Useful Contacts

Volunteering
Sarah Randall (Head of Targeted Youth Services)
Saz Tucker (Volunteer Coordinator)
Gemma Aston (Mentor Coordinator)
Sharon English (Administrator)
Email: volunteering@blgc.co.uk or sarah.tucker@blgc.co.uk
Phone: 01204 540 139
Mentoring
Amy Shott (Children at home)
Nichola Howarth (Looked after children)
Phone: 01204 540 111
Youth Club
Carly Mack (Head of Operations)
Leon Crosby (Youth Club Lead)
Kerin Morris (Senior Lead)
Deb Freeman (Junior Lead)
Phone: 01204 540 100
Football
Thomas Jowett (Football Development Officer)
Email: thomas.jowett@blgc.co.uk
Phone: 01204 540 100
Sport
Nick Raynor (Sports Lead)
Email: nick.raynor@blgc.co.uk
Phone: 01204 540 100
NCS
Alison Wood (Head of NCS)
Phone: 01202 540 105

Bolton Lads & Girls Club

Volunteer
Handbook

Everything you need to know to begin your volunteering
experience with Bolton Lads & Girls Club!
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This handbook is for you, our amazing new volunteer! Here you will find information about Bolton Lads &
guidance for throughout your volunteer journey. From all of us, a huge welcome to Team BLGC!

Welcome

“First of all can I say a big welcome to Bolton Lads & Girls Club and thank
you for becoming a volunteer. I myself started as a volunteer here over
20 years ago.
Volunteering to work with Children and Young People is a big decision
and a big commitment. I hope you enjoy your time with the Club and,
like thousands before you, I hope you gain satisfaction from the work
you will be doing.
The Club has operated in the centre of Bolton since 1889. We
endeavour to help young people progress to a brighter future. It is
important work and volunteers have a major role to play.

Karen Edwards
Chief Executive OBE

I hope to meet you soon, but in the meantime, good luck with your work
and with your training.
Once again, thank you for becoming a volunteer, you are making a huge
difference to the Club and through that you will be helping to change
and improve the lives of the Young People of Bolton.”

Chief Executive OBE
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You are amazing

Volunteer of the Month
Every month a volunteer is
awarded Volunteer of the
Month. You will receive a
certificate and have the
opportunity to be added to our
wall of fame!
Volunteers can nominate each
other, so if you would like to
nominate a volunteer please
email volunteering@blgc.co.uk
and we will send you the form
to complete.
100 hours
Those dedicated volunteers
who reach 100 hours of
volunteering will receive a
certificate and a place on our
notice board. What an
achievement!

There are also further awards
for other lengths of service and
Life Time Achievement.
Volunteer Week
Running from 1st –7th June
every year, this national week
gives us the opportunity to put
on a special series of events
and recognition to you. Look
out for what we have planned
this year!

Volunteering

We are incredibly proud of all
our amazing volunteers, and
rightly so! So we like to
celebrate the work our
volunteers do in a number of
ways.
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Keeping everyone safe

Volunteering

What to do if you have a
safeguarding concern about a
child/young person?
If you have a safeguarding
concern, or you think you might
have a safeguarding concern, it
is important that you pass it on
to your contact person/ line
manager or another member of
staff immediately.
Our training will help you
recognise what a safeguarding
concern is and what to say or
not to say to a child/ young
person. If in doubt check it out.
What do I do if I have a concern
about a member of staff or
another volunteer?
Again, it is vital that you inform
a member of staff about your
concern; this maybe your
contact person/ line manager or
anyone you feel comfortable
with. You can also speak to our
Safeguarding Officer, Sarah
Randall, 01204 540 139.

What do I do if I have an
accident?
If you have an accident either
on site or off site then it is
important you tell your contact
person/line manager. They will
help you find a first aider if
appropriate and you are on site,
or provide you with advice if
you are out in the community.
They will also insure that it is
recorded in the accident book
and reported to the relevant
authorities if necessary.
Please ensure we have up to
date Emergency Contact details
for you.
Who do I inform if I have a
health and safety Issue?
If you are in any of our Youth
provision settings and you see
or have a health and safety issue
please inform the Operational
Lead.
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Girls Club, how you can get involved, and practical

Welcome from our CEO
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A little bit about us

Our History
Bolton Lads & Girls Club was
established in 1889, during a
time of great industrial and
social change. Enormous new
cotton mills sprang up all over
Bolton and children as young
as ten poured in from the
outlying villages to work in the
mills. Sadly, at the time there
were no laws protecting the
rights and safety of children
and young people, they
worked for ten to twelve
hours a day, sleeping and
eating next to their looms.

