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Introduction:

The operational issues to complete an ASAP 5-week program can be roughly divided into three sections.  The first is the pre-session organizational unit.  Upon completion of this process, we are able to implement the 5-week program.  After the five-week activity we have an after session care process that we like to implement.  Each of these three aspects is addressed below.

Pre-Session

There are several aspects of the pre-session organizational unit as illustrated in Appendix A.  Here we review these to ensure effective 5-week session as detailed below: 

Activities Cards:

Before starting to collate useful drills it is important to meet the local sport club to be able to understand any local issues and personalize the drills to suit.  Once a dialogue is established the activity is (ideally) divided into 4 categories.  Each of these 4 categories is given 4 drills to assist coaches that may not have a great deal of experience.  Once these 16 activities are agreed, ideally, each of these activities will be assigned a local champion from the club to take ownership of the drill.  With the player’s permission, their photo will be included into the activities card with a statement of motivation for the participants/coaches (See example in appendix B).  With these agreed, the activities are compiled into laminated A5 Cards ready for indoor and outdoor coaching sessions.

Guardian’s Permission:

Two weeks before the start of the session, the schools involved will be issued with guardian permission forms.  ASAP have two such forms.  The first is a four page document that details all eventualities in legal language (See appendix C).  The second is a simple A5 sheet (See appendix D) that states that the child has permission and any additional information can be detailed on the back.  It is suggested that the second is more applicable to areas where literacy levels are low.  We like to send out these forms two weeks before the start of the activity so that the participants can bring them with them on the first day.  They are essential before leaving on any trip.

Handbook:

The volunteer coaches are issued with a handbook.  These handbooks include the following 5 components:

i. Information pack (appendix E),

ii. Risk assessment (appendix F), 

iii. Permission Form,

iv. First Aid Log Book,

v. Activity Cards.

These are updated annually, always striving to improve on prior experiences.  They are issued to the head coach during the induction.

Information Pack:

It is important that those who are involved in the session clearly understand their roles and responsibilities.  The venues used will be clearly detailed on a map illustrating venue location and proposed utilization.  This map should clearly identify the schools that are involved.  We will include an estimated cost breakdown for the session.  A calendar of events outlining the proposed competition dates and times is also included.  Once these items are agreed, they will be issued to participating schools and volunteer coaches at least a week before the start of the sessions.

Marketing:

It is important to strive to use various mechanisms to get the message out.  By far the most useful mechanism is to welcome the volunteer coach into assemble to drum up support for the activity.  Another mechanism tried in the past is to make A7 leaflets, put up posters (see appendix G) having newspaper articles written and have informal chats to potential participants.  But, getting the volunteer to speak at assembles is believed to be the most beneficial.  

Risk Assessment:

Volunteers may lack the historical knowledge of the environment that they are entering.  To minimize any potential risk, ASAP compiles a risk assessment for every venue.  It is not possible to eliminate all risks, but this is done to keen all reasonable risks to a minimum.  It is therefore helpful to visit all venues, talk to people who know the venues and to provide an input to this report.  It must be stressed that all risk assessments are live documents and must be updated on a regular basis.  

Volunteers;

This is perhaps the most challenging element of the activities.  In the first instance, we issue application packs as widely as possible in an attempt to harness the best possible coach.  In the past we have had over 100 applications with 20 being suitable and placing only 8.  At least 4 weeks before the session starts, disclosure forms must be completed and returned to the CRBS (Central Registry Board Scotland) for processing.  

At about a week before the session is due to start, an induction day is arranged.  This induction is a two part process.  The morning details ASAP’s procedures and goes through how to use the activity cards.  In the afternoon of the induction, we run an emergency first aid course.

Before a volunteer is given a team, we assess their suitability.  This is undertaken by a volunteers risk assessment.  We score the candidate on the following aspects (see appendix H:

· Education 
· Experience 

· Reference 

· Dedication 

· Age 

· First Aid:

· Disclosure

· Driving License

These scores are then summed and we make recommendations to the senior management team for their final approval or rejection.  We appreciate advice so to encourage as many people to participate in after school activities as possible.  

The volunteers must also be supported during the sessions.  We offer a Friday lunchtime drop in session for volunteers to come in and discuss how to improve the sessions.

To assist in the motivation of the volunteers, ASAP packages the volunteer experience as a Practical Application for Leader or PAL Course.  During this course, candidates learn marketing, operations and Human Resource Issues as they relate to the management of an after school team.  Should a candidate enroll in two different activities they will be eligible for a nationally recognized Level 1 Sport Leadership Award.  This spin should help candidates with future employment opportunities (a real hit on their CV, see appendix K).   

Sessions:

Once the sessions have started, we offer as much hands on support as possible while respecting and supporting the coaches’ autonomy.  There is a pyramid of support offered to the volunteers.  This starts at the grassroots level in the form of an activities supervisor.  This is a person who has experience in the activity and one who has helped develop the activity cards.  This person is available for informal chats and support for the volunteer coach.

In a more formal support mechanism, ASAP will have a volunteer coordinator who is there to administer all human resource issues as they arise.  While we strive to ensure that we are able to meet our commitments, flexibility is the key when working with and supporting volunteers.  

Finally, the board of ASAP is available for any major issues that arise.  While it must be stressed that this is a volunteer group, we aim to support as much as is practically possible.  

After Session Care:

Upon completion of the session questionnaires are given to managers and participants (see appendices I and J respectively).  These are used to identify how the program has impacted on the participants’ relationships, attitude towards school and how they feel about their communities.  The major issues we are evaluating on the managerial level are the level of trust and professionalism of ASAP.  

Finally, upon completion we would like to pull all the various stakeholders together for a celebration.  This typically takes the form of a pizza banquet.  We like to invite leaders in the community to attend and support the participants in their celebration.

Conclusion:

We want to provide the best 5-week session possible.  It will never be good enough.  We will have to continuously evaluate where the problems are and work to understand how mistakes were made and pull together to strive to reduce the likelihood that they will reoccur.  Perfection is not possible, however through adopting better working practice we will get closer to it.
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