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VOLUNTEER MANAGEMENT

Best Practice Guidelines and 
Practical Examples 

INTRODUCTION

Volunteers are the lifeblood of any cricket club – how a club manages its volunteers is crucial to its success on and off the field.  This resource provides practical examples and guidelines for clubs to consider when developing their volunteer management program.  They are examples and guidelines from cricket clubs in Auckland that have proved successful and in this sense can be considered best practice.

Special thanks must go to the following people for their willingness to share their successful ideas, plans and general thoughts:

Adrian Smith (Grafton United CC), Gill Gregory (Grafton United CC), Adrian Dale (Cornwall CC)

In developing this resource we have taken the approach of coming from a volunteer’s perspective – what do they want and need – and therefore what does the club need to provide them.

Volunteers want:

· To know exactly what they are required to do

· To know how much time they are expected to commit (and on that note not to have to commit too much time!)
· To do something they are good at or could be good at with further training

· To feel valued and supported

As a result, the club must then provide:

· Clear, concise job descriptions for all volunteer roles

· Small ‘ring-fenced’ roles – the workload needs to be spread over a greater number of people

· Roles for people that are aligned with their strengths

· Training opportunities for its volunteers

· A support infrastructure with key personnel that volunteers can call upon for assistance

· Recognition of volunteer contributions and efforts

· Personal rapport

We have therefore structured this resource into four sections:

1. Volunteer Structure & Roles​ – how can you ensure that your club has an appropriate organisational structure that spreads the workload evenly and that all roles have job descriptions
2. Volunteer Training – what opportunities are out there to train your volunteers
3. Volunteer Support – how can you effectively support your volunteers
4. Volunteer Recognition – how can you make your volunteers feel valued and respected

Volunteer Structure & Roles
Any club’s volunteer structure needs to ensure that roles and responsibilities are spread evenly so that no one person is overloaded with too much work.  Clubs have found that offering people small, ‘bite-sized’ roles has been effective, whilst still ensuring that there are clear lines of accountability within the organisational structure.
For bigger principal clubs, a possible structure may be:


In smaller principal or community clubs the functions of the senior and/or junior committees are often brought into one overarching committee.  However, the benefits of a structure like the one above, even for smaller clubs, can be:
· the Board / Executive Committee can operate at a more strategic level

· the creation of junior and senior committees allows those sections to have more ownership and buy-in to the club

· it activates more volunteers and therefore the workload can be spread over more people

Within a junior and senior committee, the following volunteer roles have been identified:

	JUNIOR COMMITTEE
	SENIOR COMMITTEE

	Chairman
	Chairman / Club Captain

	Grade Convenors / Liaison Officers
	Two-day & One-day team reps

	Coaching Coordinator
	Coaching Coordinator

	Events Coordinator
	Social Club Coordinator

	Secretary
	Fundraising Coordinator

	Gear Coordinator
	New members / school leavers liaison

	Fundraising Coordinator
	Communications Coordinator

	Communications Coordinator
	Women’s coordinator

	Volunteers Coordinator (see section 3)
	


In saying that, not all volunteer roles should be committee roles – many people will not want to attend regular meetings but are more than happy to do a one-off task.  One suggestion is that as the committee goes through its planning period over the off-season, it lists all the major tasks / activities that it wants to undertake through the season.  There may be up to 15-20 key tasks ranging from organising the annual six-a-side tournament to setting up the prizegiving night to putting together a monthly club newsletter.  The tasks are then allocated to volunteers and it becomes their responsibility to tap 2-3 people on the shoulder to assist them with the organisation and delivery of that task.  In this way a “shoulder-tapping tree” is created and more volunteers are engaged – but only in very specific and targeted roles.

