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“ The hope is that people leave this program 
with more education around healthy 
lifestyle and basic life skills! ”

- Active 4 Life, Project Coordinator
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capital, a mediating link between socio-

economic inequality and health ii. 

Making the shift from exclusion to 

inclusion can be difficult and requires 

innovative methods to engage individuals 

who consider themselves isolated. 

Recently, the use of sports-based 

intervention to transcend barriers and 

foster social inclusion has been increasing 

in popularity iii.

Participation in community activities 
are cited as one method towards 
social inclusion and improved 
well-being. Particularly, community 
programs geared towards people 
experiencing homelessness can offer 
opportunities for participation and 
social inclusion.

However, this process needs to be 

intentional and requires guidance to 

ensure best possible outcomes.

Introduction

Marginalized populations are at elevated 

risk for social exclusion. Social exclusion is 

defined as structural or personal barriers 

to engagement in multiple aspects 

of society i. It is worth noting that this 

definition points to institutional structures 

that restrain participation, meaning that 

a shift from exclusion to inclusion can 

occur at a policy or program level, versus 

individual-level change.

Marginalization leading to exclusion can 

occur across a variety of social locations 

such as class, race, gender, sexual identity, 

age, ability, or indigeneity. Alternatively, 

the process of confronting exclusion and 

shifting barriers to inequity can be defined 

as social inclusion, whereby participation 

in cultural, social, political, and economic 

activities is enabled.

Social inclusion has been identified as a 

foundational attribute needed for social

mobility with the idea of enhancing social 

The benefits of social inclusion
in sports programming



Social Inclusion 
In Sport

5

About this Practice Guide

The following evidence-based guide will 

support your organization to integrate 

best practices in physical literacy and 

social inclusion for individuals facing 

barriers to participation, such as 

homelessness, mental health challenges, 

or, substance use, with the development 

and implementation of physical activity 

and sports programming.

 

Physical literacy involves an understanding 

of the importance of physical activity 

as well as the growth in developing 

positive attitudes and activity-based 

skills throughout the life course. High 

physical literacy both leads to and stems 

from community sport participation. 

Furthermore, through this guide we hope 

to assist you in increasing skills of the 

people you support for self-governance 

and relationship building, as well as 

creating positive mental, social, and 

physical health outcomes for participants. 

Participation in physical activity and sports 

can help those experiencing homelessness 

and mental health challenges to establish 

a sense of belonging and community, 

learn communication skills, how to sustain 

healthy relationships, and leadership and 

conflict management. It also supports 

team building and socializing, freedom, 

and peace of mind. Creating a physical 

literate and socially inclusive culture 

has the potential to enrich participants’ 

experiences, both mentally and physically, 

as they become engaged in sports 

activities. 
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The “Active For Life” Project

PROJECT OBJECTIVES 

1. Provide low-barrier sport and 

recreational opportunities for individuals 

facing secondary barriers to participate 

in physical activities in a group setting 

and promote social inclusion within the 

community.

2. Increase participant’s physical activity, 

physical literacy, and community capacity 

and the encouragement of lifelong 

participation in a variety of physical 

activities.

PHYSICAL ACTIVITY 

Encourage activity for life through social 

inclusion and supportive low-barrier entry 

into group sport activities.

 
PHYSICAL LITERACY 

Embed physical literacy skills within 

the group programs to address issues 

of: motivation, confidence, physical 

competence, knowledge, understanding, 

and engagement in physical activities 

for life.

COMMUNITY CAPACITY 

Identify systems issues preventing or 

inhibiting low-income community 

members with secondary barriers from 

participating in group sport activities. 

Develop best practices to address the 

issues preventing participation and 

procedures for addressing risk and safety 

challenges for other participants and staff 

to reduce the likelihood of restricting 

those with secondary barriers.

“ To promote Physical Literacy & 
Social Inclusion through educating 
participants in an interactive multi-
sport program so that they can take 
the information they have learned 
and apply it to everyday life.”

- The Salvation Army Center of Hope London
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Social Inclusion

TIP #1 
EASY ACCESS TO PROGRAM 
INFORMATION
Provide sport and physical activity 

information among shelters & other 

homeless serving agencies within the 

community. Individuals may still be 

relying on old knowledge that programs 

like these do not exist for them or 

cost money. Face-to-face invitations 

from trusted supports are key to meet 

the needs of individuals experiencing 

precarious living conditions or who are 

without an electronic device.

TIP #2 
BUILDING CONNECTIONS
Encourage the development of trusting 

relationships and social networks. It 

is important to be mindful of your 

own social environment and how you 

demonstrate caring relationships. This 

includes adapting trauma-informed 

practices into your planning. Building 

relationships and developing trust is a 

key way to form connections with diverse 

communities while integrating social 

inclusion. Consistent leadership is key to 

sustaining relationships.

TIP #3 
ACCEPTANCE
Facilitate non-threatening engagement 

with your activities through a safe, stable, 

and welcoming environment. Include 

social networks by encouraging peers 

and family members to attend program 

activities. Include a strategic plan to 

include diversity and address conflict 

when designing sports programming and 

day-to-day operations.

Tips and Techniques for 
successful engagement

“ Sometimes, all it takes is one small 
step to get the ball rolling, through 
the positive influences of physical 
exercise and new friendships.”

 - Street Soccer Canada
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Barriers & Responses

CONTEXTUAL BARRIERS
Gender: Promote activities with specific 

gender inclusion and inclusive ideas (e.g., 

transgender, women, men, etc).

Race and Ethnicity: Program staff 

should be culturally competent, 

person-centered, and engage in trauma-

informed practices.

Predispositions, Disability, and Health 
Status: Program staff should be informed 

of participants- social location, social 

environment and health concerns Lack 

of Social Support and Community. 

 
Connections: Strengthen social supports 

by encouraging social inclusivity and 

participation.

PROGRAM BARRIERS
Program Scheduling: Account for 

appropriate time of day, hours of 

availability, and participant needs 

for ongoing program updates and 

information.

