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Puddleduck Youth Club 

 

  
Welcome to Puddleduck Youth Club!  
 

You are now a member of a team of volunteer youth workers committed to doing good things 
with young people. Volunteering for Puddleduck Youth Club is very rewarding and important, 
but it can also be challenging. This information pack has been designed to ensure that you 
know all that you need to about the club, before you start working here.  
 

I am sure that you will enjoy your volunteering, please let us know if there’s anything  that we 
can do to help you. 
 
Good luck. 
 
Stan Blades 
Chair of the Management Committee 
 

 

How to get the most out of the Information Pack 

 

The biggest asset of Puddleduck Youth Club is our volunteers. Without them, our club wouldn’t 
run. We aim to provide young people between the ages of 11 and 19 with somewhere to go, 
something to enjoy and the chance to learn things in a fun way.  
 

We can only do this if our volunteers know what their role is and how the club works. Please 
read this pack carefully as it contains lots of information you need to get the most out of your 
volunteering for us. 
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The Management Committee 

The club is run by a Management Committee, their role and contact numbers are listed below, 
in case you need to get in touch: 
 
 

Position Name Contact details 

Chair Stan Blades (key holder) 01632 960123 
sblades@puddleduck.com  

Treasurer Carly Cheeny 01632 960787 
cc67@wonderfulme.co.uk  

Secretary Tina Maria 01632 960963 
discoqueen@mailservice.com  

Volunteer Co-ordinator Hengist Lilley (key holder) 01632 960109 
hlilley@mail.co.uk  

Parish Council Rep Archie Davies 01632 960447 
archied@contactme.co.uk  

Village Hall Rep Barry Wilde (key holder) 01632 960877 
barwilde@whoknows.com  

Member Shabs Bowen 01632 960281 
familybowen@familymail.com  

Member Red Fatley (key holder) 01632 960500 
EthelredF@catsworld.co.uk  

Young people’s reps Pandy Eastlands & Jessie 
Juniper 

Contact Hengist 

 
 

The Volunteer Team 

 
There are six people form the village who regularly volunteer for youth club: 
 

Hengist Lilley (worker-in-charge) 01632 960109 hlilley@mail.co.uk 

Chloe Lamb 01632 960960 littlelamb@sweetmail.com  

Shabs Bowen 01632 960665 barwilde@whoknows.com 

Archie Davies 01632 960447 archied@contactme.co.uk 

Paul Rossman 01632 960264 bakersfield@cando.com  

Annie Kitchen 01632 960083 kitcha45@anymail.co.uk  

 
 
Please make sure you add your name to our list! 

mailto:sblades@puddleduck.com
mailto:cc67@wonderfulme.co.uk
mailto:discoqueen@mailservice.com
mailto:hlilley@mail.co.uk
mailto:archied@contactme.co.uk
mailto:barwilde@whoknows.com
mailto:familybowen@familymail.com
mailto:EthelredF@catsworld.co.uk
mailto:hlilley@mail.co.uk
mailto:littlelamb@sweetmail.com
mailto:barwilde@whoknows.com
mailto:archied@contactme.co.uk
mailto:bakersfield@cando.com
mailto:kitcha45@anymail.co.uk
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It is important that you know what you’re doing, as a youth club volunteer. The main parts are set out 
below, please agree the specifics with Hengist Lilley: 
 

Volunteer Memorandum of 

Understanding 

This volunteer agreement describes the arrangement between Puddleduck Youth club and you, the 
volunteer, with respect to your voluntary work at the youth club. This agreement is intended to assure 
you of the club’s commitment to ensuring that your volunteering experience is a rewarding one. 
 
Name:         Role title: Youth Club Volunteer 
 
Responsible to: Hengist Lilley 
 
General responsibilities: 

 To adhere to Puddleduck Youth Club policies 

 To follow the Code of Conduct 

 To work to safe working practices and risk assessments 

 To attend support sessions and volunteers meetings (one of each per term).  
 
