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THIS IS THE FIRST EVER GUIDE PRODUCED BY THE ANGLING
DEVELOPMENT BOARD (ADB) DEDICATED TO VOLUNTEERING.
WE HOPE IT WILL BE A USEFUL RESOURCE WHICH WILL AID IN
THE DEVELOPMENT OF NEW AND EXISTING CLUBS, AND WILL
BE ESPECIALLY HELPFUL WITH THE RECRUITMENT, RETENTION
AND REWARDING OF VOLUNTEERS.

FOREWORD

A lot of hard work and thought has gone into the
production of this guide from both the ADB staff
and volunteers. You will find a lot of useful
information on managing volunteers as well as
templates and forms for use within your clubs.
These forms are useful when recruiting new
volunteers to ensure the proper checks are made
and the process is fair and equal for all.

The ADB is dedicated to the development of
anglers by providing opportunities for any person
from any background to fish as well as volunteer.

Many angling clubs have been in existence for 
over 100 years, which is a testament to the sport.
A large part of this success is due to the dedication
of the volunteer workforce within angling.

Finally, the ADB would like to wish all volunteers
continued success in all the work they do for
their clubs.

David Moore
Chairman
Angling Development Board
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ALL ANGLING CLUBS RELY ON VOLUNTEERS, WHETHER THEY
ARE SMALL, ONE TEAM UNITS OR LARGE CLUBS MANAGING 
A VARIED PORTFOLIO OF FISHERIES AND POSSIBLY ALSO
RUNNING NUMEROUS TEAMS FOR MALES AND FEMALES 
AT MANY AGE LEVELS.

VOLUNTEER GUIDE FOR
ANGLING - INTRODUCTION

Volunteers are vital for the success of any 
angling club and not only fill traditional positions
such as Chairperson, Secretary and Treasurer 
but increasingly help manage structures and
organise development of the club.

This volunteer guide, assisted by the Department
of Culture Media and Sport’s Step into Sport
programme, is designed to assist your club with 
the recruitment, training and retention of your
volunteer workforce.

You will find this handbook has many useful 
tools, practical ideas and positive advice to 
ensure that YOUR angling club is reaching its 
full potential and enabling each and every
individual that volunteers at your angling club 
to improve in the role they perform.

This guide should be used in conjunction with 
the following documents:

ADB Safeguarding & Protecting Children Policy

ADB Equality Policy

Both of which can be downloaded from the 
Angling Development Board website or that of 
the three National Governing Bodies for the 
Sport of Angling. A hard copy is also available 
for those NGB affiliated clubs.

www.nfadirect.com
www.nfsa.org.uk   
www.salmon-trout.org
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VOLUNTEERS ARE THE LIFE-BLOOD OF YOUR ANGLING 
CLUB. THE VOLUNTEER SUSTAINS YOUR CLUB’S ANGLING
ACTIVITIES AND ENABLES YOUR CLUB TO LOOK AT ITS
DEVELOPMENT IN FUTURE YEARS. IT IS LIKELY THAT THE
VALUE OF YOUR VOLUNTEERS, IF THEY WERE PAID, WOULD
REPRESENT THE LARGEST ITEM OF EXPENDITURE ON YOUR
CLUB’S ANNUAL ACCOUNTS.

WHY IS VOLUNTEERING
IMPORTANT?

Yet most angling clubs take volunteers for granted,
giving them little recognition or assistance.

Therefore, it is vital for angling clubs to understand
the critical role that the volunteer plays, to ensure
enough individuals are encouraged to volunteer
and those that already assist the club are
recognised, assisted and rewarded.

There may be many times throughout the year
when you ask yourself, “Why do I do this”? The
answer is very simple; for the love of the sport.
Most of us that volunteer in some capacity do so
because at some stage we feel that we should give
something back.

Most of us take our administrators, organisers,
coaches and managers for granted. We assume 
that they will always be there, but people move on.
Who fills these voids when that happens? 
The importance of that person to the club is 
then realised.

You may be a part of a small club that has only 
a few individuals donating time to the club or 
a larger one with quite a few people doing jobs 
of all descriptions with various amounts of 
time commitments.

Just think if your club had to hire professional
people to do these jobs and the amount of money
that would be spent! In monetary terms, volunteers
are a tremendous asset for all clubs. With each
volunteer that joins a club, the club is made that
much stronger, efficient and has the ability to
undertake new ventures.

A good volunteer is invaluable because, for every
single angler who has a positive experience at their
club, the chances are then that they will want to
offer the same opportunities they were presented,
to a new generation of anglers. It is this legacy that
makes angling so special and each volunteer that
works in the sport special.
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YOUR ANGLING CLUB NEEDS TO BE ABLE TO 
CO-ORDINATE ITS APPROACH TO ITS VOLUNTEERS.

A SIMPLE STRATEGY NEEDS TO BE PRODUCED AND
IMPLEMENTED CENTERING ON RECRUITMENT,
RETENTION AND REWARDING OF YOUR VOLUNTEERS.

A SYSTEMATIC APPROACH 
TO MANAGING VOLUNTEERS 
IN YOUR CLUB

Have you:
• appointed a volunteer co-ordinator?

• raised the profile of volunteering in the club?

• identified the number of volunteers you need?

• provided role and job descriptions, including
person specifications, for each area of work?

• ensured that no jobs are duplicated and that
there are no gaps?

• limited the time you expect people to give?

• broken down time consuming jobs into 
small parts?

• provided a mentoring system – a way of
introducing people to their voluntary role?

• designed a system that ensures the effective use
of people’s time?

• instituted a succession policy?

• instituted a means of rewarding and recognising
voluntary effort?

The following sections, appendices and templates
are designed to assist you and your club in
providing a simple yet comprehensive strategy 
to volunteering.

Each angling club should aim to have a written
volunteering strategy to assist the work of the
volunteer co-ordinator.

To help you we have provided some outline role
descriptions in Appendix C.



