VOLUNTEER PACK

BACKGROUND


A history of The Furniture Scheme Richmond upon Thames

The Furniture scheme was set up in 1991 with the help of RCVS after it became clear that the Vineyard Project – a project for homeless and precariously-housed people - could not store the full complement of furniture needed by those who had been housed following a period of homelessness.

In the past such people would be offered accommodation, but no resettlement package to assist them in establishing a home. The result was that far too many left their accommodation to return to a life of homelessness.

The need for a Furniture Scheme became clear and the Council willingly provided premises as they recognised the importance of such a service.

On the one hand there were many people needing this service, and on the other there were people willing to donate good-quality furniture and household goods.  

Having   identified the need, we were offered premises in Kew near the dump. Volunteers were identified and all that was needed was a vehicle to collect and deliver furniture.   A quick cost-analysis showed that we would be better off employing a self-employed carrier and his mate. This clearly had a cost implication. We therefore had to make small charges for our furniture to help cover some of our costs and additionally make bids to our local authority and to charities.

We found two willing volunteers to help and we paid a part-time manager to oversee the project.   In August 1992 The Furniture Exchange, as it was then called, managed to get its charitable status.
In 1996 it was decided that the name Furniture Exchange was misleading as people thought they had to exchange furniture rather than buy it. For that reason we changed the name to Furniture Scheme. 

In 1999 we were asked to leave the accommodation which had suited the project so well.   The Council agreed to find alternative accommodation and later that year we moved to our existing premises at 1a Fortescue Avenue.  
We are in the process of becoming incorporated. Our new name is Richmond Furniture Scheme. 
Our new objectives will be:

· prevention and relief of poverty by supplying donoated furniture and household goods at nominal cost to people in need

· the advancement of environmental improvement by encouraging reuse/recycling of donated furniture and household goods

· to raise awareness of reused and recycling

· the relief of social and educational disadvantage by offering training.
The property we occupy belongs to the Richmond Borough Council. We are in the process of renewing our tenancy agreement.  . Our existing premises are very dilapidated but suit us reasonably well with the three warehouses.  One is a large space with an office attached. The second is a smaller warehouse where we have recently added a workshop to enable us to repair furniture. Additionally we have a small warehouse and tin container (paid for by BA) that  is used as additional storage...

We were awarded Lottery and later Bridge House Charity funding to secure the position of our now full-time co-ordinator. Since the funding has come to an end it is important that we  become more self-sufficient as other sources of funding are becoming difficult to access..

 We get considerable help from local charities – Hampton Fuel in particular, but also Richmond Parish Lands, Barnes Workshop and Thames Community Foundation...

The Council give us small grants, originally from their “small grants” pot and from their recycling pot. Now we get our grants from the” Voluntary Sector Funding” pot  

As the years have gone by we have found our turnover increasing so in 2003 we agreed to make a full-time position of the co-ordinator’s post.  To keep up with demand we   had to employ a part time administrator and two part-time warehouse workers.  We also created a post for a full-time carpenter trainee to run our new workshop and provide training to unemployed people. We are now using more volunteers to help us.  We have a warehouse volunteer and two administrative volunteers, a volunteer in charge of our e-bay sales, one helping with our databases and another helping with our computers...  We are fortunate in having several neighbours who volunteer their help and keep an eye on our premises.

We usually have four workshop carpentry trainees  
For over a year we have started opening on the first Saturday of the month from 10.00 to 12.00 noon. This is entirely run by volunteers to whom we are most grateful.

For our transport we use the services of several self employed carriers. Though this is expensive and we are constantly reviewing the situation.
We have particularly active trustees who help run the scheme: dealing with all the financial aspect of the organisation, finding funding, negotiating with the Council, relating to referral agents, ensuring appropriate policies are in place; and providing guidance and support to the staff.

We are also working much more closely with the Council’s recycling centre and have a good reputation with an ever-growing referral base of resettlement workers, social workers,  nurses etc.

From our small origins we are beginning to grow and become more significant in our community and beyond.    Our small charity addresses  three important  needs:

· reuse and recycling of furniture

· helping  people who otherwise would not be able to afford to furnish their homes.

· providing training opportunities for unemployed people.
· offering volunteering opportunities 
.

