
 
 

 

2019  

Kieran Kelly 

Edition 1 

1/1/2019 

Ratoath Harps AFC         
Managers & Volunteers 

Handbook 



 
 
 



 
 
 

Contents 
 

Club Ethos Statement 
Volunteer Recruitment Policy 
Coaches, Mentors Code of Conduct 
Managers/Volunteers Induction 
Summary of Managers/Coaches Responsibilities 
Coach Education Pathway 
Game Formats 
Players Code of Conduct 
Misconduct by Players & Officials Against Match Officials 
Parents, Spectators Code of Conduct 
Child Protection & Welfare Policy 
Bullying Policy 
Equality Policy 
Physical Contact Policy 
Substance Abuse Policy 
Social Media Policy 
Photography, Filming Policy 
Travelling Away Trip Policy 
Disciplinary, Complaints & Appeals Procedure 
Procedures for Dealing with Child Abuse Concerns or Allegations 
 
COMMITTEE POSITIONS AND ROLES 
Role of Chairperson 
Role of Secretary 
Role of Treasurer 
Role of the Child Welfare Liaison Officer 
Role of the Coaching Co-ordinator 
Role of the Communication Officer-PRO 
Role of the Safety Co-ordinator 
Role of the Volunteer Co-ordinator 
Role of the Fixture Secretary 
 
FORMS (Please photocopy before use) 
Safeguarding Report Form 
Accident Report Form 
Manager-Volunteer Application Form 
Coach, Volunteer Register 
 

 



 
 
 



 
 
 

 

 

The work of Ratoath Harps Association Football Club is based on the following principles that will 

ƎǳƛŘŜ ǘƘŜ ŘŜǾŜƭƻǇƳŜƴǘ ƻŦ ǎǇƻǊǘ ŦƻǊ ȅƻǳƴƎ ǇŜƻǇƭŜ ƛƴ ǘƘƛǎ ŎƭǳōΦ /ƘƛƭŘǊŜƴ ŀƴŘ ȅƻǳƴƎ ǇŜƻǇƭŜΩǎ 

experience of soccer should be guided by what is best for the child or young person. The stages of 

development and the ability of the child should guide the types of activity provided within the club. 

Adults will need to have a basic understanding of the needs of young people, including physical, 

emotional and personal. 

 

Integrity in Relationships 

Adults interacting with young people in soccer should do so with integrity and respect for the child. 

All adult actions in soccer should be guided by what is best for the child and in the context of quality, 

open working relationships. Verbal, physical, emotional or sexual abuse of any kind is unacceptable 

within soccer. 

 

Quality Atmosphere and Ethos 

Soccer for young people should be conducted in a safe, positive and encouraging atmosphere. A 

child-centred ethos will help to ensure that competition and specialisation are kept in their 

appropriate place. Too often unhealthy competitive demands are placed on children too early and 

result in excessive levels of pressure on them and, as a consequence, high levels of dropout from 

sport. 

 

Equality 

All children should be treated in an equitable and fair manner regardless of age, ability, sex, religion, 

social and ethnic background or political persuasion. Children with disability should be involved in 

sports activities in an integrated way, thus allowing them to participate to their potential alongside 

other children. 

 

Fair Play 

Fair play is the guiding principle of the Irish Sports Councils Code of Ethics and Good Practice for 

Children's Sport. 

Club Ethos Statement 



 
 
Lǘ ǎǘŀǘŜǎ ǘƘŀǘ άŀƭƭ ŎƘƛƭŘǊŜƴΩǎ ǎǇƻǊǘ ǎƘƻǳƭŘ ōŜ ŎƻƴŘǳŎǘŜŘ ƛƴ ŀƴ ŀǘƳƻǎǇƘŜǊŜ ƻŦ ŦŀƛǊ ǇƭŀȅέΦ LǊŜƭŀƴŘ Ƙŀǎ 

contributed and is committed to the European Code of Sports Ethics, which defines fair play as: 

άƳǳŎƘ ƳƻǊŜ ǘƘŀƴ ǇƭŀȅƛƴƎ ǿƛǘƘƛƴ ǘƘŜ ǊǳƭŜǎέΦ 

It incorporates the concepts of friendship, respect for others and always playing with the right spirit. 

Fair play is defined as a way of thinking, not just behaving. It incorporates issues concerned with the 

elimination of opportunities, excessive commercialisation and corruption. 