Access to Programming: Providing 

transportation means, access to bus 

routes or be within close proximity to 

shelters or supportive living environments 

from which you are recruiting.

PERSONAL BARRIERS
Self-esteem, Low Social and interpersonal 
Skills: Consider intentional models of 

mentorship and support to ensure that 

staff and volunteers are making intentional 

personal contact with all attendees.

Addiction, Mental Health, and 
Aggression: Have clear protocols for 

dealing with conflict, ensure your venue 

has adequate space to meet with those in 

crisis should the need arise, ensure access 

to adequate washroom facilities. 

 

Low-income Support: Provide referrals 

to community resources to enable 

participants to obtain needed equipment 

on their own.

It is important to understand the social context and the 
diversity within the non-participation of individuals and 
groups in sports and further attempt to reduce such barriers

“ Empowering those within our 
sphere of influence to achieve their 
own new beginning.”

- The Salvation Army Centre of Hope - Vision Statement
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Physical Literacy in Sports

1. ATHLETE-CENTERED
All individuals are unique and valued. 

A diversity of skill-sets and level of 

interest in competition is expected and 

acknowledged.

2. MENTORSHIP
Ensures open communication and 

accessibility. Leads with passion and 

inspiration. Offers mutual respect and 

trust. Seeks to encourage self-deliverance 

and independence. 

3. MANNERS & FORMALITIES
Establish clear and fair guidelines that are 

understood and agreed upon by all group 

members. Explain the types of  behaviours 

that show positive sports attitudes and 

what will not be tolerated.

4. EMPOWERING
Provides sport participants with a role in 

decision making and a culturally shared 

responsibility for learning. 

15 Necessary principles to build a 
sustainable and safe community of sport
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5. COMMUNICATION
Misunderstandings can occur for many 

reasons, such as language difficulties, 

secondary barriers, and cultural 

differences. Proper communication 

strategies should be put in place to ensure 

effective participation is inclusive for 

everyone.

6. HARM REDUCTION
It is important to consider the social 

context of others; this may involve recovery 

from substances or active use. Sport for all 

includes low barriers and high tolerance. 

7. EMPATHY & SUPPORTIVE LISTENING
Continual work on communication skills 

will lead to staff and volunteers who can 

maximize support.

8. CONSISTENCY
Navigating a system of barriers for 

many individuals living in poverty or 

homelessness requires consistency. 

Schedule activities on the same day, at the 

same time and aim for little to no schedule 

changes. Ensure a process is in place that 

outlines how/when/why an event will be 

cancelled and how participants will be 

notified of this cancellation.  

9. ROLE RELATIONSHIPS
It is important to be mindful that culture 

can significantly impact expectations 

regarding sport. Be open and ask 

questions to understand the type of 

participation that individuals are seeking 

in accessing your programs.  

10. PATIENCE & FAIRNESS
Establish a non-judgmental environment 

which allows participants to make 

informed decisions. This can mean 

having patience and flexibility to meet 

participants’ needs while balancing 

structure and consistency.

 
11. FUN
Participants will remain engaged only if 

they are enjoying themselves.

12. DIVERSITY
Program leaders and participants 

should invite a strong level of diversity 

into program operations, including 

acknowledging diverse cultural norms.

13. SAFE ENVIRONMENT
A physically safe facility, a culturally safe 

community, and safety from interpersonal 

conflicts all lead to an overall safe 

environment. 

14. TRAUMA-INFORMED
Participants have diverse life experiences 

and their own personal narrative, which 

may involve various traumatic experiences. 

Be mindful of each other and your own 

social location. 

15. KINDNESS & RESPECT
Shake hands before and after activities. 

Bullying, racism, sexism, homophobia and 

other forms of discrimination cannot be 

tolerated.
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Sports & Activities

Individuals will engage in a sports 

recreation program with a wide variety 

of sporting backgrounds. While some 

individuals may have extensive experience 

and be seeking highly competitive 

opportunities, others will be novice and 

doubt their abilities. 

 

Additionally, individuals may have a variety 

of unique personal differences, such as 

Establish a safe and consistent environment

Complete regular safety checks of the facility or playing 
fields 

Balance disciplinary decisions on creating a safe 
environment for other participants while limiting 
exclusionary practices 

Do not let conflicts go unacknowledged

Recognize diversity

Embrace open communication, empathy and tolerance

Build bridges, trust, self-respect, love and understanding

Promote participants to intentionally and regularly 
praise each other’s achievements 

Adapt and constantly reassess policies, rules and training 

Include accommodation and accessibility into each 
activity

RESPONSESPARTICIPATION 
CHALLENGES

Facility safety

Sports injuries 

Disciplinary action and 
suspensions 

Pre-existing interpersonal 
conflicts 

Behavioural and physical 
challenges 

Teamwork

mobility limitations that will influence 

their perceptions of sports in which they 

can engage. Consider having a variety of 

options from low-impact to higher-impact 

to engage a broader range of participants.

Integrating low-impact sports and other considerations 
for effective participation

“ Social inclusion involves activities 
that connect people and that are 
conducive and relevant to the 
environment, but most of all fun. ”

- Active 4 Life Coach
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Program Development

Establishing protocols and necessary staff 
training increases program competency

Immediate diffusing of situations encountered by 
participants who may have limited conflict 
management skills

Able to manage critical incident stress and be 
consistent with reporting procedures (participants 
should know who the direct staff of contact is, 
especially when support is needed in critical situations)

Competent in preventing power dynamics between 
staff and participants 

Include a workplace harassment, discrimination and 
violence prevention policy and provide training on 
reporting and investigating

Ensure that a code of ethics and code of conduct 
policy, workplace injury or illness protocols (including 
reporting procedures), and external complaints 
processes (which applies to community programming) 
are implemented

Screening for staff and volunteers: standard interviews 
and reference checks, criminal reference checks can 
be considered, but may also be a barrier for otherwise 
skilled volunteers

 

 

 



 

 



 

 

 



 

 



STAFF TRAINING /
QUALIFICATIONS

EMPLOYEE RESPONSIBILITIES

EMPLOYER RESPONSIBILITIES

1.