RECRUITING VOLUNTEERS IS A VITAL TASK FOR ALL 
CLUBS TO UNDERTAKE.
Whether it is identifying an individual to take on a specific role or a new person wanting to be involved in
the sport, each angling club must have a detailed policy for recruitment. Additionally, through volunteering
young people can be given the opportunity to learn new skills and take responsibility, thus providing a pool
of volunteers for the future.

Outlined below is a systematic approach to recruiting volunteers.

RECRUITING
VOLUNTEERS

What jobs need to be done?

Before you earmark individuals for specific jobs,
you must find out what jobs need to be done.
The areas you will need to look at include 
the following:

• administration

• facilities, maintenance & improvement

• coaching.

Role descriptions and responsibilities

The next task is to identify in more detail the roles
and responsibilities associated with each of the
above areas. This will involve looking at:

• the positions that need to be filled and the
qualifications, if any, that will be needed

• how much time will be required for each 
job per day, per week, and per month

• what parameters define the role of each
volunteer position.

The role descriptions and specifications need to be
considered very carefully by the club committees
and other people involved in the club. They should
be written down.
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NOW YOU ARE READY TO FIND PEOPLE TO FILL THE JOBS.
THERE ARE THREE SOURCES FROM WHICH YOU WILL FILL
MOST OF YOUR VOLUNTEER POSITIONS.

WHO PERFORMS 
THE JOBS?

Current members

The most obvious source of volunteers is the 
club’s existing members. Experience shows that,
given the right opportunity, people who have been
long-standing members without ever thinking
about how the club operates can be recruited as
volunteers. Often all that is needed is for them 
to be asked.

Parents of junior anglers

Parents obviously want to provide the best for 
their children. They can fill roles such as team
manager, travel coordinator, catering manager or
equipment manager. Most parents will not
volunteer unless they are asked and many who
have little knowledge of angling can feel
intimidated for roles such as coach or match
steward. They will want to feel a part of what is
going on and perhaps need to be given smaller 
jobs to start with, although they may be willing 
to assist on the bank or wherever help is needed
with the proper training.

Older junior/intermediate members

These anglers are extremely important not only as
dedicated participants but also as dedicated club
members. They represent the future of your club
and provide two major benefits.

• Firstly they can relate to the younger juniors 
who will regard them as role models.
From that perspective they can begin to take 
on a mentoring role with younger members.

• Secondly, they can be inducted into the culture 
of the club and begin the ‘on-the-job’ training
that will eventually lead to them taking over as
the next generation of club administrators.
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WHERE CAN EXTRA
HELP BE FOUND?

Outside agencies

Your local County Sports Partnership may help 
with attracting volunteers.

Each area or County Sports Partnership will have
someone dedicated to help attract volunteers and
schemes such as Step into Sport and Time Bank
can be accessed. Explain what sort of person you
are looking for and what roles need to be filled, and
they may have suggestions to help find someone
or give you assistance in other places to look.

A list of Sport England regional contacts as well as
County Sports Partnership Volunteer Managers can
be found through www.sportengland.org  

Other areas for recruiting volunteers may take into
the community or registering positions online with
various sports recruiting websites. There are many
places you can access an example of a site or
organisation that may help you which are 
listed below.

Do-it (www.do-it.org)

This site is an ideal recruitment and marketing tool
for organisations needing volunteers.

It also provides a free advertising opportunity for
agencies in recruiting volunteers and promotes
their club or organisation.

To register simply visit your local Volunteers Bureau
and they will post it on the Do-it website on your
behalf. To find your nearest Volunteers Bureau, go
to the do-it.org.uk site, type your postcode in the
agency finder and press go.

Volunteering England
(www.volunteeringengland.org)

Volunteering England is a new agency that is
dedicated to volunteering in the country and
covers all aspects of volunteering, not just sport.

Volunteering England’s main aim is to promote
volunteering as a powerful force for change,
both for those who volunteer and for the wider
community. This website offers a range of resources
for anyone who works with or manages volunteers
as well as to those who want to volunteer.
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A VOLUNTEER CAN FILL ANY POSITION IN A CLUB AND
EACH ROLE IS JUST AS IMPORTANT AS THE NEXT IN
HELPING YOUR CLUB RUN EFFICIENTLY.

WHAT ROLES 
VOLUNTEERS CAN FILL

The following are the most common positions
found within angling clubs throughout the country:

• Club Chairperson / President

• Treasurer

• Secretary

• Volunteer Co-ordinator

• Club Welfare Officer

• Match Secretary

• Club Coach

• Junior Team Manager

• Club Bailiff.

Full sample role descriptions of all of these
positions can be found in Appendix C of this
handbook. These seek to define the characteristics,
skills and attributes necessary for carrying out each
role at the club and identify appropriate training
courses to support their continued development.
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EVERYBODY FINDS PLEASURE AND SATISFACTION IN A JOB
WELL DONE. RECOGNITION OF A VOLUNTEER’S EFFORTS,
FROM A SIMPLE THANK YOU TO A FORMAL AWARD AT AN
ANNUAL MEETING, CAN DO MUCH TO INCREASE THAT
INDIVIDUAL’S MOTIVATION FOR CONTINUING IN THE ROLE.

RETENTION OF
VOLUNTEERS

This recognition and rewarding of volunteers
should occur at any time and at all times.

The Volunteer Co-ordinator’s job is to ensure that the
volunteers in the club are happy and want to keep on
fulfilling their roles. One way to do this is to evaluate
and monitor the performance of each volunteer in
the club. The second is to reward volunteers in the
club for the good work that they do.

Evaluate & Monitor

In any paid job employees want to know if they are
doing their work well. Unpaid work at an angling
club is no different. People want to help make their
club and teams successful, so it is important to
monitor their progress. When evaluating, check 
the following:

• is the volunteer happy in the job he or she 
is doing?

• are they doing the job set out in the 
role description?

• is any training needed?

• what results have been achieved?

• is the person still motivated to do the job?

