’t be overwhelmed by its size! We wanted to provide you with a comprehensive set of resources for you to use as needed. It is not expected that you implement everything in this manual. We suggest you read through the sections that are most relevant to you and pick out and adapt the suggestions and resources that best suit your needs. 

In deciding what is most relevant you may find it helpful to start by undertaking the Volunteer Management Audit (http://www.mynetball.co.nz/component/docman/doc_download/520-netball-volunteer-management-audit-.html). This will help you identify what areas of your Volunteer management may need further attention. You’ll find the headings in the audit and this manual are the same.
As you will see the manual is organised into sections. Each section has a brief summary of what you need to do in each area. A resources section containing templates and suggestions for you to use and adapt follows this. Pages in the resources sections are those with borders around them.

If you need to make a quick start please refer to the Quick Start Overview on the next page.

III. Quick Overview
	Issue
	Where to go

	“I don’t know where to start”
	Try undertaking the Volunteer Management Audit. 
http://www.mynetball.co.nz/component/docman/doc_download/520-netball-volunteer-management-audit-.html

	“We don’t have enough volunteers!”

	Start with the recruitment section on page 32

	“We don’t have enough of a particular group of volunteers e.g. coaches”
	Again start with the recruitment section on page 32

	“We’re losing volunteers but we don’t know why.”
	Consider using the Volunteer Survey
http://www.surveymonkey.com/s/6Q3PWD6


	“We have a hard time keeping our volunteers.”
	Read the section on Retention that starts on page 49


IV. The Role of the Volunteer Coordinator
The environment for volunteering is changing. There is increasing competition for our Volunteers’ time from work, study and family commitments and the need to carve out time for themselves. Netball also competes for Volunteers’ time with other sports and organisations as well as all the other activities Volunteers could be involved in.

In addition the expectations of many Volunteers are increasing. Because they have such little available time Volunteers want to know that their time counts. This means they are looking for volunteering opportunities where the expectations are clear and the time commitment is known. 
It is the role of the Volunteer Coordinator to put in place the structures and systems that help ensure a positive, supportive and encouraging environment for Volunteers that meet their needs as well as netball’s. 
In this respect the Volunteer Coordinator’s role differs from the coordinator roles for specific groups of Volunteers such as Coaches, Umpires or Bench Officials. Although in your role as Volunteer Coordinator you will work closely with these other coordinators, you will be concerned with the experience of all Volunteers. 

In your role you are likely to work as a planner, a recruiter, a screener, a trainer, a supervisor and an advocate. Your role will vary depending on the Centre or Club you are in. It is important that your role is clearly defined based on the needs of your individual Club or Centre. On the next page you will see a template for a role description for a Volunteer Coordinator. Please feel free to adapt it to reflect what you do, or think you will be doing.
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Resources for the Role of the Volunteer Coordinator
· Volunteer Coordinator Role Description Template
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· Being Effective in your Role 
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Name of Club or Centre

VOLUNTEER COORDINATOR ROLE DESCRIPTION
Purpose: 

The Volunteer Coordinator is responsible for the human resource planning, recruiting, selection, training and recognition of volunteers. 

Responsible To:

The Volunteer Coordinator is directly responsible to the President and Members of the Club/Centre.
Responsibilities & Duties

The Volunteer Coordinator is expected to: 

· Assess the human resource needs for the club for general running and special events;

· Recruit and recommend the appointment of volunteers to roles that suit them;

· Organise the orientation and the induction of volunteers;

· Work with the Secretary organising volunteer rosters and maintaining records;

· Identify and organise the training and education opportunities for Volunteers;

· Ensure that Volunteers are reimbursed for their approved out-of-pocket expenses;

· Ensure all Volunteers are recognised for their efforts, and;

· Submit regular reports to the Executive Committee. 

Knowledge & Skills

Ideally a Volunteer Coordinator is someone who:

· Can communicate effectively and has good interpersonal skills;
· Computer literate (or willing to learn);

· Ability to work on multiple tasks;
· Is positive and enthusiastic, and;

· Is well organised.

Estimated Time Commitment & Period of Appointment

The estimated time commitment required as the Volunteer Coordinator is _______________ hours per week during the season and _________________ hours out of season.

The Volunteer Coordinator is appointed for a period of 12 months and is elected by Members at each AGM.

NB: The time commitment required as the Volunteer Coordinator of a Club/Centre varies greatly from Club/Centre to Club/Centre. Smaller clubs may require a Volunteer Coordinator to spend only a half hour week or less.  Larger Centres may require several hours per week on Volunteer Coordinator related duties.

BEING EFFECTIVE IN YOUR ROLE
There are a few things you can do to ensure that you are effective in your role.

Meet with your Executive Committee or President Regularly
Ideally the Volunteer Coordinator should be a full member of your Centre or Club‘s Executive Committee. Make sure that Volunteer issues are a regular item on the agenda and that this time is used to update the Committee on progress and any challenges you face or resources you need.
Prioritise your efforts

Volunteer Coordinator roles can be big ones. Unless you prioritise your efforts and work to a plan there is the potential for you to be pulled in many different directions. Agree with your Board or Executive Committee what the priorities are and then learn to say “no” gracefully to other requests when necessary. 

Take care of yourself

If you find yourself feeling overworked and not supported or appreciated, find a way to address this with those that you work with, preferably your Executive Committee or President.

Keep track of your hours

It is helpful for both you and your Club/Centre to know how much time your role is taking. If possible, keep track of how many hours you are dedicating to any particular projects like recruiting volunteers or developing a database of volunteers.
Delegate when you can

Just because you have the role of Volunteer Coordinator doesn’t mean supporting Volunteers is your sole responsibility. There may well be others on the Executive Committee or in your Club or Centre to whom you can delegate specific tasks. Make it a team effort.

Maintain good boundaries

When faced with a Volunteer or staff member who takes too much of your time you’ll need to be polite but assertive. You may need to remind them that you are a volunteer too or explain to them that you have other things you need to be doing. You may also need to clarify your ability to attend to their needs.

· Find a constructive way to let them know you can schedule time to meet with them if necessary

· Let them know you are right in the midst of another task and ask them to send you a note. Be apologetic but helpful.

· Make a point of checking in with them if you do have the time

· Do not become involved in situations that don’t involve you. It is preferable for those involved to address issues directly, unless you are asked to mediate.
V. Planning & Structure
We’ve all heard the adage that time spent planning saves time in execution. If you can avoid the temptation of leaping in and taking action the time spent researching, planning and establishing the structures and policies that will support your efforts will stand you in good stead.

This section offers suggestions and resources to help establish and formalise your Centre/Club’s approach to managing Volunteers so you have a robust set of systems that works over the long haul.

1. Conduct a Volunteer Management Audit

Involve your Executive Committee in completing the Volunteer Management Audit developed by Netball New Zealand. This is available on the MyNetball website http://www.mynetball.co.nz/profiles.html.

The purpose of the audit is to help you understand your Centre or Club’s strengths and weaknesses in planning for, recruiting, retaining, recognising and reviewing Volunteer involvement in our game. Involving others in your Centre/Club in the audit process will also help you get buy-in for the actions you wish to take.
2. Establish an Action Plan

The Volunteer Action Plan is the last step in the Volunteer Management Audit. It is a useful tool for setting both short and longer-term goals for improving the experience for Volunteers in your Centre/Club. Make sure that you get the agreement from your Board or Executive Committee to the Action Plan and also their commitment to help you implement it. A template for an Action Plan is included in the resource section.
3. Develop and publicise your commitment to Volunteers
The purpose of doing this is to let your Volunteers know they are important and to communicate your commitment to them. You may create your own statement or use the shortened version of the Netball New Zealand Volunteering Policy that follows in the resource section. The important thing is to make sure that whatever statement you use is not just words on paper but a philosophy that you all put into practice and live by.
4. Develop or adopt a volunteering policy
Depending on the size of your Club or Centre you may not feel the need to have a formal Volunteering Policy. Having a policy does however, provide a useful framework for outlining what Volunteers can expect from your Centre/Club and what you can expect from them. Simply adopting the Netball New Zealand Volunteering Policy will provide this framework for you. 
5. Ensure supporting policies are in place

It is also important to ensure that you have other policies in place that support and protect volunteers for example; Zero Tolerance Policy for Sport Rage (Netball New Zealand’s Policy included in the resources section), General Code of Conduct and Ethics and Harassment Free Regulations (outlined in the Netball New Zealand constitution; http://www.mynetball.co.nz/component/docman/doc_download/26-nnz-constitution-march-2007.html)
.
6. Develop a Risk Management Plan

The purpose of a risk analysis and management action plan is to identify risks and resolve them. This does not have to be complicated it simply needs to outline what you do wrong, how could this have been prevented and who is responsible. Once you have developed your plan it is important to communicate this to the Volunteers so they know what practices are relevant to them and can be confident of fulfilling your expectations.
7. Budget for Volunteer needs

Ideally every Club/Centre would have a budget for Volunteers. This would cover Volunteer expenses such as training, reimbursing out-of-pocket expenses, covering the cost of coffees and lunches on occasion. Not every Club/Centre is financially in a position to do this, however if yours is it is important to make the policy and system for paying out of pocket expenses in particular transparent. The Netball New Zealand Policy on expenses and a template of expense claims is included in the resources section.
8. Take an inventory of Volunteer activities

It is useful to undertake an inventory of activities or projects that need doing in your Centre/Club and create Volunteer roles for these where appropriate. A guide to identifying roles follows in the resource section.
9. Develop or adapt written role descriptions
Volunteers need to understand what you expect of them and how much of their time you will require. It is also important to update role descriptions annually creating new roles and eliminating old ones as necessary. One helpful tip is to get the outgoing person in the role to make suggestions for updating the job description based on their experience. Templates for common roles can be found in the resources section.
10. Make the pathways clear
Not all volunteers will want to advance but for those that do it is important for them to understand what they need to do to reach the level they are aiming for.
Diagrams of pathways for coaches, umpires and bench officials can be found on the MyNetball website in the library and resources section. 
 Coach Development Framework Overview 
(http://www.mynetball.co.nz/component/docman/doc_download/50-coach-development-framework-overview-feb-2009.html)
Umpire Development Framework
(http://www.mynetball.co.nz/component/docman/doc_download/370-appendix-e-netball-umpires-pathway-2008.html)
Bench Officials Framework
(http://www.mynetball.co.nz/component/docman/doc_download/195-nnz-bench-officials-manual-2010.html)
Resources for Planning & Structure
· Volunteer Action Plan
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· Sample Statement of Commitment to Volunteers 

15
· Netball New Zealand Volunteering Policy


16
· Netball New Zealand Zero Tolerance Policy for Sport Rage
18
· Extract from Netball New Zealand Expenses Policy

19
· Template for an Expenses Claim Form
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· Guide to Identifying Roles for Volunteers


21
· Guide to Writing Volunteer Role Descriptions


22
· Sample President Role Description



23
· Sample Secretary Role Description



24
· Sample Treasurer Role Description



25
· Sample Manager Role Description
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· Sample Team Coach Role Description



27
· Sample Draw Steward Role Description



28
· Risk Analysis and Management Action Plan


29


VOLUNTEER ACTION PLAN
	Priority
	Goals
	Action Steps
	By Whom
	By When

	
	A. Planning & Structure

·  
	
	
	

	
	B. Recruitment

·  
	
	
	

	
	C. Retention

·  
	
	
	

	
	D. Recognition

·  
	
	
	

	
	E. Review & Evaluation


	
	
	


Name of Club/Centre

OUR COMMITMENT TO VOLUNTEERS
Volunteers are the heart of Netball. Without volunteers, the game of Netball as we know it would not exist. Volunteering for our Club/Centre is inclusive and open to all who are willing to work in line with the rules and values of our game.