2.

3.

4.

5.

6.

7.

8.

9.

First Aid, CPR 
certification 

Naloxone training 

Crowd control 

Managing over 
heating

Non-Violent Crisis 
Intervention

Spiritual care

Food Handlers 
certificate

Trauma informed 
care

Concussion 
management
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Laminated forms for quick reference and readily 
available on days of sport

All participants need to sign release of liability

Do not collect more personal information than is 
indicated for contacting participants or emergency 
contacts, and for pre-existing health concerns

Suspensions, dismissals - must have a clear method to 
record these

A Liability Waiver and Release form must be available 
for all sports. All participants must sign before 
participating in sport

TIPS

 

 



 


 



 



Low barrier intake forms 
(e.g., name, contact info) 

Concussion Protocol 

Liability Waiver and 
Release Form 

Fair Play Waiver and 
Photo Release Waiver 

Right to cancel sport 
for risk of safety (e.g., 
extreme weather alerts) 

Emergency contacts 
 
Incident & Serious 
Occurrence Reports 

 
Abuse Prevention Policy 
 
Tracking forms

PROGRAM OVERSIGHT & CONSULTATION
1. Sport leader familiar with relevant 
rules: Available for consultation can 

provide support in developing situation 

specific procedures where unusual risks 

are present, including high risk and critical 

issues for proper program functioning

2. Staff member responsible for risk
management: Available for consultation 

on risk mitigation

3. Staff member responsible for storing 
participant data: Ensure compliance 

with the organizations’ standards and 

confidentiality policies are being met

4. Volunteer liaison: Accessible to 

support the day-to-day operations 

made up of community partners who 

assist in program development and best 

practices with a commitment to broader 

public inclusion

5. Community Advisory committee: 
Made up of community partners who 

assist in program development and best 

practices with a commitment to broader 

public inclusion

1.

2.

3.

4.

5.

6.

7.

8.

9.

PROTOCOLS & WAIVERS
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Program Delivery

NEWS: Include program updates, 

community news, and celebrations (e.g., 

birthdays, awards)

 
SPIRITUAL CARE: Acknowledge that 

participants may have complex, unmet 

needs

 
LOCATION: Ensure your space and facility 

is accessible for your target population

 
RULES OF SPORT: Make sure rules are 

posted, clearly outlined and accessible. 

Rules must be consistent and allow for 

modifications when program staff and 

participants see fit. Ensure scoring is fair 

and that fair play is not only practiced but 

followed

 
AWARENESS: Staff should be aware of 

relevant health concerns, accessibility 

concerns, and other participant 

considerations

 
NOURISHMENT: Include healthy food, 

snacks, water, and even meal prep 

CLEAN-UP & RESPONSIBILITY: Embrace 

a socially inclusive environment where 

everyone helps

COMMUNICATION: Establish clear 

communication channels and processes 

(e.g., program cancellation procedures) 

BREAKS: Depending on the length of 

sport activity, including refreshments and 

regular break times are a part of healthy 

and consistent participation

 
CONTINGENCY PLAN: Plan to substitute 

a staff or make other accommodations 

if coordinators, coaches, or volunteers 

cannot make it. Consistency is important

 
DE-ESCALATION: Program leaders should 

be trained in crisis intervention, trauma-

informed practice, and/or offer spiritual 

care

DISMISSAL & TERMINATION: Have very 

explicit policies as to when a participant 

would be asked to leave for the day, or 

asked to cease participating all together. 

Always prioritize conflict resolution over 

dismissal 
 
CONFIDENTIALITY: If a participant would 

like to speak about a confidential matter, 

offer a private space

Comprehensive program planning evolves a 
simple game into a space of inclusion
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Community Partnerships

Providing recreational services for people with 
barriers to inclusion works best when done through 
collaboration

Partner organizations assist 

in engaging with potential 

program participants

Share information on 

program changes or 

updates

Provide insurance coverage

Provide existing policies 

needed for the program

Provide staff or volunteers to 

support programming

Provide space for program 

to occur

COMMUNITY PARTNER BENEFITS
• Generalized practices will be developed 

and act as a community resource for 

further social inclusion programs 

• Create a platform for partnership on 

other programs 

• Learning from one another’s expertise 

and areas of program focus 

• Increasing the scope of services 

available in a community 

PARTNERSHIP TASKS

PROGRAM BENEFITS
• Increase in reach of communication to 

participants with barriers to accessing 

information (e.g., support with notifying 

participants of possible cancellations) 

• More staff and volunteers for activities 

allows for better one-on-one contact 

and support with participants 

• Community partnerships can facilitate 

support with various donations 

and funding if required (e.g., sports 

equipment and clothing, food supply)
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Leadership

Social inclusion involves engaging, participatory leadership

Effective leadership involves creating a 

culture of inclusion, providing organized 

and well-managed programs, and 

reaching out to build opportunities for 

inclusion in decision-making. Consistent 

leadership and communication are 

important for program outcomes and 

effective participation.

“ I’m not an authority figure.
I’m not a cop or a shelter manager. 
Every day of their lives, these people 
live by rules and regulations. I bring 
soccer. And they share their stories 
with me because I’m somebody who 
knows what they’re going through.”

- Canada’s Homeless World Cup Team Coach

• 2-3 staff should be assigned 

to supervise the recreation 

programming. This balances 

consistency of leadership with 

availability. 

• A contingency plan (weather, 

leadership illness, venue unavailable) 

should be put in place prior to 

programming commencement. 

• Create a leadership team with 

various, accommodating roles for 

low-barrier sports programming. 

• This can include: Volunteers, 

Coaches, and a Program 

Coordinator.