Reward

A Volunteer Co-ordinator must make sure that 
the club workforce is motivated and happy in 
their jobs. A simple thank you can go a long way,
as can ‘you’re doing a great job’. Even more simply,
buy them a drink to show the club’s and your
appreciation. Maybe the anglers can send or give
the coach a thank you gift or card at the end of 
the season to show their appreciation.

Another idea may be to initiate a club volunteer
award system. Have a volunteer of the month 
or volunteer of the year at the club’s annual 
awards dinner.

If you feel someone is fulfilling his or her role
exceptionally, why not send that person on to
further educate himself, e.g. pay to take him to 
the next level of coaching award.

All these ideas are very simple but could go a 
long way to help retain your club staff and
maintain a successful club.
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THERE ARE MANY PROBLEMS THAT A CLUB MAY FACE 
WHEN IT COMES TO ITS VOLUNTEER WORKFORCE.

BEAT THE PROBLEM 
BEFORE IT BEATS YOU

This section outlines some of the most common problems and describes the measures that clubs should
take to ensure that these problems never happen. It will help you to solve the problem before it happens.

Problem 1

A new volunteer is struggling to cope with the
demands of the position they have recently 
taken up.

Initiate a brief training programme or mentoring
period of three to six months for new volunteers,
so that they can learn the job from the person
leaving the post or from an experienced 
club volunteer.

Have regular meetings with the Volunteer 
Co-ordinator to ensure that the new volunteer
receives feedback and can express any concerns.

Problem 2

A volunteer is not sure how long they are 
meant to be in post and what roles they 
should be fulfilling.

Present the volunteer with a detailed outline 
and role description of the jobs that they are
expected to perform and for how long.

Communicate to the volunteer manager that 
the volunteer is taking on tasks not relevant 
to the job.

Problem 3

‘I am starting to take on too many jobs and
responsibilities, and am beginning to feel fed up
and frustrated rather than enjoying helping the
club to succeed.’

Ask the volunteer to speak to your Volunteer 
Co-ordinator. The Co-ordinator’s main responsibilities
at the club are to ensure that people are not
overloaded and to recruit people to do new jobs.

Ensure that the Volunteer Co-ordinator updates
and checks all role descriptions.

Problem 4

People have begun to become interested in
coaching or officiating, but they have no
qualifications or insurance.

The club must ensure that volunteers are checked
before they start interacting and instructing club
members, especially children.

Get them to complete a volunteer application
registration form.

Ensure that a reference form is completed.

Perform a CRB check or at least ask the volunteer
to complete a self-declaration form.

Make sure the relevant ADB award is completed.

Ensure the club is complying and implementing the
ADB Welfare Policy and has a club Welfare Officer.

Problem 5

‘I have been doing the same job for a long time
and am becoming increasingly disinterested.

I want to continue to be involved in the club and
have more of a challenge.’

Again, have the volunteer speak to the club’s
Volunteer Co-ordinator. The Co-ordinator will help
the volunteer to achieve his or her aims and will
make sure that the proper training is provided.

Form a pool of jobs that may be shared by the
volunteer staff, to reduce the risk of individuals
becoming bored doing the same thing.

Establish a ‘shelf-life’ for each volunteer job.
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LIST OF APPENDICES 
& TEMPLATES
Appendix A:
Club Starter or Information Pack

Template A.1 Safe Recruitment Process
Template A.2 Sample Application Form
Template A.3 Sample Reference Form
Template A.4 Self Disclosure Form 

Appendix B:
Club Induction Course

ADB Course and Education Guide

Appendix C:
Club Roles and Responsibilities

Template C.1 Chairperson / President
Template C.2 Treasurer
Template C.3 Secretary
Template C.4 Volunteer Co-ordinator
Template C.5 Welfare Officer 
Template C.6 Match / Bookings Secretary
Template C.7 Club Coach
Template C.8 Junior Team Manager
Template C.9 Club Bailiff



IT IS A GOOD IDEA TO PRODUCE A CLUB STARTER GUIDE
EACH SEASON. THIS PACK COULD PROVIDE VALUABLE
INFORMATION TO ANY NEW MEMBER TO THE CLUB.

CLUB STARTER OR
INFORMATION GUIDE

Outlined in the pack should be:

• club history

• club management structure

• names and (where appropriate) contact details 
of officials

• details of any volunteer vacancies within the 
club with information / application forms for
individuals to complete if they wish to become
more involved in the club

• venues and facilities available to members

• rules (and the consequences of not adhering 
to them)

• annual programme of activities

• outline of the club’s development aims.

Sample forms are contained in this Appendix.

Sample club information guides can be found on
the NGB websites:

www.nfadirect.com
www.nfsa.org.uk   
www.salmon-trout.org
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THE VAST MAJORITY OF COACHES, INSTRUCTORS, OFFICIALS AND
VOLUNTEERS ARE COMMITTED, DEDICATED PEOPLE WHO ARE
MOTIVATED TO WORK WITHIN THE SPORT FOR COMMENDABLE
REASONS. HOWEVER, IT IS IMPORTANT THAT ALL REASONABLE
STEPS ARE TAKEN TO ENSURE THAT UNSUITABLE PEOPLE OR 
PEOPLE WITH INAPPROPRIATE MOTIVATION ARE PREVENTED 
FROM WORKING WITH YOUNG PEOPLE.

TEMPLATE A.1 
SAFE RECRUITMENT PROCESS

APPENDIX A.1

1.1 Advertising

When any form of advertising is used to recruit 
staff or volunteers, the following information 
should be reflected:

• aims of the organisation and where appropriate,
the particular programme involved

• key responsibilities of the role

• level of experience or qualifications required,
particularly if experience of working with young
people is an advantage

• the organisation’s open and positive stance on child
protection and equal opportunities

• the use of Criminal Records Bureau (CRB)
Disclosures as part of the recruitment and 
selection process.

1.2 Pre-Application Information

Pre-application information sent to interested or
potential applicants should include:

• a job description, including roles and responsibilities

• a person specification which clearly states
qualifications and experience required

• an application form

• a self-disclosure form.