 
Specific responsibilities (please speak to Hengist and note down agreement here): 
 
 
 
When / how often: 
 
We, Puddleduck Youth Club, commit to the following: 

 To provide a thorough induction to the youth club and the policies/procedures 

 To introduce you to all the relevant staff and facilities 

 To provide training as necessary to assist you in meeting your responsibilities 

 To provide a supervisor who will meet with you regularly to discuss your volunteering and any 
associated concerns or achievements  

 To do our best to develop your volunteering role with us 

 To reimburse all out pocket expenses, as necessary for you to undertake your volunteering 
responsibilities, as agreed with your line manager 

 To provide you with an adequate health and safety induction and any training, as required 

 To provide adequate insurance cover for all volunteers whilst undertaking volunteering work, as 
set out in the volunteer youth club worker role description 

 To ensure all volunteers are dealt with in accordance with our equal opportunities policy 

 To ensure that problems, grievances or difficulties encountered while you volunteer with us are 
dealt with in accordance with our complaints policy 

 
We ask that you commit to the following: 

 To perform your volunteering role to the best of your ability. 

 To adhere to the club’s rules, procedures and standards  

 To meet time commitments and standards of work other than in exceptional circumstances, and 
to provide reasonable notice so that alternative arrangements can be made. 

This agreement is binding in honour only and is not intended to be a legally binding contract 
between us. This agreement can be cancelled at any time at the discretion of either party. 
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Policies: 

The club has a few policies that you need to know about, because they tell you what to do in certain 
situations. Please read and ask if you don’t understand them. 
 
 

Puddleduck Youth Club 

Volunteer Code of Conduct 

 

Introduction 
This Code of Conduct outlines the behaviour expected of Puddleduck Youth Club’s volunteers, 
members of the Management Committee and any helpers or staff from other organisations 
when they work with young people through the Puddleduck Youth Club. 
 
Purpose 
This code has been developed to provide advice which will not only help to protect young 
people, but will also help identify any practices which could be mistakenly interpreted and 
perhaps lead to false allegations of abuse being made against individuals. 
 
Following this good practice code will also help to protect the Puddleduck Youth Club by 
reducing the possibility of anyone using their role within the organisation to gain access to 
young people in order to abuse them. 
 
When working with young people for the Puddleduck Youth Club, all volunteers are considered 
to be acting in a position of trust.  It is therefore important that all volunteers are aware that they 
may be seen as role models by young people and must act in an appropriate manner at all 
times and follow the code of conduct. 
 
All volunteers are expected to report any breaches of this code to Stan Blades, in his role as 
Chair of the Puddleduck Youth Club Management Committee. Volunteers who breach this code 
of conduct may be subject to disciplinary procedures. 
 
Any breach of this code involving a member of staff from another agency may result in them 
being asked to leave the club.  Serious breaches of this code may also result in a referral being 
made to a statutory agency such as the Police or Children’s Services Department. 
 

 
When working with children and young people it is important to: 
 

 always follow the Puddleduck Youth Club Child Protection Policy 
 

 listen to and respect children and young people at all times 
 

 always avoid favouritism 
 

 treat young people fairly and without prejudice 
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 value and take young people’s contribution seriously 
 

 always ensure equipment is used appropriately and for the purpose it was designed for 
 

 ensure any contact with young people is appropriate and in relation to the work of the 
club 

 

 always ensure language is appropriate and not offensive or discriminatory 
 

 actively involve young people in planning activities wherever possible 
 

 provide examples of good conduct you wish others to follow 
 

 challenge unacceptable behaviour and report all allegations and suspicions of abuse 
 
 
You must not: 
 

 patronise or treat young people as if they are silly 
 

 allow allegations to go unreported 
 

 develop inappropriate relationships such as contact with young people that is not a part 
of the work of the youth club and agreed with the manager or leader.  Sexual 
relationships between any adult member of staff and a young person using the youth 
club’s services represent a serious breach of trust and are not permissible in any 
circumstances 

 

 let children and young people have your personal contact details (mobile number or 
address 

 

 use sarcasm or insensitive comments to young people 
 

 act in a way that can be perceived as threatening or intrusive 
 

 make inappropriate promises to young people, particularly in relation to confidentiality 
 
 

The role of parents and carers 
 
The Puddleduck Youth Club welcomes and encourages parental involvement.  Parents and 
carers are regarded as valuable partners in promoting positive behaviour and will be involved as 
appropriate.  In the event of their son / daughter becoming the subject of behaviour sanctions, 
parents / carers will be informed and involved. 
 