IMPORTANT TIPS
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Physical Literacy in Sport Works

Quotes from an evaluation of recreation programs with those at risk of exclusion

More energy, that’s probably 
the biggest thing. When I exercise it has an 

immediate effect, like I can 
tell. It lifts my mood pretty 
significantly.

We get our exercise and then 
they make sure we are fed after.

I feel more energetic!

It’s hard to find something to do something 
productive and healthy to do because there are lots 
of stuff out there to do, you know what I mean, and 
it’s not all good for you.

It’s good for the mind, soul, and body.



Social Inclusion 
In Sport

18

Social Inclusion in Sport Works

We got so many people out here 
with different ailments, for lack 
of a better term, and we all play; 
I don’t know I guess I get a sense 
of inclusion.

No one judges me here, and 
if they do, they judge me 
favourably and I feel really 
included here.

It gives you time to release…you get to meet people 
and it’s like you want to come back…the fellowship 
just blew my mind, how people took me in.

It’s actually when I’m most depressed I force 
myself to come out. I suffer from a really bad 
depression/anxiety disorder and the people 
here all know me and know what I get like.

This is an oasis for me. There’s some solid, 
sturdy people here who are like a rock, and 
I’ve been in bad shape before where I have 
told somebody here my problems and ended 
up getting some help. I’d do it again.

We got transgender [ed people] out here, 
we’ve got mentally unstable out here, 
we’ve got everyone out here.

Quotes from an evaluation of recreation programs with those at risk of exclusion
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Appendix A

Waiver of Liability and Indemnity Form

The purpose of this document is to release “INSERT ORGANIZATION NAME” from all liability, directly 
or indirectly, for accidents, injuries, losses and/or damages that may occur during the “INSERT NAME 
OF PROGRAM” as well as other Sports including Basketball, Volleyball, Floor Hockey, etc organized 
by “INSERT ORGANIZATION NAME” for the dates listed immediately below, no matter who or what 
causes those accidents, injuries, losses and/or damages.

“INSERT DATES”

In exchange for my participation in this event, I
agree and confirm that:

1. I am participating in this event by my own initiative and at my own risk.

2. I relinquish any right to claim compensation from “INSERT ORGANIZATION NAME” for any harm or 
loss suffered in connection with my participation in this event.

3. I agree to indemnify “INSERT ORGANIZATION NAME” and hold it harmless from and against any 
and all liability attributable to any personal injury, loss or damage to property that is related to my 
participation in this event, no matter how it happens.

4. It is strongly recommended that, for their own safety, all participants of the “INSERT NAME OF 
PROGRAM” program wear a helmet. I understand the risk to my personal health and safety if I 
choose not to wear a helmet.

6. I fully understand and agree to the terms set out in this document and I sign it voluntarily of my 
own free will.

“INSERT ORGANIZATION LOGO” “INSERT ORGANIZATION NAME” 

Print Name

Signature Witness

Signed:
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Appendix B
“INSERT ORGANIZATION LOGO” “INSERT ORGANIZATION NAME” 

IDENTITY STATEMENT OF “INSERT ORGANIZATION NAME” 

MISSION STATEMENT OF “INSERT ORGANIZATION NAME”

PURPOSE STATEMENT
The “insert position title” at “insert organization name” is a dynamic individual responsible 
for the planning, organization and facilitation of weekly “name of program” recreational 
and skill building programs. These programs provide opportunities to engage people in our 
community in an inclusive environment where they make friends, build on their existing skills, 
reduce social isolation and increase access to healthy food. 

Program Coordinator Position Description

QUALIFICATIONS:
• Completion of a minimum 2 year post-secondary diploma/degree in Recreation and Leisure 

or Food and Nutrition an alternative combination of related education and experience will be 
considered

• Safe Food Handling Certificate is required
• Two years’ experience in a related field is preferred
• Experience developing programs and community partnerships
• Dynamic facilitation skills with presentation experience 
• Experience working with a diverse population, including individuals experiencing poor mental 

health, addictions and persons from diverse cultural backgrounds
• Knowledge, interest in and an ability to participate in recreational and leisure programs
• Extensive knowledge of community agencies and supports
• Demonstrated ability to develop and maintain successful working relationships with 

participants, colleagues (including volunteers and students) and community partners
• Ability to work independently with minimal supervision
• Demonstrated ability to use sound judgment when making decisions
• Computer skills specifically MS Office Programs
• Valid CPR and First Aid Certificate and Crisis Intervention Training
• Valid G Driver’s License is required; access to a personal vehicle and proof of valid insurance is 

an asset
• Understanding of the mission and purpose of “INSERT ORGANIZATION NAME”
• An original copy of a Criminal Records Check with vulnerable sector screening that is 

satisfactory of “INSERT ORGANIZATION NAME”, in its sole discretion, is required. The screening 
is secured through either the national Canadian Police Information Centre or through a local 
police detachment.
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SUPERVISION: 
• Reports and is accountable to “insert title of supervisor”
• Provides support and assistance to Program volunteers and students

RESPONSIBILITIES:
Administration
• To complete all duties in accordance with the Standards and Policies & Procedures of “INSERT 

ORGANIZATION NAME”
• Participate in regular staff meetings to review operational effectiveness, changes in policies 

and procedures, and in-service training
• Responsible to ensure that reports (statistics, expense/income tracking, incident reports, etc.) 

are completed and submitted to the  “insert title of supervisor”
• Design, deliver and evaluate “insert name of program” with the “insert title of supervisor” 
• Participate in the development of policies, procedures and best practices guidelines/manuals 

related to “insert name of program”
• Ensure ongoing compliance with the Canada Food Guide; Public Health and Safe Food 

Handling practices
• Facilitate volunteer and student involvement 

Service Delivery
• Provide ongoing educational and interactive workshops on healthy lifestyle choices, skill 

development and increased community and social engagement in collaboration with 
community partners

• Develop community kitchen programs designed to bring people together to learn, cook and 
share nutritious, culturally diverse and inexpensive meals

• Work with participants to determine interests and needs and develop a program model for 
leisure and recreational opportunities to meet these interests and encourage participation