As an example, a task planning spreadsheet may be set out as follows:

	Task
	Volunteer Responsible 
	Helpers

	1. Club Open Day – mid October
	Events Coordinator
	2 mums from son’s team

	2. Produce and distribute monthly club newsletter through season
	Communications Coordinator
	Receptionist at work to format newsletters
Sister-in-law who has strong writing skills

	3. Six-a-side tournament
	One of the junior coaches
	Two mates
Wife’s parents


For all volunteer roles / tasks the club should have a simple, brief job description detailing:

· what the responsibilities of the role are

· what skills the person should have

· how much time it is likely to take up

· who the person reports to

Over the page is a template for a volunteer job description.  Examples of job descriptions for some of the roles identified above are also detailed in the appendix of this resource.  
TEMPLATE

Volunteer Job Description

	TITLE
	

	Reports To
	

	Time Commitment
	

	Skills Required
	

	Key Objectives
	· 

	Task
	Task Description

	
	

	
	

	
	

	
	

	
	


Volunteer Training
Just as with our everyday jobs, quality volunteers will want to ensure that they can do a good job for their club.  This means aligning roles with volunteers’ strengths but it also means providing them with appropriate training if necessary.  Below, volunteering roles are broken down into four sections as relevant to a cricket club and details of the training opportunities that the club or external organisations can provide to each section is provided.
It is also important that the club develops a formal mentoring and induction process for new volunteers as they enter into roles.  This may be in the form of an induction pack and by pairing them up for the first few months with someone who has prior experience in the role.  Clubs may wish to consider introducing a hand over procedure where the departing volunteer is expected to do the following:

· Update the position description

· Assist in the induction of the new volunteer

ADMINISTRATORS
Volunteer administrators are those people who hold administrative positions on committees such as the chairman, secretary, treasurer, grade convenors, fundraising / events / communications coordinators.
Regional Sports Trusts (RST’s) hold regular evening workshops for volunteers involved in these capacities.  Workshop topics may range from running effective committee meetings; effective communication with your members; running events and competitions; capitalising on sponsorship opportunities, etc.  The workshops also provide for networking opportunities with similar people in other sports clubs.

The best place to look is the website of your club’s RST.  Details as follows:

Sport Auckland – www.sportauckland.co.nz – 09 623 7900

Sport Waitakere – www.sportwaitakere.co.nz – 09 966 3120

Harbour Sport – www.harboursport.co.nz – 09 415 4610

Counties Manukau Sport – www.cmsport.co.nz – 09 269 0066

COACHES

Auckland Cricket runs regular coaching courses appropriate to the level a coach is coaching at as well as winter seminars and conferences.  See the ‘Coaching’ section of the ACA website for up-to-date information – www.aucklandcricket.co.nz.  Within this website is also a host of downloadable resources. 
The Greater Auckland Coaching Unit (GACU) also runs regular generic coaching workshops for volunteer coaches.  For up-to-date information see their website – www.gacu.co.nz.

The club’s Coaching Coordinator should be fully aware of all coach development opportunities available to their coaches and should regularly promote these opportunities.

UMPIRES

Many clubs run pre-season umpiring workshops / sessions for the parents who are going to be involved in umpiring junior games through the season.  The Auckland Cricket Umpires Association (ACUA) is able to provide assistance in putting together the session program and may even be able to deliver the sessions.  Contact Ryan Scivier at Auckland Cricket to take this further.

Ryan Scivier – rscivier@aucklandcricket.co.nz – 09 845 7445

SCORERS
As with umpires above, many clubs also run pre-season workshops / sessions for the parents who are going to be involved in scoring junior games through the season.  Scorers have now come on board in a combined Auckland Cricket Umpires & Scorers Association (ACUSA) and so professional scorers are able to provide assistance in putting together session programs and possibly in the delivery of sessions.  Contact Ryan Scivier at Auckland Cricket to take this further.

Ryan Scivier – rscivier@aucklandcricket.co.nz – 09 845 7445

Attending courses and workshops can be an effective way of upskilling and training volunteers, however the most effective is often ‘on-the-job’ training.  Having experienced club personnel available to assist volunteers to do their jobs more effectively by every so often helping them out ‘on the job’ has huge benefits.  One such example is having a well-qualified club coach operate a timetable of regularly attending junior team trainings and assisting the volunteer coaches with new ideas and supportive advice.
Volunteer Support 
Volunteers want to know that they have a strong support structure around them – that there is someone they can contact if they have an issue or concern; that they have someone who is regularly in contact with them and can lend a hand if need be; that they feel as though the club knows they actually exist!  

In the junior section of many clubs these support people are often the grade convenors or the liaison officers.  They are the interface between the club and its many volunteer coaches, managers, umpires and scorers.  Another suggestion is to include an additional volunteer role within the club – a Volunteer Coordinator.

