
Volunteer
Resource
Pack

www.ulsterrugby.com



2
Ulster Rugby: Volunteer Resource Pack

Disclaimer

Please note that the Ulster Branch has taken 
reasonable precautions to ensure that the 
information contained within this pack is as 
accurate as possible. However, it is not intended 
to be comprehensive, and all guidance is given 
in good faith without accepting any liability. The 
information is presented as examples of good 
practice, but it is every volunteer-involving 
organisation’s responsibility to ensure that 
their volunteers are safe, and that policies and 
procedures meet current legal requirements. 

If relevant, we therefore recommend that you take 
appropriate professional advice before taking any 
action on the matters covered herein.
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The IRFU Ulster Branch recognises the invaluable 
contribution that volunteers make to the growth 
and development of rugby across the province. We 
define volunteering as:

“When an individual freely chooses to commit time 
and energy to the furtherance of the game of rugby 
without expectation of payment. Volunteers bring 
a diversity of skills, experience and knowledge, and 
carry out a wide range of roles contributing to the 
success of rugby, from grassroots to governance”

This resource pack has been developed to assist 
clubs in improving all aspects of volunteering, from 
recruitment of new volunteers to the retention 
and reward of those who already offer their time 
voluntarily to the sport. 

It provides top tips, example club documents, ideas 
around how to recruit volunteers, and best practice 
on how to utilise their energy and expertise, and 
should help your club in answering the following 
questions:

• What roles are needed within the club?

• How should you go about recruiting people to 
fill these roles?

• Where are you going to find the right people?

• What skills and experiences do potential 
volunteers offer and where should they fit into 
your club?

Where possible downloadable versions of the 
resources in this resource pack will be available 
from the domestic rugby section of the Ulster 
Rugby website (www.ulsterrugby.com). New 
resources will also be added as they are developed.  

Strategic fit of this Resource Pack
This document should also be of benefit to clubs 
as part of their Club Development Planning, as 
information included would assist in implementing 
any key actions around volunteers. As an example, 
many clubs will have ambitions to recruit additional 
volunteers, with this pack incorporating various 
‘How to guides’ which might aid this process. 
Moreover, information covered would also be of 
value if the club is pursuing an accreditation such 
as Clubmark or the IRFU Club Excellence Award. 
Various criteria around volunteers exist within 
these accreditation schemes, such as ensuring Role 
Descriptions exist for all volunteers. 

Who could potentially volunteer within 
your club?
It is important to recognise that anyone can 
volunteer at your club. Some people may only 
be able to volunteer a couple of times a year, 
while others might be able to give a more regular 
commitment of several hours a week.  Regardless, 
no-one should be ruled out. Likewise, people of 
varying ages will bring diverse experiences and 
benefits to your club. The important thing is to 
match the right people to the right role. 

Introduction:
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20 NATIONS TAKING PART

POOL A

 Australia

 England

 Wales

 Fiji

 Uruguay

POOL B

 South Africa

 Samoa

 Japan

 Scotland

 USA

POOL C

 New Zealand

 Argentina

 Tonga

 Georgia

 Namibia

POOL D

 France

 Ireland

 Italy

 Canada

 Romania

Approximately one third of the population (32%) 
have carried out voluntary work in the past year

The top three reasons for not volunteering were,  
‘I have work commitments’ (35%),  

‘I don’t have the time’ (34%)  
and ‘I have to look after children/the home’ (20%).

The most common methods of identifying 
volunteering roles were from someone 
already involved in the organisation (43%) or 
by word of mouth (38%) 

More than three quarters of volunteers 
(80%) stated that their efforts are 
recognised/appreciated by the 
organisation for which they volunteer

The most common areas in which 
people volunteer are around 
fundraising activity (43%), organising 
a community 
event (33%)  
and work 
involving  
children and 
young people 
(29%)

SOME FACTS AND 
FIGURES ABOUT 
VOLUNTEERING:

(Source – Volunteering in Northern Ireland Research Report, 2016)

1/3
Similar 

proportions 
of males 

(32%) and 
females 

(31%) 
volunteer

80%
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Reasons why people  
DO volunteer? 