• Actively participate alongside program participants in recreational and leisure activities
• Provide support, information and appropriate referrals to program participants

Community and Organizational
• Develop and implement outreach strategies 
• Identify strategic partnership opportunities and build positive relationships with community 

agencies and other stakeholders to ensure program success
• Participate in community projects and events
• Assist in the development and presentation/distribution of promotional and informational 

materials

Health and Safety
• Adhere to fire and health and safety standards pertaining to “INSERT ORGANIZATION NAME”
• Responsible to work in compliance with the Ontario Health & Safety Acts and Regulations 
• Responsible to use personal protective equipment and clothing as directed by the employer
• Responsible to report workplace hazards and dangers
• Responsible to work in a manner as required by the employer and use the prescribed safety 

equipment
• Responsible to report workplace injuries or illness
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• Ensures that all procedures, rules, and guidelines for the safety and security of participants are 
enforced.

• Ensure all volunteers and participants adhere to proper standards of hygiene and safe 
handling of foods while performing duties.

• Advise the Manager of equipment and programming needs.

ORGANIZATIONAL RESPONSIBILITIES:
• To promote the mission, policies and objectives of “INSERT ORGANIZATION NAME”
• Develop/have an understanding of the Mission of “INSERT ORGANIZATION NAME” and its 

implications as related to position responsibilities and support the Mission in all aspects of 
work, including the manner in which responsibilities are fulfilled

• To maintain confidentiality in all matters pertaining to clientele and coworkers of “INSERT 
ORGANIZATION NAME”

• To represent the organization in a professional manner, acting in the best interest of the 
employer at all times

• To network with other “INSERT ORGANIZATION NAME” programs and other community 
agencies

• To treat the property of “INSERT ORGANIZATION NAME” with due care and caution
• Participate in ongoing professional development and training

CONDITIONS OF EMPLOYMENT:
• Schedule will vary according to requirements of responsibilities – some weekend and evening 

work may be required and a willingness to adjust the weekly work schedule in order to better 
service the clients is required.

• Current normal hours of “insert hours of regular schedule” 

Normal location of work is at “INSERT ORGANIZATION ADDRESS”; however, this position will 
require travel, and work, at various locations throughout ““INSERT CITY/AREA OF WORK”.

SALARY AND POSITION GRADE: “insert wage”
This Positional Description indicates the general nature and level of work expected of the 
incumbent. It is not designed to cover or contain a comprehensive listing of activities, duties, or 
responsibilities of the incumbent. Other job related duties may be assigned by the employer. 
This Positional Description will be reviewed by the employee and supervisor on a regular basis. 
Amendments can be made at any time at the discretion of the employer.

Please Note: Signing of this document endorses the fact that I have read, and agree to adhere to, the Job 
Description, Policy and Procedures Manual, and other objectives of “INSERT ORGANIZATION NAME”, including 
confidentiality with regard to all client, staff, and program information.

Employee Name (please print)

Witness

Employee Signature

Date
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Appendix C

TITLE OF POSITION:

LOCATION/PROGRAM:

DESCRIPTION OF ASSIGNMENT:
Under the direction of “insert title of staff supervising the program” Sports Volunteers will 
provide education on proper sport techniques and skills during the weekly sports activity held 
by the “insert name of program”. The Sports Volunteer works in a fast-paced environment to 
provide front-line support to the weekly operations of the “insert name of program”.

SPECIFIC DUTIES:
• Greet all community members arriving at the program with a smile and warm greeting
• Assist athletes with warm up skills and game play 
• Evaluate participants’ performance and provide suitable feedback, balanced with positivity and 

motivation
• Adapt to the needs and interests of each sporting event participants
• Communicate instructions and commands using clear, simple language
• Demonstrating an activity by breaking the task down into a sequence;
• Encouraging participants to gain and develop skills, knowledge and techniques
• Fostering the knowledge and understanding of fitness, injury, sports psychology, nutrition and 

sports science
• Promote positive social interaction between individuals, inspiring confidence and self-belief
• Provide feedback to “insert title of staff supervising the program” regarding participant 

performance
• Various related tasks as requested by “insert title of staff supervising the program”
• Treat people with dignity, being friendly within professional boundaries
• Support for and an understanding of the mission and purpose of “insert name of organization” 

QUALIFICATIONS:
• Must be at least 18 years of age and be willing to provide “insert name of organization” with a 

police record check.
• Experience in sports and physical ability to participate in a variety of sports is required. 
• A general understanding of sport mechanics is required.
• Reliability, punctuality, attention to detail, cooperativeness and adherence to safety guidelines 

are imperative.
• Excellent customer service skills are an asset.
• Must be willing and able to do physical work and/or lifting items weighing up to 30lbs.

“NAME OF ORGANIZATION”

Volunteer Job Description
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• Must be patient and have an ability to express compassion and be sensitive to the unique 
needs of those living on a low income or are experiencing a mental health or addiction 
problem

• Must be able to work in a team environment and communicate effectively and positively with 
participants, fellow volunteers, staff, and program students.

• Fluent in English; Proficiency in languages other than English is an asset.

SKILLS: 
You will need to show evidence of the following:
• The ability to quickly develop successful working relationships with people from different 

backgrounds and with varying levels of sporting ability
• A desire to help other people succeed
• Excellent communication and interpersonal skills
• Team-building ability and motivational skills
• Enthusiasm, flexibility and patience, and an awareness of equality and diversity issues, 

including those related to sport and disability

REQUIREMENTS:
• Offer my services free of charge and decline any gift or reward (monetary or otherwise) that 

may be offered to me
• Dress code and other professional standards and policies must be adhered to
• Confidentiality and cooperation is expected

SCHEDULE:

LENGTH OF COMMITMENT NECESSARY: 

STAFF SUPERVISOR: 

STARTING DATE:
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Photograph, Video and Audio Release Form

I, ____________________________________ [Print Name], hereby authorize INSERT NAME OF 
ORGANIZATION to use photographs, video, and/or audio recordings of myself taken at ________  

_______________________________ [Print Location(s)] on ____________________________ [Print Date(s)] 
for any and all marketing, social media, public relations and promotional purposes, whether it be 
through the use of electronic media and/or other forms of communication. 