1.3 Application Forms

All applicants, whether paid or voluntary, full or part time
positions should complete an application form, which
has been designed to elicit the necessary information.
Contact details of two written references (not relatives)
should be provided, one of which should be a previous
employer or other organisation / individual, who have
agreed to provide written comments on the individual’s
experience and suitability to work with young people.

References should only be taken up when the
position has been offered to the applicant.

1.4 Short Listing

Independent short listing by the designated
committee will be made for each post in accordance
with the application form and the relevant person
specification. In the interests of efficiency, self
disclosure forms should be completed by all short
listed candidates. This will allow for questioning of
short listed candidates about their ‘disclosure’ prior
to any offer of employment being made.

1.5 Interviews

A formal interview is always required for positions
involving working with young people. The interview
should be carried out according to acceptable
protocol and recommendation.

The following procedures should be adopted and applied consistently when appointing a coach, instructor,
official or volunteer in either a voluntary or paid capacity full or part time. Under the Protection of
Children Act 1999, all individuals working on behalf of, or otherwise representing, an organisation are
treated as employees whether working in a paid or voluntary capacity.
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1.6 Disclosures

All those with significant access to or responsibility
for young people will be required to complete an
enhanced level CRB Disclosure. All those with
occasional access to young people i.e. all Club
volunteers and employees who have not been
required to complete a CRB Disclosure will be
required to complete a Self Disclosure form
(Template One) and be subject to the ADB
Recruitment Process.

The ADB recommends anyone over the age of 18,
with substantial access to young people or anyone
with a managerial responsibility for individuals in this
position, should complete a CRB Disclosure. The CRB
Disclosure and the Self Disclosure form must be
completed once every three years.

If you are unsure as to which staff (paid or voluntary)
require a complete CRB Disclosure or if you have any
concerns regarding information received on a Self
Disclosure form, contact the ADB Lead Child
Protection Officer.

1.7 Appointment

The successful applicant should be issued with an
offer letter. It should specify full details and
requirement of the position and any probation period
if appropriate. The applicant should be informed that
the appointment is subject to satisfactory CRB
Disclosure and two references, where applicable.

An individual may be allowed to commence their
duties (at the ADB and the Governing Bodies’
discretion) but care should be taken to ensure 
that a senior member of staff is always present.

All staff, paid and voluntary, will undergo a formal
induction in which:

• their qualifications as a Coach / Official are
substantiated through the ADB

• they complete a profile to identify training 
needs / aspirations

• they are reminded that they have agreed to abide
by the ADB Code of Conduct and Ethics (Appendix C),
and they may face disciplinary action if there is an
allegation that the Code has been broken

• the expectations, roles and responsibilities of the
job are clarified (e.g. thorough a formal or informal
work programme or goal setting exercise)

• the ADB Child Protection Policy and Procedures 
are explained and training needs established.

1.8 Training

Checks are only part of the process to protect young
people from possible abuse. Appropriate training will
enable individuals to recognise their responsibilities
with regard to their own good practice and the
reporting of suspected poor practice or concerns 
of possible abuse. The ADB will provide training
opportunities for people involved or working with
young people, details of which will be communicated
throughout the sport and updated periodically.

1.9 Monitoring and Appraisal

At regular intervals (or following a particular programme)
all employees or volunteers should be given the
opportunity to receive formal (e.g. through an appraisal)
feedback, to identify training needs and set new goals.

Management should be sensitive to any concerns
about poor practice or abuse and act on them at an
early stage following the guidelines in this document.

The Management should also offer appropriate support,
through liaison with the ADB Lead Child Protection
Officer, to those who report concerns or complaints.

1.10 Complaints and 
Disciplinary Procedures

ADB and the Governing Bodies should ensure that
parents and young people are aware of the
Complaints and Disciplinary procedures detailed 
in the ADB Disciplinary Procedures Document.

1.11 Application From Within the ADB

If an individual from within the ADB or Governing
Bodies wishes to move to a post with substantial
access to young people, that individual must go
through the application process described in 1.3.

If practicable, the new recruit should be mentored 
by an experienced person.



APPLICATION FORM
This form is to be completed by all employees and volunteers in angling

CONFIDENTIAL

FORENAMES: SURNAME:

DATE OF BIRTH:

NATIONAL INSURANCE NUMBER:

PLACE OF BIRTH:

POSTCODE:
(MUST BE SHOWN)

TELEPHONE NUMBER: MOBILE:

ANY PREVIOUS NAMES BY WHICH 
YOU MAY HAVE BEEN KNOWN:

POSITION APPLIED FOR:

ADDRESS:

POSTCODE:
(MUST BE SHOWN) :

FORMER ADDRESSES,
IF MOVED WITHIN THE PAST FIVE YEARS:

EMAIL:

CURRENT EMPLOYER: START DATE:

ADDRESS:POSITION:

PREVIOUS EMPLOYER: DATES OF EMPLOYMENT:

ADDRESS:POSITION:

PREVIOUS EMPLOYER: DATES OF EMPLOYMENT:

ADDRESS:POSITION:

TITLE  MR  MRS  MISS MASTER

SEX  MALE  FEMALE

APPENDIX A.2
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APPLICATION FORM (CONTINUED)
This form is to be completed by all employees and volunteers in angling

PREVIOUS EMPLOYER: DATES OF EMPLOYMENT:

ADDRESS:POSITION:

PLEASE CONTINUE ON A SEPARATE SHEET OF A4 IF REQUIRED

PLEASE CONTINUE ON A SEPARATE SHEET OF A4 IF REQUIRED:

RELEVANT EXPERIENCE:

PREVIOUS EXPERIENCE OF WORKING WITH YOUNG PEOPLE IN A VOLUNTARY OR PROFESSIONAL CAPACITY:



APPENDIX A.2

APPLICATION FORM (CONTINUED)
This form is to be completed by all employees and volunteers in angling

PLEASE CONTINUE ON A SEPARATE SHEET OF A4 IF REQUIRED

QUALIFICATIONS, ACADEMIC / SCHOOL / FURTHER EDUCATION:

VOCATIONAL INTERESTS:

SPORTING QUALIFICATIONS AND EXPERIENCE:

REFERENCES:
Please provide the name and address of two people who know you well and are not related to you, who have �rst hand experience 
of you working with young people and who we can contact for a reference, or who have provided you with a reference testimonial.

