Volunteer
Management Plan

A customisable template and tool for Netball Centres to develop
their volunteer management capability ensuring all aspects of
volunteering are nurtured and consistently maintained.




He aha te mea nui o te ao
What is the most
important thing in the
world?

He tangata, he tangata,
he tangata

It Is the people, it is the
people, it Is the people
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Introduction

Volunteers choose to contribute their time, skills and experience to benefit our Netball community and expect
no payment for this in return. Without volunteers, Netball simply wouldn’t happen. It’s people that influence the

quality of our game so it’s essential that these people are looked after well. We want everyone to reap the value

and benefits that can be enjoyed through sport including our volunteers.

S0, HOW CAN WE
FIND AND HOLD ON
IO THESE AMAZING

PEOPLE WHO HELP
OUR CENTRE THRIVE?

THE IMPORTANCE OF A VOLUNTEER MANAGER/CO-0ORDINATOR

If you don’t already have one, it is highly recommended you find a Volunteer Manager/Co-ordinator. The ideal
person for this role buys into the concept of creating a great volunteer culture and environment. They are
passionate about supporting other people and preferably have personal volunteer experience along with
the ability to motivate and influence in an enthusiastic and friendly manner. This person should be involved
in decision-making - ideally, they will sit on your committee/board.

You can find an example job description here.

WHAT MAKES UP A VOLUNTEER MANAGEMENT PLAN?

The Volunteer Management Plan can be broken into six different aspects of volunteering:
1. Recruitment

2. Appointment and Induction

3. Recognition and Reward

4. The Volunteer Role [structure and descriptions]

5. Retention [culture and training)

6. Succession Planning.

Ensuring you cover these six aspects means you are looking after the complete volunteer experience. Some
common mistakes invaolve, for example, focusing only on recruitment without identifying that your volunteer
culture may need attention.

"


https://www.netballnz.co.nz/netball-nz/resources/library.html

WHY HAVE A VOLUNTEER MANAGEMENT PLAN?

By incorparating the six Valunteer Management Plan [VMP] principles into your Centre, you will ensure that
your overall volunteer flow is maintained. It's natural for volunteers to come and go, and as long as you have
efficient and sustainable systems in place to deal with this, your Centre will continue to function smoathly.
Your Centre will become more efficient, even if it takes more time to set this up in the short term.

DID YOU KNOW?

You are making your own workload

lighter by having this plan in place!

I'M NEW TO VOLUNTEER MANAGEMENT. WHERE SHOULD | START?

It's important to survey and understand your environment befare you get started. You can do this by
conducting a Volunteer Survey and a Volunteer Strengths Weaknesses Opportunities Threats (SWOT] Analysis
for your Centre. Contact the Nethall New Zealand (NNZ] Volunteer Advocate if you would like to receive

these templates. This VMP template has been created for all levels of valunteer management in mind so all
Centres are encouraged to use this. It is highly recommended that you look at Aktive’s Volunteer Management
toolkit - it's a wonderful resource and the information is laid out in a user-friendly way: Aktive’s Volunteer

Management Toolkit.

WHICH LEVEL (ENTRY, INTERMEDIATE OR ADVANCED) SHOULD | USE?

We understand that VMPs will look different as Centres vary in size, staff numbers, offerings and locations.
For this reason, we have developed three levels of examples within the template: entry, intermediate and
advanced. To help gauge where you are, we have incorporated these levels from what we deemed was
relatively simple/not too time consuming to extensive/more time-consuming valunteer management. This
is flexible and your Centre may be able to complete an Intermediate level before an Entry level - please
don’t worry about this. You can add mare tasks to your volunteer belt when you feel you have successfully
completed the tasks and have the capacity to do so.


https://aktive.org.nz/media/rl3lelsx/volunteer-management-toolkit.pdf
https://aktive.org.nz/media/rl3lelsx/volunteer-management-toolkit.pdf

Entry These initiatives should only have a few steps that aren’t too time consuming.

These tasks require some planning.
Reaching Intermediate level also includes completing Entry level.

Intermediate

It’s important you do not feel you need to reach Advanced level if you are a smaller
Centre and the Advanced suggestions don’t wark for you. This plan is flexible,
customisable and provides a guideline not a goal line.

DOES HAVING A VOLUNTEER MANAGEMENT PLAN COVER IT ALL?

Having a VMP is one aspect of volunteer management. You can also participate in external opportunities such
as the Cadbury Volunteer of the Month, Cadbury Volunteer of the Year, Student Volunteer Week and National
Volunteer Week.

Once your plan is finalised, you can share this within your Centre. Everyone should be familiar with this
document and with what you are trying to achieve. Keeping volunteers on the agenda for board meetings or in
people’s minds reinforces how essential it is to look after the people who help us facilitate the game.