There are many reasons why people 
volunteer, with the most common 
including:

✓ To learn new skills

✓ To help others

✓ Because family members and friends 
are already involved

✓ To share knowledge, skills, experiences 
and talents

✓ As a hobby outside of a ‘day job’

✓ To meet new people and make new 
friends

✓ To build esteem and confidence

✓ To become a member of a team

✓ For recognition and prestige

✓ To give something back to a club or 
organisation

✓ To socialise 

✓ To have fun

Reasons why people  
DON’T volunteer: 

There are also lots of reasons why people 
don’t volunteer. Clubs should be aware of 
these during their efforts to recruit new 
people, as there are many lessons to be 
learned. 

7 Not being asked (the most common 
reason why people don’t volunteer)

7 Not having the required skills or 
experience

7 Over-burdened with work or other 
priorities and commitments

7 Not knowing how to get involved, 
despite a willingness to volunteer

7 Lack of interest or enthusiasm

7 A poor image of the club or 
organisation

7 Volunteering doesn’t sound appealing

Beyond the above, clubs should also be 
aware of the reasons why people give up 
volunteering, often due to burnout, a lack 
of support, limited recognition, personality 
clashes and perhaps frustration at the 
staleness of the club.
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It is not uncommon for clubs to say ‘we don’t 
have enough volunteers’ or ‘the same people do 
everything’. It is therefore vital that your club has 
a plan or strategy around volunteer recruitment. 
This not only includes recruiting the right person 
(or people), but also becoming welcoming and 
attractive for a prospective volunteer. 

We therefore want to provide some direction on 
how clubs can boost the number of people who are 
helping out. 

Where to start
The best place to start is to make people aware 
of the great work the club does, rather than 
immediately make an approach with a task you 
want completed. The club’s website, social media 
pages, email and newsletters are great ways 
to make people feel part of the club and share 
information on everything that is going on. If 
people already feel like part of the club, then it 
becomes much easier for them to take that step 
into volunteering. 

Recruiting
There are some basic steps to volunteer 
recruitment which we would recommend for clubs 
to follow:

Step 1: Ask yourself why you want to recruit more 
volunteers. Is there currently a lack of people in key 
roles, or do you simply want to have more people 
involved to spread the workload? 

Step 2: Do you know what roles you need and 
how many people? Have you got a clear role 
description which outlines what the role is, what 
skills are needed, how long it will take and what the 
volunteer will gain from it? Have you got sufficient 
support structures in place for this person?

Step 3: Where will you find the right people to 
full these roles? Are they already part of the club, 
or do you need to look outside (e.g. to the wider 
community)? 

Step 4: Is there a plan to try and recruit the right 
people as volunteers? Will the roles be marketed, 
or are there already people in mind that will be 
approached?

Like everything else within Club Development, 
your volunteer recruitment is all in the planning, 
and having a strategy in place which considers all of 
the above should help. 

Recruitment & Selection:
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A Volunteer Co-ordinator
Many clubs have found success in recruiting a 
Volunteer Co-ordinator, whose role is to co-ordinate 
the work being done by the various volunteers 
involved in your club. The role is extremely sociable, 
as it involves regular attendance at the club, 
supporting other volunteers, asking questions, 
and generally being the eyes and ears of all things 
volunteering for the club committee. 

Main Duties
Some of the main duties of the Volunteer  
Co-ordinator include:

• Becoming the first point of contact for new 
volunteers

• Introducing people to the club, making sure they 
feel welcome and ensuring they understand 
what they are required to do (perhaps taking 
them through their induction)

• Supporting other volunteers to ensure they are 
happy and well catered for

• Assessing the need for additional volunteers in 
the club for different positions or events

• Co-ordinating the implementation of volunteer 
recruitment, training and support plans

• Recognise and nominate volunteers for 
volunteer awards

• Identify and organise training opportunities for 
volunteers

• Attending committee meetings to report 
volunteer related areas

Some Resources To Help:
You might find the following resources useful as 
part of your volunteer recruitment and selection:

• Identifying volunteer gaps within your club

• Volunteer Recruitment Club Self-Assessment

• A Recruitment Plan for Volunteers

• Volunteer Role Description - Planning Document

• Volunteer Role Specification – Planning Document

• Planning a Volunteer Recruitment Event

Some Quick Tips:
Where To Find Volunteers: 

Advertise on the club website and social 
media; Distribute information sheets on 
volunteering; Approach past and present 
members; Hold events; Advertise in the local 
press; Use the club noticeboard; Hand out 
flyers; Speak to local schools / colleges; Ask 
parents (e.g. on the mini / youth registration 
form)