The Club has remained open
from that day to this (over 120
years!), serving the needs of
the town’s young people.
Many things have changed
over the years, but the Club’s
dedication to providing young
people with a safe place to
spend their spare time
remains at the heart of what
we do.

Located in a state-of-the-art
building, funded by the lottery
and designed to encourage
development through sports
The founders of the Club, two and activity, we are a youth
church leaders and three
club with attitude generated
industrialists, met and decided by the enthusiasm of our
they must do something to
Volunteers and members. We
improve the lives of these
continue to expand the
young people. They responded activities and services we offer
by buying an old warehouse in our young people, with the
Bark Street and opened it as a support of you, our amazing
hostel where the young mill
volunteers.
workers were able to wash,
eat and sleep in peace away
from their loom.
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Practical Guidance

I have a complaint, who do I
talk to?
For complaints about the
service you have received from
us please try and resolve
informally with your contact
person/line manager in the
first instance.

Manager or the Volunteer
Manger. You will then receive
a formal response within line
with the guidance given on
timescales as outlined in our
complaints policy.
Who are the First Aiders?
If you are volunteering in the
main club or any of our
satellite clubs there will always
be a first aider on session.
These people will be identified
by their green lanyards, and on
the Whiteboard by the
entrance.

What do I do if the fire alarm
goes off?
If you are in any of our youth
settings you will be shown
where the fire exit doors are
on your Welcome Night. It is
important you familiarise
If this does not resolve the
yourself with the Fire
issue to your satisfaction or the Procedure. In the event of a
complaint is about them, then fire drill or fire calmly remove
please make a formal written
yourself from the building
complaint to the Service
using the nearest fire exit.

Volunteering

Do I need to let you know if I
change any of my contact
details?
If you move house, change
your mobile number/email or
have any other change in
circumstances that you think
we should know about please
contact us on 01204 540 139
or email
volunteering@blgc.co.uk so we
can update our records in case
we need to get in touch with
you.
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Practical Guidance

Volunteering

Do I need to sign in and out?
It is really important that any
Volunteers sign in and out
when at Spa Road,
Westhoughton and Hacken
Lane. The signing in sheets will
be located at reception. This is
for safeguarding purposes and
to log all volunteering hours.
If you are volunteering as part
of a placement, please note
only logged hours will be
signed off.
What should I wear?
This depends on your role. For
Youth Club Volunteers, you will
be given a BLGC t-shirt to wear
in the Club. You need to wear
your t-shirt at all times when
volunteering. Football
volunteers will receive a t-shirt
and a hoody as you will be
primarily outside.

old clothing and footwear as
many of our activities for
young people may involve
some wear and tear. It is also
advisable to remove any
expensive jewellery and
watches.
Mentors, IV’s and
administrators may wear their
own clothes, and we
recommend dressing
appropriately for the activity at
the time.
Please ensure you return any tshirts or hoodies when you
leave volunteering with BLGC.

What do I do if I am poorly or
can’t volunteer at my agreed
time?
Please phone or email your
Line Manger of the
Volunteering Team and let
them know. Please do let us
Please do not wear these
know so we are not worried
outside the club as they are
about you and can change any
intended to be worn only when plans accordingly.
you are volunteering.
Please also ensure you wear
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“Every child and young person has the opportunity to be the best they possibly can be.”

Inclusive
We provide a safe, caring, and fun environment for everyone.

We treat everyone as we would want to be treated and promote honesty, equality and transparency.

Empowerment
We engage, empower and enable people to be the best they can be and support our values.

Excellence
We aim to deliver the highest standards of service and continuously improve everything we do through robust quality assurance and
innovation.

Our Values

Respect

Sustainability
We are ambitious and results focussed, taking a strategic responsibility for the clubs long term future.
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Targeted Youth Services

Our Teams

BLGC is actually a lot bigger
than you might first think! Here
is a breakdown of all our
amazing teams that make up
Team BLGC and different areas
you may like to get involved in!
Volunteering
We are here to start you off on
your volunteering experience.
The main part of our role is to
ensure your recruitment and
training run smoothly, and that
you feel prepared for your
volunteer role. We are here to
help you with any questions
you may have and try and
resolve any problems you
encounter, so that you know
what you can expect from us,
and what we expect from you.
You can contact us at any time
and we will do our best to make
your experience as enjoyable as
possible.

Mentoring
Working alongside partnership
agencies such as Bolton
Council’s Children’s Services,
the mentoring service works
with young people aged 8-25
years old, offering them
support and guidance from a
one-to-one Volunteer mentor
who helps build their
confidence, self-esteem, and
resilience.
Employability
The Employability team equips
young people with essential
skills to become more
employable. They offer
everything from advice, work
experience, CV, application
support and job opportunities
from local supporters. Bridging
the gap between the education
sector and the youth sector, we
aim for all of our young people
to become active citizens in our
community. Volunteers can
help support our Weekly CV
sessions at the Spa Road Club.
6

How we will support you

As a standard policy across all
of BLGC volunteers, we will not
be able to provide references
for volunteers who were with
us for less than 3 months.
For volunteers who stayed with
us for between 3 months and
year, we can provide start and
end dates, and overall
voluntary hours.
For volunteers who have
committed to over a year, we
are happy to provide a full
character reference.