With y our approval we shall also contact your current employer where appropriate for a reference.

TELEPHONE NUMBER:

NAME:

ADDRESS:

POSTCODE:

EMAIL:

CAPACITY IN WHICH 
THEY KNO W YOU:

TELEPHONE NUMBER:

NAME:

MEMBERSHIP NUMBER:

ADDRESS:

POSTCODE:

EMAIL:

CAPACITY IN WHICH 
THEY KNO W YOU:

I declare that the inf ormation pr ovided in this f orm is to the best of my belief and knowledge true and correct. I agree to abide by the
Angling Development Board Code of Conduct and Ethics

Please note: applicants MUST also complete a CRB Disclosure Application Form or Self Disclosure Form as directed.

PRINT NAME: DATE:

SIGNED:

I AM A MEMBER OF THE ADB  YES  NO



TEMPLATE A.3 

REFERENCE FORM  
This form is to be completed by all employees and volunteers in angling

THE FOLLOWING PERSON:

HAS EXPRESSED AN INTEREST 
IN WORKING AS A:

WITH:

HOW LONG HAVE YOU 
KNOWN THIS PERSON?

IN WHAT CAPACITY?

WHAT ATTRIBUTES DOES THIS PERSON HAVE THAT WOULD MAKE THEM SUITED TO THIS TYPE OF WORK?

If you are happy to complete this reference, all information will be treated with con�dentiality and in accordance 
with relevant legislation and guidance. Information will only be shared with the person conducting the assessment of 
the candidate’s suitability for the post if he / she are o�ered the position in question. We would appreciate you being
extremely candid, open and honest in your evaluation of this person.

This post involves substantial access to young people. As an organisation committed to the welfare and protection of young
people the Angling Development Board is anxious to kno w if y ou have any reason at all to be concerned about this applicant
being in contact with children and young people?

YES  NO       If you answered YES we will contact you in con�dence to discuss your concerns.

Please rate this person in the following categories - please tick one box for each statement:

POOR AVERAGE GOOD VERY GOOD EXCELLENT

RESPONSIBILITY

MATURITY

SELF MOTIVATION

ABILITY TO MOTIVATE OTHERS

ENERGY

TRUSTWORTHINESS

RELIABILITY

PRINT NAME: DATE:

POSITION: ORGANISATION:

SIGNED:
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SELF DISCLOSURE FORM
You have a right of access to information held on you and other rights under the Data Protection Act 1998

PART A - PERSONAL DETAILS

PLEASE COMPLETE IF APPROPRIATE
CURRENT CLUBS / BRANCHES / DIVISIONS: POSITIONS HELD: START DATE:

FORENAMES: SURNAME:

:SETAD LAWENER:SETAD ESRUOC:SNOITACIFILAUQ

POSTCODE:

TELEPHONE NUMBER: MOBILE:

DATE OF BIRTH:

ANY PREVIOUS NAMES BY WHICH 
YOU MAY HAVE BEEN KNOWN:

ADDRESS:

EMAIL:

TITLE  MR  MRS  MISS MASTER

SEX  MALE  FEMALE

I confirm that I have witnessed identi�cation documents relating to this person and I con�rm that to the best of my belief
and knowledge the details seen are accurate.

Please detail which documents you have witnessed (Membership Card / Coaching Licence etc)

SIGNATURE OF 

CLUB/BRANCH SECRETARY CHILD WELFARE OFFICER PRINT NAME

APPENDIX A.4



SELF DISCLOSURE FORM (CONTINUED)

PART B - SELF DISCLOSURE FOR COMPLETION BY THE INDIVIDUAL NAMED IN PART A
1. Have you ever been convicted or cautioned for any criminal o�ences or received a reprimand or written warning?

YES NO

If Yes, please provide appropriate details of any criminal convictions:

Note: You are advised under the provisions of the Rehabilitation of O�enders Act 1974 (Exceptions) order 1975 as amended by the Rehabilitation of O�enders Act 1974
(Exceptions Amendments) order 1986 you should declare all convictions including 'spent' convictions.

IMPORTANT
I certify that all information in this form is true and correct to the best of my belief and knowledge and I realise that 
any f alse inf ormation or omissions ma y lead to the termination of my services. I agree to notify the Club / Branch of any
pending prosecutions / cautions / w arnings / reprimands or convictions whilst I remain in post.

I have read and understood the Angling Development Boards’ Child Protection Policy and consent to the Angling
Development Board undertaking an Enhanced Criminal Records Bureau (CRB) check if required and to verify any 
information pr ovided by  the Police and Social Services.

I agree to abide by the Angling Development Board’s Code of Conduct and Ethics.

PRINT NAME: DATE:

SIGNED BY THE ABOVE NAMED INDIVIDUAL:

2. Are you a person known to any Social Services Department as being an actual or potential risk to children?

YES NO

If Yes, please provide appropriate details:

3. Have you had a disciplinary sanction (from a sports or other organisation's governing body) for child abuse?

YES NO

If Yes, please provide appropriate details:
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TEMPLATE A.4
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A GOOD WAY TO INTRODUCE NEW VOLUNTEERS TO YOUR
CLUB IS THROUGH AN INDUCTION COURSE.

CLUB INDUCTION
COURSE

APPENDIX B

This can be promoted as a social occasion and is a
good chance for new volunteers to meet club
members with whom they are likely to work, as well
as to exchange ideas and views on certain jobs.