The ‘One Hour’ Commitment: 

A basic place to start is to ask people to give 
just one hour per week. It might not sound 
like much, but in a year it could make a big 
difference as these hours all add up. These 
smaller jobs can also be taken off the workload 
of a volunteer who is much busier in their role. 
Some examples might include: Selling lotto 
tickets, helping to set up a club event, washing 
jerseys or assisting with the club shop

The Importance Of Asking: 

The easiest way to get new volunteers is to JUST 
ASK! Ask, ask, ask! Statistics show that more 
than 60% of people are willing to volunteer, 
they just need to be asked. A good place to 
start is with the club’s ‘satisfied customers’, i.e. 
current members and parents whom there is 
already a positive relationship with. 
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This document is designed to support you in getting 
to know your volunteers and the roles they have. It 
will assist your club in identifying where and if you 
need to recruit additional volunteers, as role gaps 
should quickly be made obvious. 

PLEASE NOTE: You don’t need to have every box 
filled in, and you should look out for people doing 
more than one role. There might also be other roles 
within your club which we haven’t listed, so add 
them in where necessary. 

Identify Volunteer Gaps Within Your Club

KEY ROLES

Club President Honorary Chairman Honorary Secretary Honorary Treasurer

Club Welfare Officer Club Committee Rep Fixtures Secretary Registrations Secretary

Doping Liaison Officer Mini Convenor Youth Convenor Referee Liaison Officer

International Tickets Officer Women and Girls Convenor

RECOMMENDED ROLES

Volunteer Coordinator Grants Officer Data Officer First Aid Officer

Public Relations Officer Website Manager

Sub Committee Chairs

OTHER IMPORTANT ROLES

Vice President Head Coach Assistant Treasurer Grounds Manager

Director of Rugby Facilities Manager Bar Convenor Health & Safety Officer

ADDITIONAL ROLES

Team Manager Fundraising Convenor Sponsorship Convenor Club Captain
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This document provides 
an opportunity for the club 
to self-assess its volunteer 
recruitment processes and 
review any potential issues or 
areas for improvement using 
a traffic light system.  

Essentially it provides 
a checklist for the club 
to assess its ‘volunteer 
friendliness’, with things that 
are perhaps already working 
well, and areas where 
improvement is needed. 

Volunteer Recruitment 
Club Self-Assessment

Awareness and Understanding of Volunteers

The club do not have this in place.

The club has started to implement 
this process although it is not fully 
operational.

The club has this in place: it is 
operational and reviewed regularly.

No. Statement Red Amber Green Actions

1 We are aware of  
the positive impact 
and roles that 
volunteers can 
deliver for our club

2 Members are aware 
of all the different 
roles which exist and 
the opportunities 
available

3 Each volunteer 
has a written ‘Role 
Description’ which 
outlines their key 
responsibilities and 
skill requirements
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Volunteer Recruitment

Volunteer Induction

No. Statement Red Amber Green Actions

1 The club has 
identified gaps 
within its volunteer 
base and knows what 
roles are needed.

2 The club uses a range 
of different methods 
to recruit and select 
volunteers.

3 The club is aware 
of the challenges 
around volunteering 
and the reasons 
which prevent 
people offering their 
time.

No. Statement Red Amber Green Actions

1 The club has a 
Volunteer Co-
ordinator in place.

2 The club has a clear 
induction process for 
all new volunteers 
which outlines 
expectations, 
conduct and 
responsibilities.

3 New volunteers 
are given key 
information about 
the club e.g. policies, 
procedures, codes of 
conduct etc.
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Volunteer Development

No. Statement Red Amber Green Actions

1 Regularly effort is 
made to identify 
how current 
volunteers could be 
better supported.

2 The club regularly 
considers 
opportunities to 
provide additional 
training for 
volunteers.

3 Volunteers 
are regularly 
recognised, 
rewarded and 
thanked for their 
work.
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Introduction

The methods in which you recruit volunteers to 
your club are vitally important, as they will help to 
ensure you recruit the ‘right’ volunteer into a role 
which is carefully planned. This in turn maximises 
the potential for the club to achieve its goals, as you 
will have the best person for the job.

Before you start

Before beginning to recruit volunteers, consider 
the following questions: 

1. Why does your Club want to involve 
volunteers? 

• What volunteers do you need? 

• What do you need them to do?

• What are the benefits to the club of involving 
new volunteers?