Working Structure of the organisation

Co-ordinator
 Management responsibility includes administration.

Administration Two to three office based volunteers assist with the phones and database inputting. 

Two part time warehouse workers   together with  occasional  volunteer shift furniture and keep the warehouse tidy. They also deal with clients and prepare delivery slips.

The refurbishment and maintenance Trainer trains up to 5 trainees per week.
Refurbishment volunteers have been appointed to work with the refurbishment and maintenance worker.
 One volunteers  hold keys and keep an eye on the premises and  occasionally receive mail; One  helps in the warehouse; 2 help in the office; another helps us with our database and another with computer problems.

Several are in charge of  bric-a brac; 1 in charge of   e-bay; 2 Trainer volunteers 

A number of different warehouse volunteers – short-term

A number of volunteers helping out on the Saturday openings

The self-employed carriers provide transport to collect and deliver furniture and to make occasional visits to the dump.

Self employed carriers collect and deliver furniture and make occasional visits to the dump.

At present our staff consists of:

Christopher Bush – co-ordinator

Bob Earle  warehouse and office worker

Henry Brockman  refurbishment Trainer.

Anthony  Harris  Warehouse worker

Carriers;

Mr Tydeman  

Mr Parsons

Mr Ash

There are  seven trustees

Rachel Dickson   Chairman

John Cleaver -  Treasurer

Joanna Gregory  Hon. Secretary

Cllr Mumford – link trustee to council

Carolyn Hallett  legal advisor

Richard Featherstone Hon trustee/ advisor                                            
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Volunteer Policy

Statement of commitment

Without volunteers we would not be able to offer many of our services. We value our volunteers and aim to support them in all aspects of their volunteering; ensuring that it is a fulfilling experience. Service provided by volunteers should enhance our services.

Volunteer Recruitment

1. Equal opportunities

We are committed to equal opportunities and seek to recruit and retain volunteers from all sectors of the community

Advertising for volunteer Positions:

1.1 We recognise that potential volunteers respond to a range of advertising, so would seek to use as many diverse means as possible including giving talks to community groups, local press, leaflets, posters and advertising through the local CVS

2. The Application Process

Volunteer applicants will be provided with a volunteer pack containing a standard application form and relevant information about our organisation. Prospective volunteers will complete the standard form setting out basic personal details, skills, experiences and areas of interest. All volunteers will provide details of two referees whom they have known for at least two years, and who are not related to them, which will be taken up prior to the start of a placement. 

· The reference should include information about honesty, reliability and punctuality.

· Where available a CV should be provided

· All applications will be considered. If the application is accepted the prospective volunteer will be invited to an interview.

· The interview will consist of a number of standard questions and will be carried out in as relaxed a fashion as possible. The interview is a two way process enabling the organisation to assess if the applicant meets the criteria to become a volunteer and the volunteer to gain as much information as possible about the organisation.

Shortly after the interview the volunteer will be informed by interviewer of the result of their application and if successful an invitation will be made to visit the on an informal basis and discuss their role. 

· At this stage it is important to establish whether referring agency or we need to provide insurance; and whether we or the referring agency provides travel costs and lunch vouchers. 

· It is also important to establish in writing the candidates and the referral agencies expectations. How much recording, training, monitoring and evaluation are we expected to do.

· Have a written agreement  (see below)

· Should the visit prove successful and provided no concerns are raised a placement will be offered pending suitable references being received by the organisation.

· On agreeing to become a volunteer s/he will be asked to sign a volunteer agreement form outlining the terms and conditions of their placement.  All volunteers will be asked to complete a form giving emergency contact details. A copy of this will be held locally and centrally.

3. Training and Support

· Volunteers will receive a basic induction from a nominated person covering general information and what is expected of them in terms of the position they are accepting.

· Volunteers will receive basic guidance on health and safety issues, fire instructions, confidentiality, equal opportunities and what to do in event of an emergency. Volunteers will have access to relevant policies which are held in  the main office and workshop

· Where it is necessary for volunteers to receive training in order to work effectively, we undertake to provide relevant training.

