
To be put on club letterhead (logo and address w/ phone numbers)
Then change all the items in capitals &italics and ensure it meets your policies and then remove these lines. When presenting in addition to the attached documents (code of conduct and Vulnerable screening letter) have two copies of this letter so one can be kept and one returned.
Date
Name
Address

Dear Name,

On behalf of CLUBNAME, I am pleased to present to you a volunteer position of XXXXXX Coach for the upcoming season and I trust that the requirements as outlined below will meet your abilities and interests. Your position will commence on DATE and end no later than DATE. 
Our club takes all of our positions seriously and requires the following from all our coaches to ensure we are providing a safe, high quality, enjoyable experience for our participants, their families and the coaches.
· You will provide a current and satisfactory Vulnerable Sector Screening Check. The cost of this report will be reimbursed with a receipt. We would ask that you contact your local police authority with the included letter to initiate this process.  Due to the nature of your position you will not be able to work directly with minors until the results of the check has been approved. 
· You will maintain ongoing communication with NAME OF PERSON, POSITION.

· Please note that your group’s schedule is XXXXX you are expected to be at the clubhouse at least 15 minutes before they are scheduled to begin. If you will be unable to attend a practice please ensure this is communicated to your coaching team and PERSON FROM ABOVE.
· You will maintain your certifications, ensuring that all items such as First Aid etc. are current. The club has a reimbursement policy to support you in maintaining required certifications, if you need to update please follow the procedures for reimbursement.
A hard copy of the CLUBNAME Orientation Guide including health and safety policy and procedures as well as emergency procedures will be provided to you on your start date and we would ask that you review these documents in detail. You will be required to abide by all CLUBNAME procedures. You will be required to participate in orientation and training activities to prepare you for the position.

A Coaches Code of Conduct is attached to this letter, please review and sign acceptance of this with your letter of acceptance of your coaching position.

In an effort to ensure ongoing quality of programs and overall communications, performance reviews will be performed mid-season as well as at the conclusion of the season. This is an opportunity to bring forward any concerns, however ongoing communications and feedback for coaches and the club are an invaluable part of our club structure.
NAME, to indicate your acceptance of this position and the terms and conditions as stated here, please sign the bottom portion of this letter and return a copy to me by DATE.  On behalf of CLUBNAME, we are pleased that you have agreed to join our organization and take on this position. We look forward to the opportunity of working with you.

Sincerely,

NAME
TITLE 


I, NAME, accept the offer of employment and the terms and conditions as noted herein.

_____________________________________


______________________

NAME








Date