• Why would someone volunteer with your 
club, and how would it be of personal benefit 
to them? 

2. What does the Club want volunteers to do? 

• Have you got written Role Descriptions in 
place which outline the tasks you want an 
individual volunteer to complete?  

• Remember, A Role Description is not a 
Job Description, and volunteering is not a 
contract of employment

3. What qualities/skills does the Club want the 
volunteer to have? 

• Have you thought about the specific skills 
you want certain volunteers to have in line 
with the role? 

• Would new volunteers benefit from 
additional training to better equip them to 
complete their role? 

• Is more than one volunteer needed to 
complete a certain role? 

 4.  How will the club find volunteers? 

• Have you thought of specific people that 
might be a fit for the role(s) needed?

• Have you asked people within the club to 
help out e.g. parents? Remember, research 
suggests many people are willing to help out, 
they just want to be asked

• Have you thought about approaching local 
schools, community groups or businesses to 
see if anyone would like to volunteer? 

• Have you advertised anywhere e.g. local 
papers, social media, Volunteer now 
website(http://www.volunteernow.co.uk/)

5. Selling the Volunteer Role and relieving fears

• Have you promoted the benefits of 
volunteering as part of your recruitment?

• Have you provided a concise description of 
the role, included requirements, expectations 
and realistic time commitments? 

• Will out of pocket expenses be paid? 

• Has consideration been taken for the support 
this volunteer will gain, or are they working 
on their own? 

• What opportunities for Personal 
Development could the club potentially 
offer? 

• Is there a strategy in place for a ‘successor’ to 
this role?

A Recruitment Plan for Volunteers
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Role Title: _______________________________________________________________________________________________________________

Main Purpose of the Role: _________________________________________________________________________________________

Volunteer Role Description (The Role) – Planning Document

Questions / Issues Notes

1. What?

• List all the tasks in order of priority 

• Identify the area where the volunteer may be 
working or who they will be working with

• What might be difficult or unpleasant? 

2. When?

• Are times set or flexible?

• Number of hours per week?

• Days, evening, weekends?

• Long-term or short-term involvement?

3. Where?

• Include whether the volunteer will have to 
travel to other locations.

4. With Whom?

• Will the volunteer be working alone or with 
other volunteers or paid colleagues?

5. Support, supervision and training

• Who will support/supervise the volunteer?

• What training support and supervision will be 
needed?

6. What the role offers volunteers

• Make two lists – what the role does and 
doesn’t offer. 
A challenge? Friendship? Personal 
development? Social inclusion? Etc.
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Role Title: _______________________________________________________________________________________________________________

Main Purpose of the Role: _________________________________________________________________________________________

Volunteer Role Specification (The Person) – Planning Document

Questions / Issues Notes

1. What?

• What skills, experience, attitudes etc.  
are needed?

• Physical requirements?

• Qualities to cope with difficult aspects of  
the role 

2. When?

•  Minimum or maximum time requirement?

•  How important is reliability and flexibility?

3. Where?

•  Does the volunteer need their own transport 
or be willing to use public transport? 

•  Are there any access requirements to 
consider?

4. With Whom?

• What special requirements arise from 
working alone or in a team? Initiative?  
Team skills?

5. What the role offers volunteers

• (You can’t fill this space in advance – it’s up to 
the volunteer)!
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Introduction

This document is designed to assist your club in 
the delivery of a Volunteer Recruitment Event. The 
checklist below provides a number of important 
considerations for the club in hosting this event. 

Please note that this is just a guide and should not 
be considered an exhaustive list. Please feel free 
to adapt this information to suit your club and the 
individual event. 

Planning a Volunteer Recruitment Event

Venue Considerations

Item ✓
Where do you plan to hold your event? E.g. at the rugby club itself or another local venue

Is the venue you are planning on using appropriate and have the necessary facilities?

Is it available on the date and time you require it?

What facilities are available for Tea/Coffee, refreshments etc. or will you have to get outside caterers 
in?

Will the venue be big enough to host the number of people you anticipate will attend?

Is there sufficient car parking?

Is their appropriate access? E.g. for people with disabilities

Budget Considerations

Item ✓
How much is it going to cost to run your event, and what are the various areas of expenditure?

Will there be any venue hire costs or is it available free of charge?

Are the necessary funds available to run the event?

Have you budgeted for tea, coffee, other refreshments or catering costs?