ADDITIONAL VOLUNTEER RESOURCES
Aktive Volunteer Management Toaolkit [highly recommended]

NNZ website

NNZ Sport Tutor

Sport NZ Governance Lite

Volunteering NZ

Community Governance



https://aktive.org.nz/media/rl3lelsx/volunteer-management-toolkit.pdf
https://www.netballnz.co.nz/netball-nz/resources/library.html
https://sporttutor.nz/pages/external-dashboard.jsf?menuId=1966800&locale=en-GB&client=netballnz#/?dashboardId=1966036
https://sportnz.org.nz/resources/governance-lite/
https://www.volunteeringnz.org.nz/available-resources/
https://communitygovernance.org.nz/board-resources/
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Appendix 1

VOLUNTEER INDUCTION CHECKLIST

Volunteer: Role: Signed:
Induction lead: Role: Signed:
INDUCTION CHECKLIST AND PROCEDURES TO COVER m NOTES
1. Netball Centre Constitution and Palicies

a. Centre Constitution

b. Centre Rules and Regulations

c. Code of Conduct

d. Safe Nethall for Children Policy

e. futureFERNS Structure and Guidelines

f. Senior Competition Structure and Guidelines
g. Weather Palicy

h. Complaints process

2. Health and Safety & Emergency Procedures
a. Health and Safety Palicy
b. First-aid kit locations and known first-aiders
c. Emergency exits and assembly areas

3 Amenities and Facilities
a. Buildings used/owned
b. Whereahouts of resources
c. Keys procedure if applicable/alarm codes
d. Open/close procedures
e. Manager sign-in/specific training
f. Financial signatory process completed

4, Peaple
a. Roles and people
b. Contact list and details
5. Meetings and Key Dates
a. When meetings occur/booked for
b. Key calendar dates for commitments
B Key calendar dates for

season/project/tournaments

17



Appendix 2

EXAMPLE VOLUNTEER AGREEMENT

NETBALL CENTRE NAME: [INSERT HERE]
NETBALL CENTRE ADDRESS: [INSERT HERE]

NETBALL CENTRE PHONE AND EMAIL: ([INSERT HERE]

As a volunteer | agree to:
Abide by and suppaort the philosophy, policy and guidelines of (insert Centre name], including the Safe Netball for
Children Palicy.
Act in the best interests of the organisation.
Maintain confidentiality and privacy as appropriate.
Abide by safety and risk management requirements.
Carry out the tasks outlined in the job description.
Attend on the agreed time and day or contact the appropriate person if | am not available.
Participate in orientation, meetings and trainings as required.
Raise any matters of concern with [insert name and position).

For Volunteer Drivers:
Use a warranted, registered and insured vehicle when driving for the Centre.
Notify the organisation of loss of licence or driving-related charges.

The organisation agrees to:
Provide information about the organisation.
Provide orientation, support, training and supervision.
Provide a safe working environment.
Provide opportunities for input into the arganisational plan and evaluation.
Reimburse for pre-approved expenses.
Acknowledge and recognise the contribution of volunteers to the organisation.

Confidentiality Agreement
l, , agree that any information heard, observed or obtained during

the course of my work at [insert Centre name] shall remain confidential to [insert Centre name). | agree that | shall not
discuss any confidential information obtained as a valunteer with anyane, other than the Volunteer Manager/Co-ordinator.

Volunteer’s name: Date:

Volunteer’s signature:

Volunteer Manger/Co-ordinator’s name: Date:

Volunteer Manger/Co-ordinatar’s signature:
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Appendix 3

VOLUNTEER WELCOME PACK

(Insert Centre name and logo)

Dear (insert volunteer’s name),
A warm welcome to Nethall here at (Nethall Centre). Our Centre has been around since [date) and serves the needs of
Nethallers of all ages and stages in our community. We pride ourselves on [insert Centre values].

Volunteers are a vital part of our Centre. As a volunteer, you will be helping us fulfil our mission and achieve our goals.
Thank you so much for agreeing to volunteer your time towards enabling Nethall in our community. We really appreciate it.

This Welcome Pack includes a collection of information that you may need as a new volunteer to prepare you for your
role. Please ensure you read through the documents carefully and keep this pack in a safe place so you can refer back to
it at any point. This pack will answer some of the questions you may have and point you in the direction of those who can
answer any other guestions not dealt with here.

