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1. Welcome to Active Schools East Lothian  

 
Who we are  
 
The ‘Active School’ is an inclusive concept with the basic aim of getting children more active in a 
fun and safe environment.  This is in response to the rise in obesity amongst children and the drop 
in amount of physical activity that children participate in on a daily basis.   
 
What is an Active School?  
 

�� An Active School provides and promotes fun and safe activities for all children 
�� Focuses on the health and well being of the children – Active Schools is a key component 

of the national health promoting schools target for 2007 
�� Supports the national recommendation of participating in at least 1hr of physical activity per 

day 
�� An Active School has a realistic, whole school policy for promoting physical activity and 

health 
 

Our Aims and Objectives  
 
The main aim of Active Schools East Lothian is to offer school aged children the motivation and 
opportunities to adopt active and healthy lifestyles throughout their school years and proceeding 
into adulthood.   
 
Active Schools is not just about encouraging more children to take part in sport and exercise; it 
also aims to introduce more physical activity into their daily lives through travel, play and dance.   
 
Programme objectives  
 

�� To improve motivation and attitudes amongst children and young people and increase 
achievements at school and in the community 

�� To increase activity, including sports participation, in formal and informal community 
settings 

�� To increase the number of young people acting as leaders and coaches in the school and 
the community 

 
To increase activity amongst: 
 

�� School aged children 
�� Girls and young women 
�� Children and young people from ethnic minority communities 
�� Children and young people with physical disabilities 
�� Children and young people in areas of socio-economic disadvantage 

 
The programme aims to make use of the skills and enthusiasm of volunteers, who will deliver 
physical activity sessions in their local Schools, Community Centres and other community facilities. 
 
Volunteer deliverers are a major resource to the work of the programme and make a vital 
contribution to the programme’s aim.  Volunteers are sought to deliver & support a diverse range of 
activities ranging from supporting a ‘Walking Bus’ as part of the Active Travel initiatives to drawing 
up a parent’ rota or coaching a volleyball team.   
 
All roles are with the full support of the Active Schools Co-ordinator (Primary) for the cluster. 
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2. Positive Volunteering – What are the benefits? 
�
�

�� Develops new skills – communication, leadership, organisation 

�� Gives access to work experience which could lead to career opportunities 

�� Opportunity to add to/develop a CV 

�� An opportunity to give something back to the community 

�� Gives experience of taking responsibility and valuing achievements 

�� Builds self confidence 

�� Access to support from different agencies and people 

�� Get involved in local, regional and even national events/activities 

�� Get involved in training courses leading to awards 

�� Opportunity to gain a nationally recognised award – Millennium Volunteer Award 

�� Meet new people and make new friends 

�� Have fun 

�� Try something different 

�� Sense of achievement and personal fulfillment 

 
Remember, a person doesn’t need lots of reasons to get involved in volunteering – just plenty of 
enthusiasm!   
 
 
3. What can I do?    
 
A volunteer can do whatever they want, as long as it is related to sport or recreational activities 
within the Active Schools programme!  
 
The most popular activity is probably coaching, however a volunteer can get involved in a wide 
variety of ways depending on their skills or interests.  There are opportunities to coach, assist, 
organise events, fundraise or get even involved in the committee of a local club.  A job description 
will be discussed and outlined during the recruitment process.   
 
Some points to consider:  

 
�� Think about the sports/activities you are most interested in 
 
�� What sort of volunteer role do you want to play? 

 
�� How much time are you willing to give? 

 
�� How far are you willing to travel? 
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A volunteer will be expected to be able to carry out the following tasks in their work with the project.  
They may already demonstrate these skills or can learn or develop them throughout the training 
period.  
 
 

�� To lead or assist in activities within the local school setting which have been identified as 
suitable for the target population 

 
�� To work with the line manager in identifying suitable activities to develop the programme 

 
�� To offer support and encouragement to young people in pursuit of a more active lifestyle 

 
�� To build the confidence of young people within the school 

 
�� To react positively to people’s interests within the school community 

 
�� To promote the aims and objectives of the programme 
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4.  Becoming a Volunteer 
 
 
Recruitment & Registration  
 
Once a volunteer has decided to work with Active Schools some personal details will be taken and 
complete a Volunteer Application/Registration form will be completed.  (See Appendix i.)  The form 
will then be forwarded on to the Active Schools Volunteer Recruitment contact.  Once this form has 
been received, a volunteer will be contacted to arrange a meeting. 
 
At this meeting the application will be discussed and skills and interests will be established.  Areas 
for discussion include: 
 

�� Reasons for applying 
�� Motivation 
�� Your availability 
�� Previous experience 
�� Other voluntary work experience 
�� Previous training 
�� Skills 
�� Interests 
�� General considerations – roles, expectations and responsibilities of the post 

 
At this stage suitability for a volunteer role with the Active Schools East Lothian programme will be 
established. 
 