Our Club/Centre is committed to ensuring that Volunteers are provided with work that is meaningful and relevant to their needs and interests, treated with respect and as equal co-workers, given appropriate induction, training and supervision, offered full involvement and participation and are recognised for the work they do. 

Rights and Responsibilities

The Club/Centre and its Volunteers have both rights and responsibilities:

As a Volunteer for Club/Centre you have the right to:

· do work that is meaningful and satisfying;

· be assigned to a role that fits your interests and needs;

· receive the induction, training and supervision necessary to fulfill your role;

· receive feedback on the tasks you perform;

· be treated with respect and as an equal partner in our Club/Centre;

· be trusted with confidential information necessary to carry out your role;

· be kept informed on relevant matters within Netball;

· expect that your time will not be wasted by poor planning or coordination;

· work in a safe and healthy environment, and be given health and safety information relevant to your role, and;

· be given a copy of Netball New Zealand’s Volunteering Policy and other policies and procedures that affect your role.

As a Volunteer for Club/Centre you have the responsibility to:

· be honest about your expectations and abilities;

· not take on more responsibility than you can handle; 

· take part in induction, and orientation processes e.g. background checks, paperwork and training as needed;

· be reliable and punctual or provide notice so that alternative arrangements can be made;

· be accountable, perform your role to the best of your ability and ask for help when you need it;

· follow organisational policies and procedures;

· respect those confidences entrusted to you;

· voice your opinion and have input on ways in which your role might be performed better;

· be open-minded and respectful of others opinions, and;

· Represent Netball accurately and positively to others. 


NETBALL NEW ZEALAND VOLUNTEERING POLICY
1. 
Purpose 

Netball New Zealand recognises that Volunteers are an integral part of our organisation and that our people are our most important asset.

The purpose of this policy is to:

· define what we mean by the word volunteer;

· state Netball New Zealand’s philosophy on volunteering, and; 

· outline the rights and responsibilities of Netball New Zealand and its Volunteers;

2. 
Definitions and Scope

A ‘Volunteer’ is an individual who for personal or charitable reasons freely and without expectation of financial gain contributes time, service and skills for the good of the Netball.

This policy applies to all those who Volunteer for Netball regardless of the size, level or scope of their role. Volunteers may be involved in most Netball programs and activities and serve at all levels of skill and decision-making.

4. 
Volunteering Philosophy

Volunteers are the heart of Netball. Without Volunteers, the game of Netball as we know it would not exist. Volunteers make it possible for teams to be coached and games to be played, umpired and officiated, for Clubs and Centres to be run and events to be organised and run successfully. 

Volunteering for Netball is inclusive and open to all who are willing to work in line with the rules and values of our game.

Netball New Zealand will work to ensure that Volunteers are provided with work that is meaningful and relevant to their needs and interests, treated with respect and as equal co-workers, given appropriate induction, training and supervision, offered full involvement and participation and are recognised for the work they do. 

4. 
Rights and Responsibilities

Netball New Zealand is committed to involving its Volunteers in facilitating and improving the game of Netball. In this undertaking both Netball New Zealand and its Volunteers have both rights and responsibilities:

As a Volunteer for Netball New Zealand you have the right:

· To do work that is meaningful and satisfying;

· To be assigned to a role that fits your interests and needs;

· To receive the induction, training and supervision necessary to fulfill your role;

· To receive feedback on the tasks you perform;

· To be treated with respect and as an equal partner in our organisation;

· To be trusted with confidential information necessary to carry out your role;

· To be kept informed on relevant matters within netball;

· To expect that your time will not be wasted by poor planning or coordination;

· To work in a safe and healthy environment, and be given health and safety information relevant to your role, and;

· To be given a copy of Netball New Zealand’s Volunteering Policy and other policies and procedures that affect your role.

As a Volunteer for Netball New Zealand you have the responsibility:

· To be honest about your expectations and abilities;

· To not take on more responsibility than you can handle; 

· To take part in induction, and orientation processes e.g. background checks, paperwork and training;

· To be reliable and punctual or provide notice so that alternative arrangements can be made;

· To be accountable, perform your role to the best of your ability and ask for help when you need it;

· To follow organisational policies and procedures;

· To respect those confidences entrusted to you;

· To voice your opinion and have input on ways in which your role might be performed better;

· To be open-minded and respectful of others opinions, and;

· To represent netball accurately and positively to others. 

Netball New Zealand will make every effort to ensure that Volunteers are advised of their rights and responsibilities.

5. 
Volunteer Management

Netball New Zealand has developed a Volunteering Strategy (http://www.mynetball.co.nz/component/docman/doc_download/174-nnz-volunteer-strategy-dec-2009.html) that outlines Netball New Zealand’s goals and objectives with respect to the management of volunteers. This policy together with the strategy will be reviewed and evaluated on a regular basis to ensure best practice is followed at all levels. Netball New Zealand will also ensure fair, equitable and transparent processes for managing any complaints, conflict and grievances raised by volunteers.

6. 
References

The following policies form is part of the Volunteer Management system at Netball New Zealand:

· Zero Tolerance Policy for Sport Rage

· General Code of Conduct and Ethics

· Harassment Free Regulations


NETBALL NEW ZEALAND ZERO TOLERANCE POLICY FOR SPORT RAGE
Netball in New Zealand relies heavily on the goodwill of our Volunteer Coaches, Umpires and Bench Officials. An increase in incidents of inappropriate and abusive behaviour, known as sport rage, is leading to a decline in those willing to Volunteer. In addition sport rage impacts on others’ enjoyment, risks players and officials safety, and tarnishes the game’s reputation. Whatever the form, and wherever it takes place, sport rage is not acceptable in netball.

To ensure a safe and enjoyable environment for all participants, Netball New Zealand is adopting this Zero Tolerance Policy for Sport Rage from participants, parents/guardians and spectators.

Sport Rage is any inappropriate or abusive behaviour that involves harassing, demeaning or belittling others. It includes:

· persistently or willfully questioning or challenging the rulings of Umpires or Bench Officials;

· berating or abusing Umpires or Bench Officials;

· berating or abusing Players or Coaches;

· berating or abusing other parents/guardians or spectators;
· displaying conduct which is inappropriate in a sporting environment.
Any participant, parent/guardian or spectator who feels the need to display this behaviour will be asked to leave the venue immediately. No warning need be given and failure to leave when asked will result in a netball representative taking appropriate action to ensure the safety of other participants, parents/guardians and spectators.

A participant, parent/guardian or spectator who has been asked to leave an event may be banned from future games or requested to attend a hearing. All appeals against bans under this policy should be directed to the Executive Committee at the centre concerned or in the case of regions to the Regional Manager. Repeated inappropriate behaviour by a participant, parent/guardian or spectator may impact the playing future of the participant.

Participants, parents/guardians or spectators who would like to offer feedback or seek clarification on officiating issues should direct their feedback through their Coach, Club, Centre or Region. A ’protest’ procedure is available at each Centre or Region for this purpose. 

This policy does not intend to stifle or diminish healthy supportive cheering or the ability of players or spectators to enjoy netball. Rather it seeks to ensure a safe competitive environment for all participants. 

This policy supplements the Netball New Zealand General Code of Conduct and Ethics and Harassment Free Regulations for Netball New Zealand Members and the Secondary and Junior Schools Policies, 
(http://www.mynetball.co.nz/component/docman/doc_download/10-nnz-junior-netball-policy-2008.html) which uphold the same “no tolerance policy” for inappropriate and abusive behaviour.
EXTRACT FROM NNZ INTERNAL POLICY DOCUMENT

RE: Expenses
13.11.1
Policy
An expense claim form is to be submitted whenever an employee requires reimbursement for business related expenditure.  The form must be approved by a duly authorised Manager.

13.11.2
Comment
Employees that pay for reasonable business related expenditure will be reimbursed by Netball New Zealand.

Expense claim forms can be found either on-line or in the Finance Department.

Receipts are to be attached to the form as evidence of expenditure.  Details of kilometers travelled are required for mileage claims.

Approval from authorised Manager must be obtained prior to being forwarded to the Finance Department for processing.

Claim forms that are over three months old will not be paid.

13.11.3
Procedures
Obtain receipts for business related expenditure.
Complete an expense claim form and attach receipts.
Submit form for approval to Manager who controls the cost centre’s budget.
Forward to the Finance Department for processing.
Payment will be made within two weeks.

 

Name of Club or Centre
EXPENSE FORM TEMPLATE
(Add Company/Netball Centre Contact Details here. I.e. Postal Address, telephone, fax and email)
Name: ____________________________


Phone: _________________________
Address: _____________________________________________________________________
	Bank
	Branch
	Account
	Suffix


Bank Account Details:

Expense Activity: ______________________________________________________________
	
	
	
	OFFICE USE ONLY

	Date
	Details
	Amount
	Event
	Code

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 




     
 Total Expenses      $ ___________
NB: Please remember to attach all receipts
Signed: _________________________________________
Date: _____________________


 GUIDE TO IDENTIFYING ROLES FOR VOLUNTEERS
It is sometimes difficult to identify which roles Volunteers can reasonably fill. The following checklist from Volunteering New Zealand (http://www.volunteeringnz.org.nz) is a useful guide for deciding:
· the job has not been performed by a paid worker in the last six months;

· the job will not require more than 20 hours per week;

· a new area of work is being explored and Volunteers may pave the way for the creation of a new paid job;

· where paid staff acknowledge the value of Volunteers’ contributions and adequate resources are made available to support, supervise and train Volunteers;

· where there is an opportunity for the Volunteer to benefit from the work by achieving personal goals or acquiring skills or experience, and;

· where a distinct area of work can be identified for which the Volunteer can take responsibility and which complements or extends the work of paid staff.

GUIDE TO WRITING VOLUNTEER ROLE DESCRIPTIONS
One of the things that can put someone off volunteering is not having a clear understanding of what they will be expected to do and how much time it will take. Developing role descriptions for Volunteer roles enables Volunteers to know exactly what they are signing up for so they can plan accordingly and be confident they can meet expectations.

While writing role descriptions can take time the guide below will ensure you cover off all the important information and the attached templates will make it easy for you to adapt them to your needs. 

The critical components to include in any Volunteer role description are as follows:

· Role name – something simple and descriptive; 

· Purpose – a brief description of what the purpose of the role is;

· Responsible To – name the position the role reports to; 

· Responsibilities and Duties – a list of tasks the role holder will be expected to do;

· Knowledge and Skills Required – a brief outline of the knowledge, skills and qualities you would expect a person in this role to have;

· Time Commitment Required – an estimate of the time required to undertake the role e.g. so many hours a week or one day a month, and;

· Deadline the role must be done by – some roles need to be completed within a specific period of time – if this is the case specify what this is.

Admittedly drafting role descriptions for every Volunteer position can be time-consuming; however, the hardest work is in the initial drafting. A way to short circuit this is to ask current Volunteers to draft a role description for the role they are currently doing.

Once role descriptions are written, revising and updating them is a relatively straight forward process and can be done quite quickly.