This Welcome Pack includes:

A personal letter of welcome from the Centre/Club President

A copy of your job description

Alist of the committee members and their roles, responsibilities and contact phone numbers

A copy of your signed Volunteer Agreement

Information on the size and structure of the Centre and some background about our history

Dates and times of practices and competitions

Information on any forthcoming training course dates and costs

Information on the policy for reimbursement of out-of-pocket expenses

Other information relevant to volunteers e.g. how to nominate volunteers for the Cadbury Volunteer of the Month
scheme.

(Insert name of VM/C] is the Volunteer Manager/Co-ordinator here at the Centre. If you have any questions regarding
volunteering, please give them a call on {[phone number of YM/C) or email {[email of VM/C).

Thanks again for volunteering for Nethall New Zealand.

Kind regards,

Name of President

President
Centre Name
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Appendix 4

VDLUNTEER APPLICATION FORM All our people ina pOSitiOﬂ of trust

are required to:

1. Be safety checked and
screened.

Be inducted into our

child-safe culture, policies

is a Child Safe Organisation. and standards.

It is our number one priority to keep our children and young people safe. . Attend safeguarding and child
protection training.

Please complete the following information:

Name:

Address:

Contact phone number(s]:

Details of previous experience:

Tell us a hit about why you would like to volunteer:

How and when can you volunteer?

Please provide the names and contact details of two referees we can contact. Referees must have known you for longer
than 12 months, not be a family member or living in the same household as you. One of your referees must be a previous
employer.

Referee 1:

Referee 2:

Have you had any previous convictions or involvement with the police (please circle]? Yes/ No

Please include any information even if no charges have been laid. You may be required to complete a palice vet.

Please sign below to confirm your consent to [Centre name]) obtaining information as detailed above to assess your
suitability for the role.

Signed: Date:

Source: Sport New Zealand, 2021. Child Safeguarding Policy B, Appendix 7.
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Appendix 5
EXAMPLE VOLUNTEER EXIT CHECKLIST

Name Term of role

Position End date

Thanks again for volunteering for Netball
New Zealand.

Volunteer Handaver Report completed

Documents/materials relevant to the role
returned or saved in accessible online
location

Exit interview conducted

Return keys/ID

Remove signatory for Centre account(s)

Remove access to any online systems,
distribution lists or communication groups
e.g., email, WhatsApp, Facebook

Returned equipment

If not, check the processes set by the
Centre to thank and acknowledge the
contribution of a volunteer.

If not, ask for this to be completed by the
volunteer.

Names of documents provided by the
Centre.

Any documents prepared by the departing
volunteer.

If not, set a date with the volunteer.

If more than one item, note whether all
have been returned.

Establish what further action is required.

List relevant groups.
Confirm what further action is required.

Include relevant items of equipment.

Name

Role

Date



Appendix 6

VOLUNTEER EXIT INTERVIEW

To be completed by the Volunteer Manager/Co-ordinator or appropriate Centre representative

Thank you for your valuable contribution to our Centre. We have valued your commitment, time, and continued support.
Your feedback is important in assisting us to improve our practices and ongoing experiences of our volunteers.

Volunteer name:

Volunteer position:

Term:

Interviewer’s name and date:

1. What was your initial motivation for volunteering at the Centre?

2. What is your main reason for leaving?

3. What did you like most about volunteering with our Centre? What was the most rewarding aspect for you?

4. What did you like least about volunteering with our Centre?

5. What induction process or support were you offered when you started your role? Do you think this was sufficient?

6. Were there any specific Centre policies or procedures you found particularly valuable in your role? If yes, please provide
details and expand.

7. Please share any ideas about how we could improve our Centre’s policies and procedures.

8. How would you describe our Centre’s culture?

9. Doyou feel that you were appreciated and appropriately acknowledged for your efforts?

10. What can you recommend that might help us improve the volunteer environment and experience?
11. Would you recommend our Centre to others?

12. Is there anything else you would like to tell us about your volunteer experience?

Thank you for taking the time to share your experience with us.
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Appendix 7

VOLUNTEER HANDOVER REPORT

To be completed by the volunteer

Name Term of role

Position End date
Provide details of regular days and times e.g. coaching nights, committee meetings,

details of duties, particularly if not included in the job description.

Provide names and contact details of the people you connect with mast regularly.

Give details of any specific tasks or actions which need to be followed up or
completed, particularly those required soan.

Outline any duties or tasks which differ from those included in the job description.
Provide details of any changes you have made to processes or procedures.

Are there any key dates or events organised which your successor should be aware
of?

List any details of any tried and tested methods you have found that work well.
Any traditions or examples of good Centre culture in action?

Anything relevant to the role and to the Centre generally?

Think about extra information you would have appreciated when you started.

Yes / No Contact details:

Do you have any other notes which you think would be of value to our Centre or your
successor?
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