If a volunteer is unsuitable to work on behalf of Active Schools East Lothian they will receive a 
phone call, then a follow up letter confirming their withdrawal from the volunteer programme. 
 
If a volunteer is suitable to work on behalf of Active Schools East Lothian they will be asked to 
return for a Volunteer Induction, and will receive an offer letter offering them a place on the 
programme.  However, it must be noted that this offer will be subject to references and a 
Disclosure Scotland check.   
 
 
Induction  
 
After a successful interview a volunteer will be asked to attend an induction session with the Active 
Schools Co-ordinator they have been assigned to.  The date, time and venue will be detailed in the 
offer letter.   
 
Together the following areas will be discussed and actioned: 
 

�� Training and Support Form (Appendix i.) – this will help to build a structure to the placement 
and will outline a training plan which a volunteer must sign 

 
�� A plan, volunteer activities and the level of support a volunteer will need 

 
�� How often meetings take place, where, when etc. and what format these meetings will take 

 
�� Travel expense claims 

 
�� Ascertain references 
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�� The following East Lothian Council policies and procedures: 

o East Lothian Council insurance 
 
o Health & Safety; including Emergency Action Procedures for each school / venue 

you are based 
 

o Code of Conduct 
 

o Disciplinary Code and Procedures 
 

o Child Protection 
 

o Data Protection 
 

o Equal Opportunities 
 

o Active Schools East Lothian Volunteer Guidelines 
 

A volunteer will also receive a Volunteer Agreement Form from the Active School Co-ordinator, 
which must be signed before a volunteer can begin their volunteer duties.  Please ensure it is read 
carefully and fully understood before signing.  
 
 
Beginning your Placement  
 
Leading on from the induction a volunteer will be given a tour of the facility.  This will include: 
 

�� Facility amenities, e.g. toilets, office, reception, access to telephones etc. 
 
�� Fire procedures, e.g. escape routes/meeting points, fire alarm 

 
�� First Aid locations/who first aiders are 

 
�� Security, e.g. signing in/out procedures, security badges 

 
�� Specific facility policies and/or procedures 

 
�� What to do if there are any problems 

 
Clothing  
 
Should a volunteer role require the wearing of specific or specialist clothing these will be provided 
by the Active Schools Co-ordinator.  In the case where specific clothing is provided for a 
volunteering role, these must be worn, and care for the clothing appropriately and ensure items are 
kept in good condition. 
 
Should a volunteer not have access to the required clothing, please discuss this with the Active 
Schools Co-ordinator.   
 
We ask all volunteers to dress appropriately and maintain a smart appearance.  
 
 

 
 
 



Active Schools East Lothian Volunteer Handbook   

 8

  
 
 
5. What can the Volunteer expect of the Active Scho ols Programme? 
 
Working with the Active Schools Programme  
 
 
Before a volunteer is given the go ahead to start volunteering at their chosen location, the 
necessary steps have already been taken to ensure that it is a suitable place for them to volunteer.   
 
The induction (see 4. Becoming a Volunteer – Induction) aims to cover all areas that may be 
encountered in the placement.   It is important that a volunteer is aware of all these areas.  A 
volunteer may need to have certain information at their finger tips during volunteering – this can 
help prevent accidents!  
 
 
Working with your Active Schools Co-ordinator  
 
   
The Active Schools Co-ordinator will offer support and continual assistance through the volunteer 
placement.  They will work in partnership to develop skills, knowledge, potential, talent and 
networks.  This is a two way process with both parties learning from one another.   
 
The relationship a volunteer develops with their Active Schools Co-ordinator will play a large part in 
how the placement will work out for them.   
 
During the course of a placement a volunteer will agree to meet with their Active Schools Co-
ordinator on a regular basis to review their progress, plan future activities and set personal goals.   
 
It is expected that a support network will be generated between volunteers themselves, sharing 
each other’s experiences and advice. 
 
The Active Schools Coordinator (Primary) believes strongly in teamwork  and believes that the 
ideas and opinions of the volunteers are vital to the initiative’s development.   
 
 
Volunteer Training  
 
Training is essential for all volunteers.  Each volunteer must complete the specific training before 
participating within any community work.  On completion of this training, the volunteer will be able 
to deliver sessions with the supervision of an experienced coach / deliverer or Active Schools Co-
ordinator (Primary).  This supervisory period will continue until both the volunteer and supervisor 
are satisfied that the volunteer is competent to deliver classes without supervision.  Volunteers will 
always work in pairs, never on their own. 
 
A variety of additional training sessions will be offered after this period and volunteers will be 
invited to attend.  
 
If the volunteer feels that training of a specific nature would be beneficial to the team or if an 
update of a previous training session is required, the volunteer should approach the Active Schools 
Coordinator (Primary) to facilitate this. 
 