Name of Club or Centre

PRESIDENT ROLE DECRIPTION
Purpose: 
The President is the leader of the Club/Centre and is there to ensure the Club/Centre is run efficiently: administratively; financially; and socially, to support the on-field efforts of the Club/Centre.

Responsible To: 
The President is responsible to the Members and the Executive Committee of the Club/Centre.

Responsibilities & Duties
The President is expected to:

· Regulate and enhance the running of efficient, productive and timely Club/Centre meetings;

· Ensure any additional agenda items are relayed to the Secretary at least one week prior to the scheduled meeting;

· Ensure all agenda items are raised, discussed and satisfactorily resolved;

· Encourage productive discussion of all agenda items and diffuse non-productive behaviour that prohibits discussions proceeding further;

· Instigate motions where discussion has occurred and decisions are to be made;

· Be an active participant in the Executive Committee;

· Encourage participation of Members in all Club/Centre meetings, via Team Managers;

· Promote the Club/Centre’s vision wherever appropriate;

· Support, by attendance at games, tournaments and social events whenever possible;

· Represent the Club/Centre at local, regional and national levels;

· Lead strategic & annual plans, and:

· Produce an Annual President’s Report.


Knowledge & Skills
Ideally the President should be someone who:

· Can communicate effectively;

· Is well informed about all the organisation’s activities;

· Is aware and supportive of the future direction of the Club/Centre;

· Has a good working knowledge of the constitution, rules and duties of all office holders and subcommittees;

· Is a good role model and supportive leader for all the Club/Centre’s members, and;

· Is able to commit time to attend games and tournaments.
Estimated Time Commitment & Period of Appointment

The estimated time commitment required as the President is _______________ hours per week during the season and _________________ hours out of season.

The President is appointed for a period of 12 months and is elected by members at each AGM.

Name of Club or Centre

SECRETARY ROLE DESCRIPTION
Purpose: 
The Secretary is the chief administration officer of the Club/Centre. This person provides the coordinating link between Members, the Executive Committee, Netball New Zealand, the Region and outside agencies.

Responsible To: 
The Secretary is directly responsible to the President and members of the Executive Committee.

Responsibilities & Duties
The Secretary is expected to:

· Prepare the agenda for Club/Centre meetings in consultation with the person chairing the meeting;

· Ensure all meeting agenda are distributed to Executive Committee members at least one week prior to scheduled meetings;

· Make arrangements including venue, date, times and hospitality for Club/Centre meetings;

· Take, type and distribute the minutes of meetings;

· Record and maintain records of all Club/Centre meetings;

· Maintain files of legal documents such as constitutions, leases and titles;

· Ensure effective communication between Executive Committee members and Club/Centre members;

· Call for and receive nominations for the Executive Committee and other positions for the Club/Centre AGM;

· Read, reply and file correspondence promptly;

· Maintain IT systems and keep a register of member’s names and addresses, life members and sponsors, and;

· Disseminate via email, website, notice and/or newsletter, any information from within the Club/Centre or outside the Club/Centre, pertinent to all members.

Knowledge & Skills
Ideally the Secretary is someone who:

· Can communicate effectively;

· Is well organised and can delegate tasks;

· Can maintain confidentiality on relevant matters;

· Has a good working knowledge of the constitution, and;

· Has a good knowledge of computer based communication systems.
Estimated Time Commitment & Period of Appointment

The estimated time commitment required as the Secretary is _______________ hours per week during the season and _________________ hours out of season.

The Secretary is appointed for a period of 12 months and is elected by members at each AGM.

Name of Club or Centre

TREASURER ROLE DESCRIPTION
Purpose: 
The Treasurer is the chief financial management officer of the Club/Centre. This person ensures all Club/Centre finances are received, recorded and managed appropriately.

Responsible To: 
The Treasurer is directly responsible to the President and members of the Executive Committee.

Responsibilities & Duties
The Treasurer is expected to:

· Prepare a budget and monitor it regularly;

· Keep the Club/Centre’s books up to date;

· Keep a proper record of all payments and monies received;

· Make sure financial reports are available and understood at all committee meetings;

· Show evidence that money received is banked and documentation is provided for all money paid out;

· Give Treasurer’s report at regular meetings and when required produce an annual financial report;

· Send out accounts and pay bills;

· Assist Club/Centre Secretary by responding to incoming correspondence requiring financial reporting or investigation, and;

· Liaise & support Club/Centre Manager and Secretary with sponsorship, funding applications and fundraising.

Knowledge & Skills
Ideally the Treasurer is someone who:

· Well organised;

· Able to allocate regular time periods to maintain books;

· Able to keep accurate records and manage financial records either manually or by computer;

· Able to work in a logical orderly manner, and;

· Able to explain financial information effectively to others.

Estimated Time Commitment & Period of Appointment

The estimated time commitment required as the Treasurer is _______________ hours per week during the season and _________________ hours out of season.

The Treasurer is appointed for a period of 12 months and is elected by members at each AGM.

Name of Club or Centre

MANAGER ROLE DESCRIPTION

Purpose: 
The Club/Centre Manager is responsible for the management and well being of the Executive Committee, Team Officials and members of the Club/Centre.

Responsible To: 
The Club/Centre Manager is directly responsible to the President and members of the Executive Committee.

Responsibilities & Duties
The Manager is expected to:

· Manage the Club/Centre fundraising committee and coordinate regular meetings;

· Prepare agenda, disseminate relevant information and chair fundraising committee meetings;

· Prepare annual fundraising and sponsorship targets and ensure approval of annual fundraising plan by the Executive Committee; 

· Coordinate & manage Club/Centre events i.e. prize giving, team building, club photos, fundraising & social events;

· Prepare and disseminate monthly newsletters;

· Manage distribution, collection, inventory & storage of uniforms;

· Attend Executive Committee meetings, and:

· Manage Club/Centre IT & website requirements.


Knowledge & Skills
Ideally the Manager is someone who:

· Can communicate effectively;

· Is well organised and can delegate tasks;

· Has a good working knowledge of the Constitution & Strategic Plan;

· Can promote collaboration of Club/Centre Members regularly;

· Encourages positive participation and involvement of family members, and;

· Has a good knowledge of computer based systems.
Estimated Time Commitment & Period of Appointment

The estimated time commitment required as the Manager is _______________ hours per week during the season and _________________ hours out of season.

The Manager is appointed for a period of 12 months and is elected by members at each AGM.

Name of Club or Centre

TEAM COACH ROLE DESCRIPTION 
Purpose: 
The Team Coach’s role is to ensure the participation of all team members through encouraging individual players’ strengths, strategic techniques and enhancing player skills.

Responsible To: 
The Team Coach is directly responsible to the Club Officials Coordinator or Representative Convenor and the Executive Committee.

Responsibilities & Duties
The Team Coach is expected to:

· Facilitate pre-season team building to plan and devise team strategy;

· Hold and facilitate training for team members at least once a week;

· Provide continuous strategic and practical skills training to develop individual player skills and strengths;

· Encourage full participation by each team member and encourage team cohesion;

· Encourage positive communication between team members and game officials;

· Encourage participation and involvement of family members;

· Communicate effectively with the Club/Centre Manager as to team requirements;

· Attend all games and tournaments;

· Attend all Club/Centre meetings, fundraising and social events, and;

· Take responsibility for up-skilling their own coaching ability on a regular basis.
Knowledge & Skills
Ideally the Team Coach is someone who:

· Can communicate effectively;

· Is well organised;

· Can pre-plan effectively for training, games & tournaments;

· Can promote collaboration of team members;

· Encourages positive participation and involvement of family members;

· Has a sound knowledge of coaching;

· Is self motivated and shows initiative regarding professional development and up-skilling, and;

· Will assist the Executive Committee with team selections at trials.

Estimated Time Commitment & Period of Appointment

The estimated time commitment required as the Team Coach is _______________ hours per week during the season and _________________ hours out of season.

The Team Coach is appointed for a period of 12 months and is elected by members at each AGM.

Name of Centre

DRAW STEWARD ROLE DESCRIPTION
Purpose: 
The Draw Steward’s Role is to ensure the completion of draws for season competition. 

Responsible To: 
The Draw Steward is directly responsible to the President and members of the Executive Committee.
Responsibilities & Duties
The Draw Steward is expected to:

· Produce weekly draws for seasonal competition;

· Liaise with the Umpires Convener re: allocation of umpires to games;

· Respond appropriately to all enquiries relating to draws;

· Consider and accommodate where possible, requests from clubs for game times, Byes, courts etc.;

· Provide and present reports about draws to Executive/Management Committee meetings monthly;

· Convene Draws Committee to assist with grading as required;

· Complete Executive Duty during seasonal competition as rostered;

· Distribute draws via email as requested by Clubs

· Upload draws & results grids to the website, and;

· Conduct any other duties as requested by the President.

Knowledge & Skills
Ideally the Draw Steward is someone who:

· Is well organised;

· Can communicate effectively and has good interpersonal skills
· Is self motivated and open to new ideas and continuous improvement, and;
· Has a good knowledge of computer based systems.

Estimated Time Commitment & Period of Appointment

The estimated time commitment required as the Draw Steward is _______________ hours per week during the season and _________________ hours out of season.

The Draw Steward is appointed for a period of 12 months and is elected by members at each AGM.
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VII. 
Recruitment
Most of our Volunteers get involved initially because their kids are involved or someone else ‘dragged’ them along. This is consistent with SPARC research that indicates the personal approach is the most effective strategy for recruiting volunteers. This needs to be backed up with a simple but effective recruitment process that makes it easy for Volunteers and the Volunteer Coordinator alike.
This section offers some suggestions for developing a recruitment process from publicising your Volunteer offer through to the application process, interviewing, reference checking and screening. 
1. Publicise your Volunteer offer

On your website and/or on your Centre/Club notice board include information on what’s involved in volunteering for you Centre/Club including what’s in it for Volunteers. Highlight the benefits of volunteering e.g. gaining skills they can use in the future, making friends, having fun and helping others succeed. The information on MyNetball (http://www.mynetball.co.nz/community-netball/58-volunteer.html)

website is a good example of the kind of information you may want to include or direct people to, along with information on any Volunteer roles you’re looking to fill and contact details for the Volunteer Coordinator.
2. Assess your Volunteer needs

Having written role descriptions is one thing – knowing how many Volunteers you need to fill the roles that need doing is another. It’s worth recording this information as part of your recruitment plan. The information you need to know is: how many Volunteers you need; in what roles; and, at what level and/or the skill set needed. This will also help you to identify any skills gaps so that you can take the initiative and find Volunteers to fill them. There is room for recording this information in the template for a recruitment plan that follows. 
3. Have a recruitment plan
Finding Volunteers is often the most challenging tasks of Volunteer Coordinators. For this reason it is important to have a plan in place so you know what you need, you can engage others in helping you and you can measure your success. Use the resources that follow to develop strategies and avenues for recruiting Volunteers. There is also a template for a Recruitment Plan. 
4. Provide a welcome pack to new Volunteers

A welcome pack provides new Volunteers with all the information they need to understand the basics of the role they’ve been asked to do as well as the organisational policies and procedures that are relevant to them as a Volunteer. To make life easy for you Netball New Zealand have develop a generic welcome pack that you can customise for your needs. You can download a copy here. http://www.mynetball.co.nz/profiles.html
5. Trial different campaigns

As part of your recruitment plan it is worthwhile trialling specific campaigns to attract more Volunteers from time to time (If you need them). These may include – “open days” for Volunteers, a “bring a friend” campaign and “Youth Volunteer” campaigns targeted at schools. You may also want to get together with other voluntary organisations that rely on Volunteers and consider holding a Volunteer fair at your local shopping mall or at a company.
6. Develop an application form

Application forms are useful for a number of reasons. They can help you: 
· Understand a Volunteer’s skills and motivations

· Match a Volunteer to an appropriate role

· By acting as a screening device

· By telling you how Volunteers hear about netball
There is a template for an application from you can use in the resource section that follows.
7. Interview prospective candidates

An interview sounds very formal but all it really is is a one on one chat. This provides an opportunity for you to tell the prospective candidate more about your Centre/Club and what your expectations are, and give them an opportunity to clarify what they are interested in and what will work for them. Some helpful questions are included in the resources that follow.