The Volunteer Coordinator

The Volunteer Coordinator would need to be that bright, bubbly personality that all clubs have – the type of person that gets on with everyone and comes across as caring and supportive.  One of their main responsibilities would be to ensure that everyone has the welcome that makes them want to be part of the team. Their specific roles and responsibilities may include:
· Helping volunteers to feel welcome and supported

· Putting together an induction pack and creating a volunteer agreement with each new volunteer
· Maintaining regular contact with all volunteers and listening to any issues / concerns and feeding those back to the relevant person

· Developing ways to recognise and reward volunteer efforts

· Establishing how many volunteers your club needs

· Developing position descriptions for each role

· Planning how and where to recruit volunteers

· Organising screening and selection procedures

· Preparing policies and procedures for volunteers

· Arranging training opportunities

· Developing and maintaining the volunteer database and records

· Planning for volunteer retention and replacement
· Being the first personal point of contact for people who wish to do volunteer work for the organization, but don't know where to start

· Keeping records of each volunteer – what roles they have undertaken and for how long

A Volunteer Agreement may be a simple half page document outlining what the expectations are of the club and the volunteer, e.g.:


Volunteer Recognition
Recognising the efforts and contributions of its volunteers is an area that all clubs admit they can do better.  However it is important that clubs do not lose sight of the fact that volunteers are exactly that – they offer their time voluntarily so should not expect to be paid.  Offering incentives such as subsidised membership fees potentially promotes volunteering for the wrong reasons.  Quality volunteers are those that want to give back to the game; support their child and their club; gain a balance in their personal life etc.  They can never expect to be remunerated for the time they give and clubs should take a firm stance on this.  
Notwithstanding this, it is crucial that volunteers feel valued and respected for the contribution they make.  Some guiding principles are outlined below:

Be immediate - recognise effort soon after it is given 
Be specific - give personal recognition

Be consistent - avoid showing favouritism

Be enthusiastic - have a positive attitude

Also below is a list of initiatives that clubs have successfully implemented to recognise and reward the efforts of their volunteers:



Specific Volunteer Awards

(Please have a look at all of these organisations websites for more details)
	Organisation
	Award
	Nominations called for

	Auckland Cricket
	ACA Development Awards

Your chance to make a song and dance about a particular cricket initiative, or person at your school or club, who over the last year has made a worthwhile contribution to cricket. Categories are:
· Best Club Cricket Initiative

· Best Youth Cricket Initiative

· Best Women’s Cricket Initiative

· Best Junior Cricket Initiative

· Service to Cricket Award


	Feb - March

	Auckland Cricket
	Carson Cup

Awarded annually at the ACA club cricket prizegiving to a long-serving volunteer administrator


	March

	NZ Cricket
	Sir Jack Newman Award

Awarded annually to a long-serving (15+ years) volunteer administrator in NZ.  Nominations are received by Auckland Cricket and passed onto NZC.


	August

	SPARC
	Volunteer Coach of the Year Award

Sponsored by Wattie’s, nominations are called for these annual awards in August.  Regional winners are decided upon by the relevant Regional Sports Trust and all regional winners then get nominated for the national awards.  The categories are:
· Lifetime (coaching for 25+ years)

· General (coaching for a while but not a lifetime)

· Student (student coach who attends intermediate or high school)
	August

	SPARC
	SPARC E-Card

An electronic letter sent from SPARC on behalf of you to your volunteer.  You can add your own personal message. Very easy way to give a small thanks at any time of the year.


http://www.sparc.org.nz/sport/how-volunteers-heart-of-sport.


	Any time

	Regional Sports Trusts (RST’s)
	Various

Check all RST websites for volunteer recognition initiatives they may run, e.g. breakfasts, volunteer of the month awards, etc.