Active Schools East Lothian Volunteer Handbook   

 9

 
 
 
The Millennium Volunteer Award (MV Awards)  
 
 
Millennium Volunteers is a new national scheme that encourages young people aged 16-24 years 
to make a difference to their community through volunteering.  The MV Awards provides the only 
means of official recognition to young volunteers in Scotland.  The Awards are supported by the 
Scottish Executive and are administered locally through the Volunteer Centre Edinburgh.   
 
The Awards, in the form of certificates, are presented after 50, 100 and 200 hours of volunteering.  
The 50 hour certificate is signed by the Deputy Minister for Communities, the 100 hour certificate is 
signed by the Minister for Communities, and the 200 hour Award of Excellence is personally signed 
by the First Minister.   
 
Volunteers can volunteer with one or more organisations with all the hours counting towards the 
awards.  There is a 2 year time limit to complete the 200 hours for the Award of Excellence.  
Volunteers can enter the Awards at any time and previous volunteering hours can be counted too. 
 
All Millennium Volunteers will complete a Sports Volunteer Plan which asks for some personal 
details, experience you have of volunteering (you will not be excluded if you don’t have any) and 
some ideas of what you would like to do as a Millennium Volunteer. 
 
For further information on the benefits of registering with the MV Awards please contact your local 
volunteer centre: 
 
ShonaClark 
Volunteering in Sport Development Officer 
Volunteer Centre Edinburgh 
45 Queensferry Street Lane 
Edinburgh EH2 4PF 
 
Tel no: 0131 225 0635  
Email: shona.clark@volunteeredinburgh.org.uk  
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6. What is expected of the Volunteer 
 
All volunteers, including young people involved in the Millennium Volunteers programmes are 
expected to conduct themselves to a high standard and are responsible for the way in which they 
engage with each other.   
 
East Lothian Council is committed to supporting and encouraging all volunteers to achieve and 
maintain exemplary standards of service, conduct and attendance.  The Active School Co-
ordinator will give feedback on these areas as they apply to the volunteering role throughout the 
placement.     
 
 
East Lothian Council recognises that volunteers hav e the following rights: 
 

· to know what is expected of them 

· to have clearly specified lines of support and supervision 

· to be shown appreciation 

· to have healthy and safe working conditions 

· to be insured 

· to know their rights and responsibilities  

· to be paid travel expenses 

· to be trained 

· to be free from discrimination 

· to experience personal development through participation 

· to request a reference in relation to their voluntary work 

· to have their confidentiality respected 

 

East Lothian Council expects that Volunteers will:   
 

·  Be reliable, honest and respect confidentiality 
 
· Deliver safe and fun physical activity sessions, encouraging all young people to take part to 

the best of their ability 
 

· Listen to, support and encourage children and contribute to their all round development. 
 

· Promote fair play and sportsmanship 
 

· Ensure all children participate will their parents/ guardians permission. 
 

· Ensure class registers where appropriate are up to date. 
 

· Work within agreed policies, guidelines, remits and legal requirements and in particular 
adhere to East Lothian Council’s Good Practice Guidelines and be aware of child protection 
procedures. 
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· Carry out visual risk assessments before each session. 
 
· Note any accidents or incidents in the appropriate manner and contact the Active Schools 

Coordinator (Primary) immediately. 
 

· Attend training, supervision and support sessions where agreed 
 

· Promote the aims and objectives of the project and carry out tasks in a way which 
corresponds to the aims and values of the authority. 

 
· Speak to the Active Schools Co-ordinator if they have any concerns about any aspect of 

their placement 

 
Equal Opportunities 
 
Statement of Policy  
 
The project recognises that quality provision for children and young people within the community 
that meets and exceeds the expectations of those living within the community can only be fulfilled 
in a context which frees volunteers and those with whom they work from all forms of discrimination. 
 
East Lothian Council is committed to equal opportunities. 
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7. Insurance  
 
All volunteers are treated in the same manner as paid members of staff in terms of Public Liability 
and Employers Liability, whilst undertaking voluntary activities with the Active Schools Programme 
with the training they have received. Volunteers leading activities without direct supervision of the 
Active Schools Coordinator (Primary) are required to conduct a visual risk assessment of the area 
where the activity is to be held. 
 
Working in sites other than those managed by East L othian Council  
 
All other organisations with which the project works should equally have public liability insurance 
cover and this will be ensured by the Active Schools Coordinator (Primary) before any work is 
carried out within the facility of an organisation other than that of East Lothian Council.  Risk 
assessments must also be carried out by the Active Schools Coordinator (Primary) prior to an 
activity commencing for the first time.  From then on, the volunteer is responsible for carrying out a 
visual risk assessment. 
 