Furthermore, I hereby waive any right to claim compensation from INSERT NAME OF 
ORGANIZATION for any harm/loss/damage suffered as a result of any photograph, video and/or 
audio recordings of myself being used as mentioned above.

Appendix D

“INSERT ORGANIZATION LOGO” “INSERT ORGANIZATION NAME” 

Signature

Date

Witness

Date
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Appendix E

“INSERT NAME OF ORGANIZATION”
 
Player Contract 
It is the intention of this contract to promote fair play and respect for all participants. All players 
must sign this contract stating they will observe the principles of the Fair Play Code before being 
allowed to participate in baseball.

FAIR PLAY CODE
• I will play by the rules of the sport being played and in the spirit of the Game. 
• I will control my temper – fighting or “mouthing-off” can spoil the activity for everyone. 
• I will respect my opponents as well as my teammates and all of whom are viewing each game.
• I will respect the property I am attending. 
• I will not cause intentional injury to another participant whether it is verbal, physical, or 

emotional harm. 
• I acknowledge the policy and procedures of concussion management and will cooperate with 

the “INSERT TITLE OF EMPLOYEE RUNNING PROGRAM” to ensure the safety of myself and the 
other participants. 

• I will do my best to be a true team player. 
• I will remember that winning isn’t everything – that having fun, improving skills, making 

friends and doing my best are also important. 
• I will acknowledge all good plays and performances – those of my team and my opponents. 
• I will remember that “INSERT NAME OF ORGANIZATION” representatives are there to help me. I 

will accept their decisions and show them respect. 

I will agree to abide by the principles of the FAIR PLAY CODE as set and supported by “INSERT 
NAME OF ORGANIZATION”. Should I not abide by this code, I understand that a suspension can 
be given by “INSERT NAME OF ORGANIZATION” Staff (length will be determined on a case by case 
basis). 

“INSERT NAME OF ORGANIZATION will make every attempt to not cancel events. In the case of 
bad weather, please check “INSERT NAME OF FACEBOOK PAGE, INSTAGRAM ETC” or call “INSERT 
ORGANIZATION PHONE #”to get information about possible cancellations.

Print Name Date
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Appendix F

(INSERT NAME OF COMPANY/ORGANIZATION HERE)
(INSERT DEPARTMENT NAME HERE) POLICIES AND PROCEDURES MANUAL CHAPTER 

Policy: Concussion Prevention and 
Management

Policy Number:

Date: May 30, 2016
Revision Date: June 2018

Page: 1 of 5

PURPOSE
The purpose of this policy is to address prevention and management of concussions during 
recreation activities supervised by the (Insert name of program/ event here). This policy has been 
prepared for general informational purposes only. It is not intended to provide medical advice or 
act as a substitute for proper medical assessment or car.

POLICY
Despite the best efforts of (Insert name of company/organization here) and its staff, injuries can 
occur participating in recreational activities. To ensure the safety of all participants in (Insert 
name of program/event here) activities, this Concussion Prevention and Management Policy was 
developed to: 

• Provide a clear understanding of concussion related injuries
• Provide a clear procedure for dealing with concussion related injuries when an individual 

participating in (Insert name of program/event here) is injured during the course of an activity
• Reduce the potential risk of injury by ensuring that prevention measures are in place 

The information contained in this Concussion Policy is intended to supplement existing 
emergency procedures at (Insert name of company/ organization here) including first aid 
procedures. 

DEFINITIONS
Concussion: a brain injury that causes changes in how the brain functions. May be caused either 
by a direct blow to the head, face or neck, or to the body that transmits a force to the head that 
causes the brain to move rapidly within the skull.

Participant: anyone from the community attending the sport program with the intention of being 
physically engaged in the sport. 

Observers: anyone from the community attending the sport program with no intention of being 
physically engaged in the sport but still desiring to be part of the group. This may include people 
acting in supportive roles such as score-keeping.
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UNDERSTANDING CONCUSSION
Not every concussion results in loss of consciousness and the effects are not normally seen on 
X-Rays, standard CT scans or MRIs.

Symptoms can appear immediately or within hours to days of the incident. They can vary widely 
and individuals may have trouble identifying what they are experiencing (particularly those with 
special needs or a language barrier.) Additionally, some people are reluctant to report symptoms if 
they fear removal from the activity, or that their status on a team could be jeopardized.

SIGNS YOU MAY OBSERVE SYMPTOMS THE PERSON MAY REPORT

PHYSICAL • Vomiting
• Slurred speech
• Slowed reaction time
• Poor coordination or balance
• Blank stare/glassy-eyed/dazed/

vacant look
• Decreased playing ability
• Lying motionless, slow to get up
• Grabbing/clutching head
• Loss of consciousness or 

unresponsive
• Seizure or convulsion

• Headache or head pressure
• Neck pain
• Feeling off or not right
• Ringing in the ears
• Visual changes (blurred or loss of 

vision, seeing stars or flashing lights)
• Pain at injury site
• Nausea, stomach ache
• Trouble with balance
• Feeling dizzy
• Feeling tired
• Sensitive to light or noise

COGNITIVE • Easily distracted
• General confusion
• Can’t remember events before and 

after the injury
• Can’t recall the time, date, place, 

type of activity 
• Slow to respond to questions or 

directions

• Difficulty concentrating
• Difficulty remembering
• Slowed thought process
• Fatigue or low energy
• Like they are in a daze or fog

EMOTIONAL/  
BEHAVIOURAL 

• Strange or inappropriate emotions 
(e.g., laughing, crying, easily 
angered, etc.)