Are there costs for Printing /Promo / Advertising / postage costs etc.?

Will volunteers require reimbursement for any expenses incurred in assisting with delivery of

the event?



18
Ulster Rugby: Volunteer Resource Pack

Date and Time

Item ✓
Is the date you have chosen over a holiday period and will this impact on delivery?  
(e.g. school holidays, half term etc.)

Are any other events happening at your venue on the date you have selected which could be
used to pull more people into your event or which could impact on people attending?*

Does your event clash with anything else happening locally which may impact on people attending?

Is the event being held during the day or in the evening?

Have you selected a time that would be suitable for people who work?

How long will the event last?

Attendees

Item ✓
Who is your target audience for the event? i.e. the people you want to attract (parents / students / 
past players etc.)

How will people know that the event is taking place and how are you going to invite people
to attend?

Have you considered using the club website, social media pages etc. to advertise?

* We would encourage the club to run the Volunteer Recruitment event alongside some other form of activity, as 
this might entice more people to attend. For example, if you are targeting parents, run the Volunteer Recruitment 
around a training session, match, competition etc. which their children will be participating in.
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Event Information and Content

Item ✓
What information are you going to give people who attend this event?

Who is responsible for pulling this information together?

How are you going to present this information to your audience? E.g. handouts, presentation, 
promotional video etc.

Will you provide people with the opportunity to ask questions?

Have you completed a volunteer needs analysis for the club to identify the roles that are needed?

Will you be sharing any information about the people who already volunteer and their experiences 
of volunteering for the club?

Have you thought about volunteer Role Descriptions which identify what these people will be doing, 
how long for, how they will be supported etc. (use Role Description planning document and available 
role templates to assist you)

Action

Item ✓
Who is going to be the lead person to oversee the event or will there be a sub-team formed?

How many other people are you going to need to help with the event? e.g. catering, setting up, 
clearing away, speaking to potential volunteers / handing out info / application forms etc.

Are your helpers available to assist on the date of the event?

Are these people clear on what they will be doing during the event?

Have you got a registration form  / sign in sheet to gather information about attendees?

Have you considered who will be following up with applications or interest forms from

potential volunteers from your recruitment event?

Are there structures in place to support new volunteers if people subsequently agree to offer
their time? e.g. is there a volunteer induction checklist or a volunteer co-ordinator

When will volunteers be starting in their role?
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The purpose of induction is to ensure volunteers 
are properly welcomed into the club, have a clear 
understanding of what their roles involves, and are 
aware of how their contributions will benefit the 
club.

An effective induction process will help a volunteer 
settle in quickly, make them feel part of the 
club, and contribute towards their long-term 
retention, so it is important to get it right. It also 
demonstrates professionalism, and that the club is 
committed to doing things properly. 

What does it include:
The club’s induction of a new volunteer should 
include orientation, a tour around the club and 
information on where to find things, personal 
introductions to key people, an overview on 
the role they are volunteering for, and further 
information on the club’s values, policies and 
procedures. 

Induction shouldn’t simply consist of giving the 
new volunteer policies to read and leaving them 
to figure things out for themselves. Remember, 
first impressions are key, so if an induction is done 
properly it will help the club retain volunteers for 
longer. 

Forms of induction
How the induction process looks from club to club 
is likely to differ, but our checklist below outlines 
some of the key areas to include. However, there 
might be some other things to consider:

✓ꢀ Is there a hand-over period where an 
outgoing volunteer supports and trains the 
incoming?

✓ Is a buddy system needed, where new 
volunteers partner up with someone to learn 
‘on the job’?

✓ Is training needed for new volunteers on 
their role?

✓ꢀ Should a regular catch up be scheduled with 
the volunteer in the first few months to see 
how things are going and if they need any 
further help or support?

✓ Is external training needed in areas specific 
to their role? E.g. coaching or safeguarding

At a glance: 
As a quick reference point, this checklist could 
help guide the club through the induction of a new 
volunteer:

 Introduce them to staff, other volunteers and 
key club personnel

 Tell them more about the club, it’s history, 
culture and values

 Show them around the building facilities

 Provide detail on who to go to with questions 
/ problems e.g. Volunteer Co-ordinator, 
Management Committee etc. 

 Explain any key policies, procedures (e.g. 
Equal Opportunities, Health and Safety, 
Safeguarding, Expenses claims, Complaints 
etc.)

