
 

Policies for Volunteer Management  
 
 
 
Introduction 
 
The purpose of this pamphlet is to highlight the rationale for having policies in place 
for your Clubs’ volunteers. Policies clarify the lines of responsibility and are an 
integral component of accepted good managerial practice. Polices have become 
increasingly necessary in our litigation laden culture. Policies should represent the 
overall focus/dynamic of the Club. They are important both for Club control/ planning 
and volunteer satisfaction. Policies are important because management personnel in 
Clubs come and go, thus it is inefficient if each new committee have to reinvent the 
wheel each time. 
 
 
A Definition 
 
A policy can be defined as: 
a principle expressing some position, value of belief,  
 
or 
 
a plan or course of action including specific steps and procedures. 
 
The policy outlines what people should do in a given situation and it may put 
procedures in place to indicate how people should do it. 
 
 
Reasons for Policy Development  
 
• Ensure continuity 
• Fairness and equity 
• Clarify values and beliefs 
• Communicate expectations 
• Specify standards 
• State rules 
• Improve risk management 
• Reduce liability 
• Good personnel management 

 
 
 
 
 
 
 
 

 



 

Responsibility for Policy Development 
 
 
It is vital for policy success that as many stakeholders as possible have some 
involvement in the policy process – thus players, parents, committee members, 
supporters etc should all be consulted if a given policy effects them. 
 
 
The Policy Development Process  
 
It is important that Clubs follow a systematic process in order to develop policies 
rather than use the ad hoc approach (when the problem arrives deal with it then!) 
A need for a policy usually exists when there is a gap between what the Club would 
like to see happen and the current situation. Once the Club has decided that a policy 
needs to be developed then a consultation group should be formed. No individual is 
likely to have the full range of skills and knowledge required across all potential 
policy areas in volunteer management. Developing policies for volunteer can require 
skills and background in a wide range of areas including: 

• Human resource management 
• Industrial relations 
• Contract law 
• Insurance 
• Information management 
• Fundraising 
• Planning 
• Workplace health and safety 
• Accounting 
• Continuing education and training 

 
The next step is to collect relevant information so that those responsible for drafting 
the policy are sufficiently briefed about the issues under discussion. It is also good to 
consult other clubs/groups that might have similar concerns/problems.  
The next step is to prepare a draft policy which should be viewed by as many people 
as possible. Part of this step includes recording feedback and requested amendments 
to the draft document. Based on input and feedback to the draft policy, the document 
should then be revised (there may be more than one revision) in order to present the 
policy for ratification at a management committee meeting. It is advisable to have a 
range of people (including some from outside the Club) involved in the revision and 
final editing stages. 
 
Six principles for writing volunteer management policies 

• Be concise 
• Be clear 
• Be directive 
• Ensure material is appropriate to the audience 
• Emphasise the positives 
• Provide examples to illustrate (especially for a policy manual) 

 
 

 



 

Policy Implementation and Evaluation 
 
All the effort of policy development can be wasted if the Club does not pay sufficient 
attention to the implementation phase. In particular, appropriate levels and types of 
resources (e.g. people, time and finance) should be devoted to support the desired 
policy impact on the Club. The actual priorities of Clubs are revealed by the allocation 
of resources. 
People must also be able to understand and follow the policy.  
 
There are a number of strategies that may help with policy implementation and 
compliance: 

• Ensure that the wording is appropriate to the audience. 
• Make sure that members are aware of the reason for the policy (eg well-being of 

participants, safety of volunteers). 
• Involve members in the policy development process. 
• Make sure the policy is not too complex and/or ambiguous. 
• Communicate the policies in a way that is easy and convenient. 
• Communicate policies regularly: remind volunteers about policy and procedures 

at each appropriate opportunity. 
• Get volunteers to sign a membership form that indicates they will follow 

policies and procedures. 
• Consistently monitor policy implementation and impact (eg as part of the 

volunteer performance review process). 
 
 

Resistance to Policy 
 
It is naive to assume that there will be no resistance to new policies, especially if it 
represents a departure from previous practice. ‘We have always done it this way – 
why do we need to do anything different?’ is a common reaction. Therefore, 
resistance is inevitable and may take the form of absenteeism, grievances and non-
cooperation. Ways of overcoming resistance include: 

• Involving people in the policy development process. 
• Educating members about the benefits of the policy to the Club. 
• Appealing to members’ self-interest by outlining how they may benefit 

personally from the policy. 
 
 
Policy Evaluation 
 
Each new policy should be reviewed at the end of the first year of implementation. 
Others may be reviewed every 2-3 years. However, in practice evaluation and revision 
of polices should be continuous rather than periodic. Furthermore, just as in the policy 
development phase, it is important to involve members in reviewing policies and 
devising corrective actions if they are required. 
Policy evaluation consists of three basic activities: 

• Examining the basis of the policy (i.e. is the rationale still sound?). 
• Comparing expected changes/behaviours with actual outcomes (some may be 

unintended). 

 



 

• Taking corrective action if required (e.g. revises policy, allocate more resources 
or rescind the policy). 

 
 
Volunteer Management Policy Areas 
 
The range of issues potentially addressed by volunteer management policies is quite 
extensive. This section will introduce, discuss and provide examples for a number of 
these areas. This list of policy areas is not exhausted here. 
 