• More emotional than usual (e.g., 
nervous, anxious, depressed)

SLEEP DIS-
TURBANCES

• Drowsiness and/or insomnia • Drowsy, sleeping more/less than 
usual, and/or difficulty falling asleep
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PROCEDURES
1.0 Preventing Concussion: 

1.1 Education:
staff, volunteers and participants should be familiar with the sport as well as risks and symptoms 
of concussion. Knowledge about how these risks will be managed within the program helps 
participants support prevention efforts.

1.2 Environment:
staff responsible for the activity are responsible to be aware of the sport area (field, gym, etc.) 
They are to assess hazards (such as objects or conditions which could cause tripping, slips, 
falls, etc.) They should establish a relationship with the field or gym administrator to ensure 
that hazards are addressed (e.g., goalposts and walls have appropriately maintained padding, 
tripping hazards are removed.)

1.3  Behaviour:
staff responsible for the activity are responsible for setting  behavioural expectations with clear 
enforcement to protect safety (such as no body-checking in floor hockey, not throwing a bat or 
raising a stick at others, no intentional efforts to injure others.)

1.4 Culture:
since the risk of re-injury or additive injury during recovery from a concussion is high, creating 
a culture within the program where sharing details on personal injury is acceptable can reduce 
the impact. Normalizing activities such as warm up procedures and safe skills practice also helps 
prevent injuries, including concussion.

1.5 Personal Protective Equipment:
staff responsible for the activity will ensure personal protective equipment such as helmets for 
baseball and padding for floor hockey are available and used appropriately.
 
1.6 Personal Responsibility:
Additional precautions may be needed based on medically supervised treatment plans for 
those recovering from a concussion. Alternate valued roles within the team should be available 
for those who wish to participate but are not able to engage in higher-risk activities for a time. 
(The concept of being active for life will not always mean high levels of physical activity but can 
include remaining a part of the team when lower intensity is necessary.

1.7 In the event of a concussion during physical activity, follow these steps in conjunction with 
(Insert name of company/organization here) Incident Reporting policies.
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• If the participant is 
unconscious, immediately 
call 9-1-1

 
• If an individual is conscious 
but may have sustained a 
concussion, go to step 2.

• Ask the participant to move 
from the area of activity 
where further attention can 
be provided.

• Follow (insert name of 
company/organization here) 
reporting procedures.

• Fill out and submit 
Incident Report to manager 
immediately

• Fill out Concussion signs.

• Support the participant’s 
return to play.

• Follow (insert name of 
company/organization here) 
First Aid Practices.

• Examine the participant 
using the basic first aid 
principles (danger, response, 
airway, breathing, and 
circulation)

• Do not move the participant 
unless required for airway 
support.

• Notify (insert department 
name here) manager
 
• Follow (insert name of 
Company here) incident 
reporting process.

• Fill out Incident Report 
and Concussion Signs and 
Symptoms checklist.

• Document any follow up 
provided by the participant 
on the concussion Signs and 
Symptoms Checklist

• Participant will be re-
evaluated at a later date.

STEP 1: RECOGNIZE
Did a participant receive a blow 
and/or is displaying any signs of 

concussion outlined in the above 
chart?

YES STEPS/ QUESTIONS NO

STEP 2: RESPOND
Can the participant

walk or move?

STEP 3: REPORT
Is your manager aware of the 

accident?

STEP 4: RETURN
It is the responsibility of the (insert 

name of coordinators position here) 
to decide whether the participant 

should return.
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2.0 Responding to a Suspected Concussion:
2.1 If a participant arrives at the sport program exhibiting signs of a concussion, the staff 
responsible for the activity should treat the participant in the same way as someone with a 
known concussion preparing to return to play (see section 4.0 below.) 

2.2 If an injury has been witnessed, (such as a blow to the head, face or neck, or a blow to the 
body that transmits a force to the head) provide any appropriate first aid measures and call 9-1-1 
if necessary. Unless the person is having trouble breathing or requires the use of an AED (if one 
is on-site), personal protective equipment should not be removed from an unconscious person 
since this could result in further injury.

2.3 If the participant is mobile, remove them from the activity immediately and assess them 
using the Concussion Signs and Symptoms Checklist (see Appendix A) If you are not in a 
facility where you can make a copy of the form, complete a duplicate in case it is needed for a 
healthcare provider. 

2.4 If there are no obvious injuries or concerns, the participant should still sit out of the activity 
for 30 minutes for monitoring. Check for signs or symptoms when the incident first occurs, 
fifteen minutes later, and at the end of 30 minutes recording findings on the Concussion Signs 
and Symptoms Checklist.

2.5 If a concussion is not suspected (i.e., signs are not observed and symptoms are not reported), 
the participant may resume physical activity. However, if you are in doubt, it is appropriate to 
have the participant sit out of physical activity while continuing to participate in a different way.

2.6 If the participant experiences one or more of the signs or symptoms of concussion they 
should be referred to a health care professional with experience in evaluating for concussion. 
The participant should not drive until seen by a doctor; therefore transportation should be 
arranged (such as a being driven by family, friends, taxi, etc.) If required, taxi vouchers will be 
supplied to the participant. Send a copy of the checklist with the participant for the health care 
professional to review.

 
3.0 Reporting the Incident: 

3.1 If a participant has been identified as having a suspected concussion, it is the responsibility 
of the staff responsible for the activity to notify the Program Manager or designate and to 
complete an Incident Report. (See Appendix B).
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4.0 Follow-Up after Medical Examination:
4.1 When a participant has been assessed for concussion, the staff responsible for the activity 
will follow up with the participant prior to re-engaging in the group sport activity. Ideally, 
the participant will share information from their medical assessment around restrictions or 
limitations to determine when and how to reenter the activity. If no concussion was diagnosed, 
the participant may return to physical activities. 

4.2 If the participant is not forthcoming with information, explain the concern for the long-
term impact a concussion could have. When working with adults, it is important to respect the 
participant’s right to self-determination; however, a supportive relationship which encourages 
healthy choices is 

4.3 If significant concerns exist, the staff responsible for the activity should recommend the 
individual attends as an observer for a period of time and may include offering a valued role on 
the sidelines (for example, “I’m really not comfortable with you playing on the field today, would 
you be willing to act as our scorekeeper?”)