8. Screening process for Volunteers
Your Centre/Club has a responsibility to its members to keep them safe, particularly the young people in your care. This means making every effort to ensure that your Centre/Club is a safe environment for everyone. There are several ways to screen prospective candidates: self-vetting, interviewing, reference checks and police checks. You’ll find more detail on each of these in the following section. 
Resources for Recruitment
· Volunteer Recruitment Plan
34

· Strategies for Recruiting Volunteers
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· Volunteer Application Form
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· Tips for Interviewing Volunteers
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· Interview Guide
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· Screening Volunteers
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· Sample Reference Form
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· Consent to Disclosure of Information Form (Police Check)

44
· Ways to say “No” to a Potential Volunteer
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· Guidelines for Matching Volunteers Roles
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VOLUNTEER RECRUITMENT PLAN
	Role
	Level
	No. Required
	Skill Set
	Options for where 

and how to recruit
	Action
	By who, by when

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


STRATEGIES FOR RECRUITING VOLUNTEERS
We know from our research in netball that the most effective way to recruit Volunteers is through “shoulder-tapping”. This is consistent with SPARC research that indicates the personal approach is the most effective strategy for recruiting Volunteers. 
This approach also helps to line up people’s skills and interests with particular roles. It’s important not to put new Volunteers off by asking them to do too much too soon. Set clear expectations by asking them to do a clearly defined role with a specified time commitment. Providing them with a specific role description can help with this. 

There are a number of other strategies for recruiting Volunteers that have also proved successful. Some of these are outlined below.
Appeal to people’s imaginations

· Market the WIIFM (“what’s in it for me” – from the Volunteers perspective) i.e. the benefits of volunteering to the individual as well as the impact they can have in a volunteering role;

· Think about alternatives places to advertise in addition to your website, newsletter or annual awards presentation;

· Make your materials look good – get some help with the design (a Volunteer with skills in this area perhaps?!) use pictures, stories, graphics and devise catchy names and titles;
· Be enthusiastic and excited yourself – sincerity wins out over technique every time;
· Tell prospective candidates why you decided to ask them – what skills or personality traits make them a good candidate.
Avoid the guilt trip approach

· Frame your volunteering opportunities positively e.g. “this is a great opportunity for anyone who is interested in honing their skills in giving clear instructions and impacting on kids self-esteem” as opposed to “we won’t be able to do this if we can’t find anyone who will Volunteer”. 
Be specific about roles, time commitments and skills needed

· Be upfront about what you need in terms of the role, the skills and how much time is required – use the templates to develop simple role descriptions for each Volunteer role.
Offer ongoing, short-term and one-off opportunities
As you assess and plan for the recruitment of Volunteers also include short term and one-off opportunities for those who would still like to help but don’t want to commit longer term. This approach can work particularly well for young people and can make great use of their particular skills and interests. Think about specific tasks e.g. getting a database operational, running the Volunteer Survey, (http://www.surveymonkey.com/s/6Q3PWD6) or setting up a template for a Centre/Club newsletter. 
· For each short-term role or one-off project develop a simple role description and outline the role, skills and time commitment required so everyone is clear about what is being asked and offered.
Always follow up

· Once a potential Volunteer has expressed interest always follow-up promptly and continues to keep in touch with them and update them on where things are at.
Delegate recruiting 

· Consider developing a role for an “inviter” – someone who has great skills with people and is happy to approach people individually and actively recruit for the roles you need filled;
· Identify those in your Centre/Club who have good contacts and can make use of these to fill roles;
· Have a computer-savvy person identify and update listings on local websites outlining volunteering opportunities with your Centre/Club;
· Consider what other networks Centre/Club members are involved with professionally and personally and see whether there is an opportunity to make appeals to these groups for Volunteers;
· Actively seek Volunteers from a range of racial, ethnic, age groups who may not currently be well represented but may be an untapped opportunity for netball both as Volunteers and participants. 
Try these methods
· Letters to parents of children in teams
· Hang posters 
· on Centre/Club notice boards, 
· at the local community centre, on community notice boards 
· Utilise connections with schools and local parent-teacher associations
· Phone calls or personal notes sent to likely candidates for specific roles
· Fliers/Brochure

· in the Club/Centre office area

· at local businesses and organisations

· handed out at netball games and child-centred events e.g. festivals 

· Announcements or Vacancies Ads

· on your website, and/or facebook page

· in community newspapers

· Public Service announcements on local radio on volunteering 
websites e.g. www.volunteernow.org.nz / www.volunteernet.org.nz
· Contact local community partners who might place Volunteers e.g. businesses that might support Volunteer placements

VOLUNTEER APPLICATION FORM
Thank you for considering volunteering at our Club. The information in this form is being collected for the purposes of better managing our Volunteers and assisting you to assist us. Only people in the Club with a legitimate reason will have access to this information.

	Name:
	Sex: M/F
	Date of birth:

	Home Address
	Telephone No:

Mobile No (if different):

Email address:

	
	

	Postcode:
	


	Why do you want to Volunteer as:  (for example: Coach, Treasurer, Volunteer Coordinator, Volunteer Training Coordinator, Club Secretary?)



	What skills and experience could you bring to the position?



	Where did you see or hear about this Volunteer opportunity?



	What time would you like to commit each week?

	Are you likely to be able to Volunteer for more than one season? 



	Do you have any health conditions that would affect your role as Volunteer? Is there anything we need to do to assist you with this in your Volunteer work? If so, please explain.

	Emergency contact details – please include address and phone numbers: (someone we can contact in case of an emergency)

Name:

Address:

Relationship:



	Is there anything else you would like to add that you think would be helpful or useful as part of this application?




PLEASE PROVIDE THE NAMES AND CONTACT DETAILS OF TWO REFEREES: 

(We will not contact them without first letting you know)

	First Referee

Name:


Address:

Relationship:

Years known:

	Second Referee

Name:

Address:

Relationship:

Years Known:




If required, I would be happy to participate in a police check.       Y     /     N

	Signed: _____________________
	Date: _____________


Source: SPARC’s Toolkit for Clubs 

TIPS FOR INTERVIEWING VOLUNTEERS

· Consider the purpose of the interview – are you interviewing for a specific role or are you interviewing to find a role to uses the skills and meets the interests of the potential Volunteer?
· Have a list of questions to ask. It helps if these are open-ended i.e. questions that require more than a “Yes” or No’ answer. For example, questions that start with:
· Tell me about …
· What do you think about …
· How would you feel about …
It’s sometimes helpful to give the person a steer on the kind of response you are looking for by giving them an example of the kind of answer you’re after.
· If a potential Volunteer has completed an application from its useful to have a look at it in advance. The information they’ve provided can help you figure out what questions you may ask to find out more about them. And what they might bring to your Centre/Club.
· If you’re not interviewing for a specific role it can be useful to explain the range of volunteering roles you have available. This may help the person consider what most interests them.
· It can also be useful to have a standard set of questions to work through with a potential Volunteer. You’ll find a template for a standard interview guide in the forms section that follows.
Adapted from SPARC’s Toolkit for Clubs (http://www.sparc.org.nz/en-nz/communities-and-clubs/Toolkit-for-Clubs/)
INTERVIEW GUIDE 


There are some things to avoid in interviews and some things you should try and do.
Things to do  

· 
Remember it’s a two way process. Don’t just think of your own information needs – remember an interview is an opportunity to get to know the person and give them information 

· 
Ask questions that relate to the role description 

· 
Only ask questions that assess the role related skills.

Things to avoid

· Do not ask questions that are protected by human rights laws – age, gender disability, marital status, sexual orientation, religion and political views

· Don’t ask about educational achievements that are not relevant to the position.

Questions 

· 
Tell me about why you want to Volunteer as:  (for example: Coach, Treasurer, Volunteer Coordinator, Volunteer Training Coordinator, Club Secretary?) 

· 
I know from your application that you have a number of skills and abilities. Which of these do you think will be important as a Volunteer?

· 
What aspects of volunteering do you think you will most and least enjoy? 

· 
What skills and experience can we help you gain?

· 
What time can you commit each week? Are you likely to be able to Volunteer for more than one season?

· 
What questions do you have?

Source: SPARC’s Toolkit for Clubs (http://www.sparc.org.nz/en-nz/communities-and-clubs/Toolkit-for-Clubs/) 
SCREENING VOLUNTEERS

Screening alone will not guarantee that unsuitable candidates will be screened out. This is why it is equally important to have robust processes in place for all aspects of recruitment, training and supervision of Volunteers.
There are a number of ways to screen potential Volunteers:
Self-vetting 

This means that Volunteers may screen themselves out. By indicating that a police check may be required on the application form, people may choose not to apply because they know they have a criminal record. By being specific about the role you are seeking a Volunteer for and what skills are needed, potential Volunteers can decide if they have the right skills and if the position is of interest to them and screen themselves out without embarrassment if it does not.

Interviewing

This has been dealt with in the previous section but don’t discount it as a way to gain information to help you decide if a potential candidate is appropriate for a role and for your Centre/Club.

Reference Checks

You’ll notice in the sample application form that potential Volunteers are invited to provide the names of two referees. Checking references is another way to screen applicants to ensure they are appropriate for a role and your Centre/Club. Do not contact referees without first advising the potential Volunteer that you are going to do so. A sample reference checking form that can be completed by referees themselves or by you over the phone is included in the resources section. If you complete the reference check over the phone its worth keeping notes as a record of your conversation.

Police Checks

At present Netball New Zealand does not have a formal policy on police checking. Whether you do or don’t is up to your Centre/Club. If you believe police checking would be a helpful screening process for those in key volunteer positions see the police information on the New Zealand Police Vetting Service. 
http://www.police.govt.nz/service/vetting/guidelines.html
 To complete a Police Check Volunteers must fill out a consent form in which they agree to disclose their information. A sample Consent to Disclose Form is included in the templates that follow.

It is critical that your Centre/Club respect the confidentiality of the information that you are provided with.


SAMPLE REFERENCE FORM
Applicant’s Name: _______________________   Date: ______________________
	Please tick the box that best describes the applicant
	Always
	Usually
	Sometimes
	Never
	Don’t Know

	a. Works well with others
	
	
	
	
	

	b. Discreet/Trustworthy
	
	
	
	
	

	c. Dependable
	
	
	
	
	

	d. Flexible
	
	
	
	
	

	e. Patient
	
	
	
	
	

	f. Takes initiative
	
	
	
	
	

	g. Positive/Friendly
	
	
	
	
	


1. How long have you known the applicant? 
2. How well do you know the applicant? Circle One:

Well 
        Fairly well

Somewhat
Not well
3. In what capacity have you known her/him?

