FARA Charity Shops - Volunteer Enroiment Form

Our Volunteer Privacy Notice and Safeguarding Policy are available from hitp://www.faracharityshops.org/faraPoliciesLegal.php or the Shop Manager. Our full
Data Protection Policy is contained in the FARA Staff Handbook which can be accessed in any of our shops.

FARA Branch Hours intended to work per week Start Date / /

What is your reason for wanting to volunteer with FARA?2

Personal Details (Please use capital letters)

Title: Gender — (Mark the appropriate box)- MoIeI:I Femolel:l Unspecified I:
First Name (s)
Surname
Also known as: Date of birth Age:
(dd/mm/yyyy)

Contact details- If you change any of the details provided in this section at any time during your Volunteering

with FARA, please inform your Shop Manager immediately.
Address

Post Code:

Telephone

Emergency Contact details- A person we can contact in case of an emergency

Name Relationship Phone No

Fitness for work

Do you have any ailments, which may affect the performance of your duties or your attendance to work?

Yes I:I No I:I If Yes please provide details

Identity

Along with this Enrolment form, please present the recruiting Manager with a form of ID. They will take a photocopy and
submit it to FARA Head Office along with this form. Please name below the document you have provided:

Have you had any criminal convictions?

Yes I:I No I:I If Yes please provide details

Parent/Guardian consent if the volunteer is aged 13-16 years

**Note for Parents/Guardians: Before consenting, please read our “Guidelines for Volunteers under 16” on page 2 of this for!

Name of Secondary School

Contact details of parent/ guardian

give consent for my child to work as a volunteer at

(FARA Branch Name)

bignature of parent/ guardian
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Guidelines for Volunteers under 16 (No shop can have a volunteer under the age of 13 years old)

IAny volunteers aged between 13 years and 16 years may not work paid or unpaid:

« For more than two hours on a school day or Sunday

 Before the close of school hours

¢ For more than 12 hours a week during term time

» For more than five hours (13-14 year olds) or eight hours (15-16 year olds) on Saturdays and during school holidays on weekdays
» For more than 25 hours in total a week - 35 hours if aged 15 or over - during school holidays

* For more than four hours without taking a break of at least one hour.

n addition, young people must have a two-week break from any work during the school holiday in each calendar year.
No one under 16 may be employed in manufacturing or any dangerous activity — volunteers should never be left on their own or asked to work at a height.

t is FARA Policy that no one under 16 may use the fill or handle cash

Volunteer Agreement

This Volunteer Agreement describes the arrangement between FARA Enterprises Limited and you. It is in honor only and not intended to be a legally binding
contract of employment. We wish fo assure you of our appreciation of your volunteering with us and will do our best to make your experience enjoyable and
rewarding.

FARA Enterprises Limited, will endeavour to:
e Provide a thorough induction at your work place
« Provide you with the names and contact details of the Manager and Assistant Manager of the shop you are volunteering at.
* Agree with you clear dates and times of attendance
» Provide you with adequate training relevant to your role in the shop, including training and feedback in support of our Health and Safety Policy.
e Infroduce you to our Policies and Procedures Manual, which contains full details about how our shops operate, what is expected from you and what
you can expect from us.
« Explain the standards we expect from you while working in our shops, in particular Customer Service expectations.
o Support you to fulfil your role, develop your skills and learn from your experience
e Ensure you have equal opportunities and you are treated fairly while you volunteer for us
e Provide you with a written confirmation of your volunteering upon request.

You are expected to:
e Wear your Volunteer badge during your working fime
o Support the Manager and the team in the running of this FARA Charity Shop
* Adhere to FARA's Practices, Policies and Procedures at all times during your volunteering
* Punctually attend the shifts agreed with the Manager.
o Inform the Manager as soon as possible or at the latest by 8:30am on the moming of your work day if unable to attend your agreed shift.
« Deliver Great Customer Service, in line with FARA's requirements i.e. greet customers, create and maintain a welcoming ambiance, deliver a
pleasant shopping experience, treat customers and donors with courtesy at all times, show appreciation for their custom, never refuse a donation and
sign donors up for Gift Aid at every opportunity.
e Mention our need of donations and endeavour to obtain them at every opportunity
o At all times adhere to Health and Safety Policies and Procedures at work recognising that you have a duty of care to yourself and to others.
e Endeavour to safeguard yourself, your personal belongings and Shop property at all times
e Ensure you read and confirm our understanding of FARA's Internal Newsletters and Memos when presented to you
e When directed, assist the tfeam with sorting donated goods, organising and placing stock in the appropriate designated areas as soon as it has been
received (involving lifting/ handling of loads/ crates/ sacks)
* When directed, steam all textile items selected for sale in the shop (if appropriate)
* When directed, assist the team with Tagging and Labelling sellable items in preparation for pricing
e When directed, assist the team with creating and maintaining attractive shop and window displays
* When directed, pursue networking with customers and local community to promote the Charity and the Shops
¢ When directed, keep the premises, shelves and rails in a clean, orderly and tidy condition
o Familiarise yourself, keep up to date and respond knowledgably to customers when they show interest towards FARA’s work in Romania.
e Protect our business reputation/ Respect, protect and never divulge without permission behind the scenes and confidential information about our
business, colleagues, customers, partners and any suppliers.

Shop Manager's Name and Signature

Volunteer Name and Signature Date

Health and Safety Training record Explained by (signature) Signature of volunteer DATE

Location of health and safety literature

Fire safety training

First Aid Information

Safe use of equipment Electrical/ Steaming
Hazardous substances/ Cleaning products CoSHH
Good Housekeeping

Prevention of accidents from slips, trips and falls
Manual handling/ safe lifting

Sorting donations

Personal safety responsibilities/ Threatening behavior by customers
Safe stacking and storage/ Falling objects

Waste disposal

Smoking
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