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VOLUNTEER PROCEDURES

Thank you for offering to volunteer at the Manly Food Co-op! We really appreciate you

giving us some of your valuable time. This document outlines the procedures for

volunteering so you can be extra prepared for your first volunteering shift.

1. Prior to volunteering

A. Contact volunteer coordinator

● Libby Bubb (volunteering@manlyfoodcoop.org)

● Our volunteer coordinator will organise a time and day that suits you to meet

up, and can answer any questions you have about volunteering at the Co-op

● If you have a talent for organisation, have a creative flair, or particularly enjoy

cleaning, let us know, as we can find some specialised tasks for you!

B. Fill out the Volunteer details Google Form

● After confirming with Libby that you’d like to join as a volunteer, we’ll send

you an email titled “Volunteer details - Manly Food Co-op” linking to a Google

Form for you to fill out

● If you don’t receive the above email within a few days, please email

volunteering@manlyfoodcoop.org requesting a link to the form

C. Respond to volunteer shift request calendar invitation emails

● You’ll begin to receive shift requests as calendar invitation emails with

approx. 14 days notice. Please respond to them within 48 hours (after which

the shift will be offered to another volunteer).

● Watch this short demo video for how to respond:

https://www.youtube.com/watch?v=4NfWAnZKB5Y

● We rely on our volunteers to share the workload of the staff, however we

understand that volunteers are kindly donating their time, so if your

availability changes and you can no longer make a volunteer shift please

either

● Visit https://calendar.google.com and navigate to the shift’s date to

change your response to “No”

● Change your response by clicking the “No” button from the original shift

invitation email

D. Sign-up for volunteer shifts

● You can also sign-up for shifts via the shift booking page:

https://calendar.app.google/yNE7Jsw7NFoVLkRUA
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2. On arrival

A. Put your bag/jacket away, and put on an apron and a volunteer badge

● Aprons are stored on the back of the storeroom door.

● Badges are on the whiteboard near the cups and cooker

B. Wash hands

● Food should be handled with scoops, tongs or paper. If you need to use your

hands, make sure you wash them again

C. Check in with staff

● They can direct you to high-priority tasks, or answer any questions

3. Shift tasks

A. Helping customers

● Point customers towards products they are looking for and answer any

questions they may have.

● Familiarise yourself with the products in store to make this easier! If there is

something you can’t help with, don’t hesitate to ask staff.

● Customers often struggle with liquid products, such as cleaning supplies,

honey, and oils. To prevent spills, consider lending a helping hand!

● It’s a great idea to engage customers in conversation about the Co-op’s goals

and structure, especially if it is their first-time shopping with us.

B. Cleaning

● Floor: Sweep or mop as needed to reduce trip and slip hazards and clean up

any spilt produce. Brooms are kept beside the main sink.

● Daily deep clean: Location is listed on the to-do list on the shop computer.

● Washing: Empty containers, scoops, and donated jars all need cleaning

throughout the day. Before you use the dishwasher, ask staff for directions!

● Recycling: If the paper recycling trolley is full, it can be taken to the bin room.

Don’t forget the key! If it is your first time, staff can accompany you. Soft

plastic in storeroom can also be recycled at Coles.

● Benches: Wipe down with disinfectant (70% methylated spirits / 30% water

mixture), especially if you notice any visible mess

C. Restocking

● From the storeroom: pasta, pantry items, household products

● From cardboard boxes in the store: teas, herbs, spices, powders, chocolates

● From the coolroom: fresh produce, flours, rice, sugars, dried fruit and nuts.

The coolroom is off-site, so staff can accompany you until you are

comfortable finding stock on your own.

● Ensure older stock already in containers is decanted out first and put on top

of new stock.
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D. Shop upkeep

● Neaten products on shelves, ensuring labels are pointed outwards and price

labels are present.

● Alphabetise herb/spice and tea jars so products can be easily located.

● Check use-by-dates on products in fridges and pantry section. If expiry is

within a week, discount products to 30% off (staff have discount stickers).

● Sort through 50% off basket of fresh produce at the bottom of the fridge.

Anything that is mouldy or looking incredibly dishevelled should be put aside

for staff to waste.

● If paper bags are running low, there are more in the storeroom.

● Cleaned, donated glass jars can be weighed before they are put out for

customer use.

● Tofu water is changed each morning. Check with staff in case it has already

been completed, as it is also on their to-do list!

E. Coolroom tips

● Keep items off the floor

● Make it easy to identify items (in the correct area with labels facing outward)

● Keep bags/boxes of the same item, e.g., multiple boxes of almonds, next to- or

on top of each other. Place older stock on top so that we a) exhaust older

stock first and b) don’t end up opening two bags/boxes of the same item at

once

● If you see misplaced items, leave things better than you found them for the

next person

4. Benefits

A. Discount

● One-off volunteer shifts (minimum two hours) earn you a 25% discount

voucher for your next shop

● Ongoing volunteer work (minimum two hours a week) earns you

‘supervolunteer’ status, meaning you get 25% discount on all purchases

B. Contribution to local business

● Although we have a core team of paid staff, we rely heavily on volunteers to

keep the shop running.

● As a not-for-profit, we aim to keep costs low. Volunteers like you mean we

can ensure our products are affordable for everyone!

C. Flexibility

● Whether it be weekly or fortnightly, volunteer when it best suits you!

● We have a great ordering, invoice processing, compost, and laundry team

made up of kind people like you who have lent us their time. Let us know if

you would like to help with other aspects of the shop!
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5. Working Safely

A. Your safety and wellbeing

● Nothing is more important than the health and safety of our staff and

volunteers. We like our volunteers to treat other volunteers, staff and

members of the public with courtesy, respect and due sensitivity and expect

you to be treated in the same way. If there is an issue, please contact either a

staff member or the volunteer coordinator.

● Manly Food Co-op is committed to providing a safe and healthy workplace

and to eliminating conditions and incidents that could result in injury, and

expects volunteers to take reasonable care of themselves and others while on

duty.

● Good housekeeping, especially keeping trip hazards off the floor, and

cleaning up slip hazards, is vital to ensuring the safety of all in the Co-op.

1. E.g. Boxes, bags, spilt produce

B. Safe lifting

● Never attempt to lift or carry loads if you think they are too heavy.

1. E.g. Boxes can be as heavy as 20kg, while sacks of grains can be up to 30kg!

● Warm up cold muscles with gentle stretches before engaging in any manual

work, take frequent breaks and cool down after heavy work with gentle,

sustained stretches.

● When lifting any product, it is important to ensure that you bend your knees,

keep your back as straight as possible, keep the product as close to your body

as possible, grip it on opposite sides to provide stability and lift it with your

thigh/leg muscles, rather than your back.

● Pushing a load (using your body weight to assist) will be less stressful on

your body than pulling a load.

● Use mechanical aids or get help to lift or carry a heavy load whenever

possible.

1. E.g. The trolley should be used when moving produce to and from the

coolroom.

C. Using a ladder

● Ensure that the ladder is in good condition before you use it.

● If possible, have one person holding the ladder or ensure that it will not slip.

● Never lean out from a ladder, but instead move it in front of the task.

● Use both hands to go up and down, and do not carry anything.

D. Accidents & First Aid

● If you or a customer is injured, please report it to the staff member so it

can be recorded. Please include (where possible) i) the date and time of the

injury/incident, ii) name of person involved including phone/email, iii)

names of witnesses, iv) action taken and v) follow up action.

● There is a First Aid Kit located under the main checkout
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E. Emergencies

● If there is an emergency, please ensure that you get yourself and others to

safety first, then notify relevant emergency services on triple-zero.
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