4. How do you see this person working with children?

5. Are you aware of anything that may make this person unsuitable to volunteer with netball?

Other comments:

Your Name: ___________________​​​__________ 
Date: _______________

CONSENT TO DISCLOSURE OF INFORMATION

(Police Check)

Licensing & Vetting Service Centre 

Office of the Commissioner 

P0 Box 3017 

WELLINGTON 

...................................................................................................... 

  (Surname)    


(First Names) 
.......................................................................................................
(Maiden or any other names used) 

Sex............... (M/F)    Date and place of birth........................................................... 

Nationality............................... 
Residential Address.............................................. 
Suburb................................................

City...................................................... 
NZ Drivers License number....................................................................................... 
I hereby consent to the disclosure by the New Zealand Police of any information they may have pursuant to this application, to …......................Centre/Club

I understand that any record of criminal convictions I might have will automatically be concealed if I meet the eligibility criteria stipulated in Section 7 of the Criminal Records (Clean Slate) Act 2004. 

Signed.............................................................   
Date.......................................... 
COMMENTS OF THE NEW ZEALAND POLICE 

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..
WAYS TO SAY “NO” TO A POTENTIAL VOLUNTEER 
Difficult as it may be sometimes you will need to say “no” to someone who wants to Volunteer. This can be a tough decision. A prospective Volunteer may say something that makes you question their ability to do the work. They may have scheduling issues or other needs tor interests that conflict with those of your Centre or Club. Or perhaps a current Volunteer does something that is inappropriate and the only prudent response is to ask them to leave.

Here are some suggestions of handling these types of situations:

Be direct – as difficult as it may be the most effective course of action you can take is to be upfront and assertive about your decision.

Be clear about your reasons – you must identify for yourself and the Volunteer why it is that they cannot do the work they are interested in. Make sure your reasons make sense and are directly related to the role they wish to do.

Consider a trial period – sometimes first impressions are wrong. Consider a trial period to see how they actually function in the role, however, be clear that there is a trial period, how long it will last, and what will happen at the end of it.

Offer options – perhaps there is another way the person can support your Centre or Club, or there may be another organisation to which their skills are more suited. 

Anticipate challenges – if you expect the person will be upset or unreasonable, have someone else present or complete the conversation by phone. Let them know whom they might talk to if they do not accept your decision. It is helpful for you to role play the conversation with someone else on the Executive Committee to get some input before having the conversation.

Consider their feelings – no-one likes to be turned down and you still want the person to think positively of your Centre or Club. Be respectful and affirming where you can without mixing messages.
GUIDELINES FOR MATCHING VOLUNTEERS TO ROLES 
If a volunteer has applied for a specific role, and has the skill to do that role and the role is available then matching the Volunteer to the role should be easy. If the Volunteer has not applied for a specific role then there are various methods for matching the Volunteer to a role.

Consider the needs of the Centre/Club – review your Volunteer Recruitment Plan and consider where the priorities are. Share the potential roles with the Volunteer and explain what the various roles entail and what skills are needed for each. Encourage the Volunteer to fill the greatest need but don’t coerce.

Scheduling needs – at times it may be helpful to narrow down the possibilities based on the availability of the Volunteer.
Find out if there is a particular need for Volunteers - ask other the coordinators of particular groups of Volunteers and members of the Executive Committee to identify any particular needs.

Volunteer interests – at times you may have a Volunteer with a particular interest or area of expertise that your Centre or Club can benefit from. Finding a special role for them is appropriate. Create a one-off role description and identify the support this Volunteer will need to do this.

Volunteer motivation – it is important that there is a match between the Volunteers’ motivation and the role they take on. You can help facilitate this by explaining the nature of the various roles available and checking in with them, especially in the beginning, to make sure the role is actually a good fit for them and to troubleshoot if any issues arise.

VI. Retention

We all know it is much less effort to keep the Volunteers we already have than to go out and recruit new ones. According to our research the three reasons that would encourage Volunteers to stay are: improved communication, further training and support and more active attempts to manage burnout especially for those who currently fulfill more than one role.

This section offers suggestions and resources to help address these issues and to keep the Volunteers you’ve got.
1. Clear induction process
It is important to have a clear and consistent induction process that ensures all new volunteers are supported to make a smooth transition into their roles. Induction or orientation is simply n introduction to your centre or club so that new Volunteers feel confident that they know their way around and know what they need to know to be able to perform their role effectively. There is an outline of what to cover in an induction in the resources section.
2. Survey Volunteers

Unless we ask we don’t always know what Volunteers are thinking. Netball New Zealand has designed a Volunteer Survey to provide you with information on reasons why people Volunteer, how they feel about their Volunteer experience, what training and development they would like and how their volunteering experience could be improved. The survey is free for use for Centres and Clubs. Instructions on how to use it can be found here. (http://www.surveymonkey.com/s/6Q3PWD6)
3. Offer specialised training
Its not possible to do it for all Volunteer roles, however, if you have put money in the budget for Volunteers part of it may go towards sending those in specialised roles like coaches, umpires and bench officials to attend advanced training courses at a regional level. Some suggestions for offering training are included in the resource section.
4. Ensure good Volunteer relationships

Not always easy to do but part of your role as Volunteer Coordinator will be to ensure good relationships between the Volunteers at your Centre or Club. This is especially important between long-term Volunteer and newcomers. Tact and diplomacy go a long way to ensuring this along with doing your best to ensure that no-one loses face unnecessarily. 
5. Each Volunteer has a designated support person

In each of the template role descriptions outlined earlier there is a person that each of the roles is responsible too. This will usually be the person to whom a Volunteer can go for advice and assistance. You may want to spell this out either in the role description or in the Welcome Pack.

6. Volunteer workloads are monitored

All Volunteers need to be supervised and supported to ensure their workload is reasonable and adjustments are made as needed. As Volunteer Coordinator you keep a watching brief on the workloads of Volunteers. Coach, Umpire and Bench Official Coordinators can be invaluable in keeping you up to speed on who is at risk of burning out. Burnout is a particular danger for those Volunteers who fulfil more than one role. The resource section includes a checklist for symptoms of burnout that may be helpful to review.
7. Volunteers receive feedback on their work

Regardless of whether people are only Volunteers, everyone likes to know their work is recognized. Providing feedback to volunteers about how they are doing and the value their work has for your centre/club is vital to retaining them. Make a point of paying attention so that you can give people specific feedback about what they are doing well and encourage coordinators of other groups to do the same. A framework for giving specific feedback is included in the resource section.
8. Volunteers report regularly on their activities

It is important that Volunteers have a means to report regularly on their activities. This may happen via regular meetings of specific Volunteer groups such as Coaches, Umpires or Bench Officials. In order to track the effort Volunteers are putting in you may ask Volunteers to complete a simple time sheet – a template is included in the resources section. This will provide your Centre/Club with valuable information to enable you to quantify the amount of hours Volunteers put in and to understand the cost-benefit ratio of volunteering. This information can also be used in highlighting the contribution volunteers make to your Centre/Club and their impact.
9. There is a process to handle grievances
From time to time issues will arise with Volunteers that need resolving. It is important that there is a transparent process in place so the Volunteers have an avenue for their concerns to be heard and addressed in a fair and open manner. Sample disciplinary and grievance policies are included in the resource section. 
10. Process for debriefing if needed

It is useful to have an in- formal process for debriefing Volunteers in key roles when necessary, for example after significant tournaments. The purpose of this is continued improvement. This can be as simple as asking what went well? What can improve be improved on? What will we do differently as a result? The important thing is to have the connection.
11. Up-to-date Volunteer records are maintained

Maintaining records on Volunteers doesn’t need to be complicated but having a mechanism to gather and store information about Volunteers will help you plan, report and manage your Volunteers more effectively. There is an outline of the information you may wish to keep on Volunteers. Remember you must hold this information in a way that ensures it is safe and confidential e.g. in a locked cabinet that only those that need access to the information have access to.

Resources for Retention
· Basic Induction Information for Volunteers
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· Training Volunteers






52
· Understanding Burnout
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· Sample Time Sheet
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· Information to collect on Volunteers
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· Giving Feedback
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· Sample Volunteer Disciplinary Policy & Procedure
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· Sample Volunteer Grievance Policy & Procedure
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BASIC INDUCTION INFORMATION FOR VOLUNTEERS
Volunteers new to your organisation need to be given an introduction to “how things are done around here”. This doesn’t need to take long. A typical induction takes about 20-30 minutes.

A basic induction should include:

· A copy of your Welcome Pack, you can customise this from the Netball New Zealand pack here.  (http://www.mynetball.co.nz/component/docman/doc_download/515-volunteer-welcome-pack.html)
· An outline of your Centre/Club’s rules and procedures
· Clarification of the Volunteer’s role
· Confidentiality expectations
· Where to find equipment and resources
· Scheduling and communication of tasks
· Who they notify with scheduling issues or if they’re going to be absent
· How to handle problem situations that may arise
· Time to ask questions
· A tour of the Centre/Club including restrooms, tea and coffee making and fire evacuation procedures as well as other health and safety matters they should be familiar with
· Information on upcoming training or meeting times
TRAINING VOLUNTEERS
In addition to the basic induction there may be common information and skills needed by particular groups of Volunteers e.g. Coaches, Umpires, and Bench Officials. If you can offer these types of training in a quality way to your Volunteers, you will be significantly enhancing their Volunteer experience and their level of engagement.

Of course, not all Volunteers will want to learn more or have the time to commit to training but others will benefit from ongoing opportunities to gather and talk about their work.
Knowing what you are likely to be able to provide based on available time and expertise here are some suggestions for creating and offering training beyond the basic orientation outlined above:

Identify the topics – and prioritise these based on what Volunteers need and want to know and what your Club/Centre needs and wants them to know

Identify how training will be offered – for those short on time tapping into paper or web-based resources in their own time can be helpful otherwise you or other specialists in your Centre or Club can lead site-based training, refer them to district or regional training when it is relevant and appropriate.

UNDERSTANDING BURNOUT
Burnout is a state of emotional, mental and physical exhaustion caused by excessive stress. It occurs when people feel overwhelmed and unable to meet the demands made on them. As the stress continues the person may lose interest in or motivation for the role that they wanted to do in the first place.

Burnout is not the same as stress. Stress by in large involves too much – too many pressures that demand too much of someone physically and psychologically. Stressed people can, however still imagine a time when they will get things under control. Burnout on the other hand is about not enough. Being burned out means feeling devoid of motivation and beyond caring. People experiencing burnout often don’t see any light at the end of the tunnel. While you’re usually aware when you are under a lot of stress you don’t always notice when you’re burned out.

Anyone who feels overworked and undervalues is at risk of burnout. Work-related causes of burnout include:

· Feeling like you have little or no control over your work

· Lack of recognition or reward for good work

· Unclear or overly demanding job expectations

· Doing work that’s monotonous or unchallenging

· Working in a chaotic or high-pressured environment
But burnout is not solely caused by stressful work or too many responsibilities. Other factors such as lifestyle and certain personality traits can contribute as well.

Lifestyle causes of burnout:

· Working too much, without enough time for relaxing and socializing

· Being expected to be too many things to too many people

· Taking on too many responsibilities, without enough help from others

· Not getting enough sleep

· Lack of close, supportive relationships

Personality traits that can contribute to burnout:

· Perfectionist tendencies, nothing is ever good enough

· Pessimistic view of yourself and the world

· The need to be in control, reluctance to delegate to others

· High achieving, Type A personalities

Burnout is a gradual process that occurs over an extended period of time. The signs and symptoms of burnout are subtle at first but they get worse as time goes on. Learning to recognize these early symptoms as warning signs and taking action is important to arresting the progression of burnout.