· Opportunities for supervision and/or support will be given to all volunteers on a regular basis. Supervision will involve discussing the volunteer’s ongoing work, exploring any training needs, looking at ways that the service can be improved and resolving any difficulties that the volunteer may be experiencing in their work.

4. Expenses:

See expenses policy

5. Insurance

· Volunteers are covered by Ansvar public liability and employers liability insurance policies.

Absence

· Volunteers give freely of their time and skills and this is greatly appreciated, however, because volunteers make a significant contribution they are asked to inform the staff or a trustee at the Furniture Scheme RuT beforehand if they are going to be away and to ring in when they are unwell.

8.       Ending  the Agreement

· Volunteers are free to end their agreement to work for the organisation without obligation but we would appreciate it if as much notice is given as possible.

9. Grievance

· It is hoped that most difficulties will be minor and can be resolved by the relevant nominated person. .Where this is not the case  the following procedure should apply

Stage 1 
A formal discussion with the nominated person

            Stage 2 
If the matter is unresolved the grievance should be put in writing to a nominated trustee who will investigate the situation and respond within ten days.

             Stage 3
If the matter remains unresolved the volunteer should appeal to the Chair of the Personnel Sub Committee. The decision of the Chair of the Sub Committee is final.     

10. Discipline

· If the nominated person in charge. finds the work or behaviour of a volunteer unacceptable the following procedures should be followed:

Stage 1
 A meeting with the nominated person to see if the matter can be resolved.

         Stage 2 
If the matter is unresolved a warning is issued by the nominated person

Stage 3
If the matter is still unresolved a meeting with a nominated trustee will be called.

Stage 4.  If the situation remains unresolved the volunteer will be informed in writing his/her services are no longer required.

This policy should be reviewed every two years.

April 2009
Furniture Scheme RuT

Agreement

I agree to commit to the following:

· To help the organisation fulfil its aims/ objectives/ services

· To perform my voluntary role to the best of my ability

· To adhere to the organisation’s policies and practices

· To maintain the confidential  information to the organisation and of its clients

· To met time commitments and t be reliable, or provide reasonable notice so that alternative arrangements can be made

· To provide referees, if required and agree to a police check if necessary.

My voluntary commitment is to attend the Furniture Scheme on  (days of  week)  between (hours)  

My period of volunteering will end on   (date)
My duties include:

Agreed by  ________________________            _______________________________



volunteer


            On behalf of the organisation

CONDITIONS THAT APPLY TO VOLUNTEERS

 Having negotiated the Letter of Agreement specifying  time of work, place of work and type of work you need to talk to your volunteer about:

· Probationary period

They  will be required to serve a probationary period of one month during which they will receive help and guidance to help them become familiar with and competent in performing the work they have been appointed to do.  The main purpose of the probationary period is to give the volunteer the opportunity to establish his/her suitability for the job.  During this period their placement can be terminated by the Furniture Scheme or by the volunteer at any time.  However, should they decide to leave we would be grateful if they could give us as much warning as possible- ideally a full week’s notice.  We would appreciate as much notice as possible as the recruiting and training of a new person is a lengthy process.

· .Absence and Sickness
We would expect the volunteer to phone in giving as much warning as possible if  s/he knows s/he will not be attending work.

· Payment of expenses
Payment for travel and daily lunches will be made but receipts will be required.  These payments must be agreed with the person in charge.  A maximum of £3 will be given for lunches. ( See Expenditure policy)

· Responsible to:
The volunteer  will be working under the guidance of a nominated person. That person will be responsible for the volunteer’s probationary period and for their basic training. They should have regular meetings with the nominated person to exchange information and receive directions.


Telephone 020 8755 4665                        
Record of Attendance.
Name: 
	DATE
	Time started
	Time finished
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WORKPLACE HEALTH AND SAFETY INDUCTION CHECKLIST

	Name 


	Post:

	Scheme
	


	Requirement
	Yes/No/Not Applicable

	1.
Explain in detail the evacuation procedure for the Building in which the staff member will be working


	


2.
Show the staff member the escape routes and fire exits.

	
	

	3.
Show the staff member the location of:

· the accident book

· the first aid box

· the nearest fire alarm controls

· the nearest fire extinguishers
	

	4. Advise the staff member of the identity of:

· first aiders


	

	5.
Explain in detail for staff members who will sometimes work away from their usual workplace, the procedure for signing out and signing in when making visits.
	