Issues of equality and individual needs will be addressed and supported in line with Puddleduck 
Youth Club Equalities & Diversity Policy. 



 

7 
 

Puddleduck Youth Club  
 
 
 

Puddleduck Youth Club 

Child Protection Policy Statement 

 
Puddleduck Youth Club Management Committee is committed to creating and maintaining the safest 
possible environment for children and young people. 

 

We do this by: 
 

 Recognising that all children and young people have the right to be free from abuse. 
 

 Ensuring that all our staff and volunteers are carefully selected and accept responsibility for 
helping to prevent the abuse of children and young people in their care. 

 

 Responding swiftly and appropriately to all suspicions or allegations of abuse and providing 
parents and children and young people with the opportunity to voice concerns. 

 

 Appointing Child Protection Officers who will take specific responsibility for child protection and 
act as the main point of contact for parents, children and outside agencies. Our Child Protection 
Officers will be DBS (Disclosure and Barring Service) checked and have completed ‘Introduction 
to Child Protection Training’. 

 

 Ensuring access to confidential information is restricted to the Child Protection Officers and 
appropriate external authorities. 

 

 Reviewing the effectiveness of our Child Protection Policy and activities on a regular basis (at 
least annually at our AGM). 

 

 Providing children and young people with a booklet containing guidelines on how the club will 
keep them safe. 

 
 
Our Child Protection officers are: 
 
Management Committee Member: Stan Blades       
 
Staff Member: Chloe Lamb 
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Puddleduck Youth Club  

Staff Vetting Policy 

 
1. All regular staff (paid or voluntary) of Puddleduck Youth Club are required to hold a 

Disclosure and Barring Service Certificate prior to working unsupervised with young 
people. DBS checks will be repeated every 3 years.  

 
2. All members of the management committee, who have access to young people or their 

records, are required to undergo an enhanced DBS check. The DBS checks will be 
repeated every 3 years.  

 
3. Occasional parent helpers will not be required to have a DBS check as they will always 

be supervised by regular staff. 
 

4. It is the responsibility of the management committee to ensure that every regular staff 
member has a valid DBS / CRB certificate. Until a representative of the management 
committee sees the certificate the staff member will not have unsupervised responsibility 
for any young people.  

 
5. A management committee representative will provide the forms and pay the cost for the 

staff members to have their DBS checks carried out. This will be done via Mid Somerset 
District Council.  

 
6. All volunteers who seek to work with young people will complete an application form 

before any involvement with young people is considered.  
a. A transient lifestyle, indicated by frequent changes of address and changes of 

name (other than change on marriage), will be investigated. Adults who have 
harmed young people tend to move around and use aliases  

b. Criminal convictions range from the minor (e.g. parking offences) to the very 
serious (e.g. rape and murder) and for the purposes of applying to work with 
young people, convictions are never spent  

 
7. The staff (paid or unpaid) application form will ask for:  

a. Personal details (name, addresses for the past three years, date of birth, National 
Insurance Number and current occupation)  

b. Competencies and areas of interest  
c. The names of two independent referees 
d. Any criminal convictions  
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Puddleduck Youth Club 

Health and Safety Statement 

 
 
This is the Health and Safety Policy Statement of Puddleduck Youth Club Management 
Committee 
 
Our statement of general policy is to: 
 

 Adhere to the health and safety policy of the Village Hall premises  
 

 Adhere to the fire regulations of the Village Hall 
 

 Provide adequate control of the Health and Safety risks arising out of our activities  
 

 Carry out risk assessments on activities inside and outside the club and revise as 
appropriate   

 