Physical signs of burnout:

· Feeling tired and drained most of the time

· Lowered immunity, feeling sick a lot

· Frequent headaches, back pain, muscle aches

· Change in appetite of sleep habits

Emotional signs of burnout:
· Sense of failure and self-doubt 

· Feeling of hopeless, trapped and defeated

· Detachment, feeling alone in the world

· Loss of motivation

· Increasingly cynical and negative outlook

· Decreased satisfaction and sense of accomplishment
Behavioural signs of burnout:
· Withdrawing from responsibilities

· Isolating from others

· Procrastinating, taking longer to get things done

· Using food, drugs or alcohol to cope

· Taking out frustrations on others

· Skipping work, coming in late or leaving early
As a Volunteer Coordinator there are a number of things you can do if you notice a volunteer demonstrating signs of burnout. These include:
· Actively address problems – if you notice that someone seems stressed or is exhibiting symptoms of burnout gently bring it to their attention and see if they recognise the behaviour in themselves. Ask them what would help?

· Clarify role expectations – use the role description for their position to identify those things that they are expected to do and those that are above and beyond the call of duty. Agree on what can be taken off the list.

· See if a change of role would be helpful – if a Volunteer has been doing the same role for some time , ask if a different role or a different level of role would be more interesting and fulfilling for them

· Schedule time off – perhaps its time for the person to take some time off – it may be worth considering a holiday from volunteering – recognising that if they’d like to come back there will still be a role for them.
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Volunteer Signature ___________

Thank you for your generous commitment of time and talent to Name of Club/Centre Please forward this time sheet to (Name), Volunteer Coordinator (email address) by the 25th of each month

INFORMATION TO COLLECT ON VOLUNTEERS
	Information
	Collection Method
	Purpose

	Name, contact details, emergency contact, date of birth, health issues or support needed, references
	Application Form
	Contacting the Volunteer, identification and understanding their needs

	Motivation, how they heard about the opportunity, areas of interest, skills experience or knowledge, availability
	Application Form and Interview Process
	Improve recruitment, matching and placing Volunteers effectively

	Hours pent volunteering and activities undertaken
	Optional time-sheet
	To quantify the amount of hours Volunteers help out and to understand the cost-benefit ratio of volunteering

	Amount and type of expense incurred
	Expenses claim form
	To reimburse Volunteers for out-of-pocket expenses and to understand the cost-benefit ratio of volunteering

	Suggestions for improving activities, complaints, feedback or evaluation of Volunteer placement
	Volunteer Survey, Exit Interviews , Feedback Forms
	To improve Volunteer Management, understand the impact and outcomes of volunteering and to create a high quality Volunteer experience which helps the Centre/Club meet its goals


GIVING FEEDBACK
The Center for Creative Leadership (CCL) (www.ccl.org) has a three-step process for giving effective feedback called the Situation-Behaviour-Impact model. As they observe: “SBI provides a structure that helps keep your feedback focused, relevant, and increases the likelihood it will be received in a clear, non-defensive manner by the recipient.” 
The SBI model ahs three parts:
Situation: 
Explain the problem that needs to be discussed. Be specific about the details.

Behavior:

Describe the behavior the person used, using ‘I’ statements. Talk about both what the person did and how it was done. Focus on body language, tone of voice and choice of words
Impact:

Explain how the behavior impacted the circumstances.

Communicate how the behavior affected the organisation, team, project or customer.

Communicate what you need to happen, and if appropriate, include a consequence if the desired behavior does not occur in the future.

Example – Giving Positive Feedback

Situation: 

“I overheard you talking to Jodie yesterday about the new coaching training. It sounded as if she was quite worried about the impact this course would have on the existing training schedule.”
Behavior: 

“You remained calm, took the time to listen carefully to what she was saying and address each of her concerns.”
Impact: 

“As a result of your actions, Jodie now understands why we are introducing the new program and you may well have rescued one of our star players who has been considering leaving. Thank you. You’re a really positive role model.”
This approach can work equally well on the hopefully rare occasions when constructive feedback is needed.

Example – Giving constructive feedback

Situation: 

“I overheard you talking to Jodie yesterday about the new training programme.”
Behavior: 

“Your voice sounded quite harsh to me and it seemed as if you weren’t really listening to her concerns.”
Impact: 

“Perhaps Jodie was angry and you felt you were not getting through to her. Our relationship with Jodie may have been negatively impacted by your approach. I need you to be aware of this and use an approach in future that demonstrates your willingness to help. Let’s talk about how to handle a situation like this better next time.” 
SAMPLE VOLUNTEER DISCIPLINARY POLICY & PROCEDURE
Policy

The (Name of Centre/Club) recognises that the object of disciplinary procedures is to give clear guidelines to the organisation's staff and Volunteers in the establishment of standards of conduct, and in the effective operation of the services provided by the Centre/Club. 
The procedures aim to ensure that the standards are adhered to and that those involved in the disciplinary matter are dealt with in a fair manner.

Procedure

1. If someone (Volunteer, staff member, an organisation or member of the public) has a complaint about a Volunteer they should first try to discuss it with the Manager/President of the Centre/Club.

2. This discussion might indicate a training need for the Volunteer, extra support or supervision.
3. If the matter cannot be resolved in this manner then the complaint should be put in writing to the Manager/President. The volunteer has the right to put their case to this senior person and to be accompanied by a colleague.
4. If sufficient progress is not made within four weeks, the Manager/President will issue a written warning of suspension pending a decision of the Executive Committee. This should be dealt with at the first Executive Committee meeting after the written warning of suspension.
5. If a Volunteer is found to have committed serious misconduct (for example theft, an act of violence, malicious damage, deliberate falsification of documents, harassment) the Centre/Club has the right to suspend him/her immediately while the case is being investigated. The Volunteer will have the right to put his/her case to the appropriate senior person, and to be accompanied by a colleague. The Volunteer will be informed of the organisation's decision within fourteen days of suspension.
6. The Volunteer has the right to appeal and a panel of nominated Executive Committee members will deal with any appeal. The Volunteer will make the appeal in writing. The panel will meet within one month of receiving the written appeal. The Volunteer may attend the appeal panel. All Volunteers have the right to advice and guidance from a person of their choice who may also accompany them to the panel. The panel will make the final decision.   

SAMPLE VOLUNTEER GRIEVANCE POLICY & PROCEDURE

Policy
The (Name of Centre/Club) recognises that Volunteers have the right to raise grievances about any matter related to their volunteering (this could be in relation to another Volunteer, a member of the paid staff, or the manner in which they are being treated by the Centre/Club).

The welfare of its Volunteers is of paramount importance to the Centre/Club. The grievance procedure is in place to ensure that all Volunteers are dealt with in a fair manner.

Procedure
1. If a Volunteer has a complaint against a member of staff, another Volunteer or the organisation in general they should first discuss this with their Manager. The Volunteer may be accompanied by a colleague at this meeting.

2. If the Manager is the person who the complaint is against then the matter should be referred to another senior person from the Executive Committee.
If the matter is not resolved at this initial meeting the complaint should be made in writing to the Executive Committee. This will require a special meeting of the Committee. It will be dealt with within fourteen days and treated in a confidential manner.
VII. Recognition
The number one method for retaining Volunteers is to ensure that they know that they are appreciated. There are many ways to thank and recognise Volunteers and both formal and informal methods are important.

This section offers suggestions and resources to help you think of creative 
and appropriate ways to recognise Volunteers.

1. Individual Volunteers’ efforts are formally recognised

All Volunteers need to have their efforts formally recognised at least once a year. This includes Board or Committee members. There are already a number of schemes in place to recognise Volunteers including the SPARC Volunteer Awards and the New World Volunteer Scheme.

More information about the SPARC awards can be found here http://www.sparc.org.nz/volunteers
Regional Sports Trusts also often have awards for Volunteers. Contact details for your Regional Sports Trust can be found here: http://www.sparc.org.nz/en-nz/our-partners/Regional-Sports-Trusts/List-of-all-RSTs/
 Netball has its own scheme in the New World Volunteer Awards; details of which are included in the resource section.

In addition you can make use of existing publications and find additional opportunities to share the accomplishments of Volunteers with the public, funders and supporters e.g. articles in the media, newsletter, website. To support you in this we include in the resources section suggestions for how to get stories about your Volunteers in the paper.
2. Individual Volunteers’ efforts are recognised informally and frequently
All Volunteers need to know their efforts are sincerely appreciated on a regular basis. Gallup research on employee engagement indicates that people need to receive recognition or praise for doing good work once every seven days to feel engaged! In the resource section there are numerous suggestions for ways to recognise Volunteers in addition to just saying ‘thank you” regularly.
3. There are clear channels for Volunteers to voice their opinions
Volunteers are a valuable source of information about the community at large. It is important that Volunteers feel they are heard and that their perspectives and ideas are given due consideration. Volunteers should also be part of the decision-making process in formulating the Volunteer Action Plan. Using surveys, meetings and workshops to ask Volunteers for their views and then letting them know how you are going to integrate these into your planning is critical. If you choose not to use a suggestion it is also important to explain why this is so.

It is also important not to over–tax Volunteers by over-consulting. These are busy people who are already giving their time for nothing. You owe it to them to be strategic and efficient about asking for their input making it as constructive and useful for both Volunteers and your Centre/Club. Planning how you will consult with volunteers in advance is useful. Ask your volunteers how and how often they would like to be consulted with and about what. And then plan for this in your Volunteer Action Plan for the year. 
Resources for Recognition
· New World Netball Volunteer Awards Nomination Form 2010
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· How to get stories about Volunteers in the paper
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· What to put in your Media Kit
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· Guidelines for Recognition
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· A Little Psychology
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· Ideas for Recognising Volunteers
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REQUEST FOR NOMINATIONS FOR NATIONAL NEW WORLD VOLUNTEER AWARDS
2010 NATIONAL NEW WORLD NETBALL VOLUNTEER AWARDS
Introduction

Netball New Zealand is pleased to again be recognising the very best of those Volunteers around the country, who keep netball alive in New Zealand.

Sponsors Message

New World understands that without the hard work of hundreds of Volunteers at local Regions, Centres and Clubs, Netball in New Zealand would not be the success it is today.  

New World has again partnered with Netball New Zealand to celebrate the success of the most dedicated netball Volunteers, by awarding them with National Honours.  We have shown our appreciation through the continuation of New World’s Weekly Volunteer Awards programme, and wish to continue to recognise the very best of the Volunteers in your netball communities, those Volunteers who really make a difference to your organisation, and who you could not survive without.

Nomination Process

As in past years, there are four Categories for nominations; Coach, Administrator, Official and Youth Volunteer (please see full descriptions later in body of document).  

Many individuals could qualify in more than one category; however the nomination of a person may be for only one category each year. 

It is acknowledged that many individual’s efforts are the result of several years’ commitment and involvement so while a nomination is made in a particular year it may recognise the individual’s total contribution to netball over the last few years.

Process 

1. Regions are asked to consult with their Centres and/or use current processes in 
place to identify potential nominees. 

2. Each Region may complete this process as appropriate for their area.

3. Once the nominations are received the Region selects their top nominee in each category. 

4. Complete the nomination form attached with respect to the nominee

5. The Region then submits their four nominees – one for each category to NNZ.

6. Send the nomination form/s to NNZ by 6th August 2010
7. Judging of the categories will take place on 11th August 2010, and contact made with the winners and their Regions soon after.

