Centre Management Working Group

28th April 2008

Present: Mark, Amanda, Chris

We identified all the work that could be done by the group. This included:

How to open and close

Room bookings

Staffing the front desk

Who does what when we are open

Joining new members

Log people on to the server

Maintenance of building

Stock control

Telephone

Post

e-mail

review policies and procedures

take money for stuff / till

Room Bookings

Andrew working to identify a new module for Drupal which will enable people to see availability and provisionally book rooms

Front Desk

Mark has reviewed the Centre Support profile and has circulated to staff. Mark to arrange training with Centre Support volunteers.

Who does what when

It was agreed that we should wait for the design students to complete their work before we go any further.

Joining New Members

It was greed that Centre Support volunteers should support members in completing the application form
That they should ask new members to complete the monitoring form and submit them by posting in ’letter box’ – to be constructed.

Server log on & adding members to data-base

This should be done by trusted IT support volunteers

Maintenance of Building

Health & Safety risk assessments should be undertaken

Outcomes to be communicated to appropriate staff / volunteers / members

Reporting procedure for faults should be – staff volunteers e-mailing centre-coordination group with problem / or a report form on web site (Mark to talk to Andrew about establishing this)

Stock control – Margaret has agreed to do this. 

Next Meeting – 21st May 2008 @ 6.30pm.