1. Volunteer Management Philosophy 
It is important that the range of volunteer management policies reflect the Club’s 
overall philosophy regarding volunteers and their role in the Club. This may be 
reflected in a broad policy statement such as: 
‘The achievement of the goals of this Club is best served by the active participation of 
members of our community. To this end, the Club accepts and encourages the 
involvement of volunteers at all levels of the Club and within all appropriate programs 
and activities.’ 
 

2. Volunteer Rights and Responsibilities 
The relationship between the Club and volunteers should be viewed as reciprocal. 
Thus, volunteers should be extended the right to be given meaningful assignments, the 
right to be treated as equal co-workers, the right to effective supervision, the right to 
full involvement and participation, and the right to recognition for work done.  
In return, volunteers shall agree to actively perform their duties to the best of their 
abilities and to remain loyal to the goals and procedures of the Club. 
 

3. Out-of-pocket Expenses 
From time to time volunteers may incur costs associated with their responsibilities. 
How this situation is handled by the Club may have a significant impact on levels of 
volunteer satisfaction. Many non-profit organisations rely on voluntary labour but 
they may also have a considerable proportion of operational costs absorbed by 
volunteer workers. It seems that this is an area that requires further policy 
development in Ireland. 
Prior approval must be sought for any major expenditure. 
 

4. Record Keeping 
Due to the increasingly litigious nature of society, Clubs should keep accurate and 
current records of all their activities. This should include involvement by volunteers. 
A system of records will be maintained on each volunteer within the Club, including 
dates of service, positions held, duties performed, evaluation of work and awards 
received. Volunteers and paid staff shall be responsible for submitting all appropriate 
records and information in a timely and accurate fashion. Volunteer personnel records 
shall be accorded the same confidentiality as paid staff personnel records. 
 

5. Training 
Research suggests that volunteers seek continuing education and training 
opportunities through their voluntary work (especially for Coaching Qualifications). 
However, the issue of who pays can be difficult to resolve. On the one hand 

 



 

volunteers gain personally from the opportunity but they also provide an improved 
level of service to the Club. 
Just as paid staff, volunteers should attempt to improve their levels of skill during 
their terms of service. Additional training and educational opportunities should be 
made available to volunteers during their connection with the Club. If the Club 
provides training for a volunteer then that volunteer ought to reciprocate this 
commitment by means of his/her commitment to the Club. 
 

6. Absences 
Volunteers are expected to perform their duties on a regular scheduled and timely 
basis. If expecting to be absent from a scheduled duty, volunteers should inform their 
supervisor as far in advance as possible so that alternative arrangements may be made. 
Continual absenteeism will result in a review of the volunteer’s job or term of service. 
Volunteers may be encouraged to find a substitute for any upcoming absences that 
might be filled by another volunteer. Such substitution should only be taken following 
consultation with a supervisor and care should be taken to find a substitute who is 
suitable/qualified for the position. Substitutes may only be recruited from those who 
are currently involved as volunteers with the Club. 
 

7. Conflict of Interest 
In recent years there has been an increased focus on the accountability of Clubs. In 
cases where the Club is partly supported through public funds (grants), care should be 
taken to avoid situations that could be interpreted adversely for the Club. 
No person who has a conflict of interest with any activity of the 
Club, whether personal or financial shall be accepted or serve as a volunteer with the 
Club. When a potential conflict of interest does arise, volunteers must declare their 
interest. 
 

8. Dismissing Volunteers 
There may be occasions when volunteers need to be dismissed. How this process is 
handled by the Club is vital to good volunteer management. The grounds for dismissal 
must be made clear to the volunteer and they should have an opportunity to defend the 
accusation. 
Volunteers who do not adhere to the rules and procedures of the Club or who fail to 
satisfactorily perform their duties are subject to dismissal. No volunteer will be 
dismissed until the volunteer has had an opportunity to discuss the reasons for 
possible dismissal with the Club.  
Possible grounds for dismissal may include, but are not limited to, the following: 
gross misconduct or insubordination, being under the influence of alcohol or drugs, 
theft of property or misuse of the Club’s equipment or materials, abuse or 
mistreatment of members or co-workers, failure to abide by policies and procedures, 
and failure to satisfactorily perform assigned duties. 
 
 
 
 
 
 
 

 



 

Other Policy Areas 
 
There are a number of other areas that may require policy development. These may 
include: 
 

• Attendance – signing in /signing out 
• Financial interests  
• Bullying and harassment 
• Relationships between volunteers and paid staff 
• Complaints and disputes  
• Sexual harassment 
• Equal opportunity 
• Speaking to the media 
• Health and safety  
• Illness, injuries, accidents 
• Use of official stationery 
• Insurance coverage 
• Use of personal/Club equipment 
• Use of private vehicle 
• Keys, security and out of hours access to premises 
• Volunteer performance appraisal 
• Working conditions 
• Limited terms in key committee roles 

 
 
Summary 
 
Policy development and implementation are essential for effective management and 
governance of Clubs. Policies help ensure fairness and equity in the way that Clubs 
interact with members, and nowhere is this more important than in managing 
volunteers. This module has outlined the purpose of and processes required for policy 
development, indicated where responsibility lies for the policy process and 
emphasised the need for evaluation and regular revision of volunteer management 
policies.  
 

 