	Any time


Appendix – Examples of Volunteer Job Descriptions
	TITLE
	JUNIOR CHAIRMAN

	Reports To
	Club Manager and Board

	Time Commitment
	Summer: 6-8 hrs per week
Winter: 2-3 hrs per week

	Skills Required
	Good communicator, leadership experience, knowledge of the junior club, passion and enthusiasm

	Key Objectives
	· Facilitate and drive the activities of the junior committee
· Ensure the best interests of the junior club are observed at all times
· Represent the junior committee in the ACA Junior Chairs forum

	Tasks
	Liaise with all parties (Club members, committee, office, other committees, other Clubs) and ensure that communication lines are working and that all issues are successfully dealt with



	
	To be well informed of all Junior Club activities



	
	Ensure the Junior Club has a future direction and plan, which the Committee is working towards



	
	At the beginning of each year the Chairperson will discuss the Committee’s objectives for the year and to allocate key responsibilities to the elected officers for consideration and approval by the Executive Committee



	
	To chair Junior Committee meetings and ensure officers carry out their appointed responsibilities



	
	To be the supportive leader for all Junior Club members and coordinators



	
	To comply with all Auckland Cricket Association and district requirements and represent the Club at relevant meetings


	TITLE
	GRADE CONVENOR

	Reports To
	Junior Chairman

	Time Commitment
	Summer: 5 hrs per week

Winter: 2 hrs per week

	Skills Required
	· Good communicator

· Computer literate

· Strong organisational skills

	Key Objectives
	· Oversee relevant junior grade
· Represent the interests of that grade on the junior committee
· Contribute to the junior committee and assist it to carry out its activities effectively

	Tasks
	Pre-season – using last seasons player lists, invite players to attend pre-season training/academies and to re-enrol 

	
	Pre-season – provide information about coaching, scoring and umpiring courses to prepare volunteers for the season.



	
	Year 6/7/8 coordinator to arrange players to attend pre-season trials



	
	Make teams to suit needs of players (as much as possible) with names provided by the club’s office



	
	Assign a coach and manager for each team 

	
	Throughout the season communicate information from the clubs office to the teams and back (however works best for you)

	
	Participate in Junior Committee meetings (food and wine provided!) to supply & receive information

	
	Liaise with other clubs, coaches and managers to organise rep games 




	TITLE
	EVENTS COORDINATOR

	Reports To
	Junior Chairman

	Time Commitment
	Summer: 5 hrs per week

Winter: 2 hrs per week

	Skills Required
	· Excellent communication and interpersonal skills

· Positive and enthusiastic

· Organisational and time management skills

· Computer literacy skills – Word, Excel, Outlook

· Email address, Internet access, Mobile phone



	Key Objectives
	Responsible for the planning, organising and successful operation of  Junior Cricket Events (events detailed below)

	TASKS
	Task Description

	General
	Maintain proper files throughout the season (hard copy, soft copy) relating to all aspects of the role



	
	Take responsibility to update existing role documentation passed across from previous convenor



	
	At conclusion of season, records passed to Communications co-ordinator to update website committee ‘Intellectual Memory’ section



	
	Assess the additional volunteer needs for the general running of events/activities.



	
	Recruit/recommend the appointment of additional events volunteers then induct and orientate



	
	Submit monthly report to the monthly Junior Committee meeting

	Home Tournaments
	Liaise with other clubs to ensure rules / venues / hospitality is organized and fully communicated to all parties ( in tandem with Communications Coordinator)



	
	Responsible for distributing balls



	
	Responsible for checking CCC teams are sorted / named on website



	
	Responsible for getting all trophies for the event and knowing who has the big trophies



	Internal Events
	Organise ‘Coaches Evening’ – would be great to be a more major event / organize guest speaker etc / check venue / organize food and drink requirements with Club Manager / ensure sufficient promotion is done



	
	Organise fund raisers – manage the logistics (i.e.- distribution of product / collection / reminders /  money to Club Manager)



	
	Assist Convenors to plan special events – e.g. Grade specific internal BBQ evening on a Friday evening



	
	Prize giving – book venue (if required ) / ensure set up material is on hand / get food for helpers



	Teams’ Photo Week
	Liaise with photo company and determine dates / schedule



	
	Set up team calendar for photos and make any amendments to schedule



	
	Ensure good communication between club and team managers



	
	Organise convenors OR set of volunteers to assist with team set up and checking names are correct / all team members are present 




	TITLE
	GEAR COORDINATOR

	Reports To
	Junior Chairman

	Time Commitment
	Summer: 5 hrs per week

Winter: 2 hrs per week

	Skills Required
	· Good communicator

· Computer literate

· Strong organisational skills

	Key Objectives
	· Oversee relevant junior grade
· Represent the interests of that grade on the junior committee
· Contribute to the junior committee and assist it to carry out its activities effectively

	TASKS
	Task Description 

	End of Season
	- Arrange for the return of gear bags 

- Chase up missing kit.