8. Winners confirmed with appropriate Regional Managers.
9. Presentations to the winners of each category will take place during the pre match function at New World International Test Match between the Silver Ferns and Australia on Sunday, 5th September.  Winners will travel and be accommodated with a partner to the test match in Auckland, compliments of New World.
Category Descriptions & Judging Criteria

In all categories, the person nominated must be a “Volunteer” – defined as someone who does not derive a significant source of income from the role that they fulfil. They may receive honorarium or expenses in completing the role that they are nominated for.  The person may cover several years of service or voluntary contribution in the category for which they have been nominated.
Coach 

A coach who has contributed significantly to netball in the Centre or Region.  This person will most likely demonstrate the following qualities:
· She/he is someone who is unpaid; or does not rely on coaching for a main income

· Who may or has coached at a range of levels;
· Contributes to the development of players and/or other coaches;
· May or may not have children involved in the sport of Netball. 
· Has demonstrated a positive commitment to ongoing development as a coach e.g. involvement in NNZ coach accreditation, attendance at coach development workshops and seminars etc
· Demonstrates positive coaching behaviours i.e. organised practices, positive sideline behaviours.
Administrator

An Administrator in Netball who has contributed significantly to the administration of netball in the Centre or Region.  This person will most likely demonstrate the following qualities:
· Is a member of your Committee or Board if working in a voluntary role;

· She/he is unpaid or does not rely on the administration as a main source of income

· Takes responsibility for leadership roles, e.g. chairperson, secretary, treasurer;

· Always has the best interests of their Centre or Region at heart;

· Gives over and above what could reasonably be expected from a person in that position;

· Is one of those people that every organisation needs and depends on to get things done;

· Works well as a team member and supports and encourages voluntary effort;

· Is respected and admired and always gets the best out of people as a result.  

Official

An Umpire, Team Manager and/or Bench Official who has contributed significantly to the game and the development of this role/s in the Region/Centre.   This person will most likely demonstrate the following qualities:
· Works selflessly to maintain high standards in their chosen Official role.

· She/he is unpaid or does not rely on the administration as a main source of income

· Helps others to achieve similar high standards.

· Makes themselves available for a variety of fixtures and games at all levels.

· Works well as a team member and supports and encourages voluntary effort.

· Is respected and admired and always gets the best out of people as a result. 
Youth Volunteer

A Youth Volunteer is a young person, under the age of 21, who contributes significantly to Netball in the Centre or Region in any of the above 3 categories.  This person will most likely demonstrate the following qualities:
· She/he is someone who is unpaid;

· Will most frequently be found working at Club/School level, although may be involved at Centre or Region level.  

· Involved in either one or more of Coaching, Umpiring, Bench Official or Administration.

· Makes a significant contribution to the success of the Club, Centre or Region.  

· May or may not be a Committee Member.

· Presents a positive role model to other young people through their behaviour and involvement
Timeline of Awards Programme

	Month
	Who
	Date
	Details

	Jun
	NNZ
	Jun 25
	Publish Details of Awards Programme – categories/judging criteria, dates and submission process

Provide Entry Forms/Flyers to RMs to distribute

	Jun
	Regions
	Jun 25
	Send Programme details to all centres

	Aug
	Regions
	Aug 6
	Each Region sends NNZ the Four nominees – one in each category for Final Judging to NNZ

Each Region will also send NNZ a full list of nominations received per region

	Aug
	NNZ
	Aug 12
	Judge entries

	Aug
	NNZ
	Aug 20
	Confirm winners, inform appropriate RMs

	Sep
	NNZ
	Sep 5
	Winners attend Test Match in Auckland
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2010 National Awards Nomination Form

Category for Nomination: (indicate one)

(   Coach

(   Youth 

(   Administrator

(   Official

Name of Nominee:
_______________________________________________
Region: 
_______________________________________________
Regional Manager: 


Name: ______________________________________​​​​​__________________________________________
Signature: ____________________________________________________________________________

(Signature required to validate entry)


Area of nominee involvement: (what has s/he done?)

How has this benefited netball (in the centre/region)?

Any further information:

Nomination forms to be returned to Marcia Bennett, NNZ marciab@netballnz.co.nz
Fax: 09 623 5777, NNZ PO BOX 99710, Newmarket, Auckland 1149.
HOW TO GET YOUR NETBALL CENTRE OR CLUB INTO LOCAL NEWSPAPERS
If you want to recruit more Volunteers, or recognise the work of those who already Volunteer then getting a story in a local paper can be a great way to do this.

Local community-based newspapers need stories but they generally have few resources to go out and research them from scratch. Netball Centres and Clubs are potentially a good source of content because your members and Volunteers, along with their families, friends and neighbors are the paper’s readers.  

How can you make it easy for local newspapers to run your stories?
Get familiar with the publication.

What kind of stories do they normally run? Press releases and handshake photos with brief captions, or human-interest features about local personalities?

Build a relationship with a reporter.

Rather than send your materials in to “the attention of the editor”, check back issues of the newspaper for local stories like yours and take note of who has written them. Establishing a relationship with one or two individuals at the paper can sometimes win you a champion when it comes to pitching stories.

Get to the point of your pitch.

Reporters and editors are always pressed for time, so you need to prepare ahead of time. Know exactly what you’re looking for (both what the minimum coverage is likely to be and what, in an ideal world, you’d love to have happen), and get to the point. If you phone up with a long rambling introduction to your organisation, working towards asking for “a story on our special Volunteer” you’re likely to get rebuffed unless you’ve got a fantastic opening line. Better, ask how to go about submitting an item to the local events calendar or some other specific column. That’s your foot in the door.

Tell a good story.

Never mind anything fancy, hook them with a story that will practically write itself. Talk about the Volunteer who has been driving four hours every Saturday for the last five years just to umpire a team of seven year olds or the local celebrity whose girls play and who thinks netball is the best organised sport around.

If you’ve got a one-sentence “elevator pitch” that immediately plants a picture in the reporter’s mind, you’ve got a great shot at getting into print.

Check the editorial calendar.

What kinds of coverage are planned in advance? How much lead-time does the paper generally require? Are they likely to print your story on shorter notice if it is submitted in publishable form, rather than pitched as a story idea only or submitted as a press release? Does the paper have regular features or special seasonal issues that fit in with your centre or club’s schedule of activities, events and fundraising campaigns?
Put together a Media Kit.

Local newspapers will often take an easy story over one that requires a lot of leg-work. What work can you do on your end to make it easier for the reporter, editor, and layout department? Do provide a collection of backgrounders, artwork (photographs, logos, and other graphic elements to accompany your story), and quotable interviews with key individuals, maps, contacts for more information, and whatever other assets might help to tell your story.

Consider all your options

Feature stories are not the only option for getting your message across. Consider using:

· “What’s happening” columns

· Editorials

· Letters to the editor

· Press releases, for example, for awards won

· Including a media person on your board

· Including the newspaper on your mailing list

WHAT TO PUT IN YOUR MEDIA KIT

To make it as easy for you as possible we’ve put together a list of items to include in your media kit. 

Fact Sheet

Provide some background facts on your Centre or Club, for example:

· Age of organisation, teams and leagues it competes in

· Accomplishments e.g. competition standing, awards won

· Affiliation to Netball New Zealand and relationships with other clubs or centres or sports

· Club size, player ages, nationalities and backgrounds

· Playing season and current game schedule

· Location with a map

· Primary contacts for media
Backgrounders 

These provide detailed information on the story you are pitching. They are generally about 1-3 pages long and should be attached to any news release.
Photos
These need to be high quality and interesting. 

Quotable interviews with key individuals

The example below is sample of a backgrounder about local events to celebrate volunteer week. It starts with information specific to your community, then to your region and finally to the whole country.

Volunteer Week Events in (your community)

List key events with a brief description of each event OR submit your programme of events and activities for the week.

· Include day/date, location, time and admission fee for each event if there is one.
· Entertainers at your main event? (Volunteer dinner, awards night, etc.) - include a brief paragraph about them

· Recognise local partners or donors 

Volunteer Award Nominees or Winners

Include a brief biography (one short paragraph each) for each person who wins an award.
Volunteer Week Events in (your community)

List key events that may be happening for netball in your region or submit a programme of events and activities for the week.
History of Volunteer Week in New Zealand

The incentive for an Awareness Week came from New Zealand’s Volunteer Centres in the 1980s and was picked up as a national event in the 1990s. Since the International Year of Volunteers in 2001, Volunteer Awareness Week has continued to grow. Now Volunteer Awareness Week is celebrated throughout New Zealand with a range of activities and events in the week beginning on the third Sunday in June. (Prior to 2007, Volunteer Awareness Week was held in March.)

GUIDELINES FOR RECOGNITION 

The number one way to retain Volunteers is to make sure they know they are appreciated. Recognition should come from a range of people in different ways. 

There a numerous ways to thank and recognise Volunteers. Expressions of appreciation and recognition go along way in keeping Volunteers motivated and enthusiastic. 

 Make it a priority. Recognising the work of Volunteers is crucial to any Centre or Club who want to attract new Volunteers and keep the ones they have. 

Do it in different ways. Vary your recognition efforts from the informal thank you and spontaneous treats to more formal events, such as dinners and awards. 

Make recognition authentic and personal. Make each occasion you use to recognise your Volunteers meaningful and an opportunity to truly reflect on his/her value to your Centre/Club.

Personalise the recognition. Make sure the recognition is personal – use “I” and “you” language and describe in specific terms how they have made a difference – see the information on the SBI model on page 57 as a framework.
Make it appropriate to the achievement. For example a paper certificate and a personal thank you may be appropriate for a few months service where as a formal award at a formal dinner may be more appropriate for a long serving Volunteer.

Be consistent. Make sure whatever standards for recognition you establish can be consistently maintained by your centre/club in years to come. Holding a volunteer recognition event once a year sets up expectations for future volunteers. 

Be timely. Try to arrange recognition soon after the achievement has been achieved – delaying until weeks or months afterwards diminished the value of your gratitude.

Make it unique. Getting to know each of your Volunteers and delivering recognition in a way that the Volunteer would like to receive it is important – for some this will be public recognition and for others it will be private.

Don’t spend a lot. Most Volunteers do not want you to spend a lot of money to appreciate them. It really is a case of it being the thought that counts.

Make sure the reason for awards are clear and unambiguous. Transparency is key when it comes to giving awards so that it is clear to all those potential recipients why a Volunteer received recognition, in this way, at this time, and why others did not.
A LITTLE PSYCHOLOGY…
Psychologist David McClelland identified three types of motivational needs. Most of us demonstrate a combination of these both in how we get motivated and how we motivate others.
The need for achievement 

These people are motivated by achievement they therefore seek achievement, attainment of realistic but challenging goals and advancement in the role. They generally have a strong need for feedback as to achievement and progress and a need for a sense of accomplishment. 
Recognition for this type may include tangible recognition like:

· Awards, plaques or pins that can be displayed

· Letters of commendation for specific accomplishment from the President

· Recognition for a specific accomplishment in the local newsletter

· Opportunity to use their own ideas to set or attain goals or to be taken up in meetings

· Nomination for area, state or national awards

· Badges of honour or long-service awards

The need for influence
These people are motivated by influence. This driver produces a need to be influential, effective and to make an impact. There is a strong need to lead and for their ideas to be taken seriously. There is also motivation to seek positions of authority and responsibility. They may respond to titles that depict authority and advance their status and prestige.

