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Volunteer Operations
[bookmark: _GoBack]Items Required:
You will require a small notebook and pen, and a mobile telephone.

Call Up:
As a volunteer you will receive a call from either Cathy Reynolds, Chris Whitehurst or Rachel Williams asking you to assist a person in your neighbourhood.

You will be given a name, address, telephone number and a password that will be personal to the person, you are assigned to.

Alternatively you will be given a name, telephone number and password and asked to call and chat to a person who has expressed some loneliness.

Monetary Transactions:
Any monetary transactions and other arrangements will be conducted in a manner agreed between yourself and the assigned resident.  

NOTE*
Depending on the length of engagement and the potential difficulty of people having sufficient fund available to them this arrangement may have to be reviewed.

Purchasing Goods:
Community Links organisers have spoken with our three convenience stores, who have offered to box up orders ready for delivery to individual households. 
The Convenience Stores will have a list of our Registered Volunteers, and should respond fairly quickly when approached.
Alternatively you could undertake “an in shop” yourself rather than wait for the shop to make up any orders.
When buying items, you should obtain a detailed receipt for the goods purchased.

Delivering the goods:
On arrival at the resident’s property you should call their telephone number as supplied and give their personal password. You should then step back at least 2 metres and wait for them to come to the door and collect the purchases and the receipt.  The resident should then leave payment on the doorstep and retreat inside. If there is no answer at the door then recover the goods.
 Ensure you wear gloves and a mask and keep your distance at all times.

Keeping Records:
Use the small notebook to record the items you have purchased and the price paid.
This will help to ensure you are reimbursed the correct amount for the purchases you have made.

Also record the date and time of delivery, and if not handed over to the requester, then record the name of who has accepted the goods on their behalf.

Accepting Gifts:
You must not accept any financial gain or gifts for the service you have provided.
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