Centre Co-ordination (& People Support)

Working Group Minutes

Date of Meeting: Oblong Assembly – 12th March 2008 at 7pm.

Present: Chris, Amanda, Sam, Eric and Laura

Jobs to do:

Regular Meetings

It was agreed that a regular weekly meeting may be useful for co-ordinating the centre (this may be reviewed if needs to be less frequent or if time isn’t convenient for everyone)

Wednesdays at 7pm seemed to be a good time for everyone. The next meeting was arranged to take place on Wednesday 19th March at 7pm.

Training

Training on how to open and close the centre. Chris has already put one of these on Monday 11th March, but not everyone could attend. Another session has been arranged for Monday 17th March at 4:30pm, and should last for around an hour at the most.

This Training covers: unlocking the doors, unarming the alarm, taking phone messages, using the till, tidying up, what to check before locking up and closing Oblong. Chris has also produced a handy guide with instructions.

Chris said that this training covers the absolute basics, and it may be necessary to put on additional training around other centre co-ordination tasks such as:

taking room bookings, equipment hire, updating the membership database, administering e-mails, purchasing tea/coffee etc and inducting new members to the centre.

People Support

We discussed issues around people support. As Oblong will become more reliant on volunteer involvement it might be important to look at how volunteers are supported and ensure that all policies and procedures that are in place are up to date. We discussed support such as mentoring or buddying, regular support meetings where volunteers could meet to bring up any problems.

The group felt that it would be useful to speak to Mark about these matters.

Next Meeting: Wednesday 19th March 7pm.