 Provide key info on their roles and 
responsibilities

Induction:
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Matching volunteers to the correct role
An important consideration which lies between the 
recruitment of new volunteers and their induction 
is matching their skills, knowledge and experience 
to the correct role(s). Conducting a quick and 
simple audit of an individual can highlight where 
they would ‘best fit’, rather than assigning them a 
role which they might not be equipped to conduct 
effectively, or importantly, that they might not 
enjoy doing. 

In addition, the club could consider completing an 
audit within its membership, which would highlight 
potential volunteers. This might include adult 
members, parents of junior members who may be 
able to help out, or perhaps some of the younger 
members themselves. Some young people (e.g. 
those aged 16-18) might be looking for additional 
experience and opportunities for skill development 
which they can add to their CV. Once you have all 
the information, you can match people to available 
roles. You might even be lucky enough to have 
more than one person per role. It is also worthwhile 

to provide a list of vacant roles within the club, 
and ask people to state, based on their skills, 
knowledge and experience, which roles they might 
be interested in. 

Additional training needs
The completion of a Training Needs Analysis 
(sometimes referred to as a Learning Needs 
Analysis) is a review of learning and development 
needs of volunteers within your club. It involves a 
review of the skills and knowledge that individual 
volunteers might need, and helps to inform where 
additional training might

Some resources to help:
You might find the following resources useful:

• An Example Volunteer Induction Checklist

• Volunteer Skills Audit (for new or existing 
volunteers)

• Skills Gap Analysis for New or Existing 
Volunteers
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Introduction

This list could be used when inducting a new volunteer into the club.  The aim is to ensure the volunteer 
understands their role, the contribution they will make to the club’s goals and to ensure that they fulfil their 
duties safely and effectively. 

An Example Volunteer Induction Checklist

What Who
When & 
Where

How

About the club 

• Aims, philosophy and ethos

• Structure and Committees

• Activities, programmes and participants

• About participants 

• Volunteer Policy

All new 
coaches and 
volunteers

Induction evening 
or 1-2-1 tour

Clubhouse

Verbal 

Volunteer 
Policy

The Building 

• Layout, toilets, parking, fire exit / procedures etc.

• Health and safety rules 

• Safeguarding

All new 
coaches and 
volunteers

Induction evening 
or 1-2-1 tour

Clubhouse

Walk through

The Role 

• An outline of their role, responsibilities, days / 
hours etc. 

• Management, key relationships and reporting

• Access NI checks

• How to deal with any problems / issues e.g. 
Accident & Incident reporting

All new 
coaches and 
volunteers

Induction evening 
or 1-2-1 tour

Clubhouse

Verbal

Role 
descriptions 

Relevant 
policies

The Support System 

• Supervision, support and key contacts

• Role specific training (if applicable)

• Resources, facilities, equipment

• Expenses

• Complaints

• Safeguarding procedure (if applicable)

• Insurance cover

All new 
coaches and 
volunteers

Induction evening 
or 1-2-1 tour

Clubhouse

Verbal

Relevant 
documentation
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Introduction

This document provides an opportunity to review the skills of new (and existing) volunteers before they 
undertake a specific voluntary role. In doing so, the club can match this individual’s skills and experience to a 
position which makes efficient and effective use of their time, and which they will find enjoyable and rewarding. 

Volunteer Skills Audit (for new or existing volunteers)

Club Skills Audit

Name: _______________________________________________________________________________________     Date: _________________________________________________________

Email: _______________________________________________________________________________________     Telephone: _________________________________________________

Current Occupation: _______________________________________________________________________________________________________________________________________

What skills or expertise do you feel you could potentially offer the club? (please tick all that apply)

 

Please list any additional skills / competency / knowledge that is not included within the table above: 

_________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________

Skill / Competency / Knowledge (✓) Skill / Competency / Knowledge (✓)

Administration Human Resources / Training

Bar Tending Information Technology

Coaching Legal

Catering Management / Mentoring

Web Design Marketing / Communications

Shop Assistance Media / PR / Social Media 

Customer Care Project Planning

Plumbing Project Implementation

Finance / Accountancy Refereeing / Officiating

Fundraising / Sponsorship Strategic Planning

Governance Painting / Decorating

Surveying Other
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Volunteer Skills Audit (for new or existing volunteers)

Club Skills Audit

Are there any particular areas within the club that you would like to be involved in?  
(Please rank your 3 most preferred areas with 1 being your most preferred) (p)