Recognition for these types may include tangible recognition like:

· Impressive titles

· Ongoing programme or site named for them

· Recognition that will be seen by those in authority and power

· Letter of commendation noting their impact sent to newspapers, schools and magazines

· Sending them to seminars or asking them to teach others

· Introducing them to people of influence and media contacts

· Giving them the opportunity to have input into the organisations direction and decision-making.
The need for affiliation

These people are motivated toward interaction with others and have a need for friendly and harmonious relationships. There is a need to be liked and held in popular regard. They seek opportunities to socialise and are team players.

Recognition for these types may include tangible recognition like:

· Cards, gifts on their birthdays or special holidays

· Letters to supervisors telling of their work to benefit others

· Unexpected thank you notes

· Awards that are personalised with a thank you for the person involved

· Opportunities to give input on the needs of particular participants

· Lunches, picnics, social outings or attending community events as a group

· Including examples of volunteers in slide shows or photos showing their work.

 

IDEAS FOR REGOCNISING VOLUNTEERS
· Gifts hand made by young netballers

· Photos of Volunteers with teams they have worked with

· Framed kids crafts

· Coffee (bags of beans in coffee mug) or coupons to local coffee shops

· Notice board displaying a list of participants ideas for “what gift they would like to give to their Coach”

· Having a key-note speech delivered by a participant or parent sharing their experience how they contribution of a Volunteer has helped them and their child)

· Hand-written notes of thanks

· Tickets to games, players, local events, the lottery
· A large thank you banner with all of the volunteers names on it (make sure you get them all!)

· Certificates that are personalised and accurate

· Send anonymous, humorous cards during hectic times
· Leave candy kisses at Volunteer stations or cubby holes
· Dress in costume for Halloween, St Patrick’s Day or finals day and hand out treats
· “Come as you are” surprise party
· Silly posters
· Anonymous notes on notice boards
· Stop by while Volunteers are working and have a word with each of them
· Smile and call Volunteers by name
· Remember birthdays, anniversaries and personal times of importance
· Coffee cups with names on them
· Labeled areas for coats
· Suggestion box
· Track time Volunteers have worked so they can be recognised accurately –(information from time sheets can help with this) 
· Season kick-off potluck dinner
· Monthly birthday listing for all to see
· Sending “get well’ cards
· Include feature articles on Volunteers in local papers and on your website
· Put Volunteers names forward for awards
· Give each Volunteer a certificate, flower or small gift at the end of the season
· Design a notice board that has the names of all the Volunteers on it
· Volunteer of the month/week/year awards
· Have an “above and beyond the call” award for Volunteers

· Free coffee or treats for on-site Volunteers

· Invite Volunteers to participate in workshops and involve them as speakers

· Letter to the Volunteer’s family letting them know who much the person’s work is appreciated and thanking the family for supporting their efforts

· A Volunteer newsletter just for Volunteers

· Discounts at local shops or on merchandise

· Giving them an item of clothing with your logo on it
· Item with your logo on it e.g. mug, post-it notes, note cards, shopping list, bookmark etc.
· Create a booklet about how much Volunteers mean to the Centre/Club and share it at an event or mail it

· Give Volunteers buttons, pins or badges
VIII. Review & Evaluation
In order to continue to grow your Volunteer base it is important to continually review your practices to ensure that what you are offering is meeting the needs of both your Centre/Club and Volunteers. This means regularly reviewing your Volunteer Action Plan and adjusting it to take account of changing circumstances and needs.
This section highlights the steps you need to be taking to ensure you’re on track.
1. Regular reporting against the Volunteer Action Plan

Ideally the Volunteer Coordinator should report to the Board or Executive Committee once a month on progress and activities of the Volunteer program. The Board or Executive Committee is then responsible for taking any action required. 

The Volunteer Action Plan should be evaluated annually. A range of stakeholders should be involved in assessing the effectiveness of the Plan e.g. Committee members, players, different groups of Volunteers i.e. Coaches, Umpires. Following this consultation actions need to be identified to ensure an adequate supply of Volunteers in the coming year.
2. Consider Performance Review for Key Volunteers
In the Gallup research
(http://www.gallup.com/consulting/52/employee-engagement.aspx) on engagement mentioned earlier the found that other key motivators included having someone talk to you regularly about your progress and being encouraged to develop. For many Volunteers simply coming along and being involved is sufficient. For a few, however, often those in key positions some more formal way of assessing their progress, growth and development will be important.

In the resources section that follows there is an outline for conducting a performance review with key Volunteers.
3. Conduct exit interviews
When Volunteers leave your Centre or Club there is a great opportunity to learn more about their experience and how the volunteering experience may be improved for others. This information can also help you with succession planning.

In the resources section there is a template for an Exit Interview Questionnaire. This can be used as the basis for interview questions or the Volunteer can simply fill it out and hand it back to you.
4. Plan for Succession for key roles
Keeping an eye to the future and planning what you will do when key Volunteers move on is an important aspect of Volunteer Management. The Succession Planning Guidelines in the resources section outline some actions to take to ensure they you are prepared for such eventualities.

Resources for Review & Evaluation
· Performance Review Process with Volunteers
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· Sample Questions for Volunteer Self-Assessment Performance Review
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· Reasons Volunteers Leave
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· Exit Interview Questionnaire for Volunteers



85
· Succession Planning Guidelines
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PERFORMANCE REVIEW PROCESS WITH VOLUNTEERS
Many would see performance reviews for key Volunteers as being too much or too formal. Others are scared off because they feel they don’t have the skills or background to implement them or even introduce them to other Volunteers. 

Another way to look at this as to see performance reviews as a reflection of the importance of the Volunteers who play key roles in our Centres/Clubs It is an effective way of expressing appreciation, identifying issues and needs and holding both the Volunteers and the organisation to account. 

Increasing numbers of Volunteers are looking to develop and enhance their skills through Volunteer work and welcome opportunities to receive constructive feedback and opportunities to reflect and develop further. 

Initiating a Volunteer performance review process should be done sensitively and gradually taking into account any concerns Volunteers may have. Developing a self-assessment tool can be a good first step.
What is a Performance Review?
A performance review is a regular opportunity (usually 6 monthly or annually) to review how a Volunteer is tracking against a set of agreed outcomes. A good Volunteer Performance Review includes the following components:

· A written role description 

· A mutually agreed set of outcomes for a particular role

· An implementation plan

The best performance reviews involve no surprises. Nothing the Volunteer hears in the review should be new to them if the person they are reporting to has done their job and given them regular feedback in the proceeding period. 

How does it work?

The process can be formal or informal but it is important to schedule a time for it and then stick to it. 

Before the session:

· Have the volunteer fill out a self-assessment of how they think they’ve done against the outcomes that were set

· Review the Volunteers role description, outcomes/goals

· Do your own evaluation on how you think the Volunteer has performed against the outcomes that were agreed.
During the session:
· Together, review the role expectations and outcomes
· Share positive feedback and appreciation
· Invite the Volunteer to share their self-assessment and assessment of the support they have received in their role

· Offer your assessment of the volunteers performance

· Discuss the barriers to the volunteers current or continued success

· Discuss future plans for the volunteers – what else they’d like to do, what development they might need etc.

After the session:

· Write a summary report for the volunteers file which both you and the volunteer sign off on

· Follow-up on actions and agreements
The self-assessment questions on the next page may be useful in shaping the conversation.

SAMPLE QUESTIONS FOR VOLUNTEER SELF-ASSESMENT PERFORMANCE REVIEW

1. Do you feel you have reached the expectation or goals we set for your role? If not, what do you think the reasons are for this?
2. Was the estimated time to accomplish your volunteer work realistic? Please explain.
3. Did the Centre/Club provide adequate induction, training, supervision and resources for you to accomplish your role? Please comment and offer any ideas you may have for those that could be improved.
4. What areas of your role have been most satisfying?
5. What areas of your role have been the most disappointing?
6. Have other Volunteers (and staff) been receptive and appreciative of your work?
7. What have been the greatest areas of growth for you in your Volunteer role?
8. Overall how would you rank your performance:
· Exceeding expectations
· Have met all expectations
· Have not met all expectations and need to improve

Please tell us more about your choice:
9. What type of role and time commitment would you like to make in the coming year? (I.e. same role but new challenges? different role?)

10. Please provide any other comments or suggestions you consider relevant:
REASONS VOLUNTEERS LEAVE
Volunteers leave for a number of reasons – often these are a result of change in their personal circumstances, such as a change in demands on their time at work or at home or a child moving on from the sport. 
Sometimes Volunteers leave for reasons that could have been prevented if more attention was paid to their Volunteer experience. These reasons include:

· Being bored in the role they are doing

· Fluctuating or unpredictable workload

· Being given ill-defined assignments that make it hard to know whether they’ve succeeded or not

· Inadequate supervision or training

· Resentment. Overload, unrealistic deadlines
· Emotional stress and personal difficulties

· Lack of appreciation

· Burnout

Having a mechanism to understand why Volunteers leave is important if these factors are going to be addressed for other Volunteers. An Exit Interview is such a mechanism, these can be used to:

· Recognise and thank Volunteers

· Identify problems or issues in particular areas of the Centre/Club

· Uncover recruitment problems or poor matching of Volunteers to roles

· Apologising or putting right any problems caused by the Centre/Club

· Providing closure to the relationship

The Exit Interview Form on the following page can be used either in person or be completed by the Volunteer in writing to answer some of the questions you may need to have answered in order to improve your Volunteer programme.
EXIT INTERVIEW QUESTIONNAIRE FOR VOLUNTEERS

Name:
_____________________
 Phone number: ____________________

Date:
_____________________
Date you began volunteering: _________
1. What benefits did you obtain through your Volunteer role(s) with netball?

2. What was your original motivation for volunteering with netball?

3. Were your expectations of what it would be like to volunteer for netball met?

3. How adequate was the orientation and training you received for your role(s)?

4. What was the most rewarding aspect of volunteering with us?

5. What suggestions, changes or recommendations would you make to improve the experience of Volunteers at netball?
Thank you. We appreciate you taking time to give us your thoughts.
SUCCESSION PLANNING GUIDELINES

Succession Planning is about planning appropriate action for when a person who currently holds a key position in your Centre/Club moves on or is no longer available.

Succession planning is also about retaining your current Volunteers, and engaging fresh new faces. There are four key strategies that help ensure effective succession planning:

Review regularly
Each year when you are reviewing your Volunteer Action Plan review you key Volunteer roles and ask: “What would we do if this key Volunteer were to leave?” Then ask: “How likely is this?”
You need to have a plan in place for the circumstances you can foresee and those emergencies that might put your Centre/Club at risk.

Develop contingencies

Consider having a ‘second in charge’ or “shadow” Volunteer for those Volunteers in key roles so that if they are unavailable for some reason someone else could fill in.

Plan for successors

Consider having a formal succession plan for that role in which long-standing Volunteers have indicated they would like to move on. Often Volunteers hold a lot of institutional knowledge in their heads. With the permission of both Volunteers ask a newer Volunteer to prepare themselves to move into the current Volunteers’ position at the start of a new season. In the meantime explain that it is there role to find out what the person currently in the role does and to capture what they know on paper – for their own information and for your Centre/Club.

Capture Institutional Knowledge

Make sure that when a Volunteer leaves everything they know doesn’t walk out the door with them. Commit critical policies, procedures and critical information to paper and keep this information up to date and accessible.
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