Essential issues that should be covered at a 
club induction are:

• club health and safety procedures

• club child welfare policy

• reporting procedure for any issues at the club

• ADB Equity policy

• nearest police, fire station, or hospital in case 
of emergency.

It is also essential to make sure any persons 
involved with coaching are qualified and insured.
Coaching insurance can be obtained through the 
ADB Licence Scheme.

A list of suggested and mandatory courses pertaining
to each job at a club is provided below. The courses
are also listed in the role descriptions (Appendix C).

Position / Training Volunteer Management 
(Running Sport)

Funding and Marketing Your Club Workshop 
(Running Sport)

Sports Development Running Workshop 
(Running Sport)

First Aid / CPR Course 
(St John’s Ambulance, Red Cross)

Child Protection 
(ADB Policy)

Equity in Coaching Workshop 
(sportscoachUK)

Club for All Workshop 
(Running Sport)

Developing Sporting Partnerships and Junior Clubs
(Running Sport)

Level 1 Certificate in Coaching Angling 
(ADB)

Level 2 Certificate in Coaching Angling 
(ADB)

Level 3 Certificate in Coaching Angling 
(ADB)



THIS PERSON MOST COMMONLY IS ONE OF THE MORE SENIOR
MEMBERS OF YOUR CLUB, AND WOULD HAVE DONE MOST OF
THE JOBS LISTED BELOW IN THEIR TIME WITH THE CLUB. THE
CLUB CHAIRPERSON/PRESIDENT SHOULD BE A WELL-RESPECTED
INDIVIDUAL WHO IS VIEWED AS SOMEONE WHO REPRESENTS
WHAT YOUR CLUB IS MEANT TO SIGNIFY.
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APPENDIX C.1

CLUB ROLES AND RESPONSIBILITIES
CHAIRPERSON / PRESIDENT

Skills

• Must be well spoken.

• Good organiser.

• Good interpersonal skills.

Tasks

• Be the Principal Officer of the association and be
responsible to the members for ensuring that the
association is managed in an effective and efficient
manner to the best advantage of all the members
and potential members.

• Take the chair at all association meetings.

• Guide the course of the discussions towards
fulfilling the avowed aims.

• Liaise with the Secretary on the agenda for 
each meeting.

• Be completely familiar with the constitution 
of the association.

• Co-ordinate the work of all the other officers.

• Be responsible, in conjunction with the Secretary,
for the presentation of the Annual Report.

• If unable to attend any meeting, send a written
report to the meeting and ensure that the 
Vice-Chairman is briefed on the agenda.

• Ensure that all executive decisions, that they 
and other officers may agree are expeditiously
necessary, are presented for approval at the 
next available general meeting prior to any 
such decisions being adopted as policy.

• Ensure the association adheres to the ADB’s
Safeguarding and Protecting Children Policy.

Suggested Education / Courses

• Managing Meetings Workshop 
(Running Sport)

• Developing Junior Clubs 
(Running Sport)

• Child Protection 
(ADB CP Policy)

• Running a Club Workshop 
(Running Sport)

• Volunteer Management 
(Running Sport)
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THE TREASURER’S ROLE IS VITAL TO ENSURE THE CLUB’S
FINANCES ARE IN GOOD ORDER AND NO DEBTS ARE
OUTSTANDING. A CLUB TREASURER MAY EXPECT TO 
DONATE TWO TO THREE HOURS PER WEEK FOR THE JOB.

APPENDIX C.2

CLUB ROLES AND RESPONSIBILITIES
TREASURER

Skills

• Person must be well organised.

• Able to keep records.

• Careful when handling money or cheques.

• Honest.

• Able to answer questions in meetings.

• Confident handling figures.

• Prepared to make instant decisions when necessary.

Tasks

• Be responsible for all monies belonging to the
association and for the management of the
association’s finances in accordance with the
decisions taken at meetings of the association.

• Have the right to query any claim for expenses
received from any other officer or other member 
of the association.

• Ensure that all invoices received are paid on time
provided that such invoices are compatible with 
the goods / services received.

• Ensure that all fishery rentals are paid on time
whether demanded or not.

• Ensure that all appropriate insurance cover is
renewed annually in accordance with the policy 
of the association.

• Recommend action on financial matters to the
general meetings of the association.

• Present a financial report to all general meetings 
or, if unable to attend, ensure that a written 
report is available for presentation by the 
President or Secretary.

• Recommend a bank and, if necessary, other
organisations for the deposit of monies and make
recommendations on the appointment of the auditors.

• Present an Annual Financial Report and an Audited
Income & Expenditure Account and Balance Sheet
to the association’s Annual General Meeting.

• Request and receive monies from the members of
the association in accordance with policies agreed
at general meetings of the association.

• Be available to attend sub-committee meetings or
working parties as necessary in an advisory capacity.

Suggested Education / Courses

• Funding and Marketing Your Club 
(Running Sport)



THE SECRETARY IS AN INTEGRAL PART OF THE CLUB PROVIDING
A COMMUNICATIONS LINK BETWEEN THE CLUB, ITS MEMBERS
AND THE OUTSIDE WORLD.
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APPENDIX C.3

CLUB ROLES AND RESPONSIBILITIES
SECRETARY

Skills

• Good organisational skills.

• Note taking and writing.

• Excellent communicator.

• Able to think decisively and take action quickly.

Tasks

• Act as a point of contact for the club.

• Attend club meetings and produce reports of 
those meetings.

• Be responsible for ensuring that all the
administrative procedures of the association are
carried out in an effective and efficient manner.

• Deal with all enquiries and correspondence and
maintain a record of such matters for report to 
the next general meeting of the association.

• Liaise with the President on the agenda and minutes
for each meeting before they are circulated.

• Provide a report of all activities over the previous
month to all general meetings and report on
information received from other bodies, including
particularly information received from their 
NGB (i.e NFA, NFSA, S&TA).

• Distribute any other relevant information to 
officers and others, including all members 
where appropriate.

• Maintain regular contact with the President and
other officers to ensure that decisions approved at
general meetings are actioned in a timely manner.