The Active Schools Coordinator (Primary) will also provide the management of all other 
organisations with which the programme is to work with a “method statement” before commencing 
any project activity.  This will ensure that the management of such organisations will have a full 
understanding of the activities that will be carried out by programme volunteers or others that work 
on behalf of the programmes and can therefore raise any concerns with the Active Schools 
Coordinator (Primary). 
 
Volunteers however are responsible for reporting themselves to the management on arrival at a 
location and should request instruction of any procedures that he management feels are relevant 
to their visit.  These will include Emergency Action Plan for the facility.  Each organisation/facility 
should have an Emergency Action Plan – these are not standard and will differ from one facility to 
another.  Such details that all volunteers should be informed on entry to a facility for the first time 
include: 
 
· Possible causes of an emergency (eg. Fire, chemicals etc.) 
 
· Emergency detection and warning (eg alarms) 
 
· Emergency evacuation procedures (eg routes, exits and meeting point) 
 
· Availability and location of emergency equipment (eg fire extinguisher etc.) 
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8. Remuneration & Travel Expenses 
 
Remuneration  
 
At no time will volunteers be given payment for work undertaken with the programme.  Should any 
volunteers wish to take up paid employment with any other network organisations with whom the 
programme works, this should not have any influence upon any work that they wish to continue to 
do so as a volunteer. 
 
Travel Expenses  
 
Any expenses likely to be incurred by a volunteer whilst carrying out their agreed duties will be 
discussed and procedures for claiming agreed and recorded in the Volunteer Agreement.  
 
Costs will be claimed on a monthly basis using the expenses form included with this pack 
(Appendix ii. Active Schools Volunteer Expenses Claim Form) 
 
 
9. Time out and endings  
 
‘Time out’  
 
Volunteers are supported if they are required to take time out of their voluntary duties for short 
breaks due to personal reasons or a change in circumstances.  The Active Schools Coordinator 
(Primary) however should be informed of this ‘time out’ period with as much notice as possible. 
 
The volunteers can, if they wish, spend this time as a ‘sleeper volunteer’ and will continue to be 
sent appropriate programme information. 
 
When a ‘sleeper volunteer’ wishes to become more actively involved again, they should meet the 
Active Schools Coordinator (Primary) to gain an update of the programme developments and may 
also be required to participate in refresher training sessions.  If the volunteer remains a ‘sleeper 
volunteer’ for longer than a three month period, a meeting should be held between the Active 
Schools Coordinator (Primary) and the volunteers to establish if the volunteering opportunity 
should remain. 
 
Endings and Evaluation  
 
Any volunteer is free to terminate their volunteering agreement and end their role as a volunteer 
when they wish.  The volunteer and the Active School Co-ordinator will reach a verbal agreement 
as to when the placement will end. 
 
We will be happy to provide references for all volunteers where appropriate. 
 
A follow up letter will be sent to confirm the termination of the placement.  
 
Upon completion of a placement, the Active Schools Co-ordinator will ask a volunteer to complete 
an evaluation form.  This evaluation allows a volunteer to give some feedback about their 
experience and will assist the Active Schools programme in developing the volunteer experiences 
we offer. 
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10. Final Note  
 
We hope that all the information in this handbook is helpful and easy to read.  For information 
regarding a placement, please do not hesitate to contact an Active School Co-ordinator. 
 
East Lothian Council acknowledges the unique contribution made by volunteers to the life of 
communities, services users and paid staff of the authority.  We value the contribution a volunteer 
can make to the Active Schools Programme and hope that placements are enjoyed by all! 
 
If you have any queries regarding this document please contact Active Schools Principal Officer at 
Meadowmill Sports Centre, Tranent on 01875 619069. 
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Appendix i  Volunteer Training and Support Form 
 
Name: 
 
Address: 
 
 
 
Post Code: 
Telephone 
Home: 
 
Work: 
E-mail: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Signature      Date  

Volunteer Training 
 
 
 
 
 
 
 
 
 
 

Support Programme 
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Appendix ii    Active Schools Volunteer Expenses Cl aim Form 
 
Name…………………………………………………... 
 
Designation…………………………………………………………………………………………………… 
 
Home Address……………………………………………………………………………………………….. 
 
Claim for Mileage Expenses 
 
Car Make & Model…………………………………...   Engine Capacity…………………………C.C  Rate – 22.5p per mile  
Date Time 

Depart 
Time of 
Return 

Journey From Journey To Purpose No. Miles Claimed 

       
       
       
       

Total mileage Claimed   

Total Cost   
 
Claim for other Expenses  
(Receipts must be attached)  
 
Date  Expense Occurred  Total  
   
   
   
   
 

Total Cost Claimed  

 
Last date Claimed in this period……………………   Signature of Claimant ……………………………………………………………… 
 
Date …………………………………………    Authorised by ASC …………………………………………………………………
  


