
 

 

VOLUNTEER INDUCTION CHECKLIST 

Timing Activity Confirmed 

DAY 1 

Ideally a new volunteer is greeted by a committee member or 
a designated new volunteer greeter. 

 
• Welcome new volunteer 
• Advise of new volunteer induction process 
 
At registration desk - 
• Complete Volunteer Registration form 
• Provide details to obtain a Blue Card, if not already 
• Provide a name tag 
• Attend morning briefing at 8:45am 

 
Provide a high level briefing - 
• Sailability organisation, values and objectives 
• Shorncliffe history and operations 
• Roles – committee and sail day 
• Safety – evacuation, incident reporting and management  
• Client and carer protocols 
• Direct to website for further details, policy and 

procedures 
 
Identify an existing volunteer to provide an operational 
overview and chaperone the new volunteer for the day. The 
chaperoning volunteer does not need to be by the new 
volunteers side all day but should coordinate the new 
volunteers day and ensure their safety and enjoyment. 
 
Operations – 
• Provide a tour of site and operations, including facilities 
• Identify roles and activities, including leads in each area 
• Provide overview of set up and close down procedures 
• Arrange ride on Pontoon, Safety and/or sailboat, as 

appropriate 
 
At end of day - 
• Ask if they may have any questions/concerns 
• If possible, close out the day with the President or Vice-

President 
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Timing Activity Confirmed 

DAY 2+3 

Ideally a new volunteer is greeted by a committee member or 
a designated new volunteer greeter. 

 
• Welcome new volunteer again 
 
At registration desk - 
• Ensure Volunteer Registration form complete 
• Ensure Blue Card details obtained or process underway 
• Sign in for the day (advising required every week for 

insurance coverage purposes) 
• Attend morning briefing at 8:45am 

 
Area inductions – 
Facilitate introduction to each area lead and for each area 
lead to provide an overview of their responsibilities and then 
what, why, when and how things operate in their area. 

 
• At start of day: Sailboat rigging and launching 

 
• Land based operations: Registration, Base Coordination, 

Life Jacket fitting and checking, BBQ 
 

• Pontoon operations: Pontoon Coordination, boat docking 
and departure, hoists 

 
If volunteer has provided appropriate boating licence details - 
• Pontoon Boat 
• Safety Boat 

 
• At end of day: Sailboat derigging and retrieval 
 
After 3 induction days the committee member or designated 
greeter to – 
• Follow progress and gain feedback 
• Ensure understanding of policies and procedures, 

especially those related to safety and incident 
management 

• Ask if they may have any questions/concerns 
• Identify an area or role they may be interested in and 

provide guidance to additional learning materials, as 
appropriate 

• Encourage attendance at training days 
 

 
 
 

• Yes / No 
 
• Yes / No 
 

 
 
 
 
 
 
 
 
 
 

• Yes / No 
 
• Yes / No 
 
 
• Yes / No 
 
 
 
• Yes / No 
• Yes / No 
 
• Yes / No 
 
 
 

 


