SAMPLE VOLUNTEER AGREEMENT
Based upon examples produced by Sport England and sports coach UK

i. – If you require examples of the documents mentioned below (e.g. Child Protection Guidelines, Equity Policy, etc.) please contact your County Sports Partnership (see page 106).

Volunteers are an important and valued part of [Insert name of organisation].  We hope that you enjoy volunteering with us and feel a full part of our team.

This agreement tells you what you can expect from us and what we can expect from you.  We aim to be flexible, so please let us know if you would like to make any changes, and we will do our best to accommodate them.

We, [Insert name of organisation] will do our best to:

· Introduce you to how the organisation works and your role in it

· Provide you with a role description and a full explanation of your duties/responsibilities, including the days/times when we would like you to volunteer within the organisation

· Organise regular meetings between you and your manager so that you can tell us if you are happy with how your work is organised and get feedback from us.  Your manager’s name is [Insert name]

· Where possible, meet the costs of/provide funding towards [delete as appropriate] any relevant training needs

· Respect your skills, dignity and individual wishes and do our best to meet them
· Consult with you and keep you informed of possible changes that will affect you

· Insure you against any injury you suffer or cause due to negligence while you are volunteering for us

· Provide a safe workplace

· Apply our equal opportunities/equity policy

· Apply our complaints procedure where appropriate

· Provide you with the following documents

· Safety Guidelines
· Codes of Conduct

· Equal Opportunities/Equity Policy

· Child Protection Guidelines

All coaches working within [Insert name of organisation], whether in a paid or voluntary capacity, are encouraged to work to high standards and adopt recognised best practice where possible.  In addition to their own standards of practice, coaches should be aware of and adopt [Insert name of organisation]’s own:

· Safety Guidelines

· Codes of Conduct

· Equal Opportunities/Equity Policy

· Child Protection Guidelines

I, [Insert name of coach], am familiar with the above standards of practice and agree to follow them to the best of my ability.  In addition to this, I agree to give as much notice as possible whenever I am unable to attend a session that I am expected to be at.  I accept the responsibilities outlined in my Role Description.
Signed: …………………………………………….



Date:…….............

Volunteer Agreements

If your organisation is not in a position to be able to pay people for the time they spend coaching for you, a Contract of Employment will not be necessary.  However, you may want to consider using a Volunteer Agreement, as this clarifies what commitment both the coach and the organisation can expect from each other.

Volunteer Agreements are not intended to be legally binding documents and should simply be used as guidelines for both parties.  An example is given on the next page.

Payment of Expenses: Some organisations pay their volunteers expenses to cover any costs they have incurred which are directly related to their volunteering, i.e. travel to and from the place of volunteering, meals taken while volunteering, postage/phone calls etc, childcare costs incurred while volunteering, and any specialist clothing/equipment required while volunteering.  This might also include covering the cost of training courses and related travel/accommodation expenses.

We fully recommend that this takes place wherever possible; as it supports the volunteer coach and provides them with some recognition for the time they donate to the organisation.  However, both the organisation and the volunteer coach need to be aware that there may be tax implications, as outlined below.

In general, where the expenses paid by the organisation are no more than the actual out-of-pocket expenses incurred by the volunteer coach, there is no tax liability.  However, if a volunteer coach is given a lump sum to cover their expenses and ‘a bit extra as a thank you’, or if they are given funding towards training that is not directly relevant to their volunteer role, they could be liable for tax on the full amount.  It is good practice for the volunteer coach to give copies of receipts for all expenditure to the relevant person within the organisation, and for the organisation to keep records of all payments in case of any queries from HM Revenue and Customs. 

CONTRACTS/VOLUNTEER AGREEMENTS

Contracts/Statements of Main Terms and Conditions – Paid Employment

If you are planning on paying someone for the time they spend coaching for you, you will need to issue them with a Contract of Employment.  A contract is legally-binding agreement between an employer and an employee.  It may be verbally (i.e. through the initial telephone call to offer the job), but should also be put in writing to avoid dispute (i.e. through formal job offer letter).  All employers are legally required to put the Statement of Main Terms and Conditions of Employment in writing.
The Statement of Main Terms and Conditions sets out the details of the individual’s employment and, among other things, makes it clear what time commitment is expected from the coach and what payment they can expect in return. Depending on the situation, coaches will usually be classified as either Permanent, Temporary/Fixed Term, Casual or Self-Employed, and the Terms and Conditions they are given will reflect this.  The coach should be asked to sign and return one copy of the Terms and Conditions as an indication that they have received it and accept its content, and should be given a second copy to keep for their records.
All documentation needs to be in line with the Employment Rights ACT 1996 (See www.hmso.gov.uk).  This set of legislation relates directly to the content of Contracts of Employment/Statement of Main Terms and Conditions.  As these are legally-binding documents, and as employment law changes over time, we recommend that you seek professional advice from a solicitor.  You can also get information and advice from ACAS, the Advisory, Conciliation and Arbitration Service.  Their website (www.acas.org.uk) has comprehensive information and various free leaflets which you can download/order, and they also offer free advice through there Helpline on 08457 474747.  Information can also be found on the Department of Trade and Industry’s website (www.dti.gov.uk), and sports coach UK are in process of developing a training workshop call ‘Employing Coaches’.  For further details contact your County Sports Partnership.

If you are considering offering a coach a Contract of Employment, you will need to consider the following terms and conditions, although not all will be relevant in some cases:

· Hours/days and times of work (with reference to Working Time Regulations)

· Rates of pay and arrangements for payment (with reference to the National Minimum Wage)

· Non-coaching time – will coaches be allocated paid time for preparation, attending training course, etc?
· Tax and  National Insurance

· Pension

· Holiday entitlement – annual leave, bank holidays, etc 

· Travelling expenses/subsistence

· Sickness absence/pay

· Redundancy

· Termination of employment – notice required from both the coach and the organisation

· Maternity/Paternity leave

· Probation period

· Disciplinary/grievance procedures

Most organisations compile an Employee Handbook which contains general information about the above and is give to the coach alongside the Contract of Employment/Statement of Main Terms and Conditions, which contains the information specific to that particular post.







