
Standard Operating Procedure (SOP): Club or Activity
Leader Appointment and Training Guidelines
This SOP details the club or activity leader appointment and training guidelines, covering the selection criteria,
appointment procedures, mandatory training sessions, leadership responsibilities, communication protocols, risk
management practices, and ongoing support and evaluation. The goal is to ensure that club or activity leaders are
properly qualified, trained, and equipped to effectively manage their groups, promote a safe and inclusive environment,
and foster member engagement and development.

1. Selection Criteria
Demonstrated commitment to the club or activity's mission and values.
Relevant experience or skills related to the group's focus.
Strong communication, organizational, and interpersonal abilities.
Ability to commit time and resources adequately.
Good standing within the organization (e.g., conduct, attendance).

2. Appointment Procedures
Announcement of leadership vacancies to all eligible members.
Submission of applications and/or nominations by interested members.
Review and shortlisting by a designated advisory panel.
Interviews and/or presentations by candidates (if applicable).
Final selection and official appointment by the panel or club advisor.
Documentation of appointment and communication to all members.

3. Mandatory Training Sessions
Orientation on club policies, structure, and expectations.
Workshops on leadership, conflict resolution, and diversity & inclusion.
Training in risk management and emergency procedures.
Sessions on effective communication and event planning.
Completion of required training prior to assuming official duties.

4. Leadership Responsibilities
Guide the club or activity towards its goals and mission.
Foster an inclusive and collaborative environment.
Act as the primary liaison between members and the administration.
Organize and oversee meetings, events, and initiatives.
Ensure compliance with all organizational, legal, and safety requirements.

5. Communication Protocols
Maintain regular communication with members and advisors.
Use approved channels for official announcements and documentation.
Solicit feedback and encourage open discussion among members.
Submit periodic reports as required by the overseeing body.

6. Risk Management Practices
Identify, assess, and mitigate potential risks in activities and events.
Follow established safety guidelines and emergency procedures.
Ensure all participants complete necessary consent or liability forms.
Promptly report incidents or concerns to the appropriate authority.

7. Ongoing Support and Evaluation
Access ongoing mentorship and training resources.
Participate in regular check-ins with advisors or support staff.



Engage in periodic self-assessment and peer feedback.
Adjust leadership practices based on feedback and evaluations.
Document accomplishments, challenges, and recommendations for future leaders.

8. Revision and Review
This SOP shall be reviewed annually or as needed to ensure relevance and effectiveness.
Feedback for improvement may be submitted to the club advisor or governing committee.
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