	6.
Issue staff member with any required personal protective Equipment, e.g.:

· rubber gloves

· safety shoes


	


	Issued:


	Date:

	Signature of manager:


	Date:


I confirm that I confirm that I have read and understood the above requirements.

	Signature of staff member:


	Date:


TRAINING
Annually we discuss and plan a training programme.

A book is kept in the office with training details.

When   the staff member or trustee attends a training programme he is asked to  feed back on the event.  This helps inform us of the validity of the training.

Where possible and appropriate information and course notes should be shared with others.

COURSE EVALUATION FORM

NAME

COURSE TITLE:                                                                       DATE

INSTRUCTOR

LOCATION

(Tick where appropriate)


Overall where you satisfied with the course?   Yes                No


Was the instructor well prepared?      Yes               No

Did the instructor made her/his goals and objectives clear?  Yes                No 

Was the instructor interesting and stimulated discussion?  Yes
   No

What did you like about the classes?


What improvements would you suggest?

Additional comments?


Do you have suggestions for future courses?

Furniture Scheme Richmond upon Thames

Charity Number  No 1017910
VOLUNTEER EXPENSES POLICY

This policy covers volunteers and trustees giving their time to The Furniture Scheme RuT. Where the term ‘volunteers’ is used, it also covers trustees.

All volunteers may claim out-of-pocket expenses incurred in the voluntary work they do for The Furniture Scheme RuT . This reimbursement is not considered as payment or earnings, does not affect benefits in any way and is not subject to tax.

Expenses reimbursed include travel and meals. We encourage volunteers to claim for all expenses they are entitled to as it will help us identify the real cost of volunteering.

General Guidelines:

a) All claims should be made using the expenses form. If possible you will be reimbursed the same day in cash.

b) You must provide receipts for all expenses. 

c) When you claim expenses, both you and a member of staff must sign the form.

d) If you need payment for expenses before you pay out the money, claim this in the usual way, providing receipts and change afterwards.

e) Trustees expense claims should be signed by another board member.

f) Expenses must be claimed within one month after the month they relate to.
g) Expenses claim forms will be filed for inspection by the external auditor at the financial year end.
No-one can authorise any transaction from which they personally benefit.

1. Travel and Vehicle Expenses

Travel Expenses: You can claim your travel expenses to and from your normal place of volunteering. You can also claim your travel expenses for any travel you do as part of your volunteering for us with prior agreement of your supervisor. In line with the Environmental Policy, volunteers are encouraged to use public transport whenever possible, and you can claim the cost of your bus fare.
All volunteers must use an Oyster card for work related travel to gain the cheapest rates. 

2. Meal Expenses

If you are volunteering with The Furniture Scheme RuT over lunchtime, you can claim the actual cost of your lunch up to a maximum of £3.00.

Volunteer expense Form
	Day
	Date
	Start Time
	Finish Time
	Hours
	Expenses Claimed

	Monday
	
	
	
	
	

	Tuesday
	
	
	
	
	

	Wednesday
	
	
	
	
	

	Thursday
	
	
	
	
	

	Friday
	
	
	
	
	

	
	
	
	
	
	

	TOTAL
	
	
	
	
	

	Name:
	Signature:


	Day
	Date
	Start Time
	Finish Time
	Hours
	Expenses Claimed

	Monday
	
	
	
	
	

	Tuesday
	
	
	
	
	

	Wednesday
	
	
	
	
	

	Thursday
	
	
	
	
	

	Friday
	
	
	
	
	

	
	
	
	
	
	

	TOTAL
	
	
	
	
	

	Name:
	Signature:


	Day
	Date
	Start Time
	Finish Time
	Hours
	Expenses Claimed

	Monday
	
	
	
	
	

	Tuesday
	
	
	
	
	

	Wednesday
	
	
	
	
	

	Thursday
	
	
	
	
	

	Friday
	
	
	
	
	

	
	
	
	
	
	

	TOTAL
	
	
	
	
	

	Name:
	Signature:


	Day
	Date
	Start Time
	Finish Time
	Hours
	Expenses Claimed

	Monday
	
	
	
