Calvert Green Community Association (CGCA)

Volunteer Policy
April 2025

Introduction

Calvert Green Community Association (CGCA) is a registered charity run by volunteers for
the benefit of the local community. Volunteers are vital to the successful running of
community events, the village hall, and our licensed public bar. This policy outlines the roles,
expectations, and guidance for all CGCA volunteers to ensure our community events are
safe, inclusive, and enjoyable for everyone.

Whether you're marshalling at the Fireworks Night, helping at the Children’s Christmas Party,
DJing the Halloween Disco, or working behind the bar, your support helps bring the
community together.

1. Volunteer Roles & Responsibilities

Volunteers may support CGCA activities in a wide variety of roles, including (but not limited
to):

At Events (Indoors or Outdoors)

e Marshalling: Guiding traffic or crowds, supporting safety at large events (e.g.
Fireworks Night, community fun days).

e Litter Picking: Helping to keep our green and hall surroundings clean during and
after events.

e Emptying Waste Bins: Assisting with environmental care before, during or after an
event.

e Staffing Stalls: Supporting fundraising games, food stalls, or craft tables.

e Ticket Collection & Entry Management: Welcoming guests and ensuring safe
admission.

e Children’s Activities: Supporting games, discos, or craft corners at events like the
Christmas Party or Halloween Disco.

e Technical or Creative Support: DJing, running lights, music or AV equipment, or
helping with decorations and setup.



In the Bar

Bar Service: Serving drinks and snacks responsibly.

Glass Collection & Cleaning: Ensuring the space remains tidy and safe.

Till Operations: Using the till system (training available).

Bar Setup & Close-down: Preparing stock, cleaning, and basic maintenance.
Access to Secure Areas: Volunteers must not enter secure areas—such as the

bar area, stockroom, or cleaning cupboard—unless on duty or accompanied by
a committee member.

All volunteers will be accompanied or supported by a CGCA committee member when on

shift.

2. Conduct, Inclusivity & Representation

CGCA is proud to be an inclusive, friendly organisation. Volunteers are expected to:

Be respectful and courteous to all members of the public and fellow volunteers.
Avoid discriminatory or offensive language or behaviour.

Wear clothing appropriate to the activity (e.g. weatherproof gear outdoors, safe
footwear in the bar).

Offer support with a positive, welcoming attitude.
Represent CGCA positively both in person and online.
Raise any concerns about safety, behaviour, or policy with a committee member.

In case of violence or abuse, do not intervene directly—contact the police or a
committee member immediately.

CGCA has a zero-tolerance policy towards abuse or harassment of volunteers.

3. Licensing & Legal Compliance (for Bar Volunteers)

For those volunteering behind the bar or during licensable events:



e Challenge 25: Check ID for anyone who appears under 25 before serving alcohol.

e No Serving the Intoxicated: Do not serve anyone visibly drunk—ask a committee
member for support.

e Premises Rules: All licensing rules must be followed as outlined in our Premises
Licence.

e Alcohol Consumption: Volunteers may consume alcohol in moderation while on
shift, only if authorised by the committee member on duty and only if it does not
impact their duties.

4. Health & Safety

Your safety is important. Volunteers should:

e Familiarise themselves with emergency procedures, fire exits, and first aid locations.

Keep pathways and event areas clear of obstructions.
e Report hazards (e.g. broken glass, spills, faulty electrics) immediately.
e Use any tools or equipment responsibly and ask for help if unsure.

e Be alert to safeguarding concerns, particularly when supporting events involving
children or vulnerable adults.

5. Safeguarding Children & Vulnerable Adults
Volunteers supporting events for children (e.g. the Christmas Party, Halloween Disco) must:

e Never be alone with a child.
e Refer any concerns about child welfare to the committee immediately.
e Follow CGCA's Lost Child and Safeguarding Policies (available on request).

e |dentify Lost Child Coordinators when volunteering at larger events.




6. Volunteer Information & Agreement

To volunteer, individuals must provide their name, address, and emergency contact details.
Volunteers will be asked to sign an agreement stating they have read and understood this

policy.

Volunteer information is stored securely in accordance with our [GDPR Policy] and used only
for CGCA purposes.

7. Support, Training & Thanks

All volunteers will be supported by a CGCA committee member. We'll always provide
guidance for any new tasks or roles. If you're ever unsure—just ask!

We couldn’t do this without you. Your time and energy are what make our
events and facilities special. Whether you're helping once a year or every
week—thank you for being part of the CGCA community.

— Calvert Green Community Association Committee
o' thecgca@calvertgreen.com