 Consult with our employees / volunteers (as appropriate) on matters affecting their 
Health and Safety 

 

 Provide and maintain safe plant and equipment 
 

 Ensure safe handling and use of substances 
 

 Provide information, instruction and supervision for employees / volunteers 
 

 Ensure all employees / volunteers are competent to do their tasks 
 

 Give all employees / volunteers adequate training 
 

 Prevent accidents and cases of work-related ill health 
 

 Maintain safe and healthy working conditions 
 

 Review and revise the policy and this statement as necessary at regular intervals 
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Puddleduck Youth Club  

Risk Assessment Policy  

 
 
Puddleduck Youth Club Management Committee adheres to the 1992 Management of 
Safety Regulations which require risk assessments to be carried out on all activities where 
hazards can arise from the activity and other factors in the venue.  

 A hazard is defined as something with the potential to cause harm 

 A risk expresses the likelihood that the harm from a particular hazard is realised 

 The extent of the risk covers the number of people who might be exposed to the risk 
and the consequences for them 

 
The management committee of Puddleduck Youth Club will ensure that all activities are risk 
assessed and the results recorded in writing. These assessments, together with the 
required control measures, will be shared with all staff involved in the activity.  
 
All risk assessments will be reviewed, either when there is a change in the nature of the 
activity or annually (whichever is sooner).  
 
Puddleduck Youth Club Management Committee uses the Health and Safety Executive’s ‘5 
Steps to Risk Assessment’ as it’s method for assessing and managing risk. These steps 
are: 
 
Five Steps to Risk Assessment  
 
Step 1 – Look for hazards  

Step 2 - Decide who might be harmed and how  

Step 3 – Evaluate the risks and decide whether the existing precautions are adequate or 
whether more should be done  

Step 4 – Record your findings  

Step 5 – Review your assessment and revise it if necessary, but at least annually. 

All current risk assessments will be kept on site and be available to all staff. 
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Puddleduck Youth Club 

Equalities & Diversity Policy  

 
 

Puddleduck Youth Club Management Committee is committed to creating a culture which 
promotes equality for children and young people. We recognise that discrimination is harmful to 
their well-being and development. 
 
We believe that children and young people may be discriminated against because of issues of 
gender, race, disability, culture, religion, language, age, sexual orientation and HIV status. 
 
We promote equality by: 
 

 Creating a culture within our organisation where equality is at the core of all our activities. 
 

 Working towards the elimination of discrimination, whether direct or indirect, and bullying. 
 

 Ensuring fairness, impartiality and consistency in all our working practices with young 
people. 

 

 Setting and applying the highest in quality standards to ensure all children and young 
people have equality of opportunity. 

 

 Ensuring all staff and volunteers are carefully selected and that they accept responsibility 
for helping to prevent discrimination against children in their care. 

 

 Not treating all children and young people the same but striving to meet their particular 
needs. 

 
 
The effectiveness of our Equalities Policy will be reviewed each year at the AGM with the Child 
Protection Policy. 
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Ground rules and consequences 

 
 

 Respect the building 

 Respect each other 

 Respect the staff and do as they ask you to 

 Respect the equipment 

 If you’re not happy with anything that is happening, talk to staff – unless staff 
know, they can’t help! 

 Make new members welcome 

 Let staff know what activities you’d like to do at youth club 

 Be a good role model to other young people 

 Consider our neighbours and behave politely to them 

 Smoke out the back of the building 

 Illegal drugs and alcohol are not allowed 

 If someone is being bullied or upset, let staff know 

 

If you don’t keep to the ground rules, there are consequences! These are: 

 If you break a ground rule, you will usually get a warning, but if your behaviour 
is very bad, you could be sent home immediately and your parents will be told. 

 You only get two warnings per evening, then you’ll be sent home and your 
parents will be told. 

 If your behaviour is very bad, you can be banned from the youth club. 

 

 
I agree to abide by these rules in youth club and on youth club trips 
 
Signed: 

  Young person 

 
Signed:  

  Youth Worker 
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Banning and re-admittance procedure 

 

The following procedure will be followed if a young person’s behaviour warrants 
being banned from the youth club for any period of time: 
 
 A young person is asked to leave and escorted out, being told why they are 

being banned. 