  

Competition 

A balanced approach to competition can make a significant contribution to the development of 

young people, while at the same time providing fun, enjoyment and satisfaction. Coaches/managers 

should aim to put the welfare of the child first and competitive standards second. A child-centred 

approach will help to ensure that competition and specialisation are kept in their appropriate place. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 

 

Ratoath Harps AFC existence depends on the voluntary effort of all its volunteers. 

Volunteers are the driving force of the club and without volunteers the club would not be in 

a position to offer football opportunities in our community. It is important that the club 

provides a healthy environment for volunteers and recruits the right people for the right 

job. The following recruitment steps will help to protect young people and assist in placing 

volunteers in a position to which they are suited and supported.  

 

1. Role Descriptions ς The club will provide a role description for all new volunteer 

positions that will include a set of tasks and a time commitment. The volunteer role 

ǿƛƭƭ ōŜ ǇǳōƭƛŎƛǎŜŘ ǘƘǊƻǳƎƘ ǘƘŜ ŎƭǳōΩǎ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ŎƘŀƴƴŜƭǎΦ 

2. Application form ς A brief application form will be provided for all applicants. This 

ensures the relevant information is collected and that all interested parties are 

treated fairly. 

3. Interview ς The applicants will sit through an interview meeting with at least two 

members of the Committee. 

4. Reference ς Every applicant will provide at least two references who will be 

contacted before the commencement of any role. 

5. Garda Vetting ς Lƴ ƭƛƴŜ ǿƛǘƘ ƭŜƎƛǎƭŀǘƛƻƴ ŀƴŘ ǘƘŜ C!LΩǎ ŎƘƛƭŘ ǿŜƭŦŀǊŜ ǇƻƭƛŎȅ ŜǾŜǊȅƻƴŜ 

working with children or vulnerable adults will require Garda Vetting before starting 

their role. 

6. Induction ς Every new volunteer will have received an induction to ensure that they 

ŀǊŜ ŦŀƳƛƭƛŀǊ ǿƛǘƘ ǘƘŜƛǊ ǎǳǊǊƻǳƴŘƛƴƎǎΣ ŎƻƳŦƻǊǘŀōƭŜ ŀƴŘ ƳŀŘŜ ŀǿŀǊŜ ƻŦ ǘƘŜ ŎƭǳōΩǎ 

policies and procedures. 

7. Training ς Where possible the club will provide training to upskill volunteers.  

8. Volunteers ς !ƭƭ ǾƻƭǳƴǘŜŜǊǎ ǿƛƭƭ ŀŘƘŜǊŜ ǘƻ ǘƘŜ Ŏƭǳōǎ ŀƴŘ ǘƘŜ C!LΩǎ ǊǳƭŜǎ ŀƴŘ ŎƻŘŜ ƻŦ 

conducts.  

 

 

Volunteer Recruitment Policy 



 
 
 

 

 

Coaches/Mentors are critical to the establishment of good practices in football. Their attitude to the 
game directly informs the attitude of the players under their supervision. Coach/Mentors must speak 
and act in a manner consistent with this reality. 
As a Coach/Mentor I will: 

¶ Complete Garda Vetting before commencing my role and I will complete the Safeguarding 1 
course. 

¶ Actively work with other coaches in the same age group to enable progression of improving 
players to higher teams. 

¶ Be the link between the club, parents and the community and encourage engagement and 
participation of all parties for the betterment of the club and community. 

¶ Respect the rights, dignity and worth of each person and treat each person equally within the 
context of the sport. 

¶ bƻǘ ǎǳōǎŎǊƛōŜ ǘƻ ǘƘŜ ŜǘƘƻǎ ƻŦ άǿƛƴ ŀǘ ŀƭƭ ŎƻǎǘǎέΦ 

¶ Place the health, well-being and safety of each player above all other considerations. 

¶ Abide by the rules of the game. 

¶ Strive to develop an appropriate working relationship with each player based on mutual re-
spect. 

¶ Have particular regard for the code when working with young players in the game. 

¶ Not exert undue influence to obtain personal benefit or reward. 

¶ Guide players to accept responsibility for their own behaviour and performance. 

¶ Ensure that the activities and strategies they direct and advocate are appropriate for the age, 
maturity, experience and ability of players involved. 