Club Area Rank Club Area Rank

Youth Coaching First Aid / Medical

Senior Coaching Club Management

Female Coaching Club Development

Administration Fundraising

Finance Event Planning / Management

Catering / Hospitality Refereeing / Officiating

Club Media / PR Facilities Management 
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Introduction

This document is designed to assist in identifying 
the training needs of active club volunteers 
or those new to a role. Each volunteer 
should complete this form, as their individual 
requirements may differ from those in other roles / 
sections of the club.  In collecting this information, 
the club can identify where its volunteers require 

additional support or where further training 
should be scheduled, potentially via an external 
organisation. 

Training Needs Analysis Template

Complete the template below to identify the 
learning and developmental needs of the volunteer: 

Skills Gap Analysis for New or Existing Volunteers

Training Needs Analysis Template

Name: ___________________________________________________________________________________________________________________________________________________________

Volunteer Role _______________________________________________________________________________________________________________________________________________

Date for progress review: ____ /____ /____

No.
Main tasks within 
this volunteer role

Is training 
required 
(Y/N)

If yes, what type 
of training has 
been Identified?

How will it be 
achieved?

What action(s) 
needs to be taken?

1.

2.

3.

4.

5.
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Retaining, recognising and rewarding your 
volunteers should also be a central component 
of the club’s volunteer plan. Without investing 
time and effort into retention, valuable skills and 
experience could be lost if a volunteer decides to 
leave the club. The club should therefore determine 
what motivates individual volunteers, and how 
they could be rewarded and recognised for the 
support they provide. Remember, all volunteers 
want to feel welcome, valued and part of the team. 

Communication
Communication is key to keeping volunteers 
informed and involved with the club. It keeps them 
up to date on everything that is happening, and 
helps them support the club in progressing towards 
its goals. The most important way to communicate 
with volunteers is face to face, regardless of the 
activities they are undertaking. Yes, there will be 
times when you are in contact with them on email, 
or on the phone, but personal interaction is key, 
particularly if it is to say thank-you for the time 
they are giving. 

Building a culture of recognition
Make it a habit to thank and reward volunteers. Be 
creative, but here are some ideas on this:

✓ Certificates: Show your appreciation to 
volunteers with a ‘Volunteer of the Month’ 
award or ‘Young Volunteer of the Month’.

✓ Host club awards nights: Bring volunteers 
together and say thank-you. These events 
also provide a chance for the club to get some 
feedback from volunteers on what they are 
doing and how the club could perhaps do 
things better.

✓ Say thanks: It might sound obvious, but many 
people just want to be thanked for what they 
do, so don’t overlook this as a form of reward.

✓ Kit them out: Depending on the role 
the volunteer is undertaking, it might be 
important to provide them with some club 
branded clothing. This also helps to give them 
a sense of identity and belonging to the club.

✓ Remuneration / Reimbursement: Although 
not strictly a reward, it is important that 
volunteers are reimbursed for any out of 
pocket expenses associated with their role. 
Remember, they are volunteers, and the 
time and support they are offering the club 
shouldn’t come at a personal expense.

✓ Training / Upskilling: Supporting club 
volunteers in their skill development 
could also be considered a form of reward. 
Naturally these will be in areas linked to their 
role, but they might also be of benefit to them 
in life outside of the club. 

Of course, this is not an exhaustive list, so be 
creative in how you recognise the time and effort 
volunteers give to the club. Beyond this, provide 
them with tasks or duties which they will be 
successful with completing, and make sure the 
thanks you provide is genuine. 

Some resources to help:
You might find the following resources useful:

• Involving Volunteers: A checklist for best 
practice

Retention, Recognition & Reward:
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Introduction

This document provides some best practice 
principles which should be applied by your club 
in supporting volunteers. Through effective 
management and support, your volunteers are 
likely to gain a more rewarding experience, 
which will also assist the club in retaining their 
involvement in the longer term. 