- Unpack gear bags

- Stock-take kit and balls

- Arrange for kit to be cleaned

- Re-pack gear bags (pack as many full kits as possible and use laminated forms for inventory in kit bags)



	Winter 

(by July)
	- Provide kit requirements to Club Manager for following season after liaising with grade convenors (initially based on similar figures to previous year)

- Provide ball requirements to Club Manager for following season after liaising with grade convenors (initially based on similar figures to previous year)



	Pre-Season (October)
	- Distribute all kit and balls via convenors
- Have a complete clean out of the gear loft with help of other volunteers

	During Season
	- Deal with any kit or ball issues throughout the season


	TITLE
	JUNIOR TEAM MANAGER

	Reports To
	Grade Convenor

	Time Commitment
	Summer only: 3 hrs per week



	Skills Required
	· Good communicator

· Strong organisational skills

· Sense of humour

	Key Objectives
	To have the right people in the right place at the right time with the right gear

	Tasks 
	Communicate information from Grade Convenor to team coach and players 

	
	Email team weekly to confirm practice and game times and details.



	
	Feedback any issues to Grade Convenor



	
	Get more gear from the club as necessary

	
	Get match reports (optional) and year 6 and above results submitted to Club Administrator

	
	Organise scorers and umpires for each game & encourage rotation



	
	Ensure a first aid kit is available at all games



	
	With the coach and parents ensure that all parent and player conduct is in line with the “Spirit of Cricket” as per the Code of Conduct on the club website



	
	Year 7 to U18 to help co-ordinate with district reps & year co-ordinators as required



	
	Make sure teams are complete each week with the help of Grade Convenor
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Record the length of service of all volunteers and have formal awards for 5 / 10 / 15+ years of service (e.g. club tie / badge / cap) that is presented at the AGM





Officially recognise key volunteers (chairman, board members, junior chairman) when retiring from these roles providing them with a leaving gift / function from the club





Host an end of year function (could be combined with prizegiving / AGM) for all volunteers with gifts provided (e.g. bottle of wine, movie vouchers) or a volunteers dinner





Register all club coaches with the NZC Coaches Association.  With each registration a coach receives a NZC coach’s diary, regular coaching newsletter, free access to all domestic first-class cricket and a complimentary ticket to an international match in that season – see the ‘Coaching’ section at � HYPERLINK "http://www.aucklandcricket.co.nz" ��www.aucklandcricket.co.nz�





Provide key volunteers with a complimentary ticket to the ACA ‘Cricketer of the Year’ Awards Dinner in April of each year





Include a regular volunteer section in club newsletters or on the front page of the club’s website profiling the efforts and achievements of a selected volunteer for that month





Seek sponsorship for a Volunteer of the Month award during the summer.  Examples may be sponsorship from the local cinemas; retail store; hotel chain; gas stations.  Utilising business contacts from within the club’s membership may prove fruitful.





Nominating volunteers for all relevant awards and recognition schemes provided by external organisations.  A list of these is outlined on the next page














The Induction Pack








A volunteer’s induction pack should include:





A welcome letter from the Chairman


A job description


A copy of the strategic plan including the club’s mission statement


A diagram of the organisational structure


Club policies / procedures (e.g. codes of conduct)


A Volunteer Agreement











VOLUNTEER AGREEMENT





As a volunteer for [Insert Club Name] Cricket Club, you should expect certain things from the club. These include:





an introduction and induction to the club


support and training as required


a contact to discuss issues with 





In return the club expects certain things from you:





support the aims and objectives of the club


abide by the club’s code of conduct


identify any issues you may have with the club or your role to your club contact as soon as possible








�








Players, Coaches, Supporters, Parents








Senior Committee








Club Manager








Junior Committee








Board / Executive Committee





Allocate a small budget for all committee meetings to provide attendees with drinks and snack food – e.g. wine, beer, cheese and crackers.  Ensure the time volunteers give up for meetings is enjoyable





Provide volunteers with complimentary tickets to international / domestic matches





At the end of the season provide all volunteers with a formal ‘thank you’ letter from the club chairman (suggest it is posted out to add to formality)





Provide coaches / managers / officials with complimentary club 


apparel, e.g. jacket / shirt / tracksuit / cap
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