 They are also told that they need to come to youth club 15 minutes early 
next week to talk to the worker-in-charge who will decide if they can be re-
admitted. 

 Parents are telephoned or written to as soon as possible, explaining the ban 
asking them to support the youth worker by discussing the behaviour with 
their son / daughter 

 During this conversation with the Worker-in-Charge (with another member of 
staff present or nearby), the worker to ensure they understand why they 
were banned and they must make a commitment to behaving differently.  

 If the worker is not convinced of the young person’s sincerity, they will not let 
them back in. 

 If they are readmitted, it is usual to have a one (or no) warning rule before a 
further ban, for the first couple of weeks. 

 Any ban should start at one week, and can be increased if behaviour doesn’t 
improve. 

 

NB ‘Life bans’ should be avoided wherever possible, but may be used if the 
safety of staff and / or young people, and the behaviour of the offending young 
person, warrants it. This must be discussed with the staff team and Chair of 
Puddleduck Management Committee before being imposed 
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Village Hall Information 

 

The purpose of this section is to help you become familiar with Puddleduck Youth Club.  
 
The floor plan is below, it details the safety equipment and services cut off points.  
 
 

 
 

 
It is important that you  also read: 

 the youth club emergency evacuation procedure  

 the risk assessments that are in use at the club (so you know how to supervise / manage 
the different activities that we do) 

 the incident and accident forms (so you know what to record if there is an incident) 
These are kept in the Club filing cabinet in the office, along with all the contact details for young 
people. 
 
Please remember that the Village Hall is a shared building used by lots of different groups (see 
over for information) and so we need to make sure we always leave the building tidy and let the 
caretaker quickly know if there are any problems. 
 

 

Main Hall 

Office 

Small group 

room 

Stop cock & gas isolating 

valve (under sink) 

 

 

 Youth Club store 

Electricity mains 

switch 

 

Ducklings 

Nursery store 
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Useful Village Hall contacts 

 

Position Name Contact details 

Centre Caretaker Barry Wilde 01632 960877 barwilde@whoknows.com  

Apex Alarms Clive Baxter 01632 960140 Clive@apex.com  

Key Holder Stan Blades 01632 960123 sblades@puddleduck.com  

Key Holder Hengist Lilley 01632 960109 hlilley@mail.co.uk  

Key Holder Red Fatley 01632 960500 EthelredF@catsworld.co.uk  

 
 
 

Other users of the Village Hall 

 
The current programme of use is given below.  
 
If you need to contact any of these groups, please speak to Barry Wilde, who can give you the current 
contact details. 
 

 Morning Afternoon Evening 

Monday Ducklings Nursery 
Citizens Advice 
Bureau 

Puddleduck 
Juniors 

Tuesday Ducklings Nursery FREE 
Puddleduck Youth 
Club 

Wednesday Ducklings Nursery 
Puddleduck Job 
Club 

Slimming World 

Thursday Ducklings Nursery FREE 
Puddleduck 
Women’s Institute 

Friday Ducklings Nursery FREE Senior Bingo 

Saturday FREE FREE FREE 

Sunday 
Puddleduck Churches Together 
Community Worship and Social 

FREE 

  

 
Barry will also deal with any extra bookings the youth club might like to make. 

mailto:barwilde@whoknows.com
mailto:Clive@apex.com
mailto:sblades@puddleduck.com
mailto:hlilley@mail.co.uk
mailto:EthelredF@catsworld.co.uk
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Puddleduck  

Village Hall 

High Street 

PD1 3YC 

For bookings, ring 01632 960281 

Village Hall 

Darlington 
Electricals 

Puddleduck 

bob.darlington@spark.com 

01632 960852 

Call Al Linham – 01632 960355 
Al.Oil&GasRUs@what.com 

Pond Lane Business Park, Puddleduck 

mailto:Al.Oil&GasRUs@what.com