Volunteering

References
Volunteering is a great way to
gain experience in an area of
work you are interested in
having a career in in the future.
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How we will support you

Volunteering

Volunteer Notice Board
Located upstairs in Spa Road,
this notice board is for you.
With information about
important dates, opportunities,
and celebrating your incredible
hard work and passion. Keep an
eye out for any updates!
Volunteer Focus Groups
Every quarter we hold a
Volunteer Focus Group at the
Club. This provides you an
opportunity to get together,
share your experiences and
have your voice heard. Let us
know what we are doing well,
what we need to improve , and
help shape the future of BLGC
volunteering! Dates will be
found on the Volunteering
Notice Board and in the
monthly Volunteer Update.
Socials and Meet ups
As well as support from us, you
will also find a great support
network with each other. There
are quarterly socials for Youth

Club, Mentor, and IV volunteers
and Monthly meetings for
Football Volunteers. If you have
any ideas for future socials/
meetups, please let us know!
Leaving BLGC
For lots of different reasons
volunteers may have to stop
volunteering at some point, life
can be very hectic and we just
appreciate the time you have
given us.
What we do ask is that once
you have reached that decision,
please let us know. We would
like to have the opportunity to
say goodbye to you and thank
you for all the time you have
given BLGC.
We also ask that you return
both your BLGC uniform and ID
badge, this is much appreciated
as we do not have a large
supply of uniform, and to
comply with our safeguarding
procedures.
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Youth Work

Sat/Sun

2 - 5 pm

Senior Club (ages 13-19)
These sessions are designed to
give this age group a full
programme of positive activities

that they can get involved in
and spend their leisure time
actively and constructively.
Sport, arts and crafts, and
informal learning are a few
examples of what goes on in
these sessions to enable young
people to make informed
choices throughout their
teenage years. The team also
provide advice and
development through targeted
projects in employability, life
skills, enterprise, volunteering
and youth empowerment.
Mon/Tues/Thurs 4-10pm
Sat/Sun

6-9pm

Inclusion (ages 8—21)
All of our Junior and senior
sessions are completely
inclusive allowing all children
and young people, including
those with additional needs and
disabilities, to take part in our
delivery, with bespoke inclusion
workers and volunteers.

Our Teams

Junior Club (ages 8-12)
This section of the club focuses
on children’s play, ensuring that
some of our youngest members
of the club enjoy a wide range
of developmental and social
play activities as they start their
journey as a member of the
club. You will volunteer
alongside our play workers,
facilitating these activities that
include constructive, elemental,
sensory, creative, imaginary and
active play in a safe and
nurturing environment. Be
prepared for lots of games, arts
and crafts, sports, and most
importantly fun! We also deliver
a holiday club when the schools
aren’t open for our junior
members.
Wed/Fri 4 - 8.30pm
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Football and Sports

Our Teams

Sports
Every session we host a wide
variety of sports for our young
people to enjoy and participate
in. From hockey, badminton,
boxing, rock climbing,
basketball, cricket, we
encourage our young people to
keep active, improve their
sporting skills, and develop
confidence and team work. As a
volunteer, you will get actively
involved with each sport,
encourage and supporting the
young people to reach their full
potential, and of course, have
fun.

consists of 29 teams from
Under 7’s to a veteran’s team
(over 35’s). These teams are all
managed by a volunteer
Football Coach and assistant
Coach.
However, we are not done yet,
with further plans to develop
the girls football & disability
football provision;
opportunities for young people
to follow a coaching pathway to
employment; refereeing; and so
on. It’s an exciting time to be
part of Football!

We also run development
This is a great area for
centres for young people aged
volunteers who have a keen
4yrs and above as well as a
interest in sport to get
soccer camp every school
involved, and every so often we holiday for young people up to
host additional training events
the age of 13yrs.
to develop your coaching
abilities.
If there is another area of
Volunteering that you would
Football
also be interested in, contact
Bolton Lads & Girls Club holds
the Volunteering Team and we
the coveted FA Community
will put you in contact with the
Club award and currently
right person.
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How we will support you
Please note that if you are
volunteering as part of a
student placement, training
does not count towards your
required hours.