¶ Clarify with the players (and where the players are under the age of 18, their parents) exactly 
what is expected of them and also what they are entitled to expect from the Mentor. 

¶ Co-operate with specialists within the game e.g. other coaches, officials, sport scientists, doc-
tors, and physiotherapists, etc. in the best interest of players. 

¶ Be conversant with the laws of the game and the rules of any competition in which a team 
under his/her steward- ship is participating. 

¶ Encourage players to adhere to the ŎƭǳōΩǎ code. 

¶ Observe the highest standards of integrity and fair dealing. 

¶ Promote a positive approach to the game e.g. fair play, honest endeavour and genuine team-
work. 

¶ Not encourage or condone violations of the laws of the game, behaviour contrary to the 
spirit of the game, or the use of questionable strategies or tactics. 

¶ Not encourage or condone the use of prohibited substances. 

¶ Consistently display high standards of behaviour and comment. 

¶ Use or tolerate the use of inappropriate language. 

¶ Demonstrate due respect towards match officials. 

¶ Accept the decisions of the match officials. 

¶ If the club receives a fine as a result of a manager being sent off for violent conduct or abus-
ing a match official the manager will be liable for paying the fine and not the club. 

Coaches/Mentors Code of Conduct 

 



 
 
 

 

 

Welcome to the club! 

When someone is new to the club getting to know other managers and knowing who is who within 

the club can be quite daunting. There are also the practical things like where are the like switches or 

the keys to open the toilets etc. The following section will hopefully help get you on your way. 

 

Pitch Layout: 

 

 

Parking: 

Club members, spectators and visitors are asked to please refrain from parking cars in the 

Steeplechase development. Parking by Club members on the narrow roads in this private 

development has the potential to seriously inconvenience the residents there. Car parking is 

available at the Barrack Field Pitch 2 (The Coderlios),  at Cityjet  Park (the all-weather pitches), and at 

the Pitch & Putt Club, with whom we have reciprocal parking arrangements. 

 

Managers/Volunteers Induction 

 



 
 
¢ƘŜ ά{ƘŜŘέΥ 

The shed is the small structure that is on the left as you drive past the small all weather. The door on 

the left can be unlocked with your Master Key. Inside here you will find a bunch of keys that will 

unlock the right hand door of the shed and also the portacabin toilets and changing rooms. Please 

remember to always put this bunch of keys back once you have unlocked what you needed to. The 

next manager may need them also. 

  

Photo 1: The Shed     Photo 2: Keys inside left hand shed 

 

Photo 3: Toilets and Changing Rooms 



 
 
The door on the right contains all of the light switches. These can be broken down into 4 sections. 

1. Small Astro Floodlights 

 

Photo 4: Small Astro Floodlight Switches (Red) 

2. Main All Weather Pitch Floodlights. 

 

Photo 5: Main All Weather Floodlight Switches. Use bottom two switches only for training 

 



 
 

3. Rear Grass Training Area Pitch 6 Floodlights (training only). 

 

Photo 6: Top 4 switches are for rear grass training area. Bottom two switches for car park 

4. Front Area/Car Park Lights. 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

Small Astro: 

The small astro is used for training and the academy. It is also hired out. Entry to the small astro is 

via the single gate (see photo) which is unlocked using your master key. Please remember to turn off 

the floodlights and lock the gate when you are finished. Please also ensure that all empty /unwanted 

bottles are removed from the pitch. 

 

Photo 7: Entrance to Small Astro 

Main All Weather: 

The 4G main all weather pitch is the envy of all visiting clubs. This is a major investment by the club 

and its members and needs to be treated with pride. Access for players, managers and referees is via 

the double doors at the front right of the pitch (see photo). Anyone entering the playing surface 

must wear moulded studded boots only. THERE ARE NO EXCEPTIONS. If you notice anyone on the 4G 

surface without the appropriate footwear please ask them politely to leave and enter via the 

spectators entrance. All spectators must enter via the single gate at the front left of the pitch (see 

photo). Both these gates can be unlocked using your master key. Please remember your master key 

is for your use only and not to be lent to anyone. Please remember to turn off the floodlights and 

lock the gate when you are finished. Please also ensure that all empty /unwanted bottles are 

removed from the pitch. 

 

 



 
 

 

Photo 8: Players/Officials Entrance Main All Weather 

 

 

Photo 9: Spectators Entrance Main All Weather 