• Ensure that appropriate notice is provided to all
members with regard to the time and place of
the Annual General Meeting, as laid down in 

the Constitution.

• Prepare the Annual Report to be submitted to the
members at the Annual General Meeting.

• Ensure that the members’ Information booklet is
updated and reprinted on an annual basis and that
a copy of the Booklet is provided to all members.

• Keep the association’s Constitution up to date.

• If unable to attend meeting, arrange for
correspondence to be sent to the meeting.

• Receive mail and forward to relevant officers or
respond as appropriate.

• Produce and circulate information to members,
i.e. renewal notices or notices of meetings 
and / or events

• Keep membership list up to date.

• Represent club at meetings with external partners
and other bodies; i.e EA & British Waterways

• Produce newsletters and club handbook.

Suggested Education / Courses

• Funding and Marketing Your Club 
(Running Sport)

• Running a Club Workshop 
(Running Sport)

• Child Protection 
(ADB CP Policy)

• Club For All Workshop 
(Running Sport)

• Developing Junior Clubs 
(Running Sport)
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THE VOLUNTEER CO-ORDINATOR’S ROLE IS TO ACT AS A FOCAL
POINT FOR VOLUNTEERS IN THE CLUB, RAISE THE PROFILE OF
VOLUNTEERING, RECRUIT VOLUNTEERS AND ENSURE THEY
REMAIN WITH THE CLUB.

THE CO-ORDINATOR IS RESPONSIBLE TO THE CHAIRPERSON /
PRESIDENT AND BE A PART OF THE CLUB’S EXECUTIVE COMMITTEE.

APPENDIX C.4

CLUB ROLES AND RESPONSIBILITIES
VOLUNTEER CO-ORDINATOR

Skills

• Understand the day-to-day functions of the club.

• Able to plan and organise for long and short term.

• Problem-solving skills.

• Able to motivate individuals.

• Strong social skills.

Tasks

• Develop the club’s volunteer strategy and 
integrate into the club’s action plan.

• Arrange an annual club award for volunteering.

• Regularly communicate with club volunteers to
exchange ideas and address any issues.

• Attend club meetings.

• Maintain and update volunteer database.

• Recruit new volunteers.

• Provide feedback and support to volunteers.

• Ensure each new volunteer is inducted and 
receives appropriate training.

Suggested Education / Courses

• ADB Volunteer Coordinator’s Award

• Preliminary Coaching Award

• Volunteer Management 
(Running Sport)

• Child Protection 
(JADB CP Policy)

• Equity in Coaching Workshop 
(SCUK)

• Club For All Workshop
(Running Sport)

• Running a Club Workshop
(Running Sport)
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APPENDIX C.5

Knowledge

• Basic knowledge of core legislation,
government guidance and national framework 
for child protection.

• Basic knowledge of roles and responsibilities 
of statutory agencies (ADB Lead CP Officer,
Children’s Social Care Services, and Police).

• Knowledge of local & national arrangements for
managing child welfare and reporting procedures.

• Knowledge and understanding of poor practice and
abuse – behaviour that is harmful to children.

• Knowledge and understanding of the ADB’s role and
responsibilities to safeguard the welfare of children
and young people.

• Knowledge of the ADB’s policy and procedures
related to safeguarding children and young people.

• Knowledge of the core values and principles
underpinning practice.

• Awareness of equity issues and child welfare.

• Basic knowledge of how abusers ‘target’ and ‘groom’
organisations to abuse children.

• Best practice in prevention.

Skills

• Basic administration – maintain records.

• Basic advice and support provision.

• Child-focused approach.

• Communication.

• Ability to promote the ADB’s policy procedures 
and resources.

• Ability to provide information about 
local resources.

Tasks

• Assist ADB to fulfil its responsibilities to safeguard
children and young people at club level.

• Assist ADB to implement the sports Safeguarding 
& Protecting Children Policy & Procedures at 
club level.

• The first point of contact for staff, volunteers,
parents and children / young people where
concerns about children’s welfare, poor practice 
or child abuse are identified.

• Be the first point of contact with the ADB Lead 
CP Officer.

• Implement ADB reporting and recording procedures.

• Maintain contact details for local social services 
and police and know how to obtain Area Child
Protection Committee guidelines.

• Promote ADB Best Practice Guidance and 
Code of Conduct and Ethics within the club.

• Sit on the club’s Executive Committee.

• Promote and ensure adherence to ADB Child
Protection training advice.

• Promote and ensure confidentiality is maintained.

• Promote anti-discriminatory practice.

• Facilitate use of Criminal Records Bureau and 
Self-Declaration Forms within the club.

Suggested Education / Courses

• ADB Safeguarding & Protecting Children 
Policy & Procedures

• Good Practice and Child Protection Course 
(Sports Coach UK)

• Club For All Workshop 
(Running Sport)

THE FOLLOWING OUTLINES THE CORE KNOWLEDGE, SKILLS
AND TASKS FOR THIS ROLE.

CLUB ROLES AND RESPONSIBILITIES
WELFARE OFFICER
(THIS IS A REQUIRED POSITION FOR CLUBMARK ACCREDITATION)
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THE MATCH / BOOKINGS SECRETARY ROLE IS TO ORGANISE
INTER & INTRA MATCH COMPETITIONS FOR ADULTS & JUNIOR
MEMBERS OF THE CLUB. THEY WILL ALSO BE RESPONSIBLE FOR
DEALING WITH THE BOOKINGS OF THEIR CLUB’S WATERS BY
OTHER ANGLING CLUBS / ASSOCIATIONS.

APPENDIX C.6

CLUB ROLES AND RESPONSIBILITIES
MATCH / BOOKINGS SECRETARY 

Skills

• Good organiser.

• Able to sort matters quickly and efficiently.

• Able to communicate effectively.

Tasks

• Communicate with Team Captains / Team 
Managers on all forthcoming matches.

• Enter competitions on behalf of club’s teams.

