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T'S YOUR BUSINESS TOO





Team Leader Toolkit
GET INVOLVED
Congratulations on your appointment as Team Leader for your Team Challenge. 

Team challenges are really fun. They require a little organisation, a lot of energy, a team of enthusiastic volunteers, a great team leader (YOU) and an exciting challenge. 
Team challenges are a ‘win win’ situation for everyone. They bring benefits for employers, employees and the local community.

We hope that this toolkit will provide you with valuable information; guidance and practical resources that help you make your team challenge a success.
Any queries or for advice on setting up a team challenge please contact Gemma Firth on 01274 230086.
Good luck!
What is your role?
Selecting a Challenge - Search our website (www.beinvolved.co.uk) for a list of challenges or call us to discuss your specific requirements and your ideas for a challenge. 
Co-ordinate and lead the team challenge 
Arrange a visit – Get to know the site and the main contact at the organisation… most importantly, understand the task! 
Recruit a team 
Tools and Materials – You need to consider what tools and materials you need for the challenge. 
Budget - We will not charge you to organise your challenge or to help on the day, however, it is sometimes helpful if you can provide a small budget for the materials.
Health & Safety – ensure you team comply with your organisations health and safety policies. We would suggest you visit the site and conduct a risk assessment prior to your challenge. 
Feedback - gather feedback about the challenge. A picture tells a thousand words, so take pictures of your team challenge… we can use these when we communicate what your team have achieved!
What is our role?
Sourcing Challenges - We work with Bradford Council and the voluntary sector to identify team challenges that will have a lasting impact on the District. These are all listed on our website. We can also help you identify other team challenges that meet the needs/skills of your organisation and staff. 

Advice - We provide advice to team leaders to help them plan their challenges effectively and carry out the challenge. 

Practical Assistance - We provide practical assistance and expertise on the day, so that your challenge is a great experience for both you and your community partner. 
Tools and Materials - We have tools you can use and we have discounts with suppliers across the district, so we help you source materials! 
PR & Marketing – It is our job to work with you to shout about the fantastic work you have done! We do this through our website, through the local press, in our newsletters and through our blogs!
Planning your Team Challenge
Selecting a challenge

beinvolved.co.uk – There are lots of challenges listed on our website! We work with our local partners to identify challenges across the District, so you can find an exciting challenge that all of your team will enjoy! 
Maybe you have something else in mind…
· Does your organisation have specific priorities in relation to community work? We can help you find a suitable challenge that meets your needs 
· Are any of your team budding artists or gardening experts that have a project in mind?
· Involve your colleagues in the selection process, are there any community organisations that they or your business already has links with? 
Call one of our team to discuss…

Gaining Support

You will need to gain the support of the management team if you want to make your team challenge a success. There are lots of benefits for businesses that you can present:

· a great opportunity for team building, replacing traditional team away days. You can use team challenges as a way to boost team morale and as a tool for dealing with organisational change. 

· an exciting way to develop individual leadership skills of team leaders and other members of staff. Team challenges take people out of their comfort zones and give them an opportunity to perform in a challenging environment. 

· a great way for you to connect with the community you work in and build a reputation as a good employer and business. 

Organise a Team
Team Challenges usually require a team of between 3 and 300 people. If you select a challenge from our website it will say how many volunteers are needed, alternatively we can help you assess how many volunteers you will need. 

You may have a team in mind, if not you could use your normal corporate communication channels to find a team! 

If you have a large team, it might be useful to split into smaller groups of maybe 10-15 volunteers, with a team leader for each small team and an overall challenge coordinator. 
Health & Safety and Insurance
Be Involved are not responsible or accountable for the health and safety of your team whilst they are completing a team challenge. 
Business volunteers are covered by employment law and therefore employers should follow the basic principles of ‘duty of care’ in doing everything possible to ensure employees do not come to any harm whilst volunteering:

Your role is to ensure all of your team are …

· Correctly trained

· Adequately supervised and supported where necessary

· Suitably covered by your organisations insurance policy for the team challenge. 

· Acting in line with your organisations health & safety policy during the team challenge.
We would suggest that you visit the site and conduct a risk assessment prior to the challenge. It is your responsibility to brief your team about any health and safety issues in relation to your challenge.
Challenge Materials 
When you do your site visit it’s important that you think about what materials and tools you need to complete the challenge. We are experienced at drawing up these lists, so let us know when you are visiting the site and we can help you! 
Tools: We have plenty of standard tools that you can use for your challenge. If you provide us with a list we will let you know what we can supply. You will need to source anything else.
Materials: You might need to order some materials for your challenge. If you are unsure about suitable materials and quantities we are happy to help you. We have discounted arrangements in place with some local suppliers, so remember that we might be able to source some items cheaper for you!
Resources on our Website 
Site Visit - This form is a guide to the types of information you might want to discuss with your community organisation on your site visit. 

Risk Assessment - We would suggest you visit the site and conduct a risk assessment prior to your challenge. This is an example of a risk assessment form. 

Materials and Tools Checklist – Here is an example of tools and materials checklist you might want to complete. 
Evaluation – We think it’s a really useful exercise to gather feedback from your team about their experience of doing a team challenge. We have found a quick and easy way that we do this which is explained in this document. 
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