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Volunteer Role Outline 
Men in Sheds Co-ordinator



Role purpose

This role is vital to the success of the Men’s Shed.   It may be shared by more than one person working as a team to ensure that the Shed sessions run safely and smoothly.  It could be that one person provides the organization, whilst the other provides the technical know-how.

· It means making sure that the shed is opened up and closed down and the surroundings kept safe and tidy.

· It means that the sessions run regularly and are supportive to the men involved. 

· It means that times are allocated for bench space, so that there is no congestion.

· It means that ready supplies of refreshments are on hand, as well as a special welcome for all when they arrive – making the men feel glad to be part of this project. 

· It means acting as a Mentor to other ‘shed members’ – this may involve passing on particular skills to others, or it may be in a supporting / guiding role, helping other shed members to make regular use of the workshop space, and perhaps supporting them to have a voice in deciding what takes place in the shed.

· It means finding out if members wish to learn new skills and organizing workshops for this.

· It means helping to make decisions concerning the future development of the Men in Sheds Project in consultation with the Volunteering and Community Activities Manager.
· It means flagging up any individual problems that members may have, which can be referred into Age UK South Lakeland’s Helpline and Community Support Team for help.
· It means maintaining a good working relationship with Retail managers and staff working in the Age UK South Lakeland Furniture Outlet.

Tasks and Responsibilities – These may vary depending upon individual roles
· Opening up and welcoming and conversing with Shed Members, and contributing to the general atmosphere of the shed.
· Adhering to health and safety codes of good practice at all times when working in the Shed.
· Restoring and /or repairing items for resale in the Age UK South Lakeland Furniture Warehouse and / or shops.

· Contributing to, and / or suggesting other projects taking place within the Shed.
· Providing members of the public and Shed Members with information about Age UK’s services.
· Contributing to the Steering Group concerning the development of the Shed.
· Making sure that any tools and equipment are kept in good, clean and safe condition.
· Making sure there is a Stock Control system in place and that this is regularly checked and up to date.
· Arranging for external trainers to come into the shed to teach relevant new skills to the members.
· If the members would like social outings, this may be organized.
· Keeping records of the members who attend the sessions so that follow-up can be arranged if someone does not turn up when expected and may need help.

· Keeping track of any income received by the Shed, handling and reporting this in accordance with the policies and procedures of Age UK South Lakeland.

· Willingness to comply with the policies and procedures of Age UK South Lakeland, including Health & Safety, Confidentiality, Equality & Diversity
Skills and Experience required
There are no specific skills or experience required for this role but having good communication skills would be an advantage.  Previous workshop experience would be ideal, but not essential, as full training will be provided.
Time Commitment

Our volunteers usually work for a morning or afternoon session and the times of these are as follows:

Morning Session
10.00 – 13.00 hrs

Afternoon Session
13.00 – 16.00 hrs

The rota is arranged between the volunteers to cover the times agreed.
Training Requirements
Full training will be provided for this role and will include:

· Volunteer Induction Course

· Health & Safety Awareness

· Safeguarding Vulnerable Adults
· Emergency First Aid
· Specific training will be required in the safe use of woodworking tools/machinery.

Responsible to:
Volunteering & Community Activities Manager.

Other Support

· Use of a car and a full, clean driving licence will be a requirement of this role.  Volunteers are responsible for ensuring that their vehicle insurance policy is covered for “Business Use” and the mileage rate paid is intended to cover any extra cost.  

· Travel expenses on public transport will be fully reimbursed on production of a receipt or used ticket as well as any necessary car parking expenses incurred.

· There will be opportunities to meet with other Age UK South Lakeland volunteers at volunteering events and you will be kept informed about volunteer opportunities available within Age UK South Lakeland

· Whilst volunteering for Age UK South Lakeland you will be covered by our Public Liability insurance. 

Exceptional Circumstances

In exceptional circumstances we may reimburse the cost of a taxi.  However this must be approved in advance by your line Manager & in consultation with the Volunteering and Community Activities Manager.

Information Security

“As a Volunteer with Age UK South Lakeland you may see or hear personal information relating to people who use Age UK South Lakeland services, as well as fellow volunteers and employees.  You may also see or hear confidential information about Age UK South Lakeland itself.  We have policies and procedures that volunteers must follow relating to information security, confidentiality, records management and the handling of person al data which enable us to meet our data protection obligations.

Advice on how to respond to a request for information you believe is confidential or sensitive from people or organisations outside Age UK South Lakeland must be sought from your line manager.  It is also important that you are familiar with the support network open to you within the organisation should you need to discuss any information you have been given.

If you do not follow the organisation’s rules regarding the control of relevant information (Information Governance) we may consider that you have not met our expectations of you as a volunteer, which may lead to your opportunity to volunteer being withdrawn.”
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