• Communicate with Treasurer on payment of 
peg / booking fees.

• Make sure travel arrangements are organised 
before matches.

• Be the contact point for all persons or organisations
wishing to reserve facilities at any property owned
or leased by the association.

• Collect any fees payable by persons or organisations
reserving facilities at any property owned or leased
by the association.

• Upon receipt of the appropriate fee, issue an official
booking permit to any person or organisation
reserving facilities at any property owned or 
leased by the association.

• Pass all fees received to the Association Treasurer 
as soon as possible.

• Ensure that a notice or notices is / are posted indicating
the date and, where appropriate, the time and
stretch of bank to which the booking permit applies.

• Provide a report to each meeting of the association
on water bookings received, and reports of events
held, since the previous meeting.

• Ensure bailiffs are kept informed at all times.

• Liaise with volunteers to ensure that match
stewards are available if required, particularly 
for larger events.

Suggested Education / Courses

• Running a Club Workshop 
(Running Sport)

• Club For All Workshop 
(Running Sport)



THE CLUB COACH IS A WELL-RESPECTED INDIVIDUAL WHO IS
INFLUENTIAL IN THE DEVELOPMENT OF THE ANGLERS WITHIN
THEIR CLUB.
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APPENDIX C.7

CLUB ROLES AND RESPONSIBILITIES
CLUB COACH

Skills

• Effective communicator.

• Excellent work ethic and attitude.

• An ADB Level 2 Coach Award.

• Able to troubleshoot.

• Create strategies or team plan for matches.

• Organise training sessions.

Tasks

• Conduct and organise weekly training sessions.

• Communicate with team captain on any issues 
that need addressing.

• Present at team matches.

• Make recommendations for anglers to join 
higher teams within club.

• Make recommendations for anglers to represent
county / territorial teams.

Suggested Education / Courses

• ADB Level 2 Coach Award, possibly hold 
ADB Level 3 Coach Award

• First Aid / CPR 
(St John Ambulance / Red Cross)

• Child Protection 
(ADB CP Policy)

• Club For All Workshop 
(Running Sport)

• Equity In Coaching 
(Sportscoach UK)

• Developing Junior Clubs 
(Running Sport)
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AN ENTHUSIASTIC AND PATIENT PERSON WHO WORKS WELL
WITH CHILDREN IS BEST FOR THIS JOB. THIS ROLE IS VITAL TO
MAKE SURE THE FUTURE CLUB ANGLERS ARE COACHED
PROPERLY AND MOST OF ALL ENJOYING THEIR EXPERIENCE.

APPENDIX C.8

CLUB ROLES AND RESPONSIBILITIES
JUNIOR TEAM MANAGER

It is also imperative that appropriate screening
measures are taken before the junior coach runs 
a training session or has any contact with children.
Please refer to the volunteer application process 
and the ADB’s Child Welfare Policy before 
employing anyone to do junior coaching.

Skills

• All coaches should have at least an 
ADB Level 2 Coach Award.

• Positive attitude.

• Able to motivate and encourage.

• Must be responsible and reliable.

• Communicate effectively with children 
and players.

• Strong work ethic.

• Able to solve issues or identify shortcomings 
within team.

Tasks

• Conduct weekly training session.

• Help organise matches and participation in 
regional / national competitions.

• To create an environment in which players 
are motivated to maintain participation and 
improve performance.

• Introduce new juniors into the team / club.

• Make sure anglers are aware of all training 
times and matches.

• Ease transition of older anglers to the next 
age level.

• Support the Club Coach in their 
coaching responsibilities.

• Ensure that the welfare and safety of anglers is
maintained during training and match play.

• Ensure all junior anglers and parents are aware of
meeting times and directions to venues for travel.

• Ensure parents / adults are insured to carry children
in their cars.

Suggested Education / Courses

• ADB Level 2 Coach Award

• First Aid/CPR 
(St John Ambulance / Red Cross)

• Child Protection 
(ADB CP Policy)

• Club For All Workshop 
(Running Sport)

• Equity In Coaching 
(Sportscoach UK)

• Developing Junior Clubs 
(Running Sport)
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APPENDIX C.9

CLUB ROLES AND RESPONSIBILITIES
CLUB BAILIFF
Skills

• Effective communicator.

• Excellent work ethic and attitude.

• Trustworthy and reliable.

• Patient and diplomatic.

• Ability to work on own.

Tasks
• Ensure that they are familiar with all the club’s

regulations and fishery rules.

• Work as members of the club’s bailiffing team to
ensure, as far as is practical, that all properties
owned or leased by the association are visited 
on a regular basis.

• Act in a considerate and courteous manner
whenever undertaking bailiff duties.

• Check that all persons on property owned or 
leased by the club are adhering to the regulations
and rules applying to that property.

• Make a written record with full details of any
person not adhering to the regulations and rules
applying to any property and to give a copy of 
that written record to the person concerned.

• Require all persons angling at any fishery owned 
or leased by the club to produce the appropriate
membership permit.

• Make a written record with full details of any
person unable to produce their membership permit,
give a copy of that written record to the person
concerned and, where appropriate, require that
person to cease fishing and to leave the property.

• Contact the club secretary or any other club bailiff
to report any situation with which they feel they
cannot safely deal and with which they need some
assistance. If being physically threatened then they
should contact the local police as soon as possible.

• Pass a copy of all written records to the club
secretary, or if appropriate to the head bailiff,
as soon as possible.

• Undertake such training as is arranged by the 
club volunteer co-ordinator or head bailiff.

• Agree to a CRB check being carried out on them
and to provide all necessary documentation to
facilitate such a check being made.

Suggested Education / Courses

• Completed Club Bailiff Induction

• Child Protection Workshop





For further details of the ADB Volunteer 
Guide for Angling please contact:

Julian Taylor 
ADB Development Officer - Clubs & Volunteers
E: julian.taylor@anglingdevelopmentboard.org.uk 
T: 07855 963128 
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