[delete this sentence before providing - The following checklist is to serve as a guide only and clubs can remove or add things as required]
Volunteer Recruitment Checklist 

1. Determine the Volunteer Role
☐ Work out the job that needs to be done 
☐ Check and ensure the role is best suited for a volunteer rather than an employee
☐ Identify how the work will benefit your club
☐ Determine what will need to be provided to the volunteer in order for them to properly undertake          their role

2. Create a Role/Position Description
☐ Consider what skills and attributes will be necessary or desirable
☐ Consider if any checks or clearances will be needed e.g. working with children check, RSA etc
☐ Determine if the volunteer will have a supervisor or manager and if so who this will be
☐ Clearly detail what the specific duties of the volunteer will be

3. Recruiting
☐ Identify any possible areas where volunteers could be recruited from
☐ Consider volunteers from different backgrounds and areas
☐ Speak to existing people at the club about potential people

4. Advertising & Applications
☐ Consider how you will advertise the position e.g. word of mouth, print, online etc
☐ Develop a suitable advertisement and place it in appropriate locations
☐ Ensure benefits of the volunteer position are made clear in any advertisement e.g. flexibility in hours, community engagement etc 
☐ Ensure advertisement and applications do not breach any discrimination or other laws
☐ Determine who will be in charge of managing applications
☐ Ensure application form and advertisements are easy to read and are in plain English
☐ Consider if applications can be made in various forms e.g. online, verbal or in hard copy
☐ Ensure applications are appropriately screened


5. Interviewing
☐ Have a suitable set of interview questions and begin interviewing applicants
☐ Consider if you will allow the applicant to have someone with them for the interview e.g. support person
☐ Determine how any interviews will be done e.g. only in person, online etc
☐ Make a shortlist of those considered for the volunteer role

6. Selecting a Volunteer
☐ Identify the person who is successful
☐ Contact the successful person and see if they still want to accept
☐ Inform unsuccessful applicants

7. Before the Volunteer Begins
☐ Have a suitable volunteer agreement and role description and have them sign this before commencement
☐ Ensure you have appropriate induction checklist ready
☐ Have volunteer provide any necessary licences or checks
☐ Ensure any necessary insurance is sorted for the volunteer

8. Once the Volunteer Begins
☐ Run volunteer through their role and responsibilities
☐ Properly induct the volunteer e.g. show where any equipment and first aid is, show them around the premises etc
☐ Ensure they read and acknowledge any policies and procedures
☐ Check in with volunteer in early stages to ensure they are comfortable and to see if they need any assistance
☐ Ensure they have ongoing support as necessary
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