	
	

	Tuesday
	
	
	
	
	

	Wednesday
	
	
	
	
	

	Thursday
	
	
	
	
	

	Friday
	
	
	
	
	

	
	
	
	
	
	

	TOTAL
	
	
	
	
	

	Name:
	Signature:


Furniture Scheme

Richmond upon Thames

1a Fortescue Avenue  Twickenham TW2 5LS

Phone/ fax  0208 755 4665

e-mail furniture.scheme@ukgateway.net
website: www.furniture.scheme.ukgateway.net
Volunteer Feedback Form

	Were you happy with your placement? (please circle one of the scores below)

	Very Poor
	Poor
	Satisfactory
	Good
	Very Good

	1
	2
	3
	4
	5

	If you scored 1 or 2 what do you consider The Furniture Scheme could do to improve their service?

	

	Were you happy with the Furniture Scheme staff and their induction programme? (please circle one of the scores below)

	Very Poor
	Poor
	Satisfactory
	Good
	Very Good

	1
	2
	3
	4
	5

	If you scored 1 or 2 what do you consider the Furniture Scheme could do to improve their service?

	

	What do you feel you learnt from your placement? (please name the organisation you worked with)

	

	What do you think we could have done better to make your placement more relevant to your needs?

	

	Name:                                                  Signature:                                                 Date:


Working away from Workplace

Name of worker(s)                 ………………………………………………………………

   ……………………………………………………………………………….

………………………………………………………………………….

.

Purpose of visit    


Name, address and phone number of person/people being visited - if appropriate .


Date: 

Time left workplace

Time returned.

Note any incidents     


Person responsible                                                       Contact details 

Signed:                         

Risk Assessment form.
All work done away from the project must be assessed  for any risks before  the job is agreed.

	HAZARD
	WHO WHAT AT RISK?
	CONTROLS
	ACTION NEEDED
	LEVEL

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Assessor’s signature     






Date.
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First day checklist

Getting to know the furniture project

History of the project

What is furniture reuse

The staff team and support role

Your job role

Hours of attendance and days of attendance

Rules regarding absence

Timesheets and recording start and finish times each day

Expenses and benefits

Training on the project

Equal opportunities

Confidentiality

Health and safety considerations

Accident procedures  how to report 

Appointed first aiders and first aid box

Tour of the project

Emergency evacuation route

First aid points

Toilets

Tea and coffee making, smoking areas

Lockers, coat stand valuables

Introduction to staff

Timesheet file to book in and out each day

Where to obtain protective boots, gloves, masks etc

Volunteer Name

Volunteer Signature  Date

Supervisor Signature  Date











  1.Chair





Board of Trustees





  2.Treasurer


Responsible for keeping weekly accounts of income and expenditure. Reports to the trustes and provides regular accounts and end of year examined accounts.


The treasurer pays the salaries and does the NI returns.








  3. Hon Secretary


Helps with recruiting and supervising staff; deals with publicity and events; takes minutes at bimonthly meetings; keeps trustees informed; leads on business plans; helps with policies, makes bids  





Trustees   6





Legal


Trustee who advices on legal matters.








6.  Trustee who advices on operational procedures and policies.  Has an overview of  London wide developments.  Assists with quality assuarnce issues.  Makes links with other local organisations. 








 7. Trustee linked with the council





Co-ordinator


Full-time





Carpenter and maintenance trainer  Full-time





2 x volunteers   bric –a-brac


e-bay


Occasional volunteers 


Events





2 x volunteers helping with refurbishment


4 to 5 x trainees per week. 








3 x Self employed carriers to be instructed by co-ordinator.





Warehouse worker and office worker


15 hours per week





Volunteers


Key and post holder/ odd jobs


office & warehouse


volunteers





Warehouse worker


Warehouse duties and helps clients


24 hours per week





THIS AGREEMENT IS IN HONOUR ONLY AND IS NOT INTENDED TO BE A LEGALLY BINDING CONTRACT BETWEEN US AND MAY BE CANCELLED BY EITHER PARTY.





NEITHER OF US INTEND ANY EMPLOYMENT RELATIONSHIP TO BE CREATED EITHER NOW OR AT ANY TIME IN THE FUTURE.
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