A good practice checklist for organisations 
involving volunteers

Some key elements of involving and supporting 
volunteers within your club include:

• Developing a clear value-base within the club 
along with a volunteer policy 

• Identifying clear roles (which do not substitute 
for paid jobs) for volunteers and providing full 
information about what is required

• Sending out a clear recruitment message using 
a variety of methods, across all sections of the 
community

• Developing clear and fair selection procedures 
for all volunteers, adhering to equal 
opportunities practice at all stages

• Addressing barriers to volunteering to make 
it easier for people to volunteer e.g. provide 
access for those with disabilities, provide out-
of-pocket expenses and provide training to help 
volunteers carry out their role

• Try to meet the needs of both the volunteer and 
the organisation, so that both parties benefit 
from the relationship

• Implement procedures to manage volunteers 
effectively. You may find it useful to draw 
up a volunteer agreement which will record 
expectations regarding the procedures listed 
below:

1. Trial period/settling in period and review 

2. Induction

3. Training

4. Guidelines/code of practice

5. Access to support

6. Supervision meetings 

7. Procedures for dealing with difficult 
situations or problems 

• Identify a person with appropriate skills and 
abilities to manage the volunteers, providing 
training where appropriate i.e. a Volunteer Co-
ordinator

• Protect volunteers by ensuring you have the 
appropriate health and safety and insurance 
provision

• Regularly review and evaluate all procedures 
and policies for volunteer management

• Seek feedback from volunteers, ultimately using 
their thoughts, opinions and experiences to 
improve the support the club has in place for its 
volunteers 

Involving Volunteers: A Checklist for Best Practice
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Club Documents

A number of other template documents are 
available around volunteers which can be adopted 
by clubs or adapted as necessary to meet their 
needs. 

These Include:

• A Volunteer Policy

• Volunteer Code of Conduct

• A Framework for Volunteer Risk Assessment

• Various Template Volunteer Role Descriptions

For more information, visit the Domestic Rugby 
section of the Ulster Rugby website  
(www.ulsterrugby.com) or contact one of the Club 
Services Staff. 

Some Frequently Asked Questions

Q How do we match someone to the right role?

A It’s important to think about why the person 
is volunteering, their interests, and the skills / 
knowledge they can offer. There are likely to 
be a wide range of roles within your club, so 
match up the characteristics of the person being 
considered to the individual role. Our Volunteer 
Skills Audit might help with this. 

Q How can we get people to volunteer who are 
busy and don’t have much time to offer?

A The amount of time someone volunteers with 
the club should be entirely up to them, but 
remember, every little helps, and even an hour 
a week over the course of a year can make a 
real difference. Make sure to check that the 
time availability of the prospective volunteer 
matches up to the role or time commitments you 
have in mind. 

Q  What skills do people need?

A It really depends on the opportunity. Remember, 
not everyone needs to be a rugby coach, as there 
are a diverse range of roles across all clubs. 

The only consistent quality you should look for 
across all volunteers is enthusiasm. Clubs should 
also explore ways which they can help upskill or 
train volunteers in line with their role. This not 
only benefits the club, but the volunteer might 
gain expertise or skills which will be of benefit to 
other aspects of their lives. 

Q Is there any more support available?

A Yes, further information and resources are 
available on the Ulster Rugby website. We also 
have staff who can help. Check out the Useful 
Contacts section. 

Other Useful Info For Clubs:
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Useful Links
You might find some other useful info on the sites below:

Volunteer Now  http://www.volunteernow.co.uk/  

Sport Northern Ireland  http://www.sportni.net/ 

Volunteer Ireland  https://www.volunteer.ie/

Irish Rugby Football Union  http://www.irishrugby.ie 

We are here to help: Useful contacts

Club Services staff are available within the Ulster Branch to discuss the areas covered within this pack in 
more detail and to support the invaluable work of volunteers. Some contact details are provided below. 

• Matthew Holmes – Club Services Officer – Matthew.Holmes@ulsterrugby.com 

• Eliza Downey – Female Rugby Co-ordinator – Eliza.Downey@ulsterrugby.com 

• Nicci Wilson – Volunteer Development Officer – Nicci.Wilson@ulsterrugby.com 

• David Johnston – Funding Manager – David.Johnston@ulsterrugby.com 

• Kerry Spence – Spirit Officer – Kerry.Spence@ulsterrugby.com 

Want to volunteer?
Ulster Rugby Club Finder: Find your local club

http://www.ulsterrugby.com/rugby-in-ulster/club/club-finder.php 

Useful Info:
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Notes
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IRFU (Ulster Branch)
Kingspan Stadium
134 Mount Merrion Avenue
Belfast
BT6 0FT

T: +44 (0) 28 9049 3222
E: standup@ulsterrugby.com
www.ulsterrugby.com