5.0 Return to Play Plans:
5.1 A participant’s healthcare practitioner may provide a return to play plan following the 
diagnosis of a concussion. This should include both activities to be avoided and the length of 
time for which they should not be undertaken. The intent is to avoid provoking symptoms (both 
physical and cognitive).

5.2 Specific activities or exercises are normally added gradually according to the plan specified 
by the healthcare provider. This may include timelines for reengaging in specific skills (such as 
running, jumping, throwing, etc.) with restrictions listed at each stage (such as no body contact, 
no head impact activities, no jarring motions like high speed stops or hitting a ball with a bat, 
etc.)

5.3 The staff responsible for the activity should provide ongoing assessment to determine 
if symptoms are reappearing during physical activity. Any recurring symptoms should be 
reported to the healthcare provider by the participant to determine if the return to play plan is 
progressing too quickly. 

5.4 As a final note, it is important to respect the participant’s desire for belonging on the team 
during the recovery period. Other participants should be encouraged to support recovery by 
using positive language.
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Appendix G

“INSERT LOGO”

Concussion Signs and Symptoms Checklist 
 
DIRECTIONS:
Use this checklist to monitor the participants with a (potential) head injury. Participants should be 
monitored for a minimum of 30 minutes. Check for signs or symptoms immediately, 15 minutes 
later, and at the end of 30 minutes. (As well participants are to be monitored prior to leaving for 
medical attention.)

Participants who experience one or more of the signs or symptoms of concussion after a bump, 
blow, or jolt to the head should be referred to receive medical attention to be evaluated for a 
concussion. 

Checklist is also useful if a participant appears to have sustained a head injury prior to “Active for 
Life” programming. In such cases, staff are to ask the participant about possible sleep symptoms. 
Drowsiness, sleeping more or less than usual, or difficulty falling asleep may indicate a concussion. 
To maintain confidentiality and ensure privacy, this checklist is intended only for use by staff, 
health care professionals, or participants. Please produce in duplicate. 

Concussion Signs and Symptoms Checklist

Where and How the Injury occurred: (Be sure to indicate cause and force of the hit or blow to the 
head.) (See reverse for checklist)

Print Name Date/ Time of Injury

Resolution of Injury: (please check which circle applies)

Participant Returned to 
Play

Participant Ceased Play 
and Advised to Seek 
Medical Attention

Participant Received 
Immediate/Emergency 
Medical Attention



Social Inclusion 
In Sport

36

Name and Signature of Staff Completing This Form:

Title:

Comments:

Staff SignaturePrinted Name

OBSERVED SIGNS 0 
MINUTES

15 
MINUTES

30 
MINUTES

PRIOR TO 
LEAVING FOR 

MEDICAL 
ATTENTION

Appears dazed or stunned

Is confused about events

Repeats questions

Answers questions slowly

Can’t recall events prior to the impact

Can’t recall events after impact

Loses consciousness (even briefly)

Shows  behaviour or personality changes

PHYSICAL SYMPTOMS

Headache or “pressure in head”

Nausea or vomiting 

Balance problems or dizziness

Fatigue or feeling tired

Blurry or double vision

Sensitivity to light

Sensitivity to noise

Numbness or tingling

Does not “feel right”



Social Inclusion 
In Sport

37

COGNITIVE SYMPTOMS

Difficulty thinking clearly 

Difficulty concentrating 

Difficultly remembering

Feeling more slowed down

Feeling sluggish, hazy, foggy, or groggy

EMOTIONAL SYMPTOMS

Irritable or sad

Inappropriate emotions (e.g. laughing, Crying)

More emotional than usual

Nervous, anxious, depressed

Notes:

Please report if symptoms worsen over time, participants experience convulsions/seizures, or lose 
consciousness (even briefly). 
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Follow Up Required:        NVCI Follow Up Required

Appendix H

Incident Report
Program Participants (Full Names): Staff Initiating Report:

1. Staff Involved (Full Name):

2. 1.

3. 2.

4. 3

Emergency Services Involved: Occurrence Number:

LPS Officer’s Name(s):

1.

2.

3.

4.

LPS

FIRE

EMS

Location of Incident:

Sequence of Events:

Staff Signature

Manager Signature

Executive Signature

Name of Staff Initiating Report (Please Print)

Name of Manager (Please Print)

Name of Executive Director (Please Print)
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Appendix I

“INSERT ORGANIZATION NAME” 
Project/Program Evaluation 

PROJECT/PROGRAM:

PERSON LEADING THE PROGRAM:

SERVICE DEPARTMENT:

PROGRAM START DATE:

PROGRAM COMPLETION:

EVALUATION QUESTIONS EVALUATION IMPLEMENTED/ UPDATED/ 
SUGGESTED

What Worked Well?

What Didn’t Work Well?

How Can We Manage Resources Better?

Can We Implement New Technology/
Processes for Efficiency?

Who Were The Stakeholders or Staff In The 
Project/Program?

How Many Participated in The Project/
Program (plus statistics)? 

What Was The Final Outcome?

Action Items For Next Time

Action Item Steps

Who Will Be Leading The Project/Program In 
The Future?
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Appendix J
“INSERT NAME OF PROGRAM”

Survey - Date

Under 1 Year

Under 18

2-3 Years

41-50

4-5 Years

1-2 Years

18-30

31-40

3-4 Years

51-60

60+

5+ Years

3. What did you like most about “insert name of program” this year?

4. What did you like least about “insert name of program” this year?

5. Do you have any suggestions you would like us to think about for next year?

6. Do you have anything else you would like to add?

1. How long have you been involved in “insert name of program”?

2. What is your age?
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Appendix K
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Appendix L

ATTENDANCE:

Date: Participants: Spectators: Employees: Total:

Season Average

Season Totals
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Thank 
you


