Recruitment Terms and Conditions 

It may be useful to ensure that all staff (voluntary or paid) are aware of the terms and conditions under which they have been employed or recruited. This document will establish the procedures for recruitment and is particularly pertinent if the club is offering paid expenses or reimbursements. 
RECRUITMENT PROCEDURE 
The recruitment of all staff is dependent upon the successful completion of the club’s recruitment procedure. 

INDUCTION 
Once appointed, all new staff will be given an induction by a member of the Executive Committee.  The induction includes: 

· Welcome Pack – training nights, club newsletter, competition programme, club achievements etc. 

· Tour of site and facilities 

· Location of first aid and telephone 

· Emergency equipment and procedures 

· Club contacts list – committee, coaches, facility staff 

· Club documents & policies. 

EDUCATION & TRAINING 
All qualified coaches are expected to ensure that their qualifications are valid and updated when required. If a qualification is due for renewal the coach must report to: 

.……………………………………………………………………………………..………………………………..…..… 

Funding assistance may be available but unfortunately cannot be guaranteed. The club is committed to developing our staff and therefore we promise to seek and secure additional funding to support education and training. 

The following courses are recommended: 
1. British Red Cross Basic First Aid Award inc. Sports Injuries module 
2. The Responsible Sports Coach (scUK Workshop) 
3. Coaching Children (scUK Workshop) 
4. Coaching & The Law (scUK Workshop) 
5. Good Practice & Child Protection (NCF Workshop) 
If you are interested in attending any of the above courses please contact: 

………………………………………………………………………….……………………………………...............….


METHODS OF PAYMENT/ EXPENSES/ REIMBURSEMENTS 
Payment
Coaches and officials rates of pay are determined in conjunction with your National Governing Body/NVQ level of qualification. These are agreed as follows: 

Coach Level 1: ………………………………
 Official Assistant: ……………………………… 

Coach Level 2: ……………………………… 
Official Level 1:  ……………………………… 

Coach Level 3: ……………………………… 

Expenses/ Reimbursements 
Travel – Mileage to be paid @ xxp per mile for certain journeys: 
To and from training sessions To and from league matches 

Food – Meal reimbursements up to £x.xx per day: After league matches only. 

Protective Clothing – Up to a maximum of £xx per quarter will be paid towards specific sports clothing as follows: 
……………………………… ……………………………… ……………………………… ……………………………… 
All expenses will be paid retrospectively. Therefore please keep all receipts and keep a note of all mileage undertaken on compliance with the above. All expenses will be paid on a quarterly basis. 

The payment, expenses and reimbursements as stated above are liable to change on a yearly basis. You will be informed of all amendments for the following year at the AGM. 

SICKNESS / UNAVAILABILITY 
In the event of any staff not being able to meet their responsibilities i.e. unable to attend training session, please notify your replacement as early as possible: 
Emergency contacts:
……………………………… ……………………………… ……………………………… ……………………………… ……………………………… ……………………………… ……………………………… ……………………………… 

In the event of a cancellation please notify ………………………………………………………………………… 
who will contact all participants or parents by telephone or letter (whichever is appropriate). 

INSURANCE

Through affiliation with the NGB the club has a public liability insurance of up to  £…………… which gives all clubs representatives cover for .....…………………………………......................……………………………… 
Additional personal insurance for qualified coaches and/ or officials is highly recommended via: ……………………………………………………………………..……………………………………………………… 
Please contact …………………………….........................................................................…… for more details.
SIGNATURES: 



Job Title 
…………………………………………………………………... 


Signature 
……………………………..............…………………………... 


Date 
…………………………………………………………………... 


Chair Person 
…………………………………………………………………... 

Date 
…………………………………………………………………... 