Ongoing Support
We will continue to support you
through regular catch up’s with
However, working with young
your Line Manger, the
people, whilst fun and
frequency of which and channel
rewarding, can also be
will vary depending on your
unpredictable and challenging. role. This will be explained to
There will always be support for you during your induction.
you whether that is a Session
Lead in the Youth Club, Mentor/ If you have any queries or
IV Coordinator, Football
concerns in-between or after
Development Officer, or the
this time, please ensure you
Volunteering Team.
contact either your Line
Manager or the Volunteering
If you feel you would benefit
Team
from some additional training,
please speak to either your Line BLGC Newsletter
Manager or the Volunteering
Every month you will be
Team and we will work with
emailed a BLCG Volunteer
you to ensure you have the best Update with up to date news
volunteering experience
about volunteering and from
possible.
across the Club.

Volunteering

Training
You should by now have
completed your training (this
varies per role). These training
sessions have been designed to
help you feel prepared for the
situations you may encounter
whilst volunteering.
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Welcome to Team BLGC!

Volunteering

You are joining a team of over
200 incredible volunteers who
currently make up Team BLGC.
From volunteer football
coaches, youth workers,
mentors, Independent visitors,
drivers, administrators, all our
volunteers come from a wide
range of backgrounds,
supporting BLGC in so many
different ways.
One thing all of our volunteers
have in common though, is the
difference they make to the
lives of young people all across
Bolton. We literally could not
provide the invaluable services
that we offer our young people
without you, our amazing
volunteers.
There are so many ways that
you can get involved ;

 Arts

and Crafts
 Play work and games
 Inclusion
 Special projects such as
working with refugees or
employability skills
 Mentoring
 Football coaches
 Independent Visitors
 Administration
 Fundraising
 Food Bank
We want you to have a fun and
rewarding volunteering
experience with us, so let us
know what your interests are
and we will support you in
getting involved in that area!
Please note that some
volunteer roles require
additional training,
commitment, or experience.

 Sports from

Badminton, rock
climbing, football, tennis,
hockey, cricket, and many
more.
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NCS

We have been running the
project since its inception in
2011 and were one of the
original delivery partners of
the programme.
Since then hundreds of young
people have completed the
programme and made a real
difference in their community,
breaking down barriers and
preconceptions about young
people. We run the
programme through the
Summer, Autumn, and Spring
with an all year round
recruitment campaign.

NCS are always on the look out
for seasonal staff to support
their summer residential
programmes. You receive pay,
training, and great experience
leading and working with
young people. Recruitment
usually opens in April each
year.

Our Teams

National Citizenship Service
(NCS) and Employability Team
National Citizenship Service is
a unique way for 15-17 year
olds living in England, Wales
and Northern Ireland to make
extraordinary friendships,
learn the skills they don’t
teach in class and create
unforgettable memories.
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Funding

Our Teams

Grants and Trusts
The Grants and Trusts team are
responsible for submitting
written funding applications to
a range of funders including
Children in Need, Comic Relief,
Bolton Council and central
Government. This team is vital
in ensuring that the Club can
continue existing projects and
deliver new activities, to
benefit our children and young
people.
The Fundraising Team
The Fundraising team are
responsible for generating core
income for the Club in order to
run its services and keep our
doors open. The team raise
funds from a range of sources
such as;

 Community support.
 BLGC

events and beneficiary
events.
 Sponsorship Opportunities.
 In-kind support.
Events
We also host a wide calendar
of events throughout the year ,
such as Yellow and Blue Day,
the Bolton beer Festival, and
many more. These fantastic
events are a fun and rewarding
experience to be a part of, and
could not go ahead without the
support of our volunteers.
Look out for future event
dates, and let us know if you
would like to be involved.

 Major Donors.
 Our

Patron Society Members
(bronze, silver & gold levels).
Members can join the Society
as a Corporate or as an
Individual.
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Support Services

There are some (but limited)
opportunities to volunteer in
our administration department
If you are interested, let us
know!

Governance
Bolton Lads & Girls Club is
governed by a board of ten
trustees. A trustee is someone
with the overall legal
responsibility for a charity.
Trustees are responsible for
controlling the Club’s
management and
administration, ensuring that it
acts within the law and that its
income and property are used
for its purpose set out in its
governing document and for no
other purpose. They have a
responsibility to act reasonably
and prudently in all matters
relating to the Club and to act
in its best interest.
Volunteering as a member of
our board means you get to
really shape the direction of
Bolton Lads & Girls Club. If you
are interested in becoming a
Trustee, please let us know.

Our Teams

Finance and Administration
Behind the scenes these
important teams ensure BLGC
continues to run smoothly. The
team deals with the payroll,
reception, administration and
production of management
accounts. The front of house
reception staff are often the
first port of call for parents,
carers, visitors and more
importantly, young people, and
the relationships they build
with our members is an
intricate part of the club and its
offer to young people.
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