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This is a supplementary manual for staff, volunteers, members, students and
other users of the Community Shed and Tool Library. It should be read in
conjunction with the main Community Centre’s overarching policy manual,

available on our website at www.wyndhamparkcc.com.au.

55-57 Kookaburra Ave Werribee VIC 3030
admin@wyndhamparkcc.com.au

PH: 8742 3975



Contents

Shed Code Of CONAUCT ...t 3
1.0 Shed Specific Safety POlICIes.................cccccooiiinnnc s 5
LT INAUCTION o 5
1.2 Safety Management & First Aid..........ccciiiinic s 5
1.3 Fire & Emergency EVACUQLIONS ..o 6
1.4 WOTKSNOP USE......oiiiiiirieeet ettt e s s 8
1.5 SIMOKING .ottt et 9
1.8 TOMBES ... e 9
1.7 Electrical Test aNd TAGQING ..ottt 9
L8PS ON SO ..o 10
L9 IMINOTS .. 11
2.0Shed VOIUNTEEIS ... 12
BL0INCIUSTON........ocii e b 15
.0 FINANCIAL ...ttt 18
A1 PUMCNASING .ottt sttt en et 18
4.2 Small Petty Cash IN SNEA ArEaS ..o 21
Appendix A. Registered VOIUNTEErS............ccciiiininiicccc e 24
Appendix D. Quarterly Purchase ReqUISItION .........ccccceveieiiiinicniresrecciees 31

Wyndham Park Community Shed — Policy Manual (Sep 2024)



Shed Code of Conduct

What Is a Code of Conduct?

A Code of Conduct is a set of standards and behaviours that all
participants agree to abide by. The Code of Conduct lists the values that
we agree to observe, the behaviours we promote, and the behaviours that
are not accepted in our Shed. It also describes the consequences of

breaching this code.

Vision

A welcoming place where people can be their authentic selves, learn and
exchange skills, interests, and experiences.

Code of Conduct

We aim to provide a safe and supportive environment for people to gather and
learn, teach, socialise, and seek fellowship with other like-minded people. We seek
to assist in the mental, physical, emotional and economic health of our people and
the wider community.

To achieve this we will be:

e Open, inclusive, and welcoming to people of all backgrounds
¢ Respectful of the rights and decisions of participants

e Respect the confidentiality and privacy of participants

e Provide a safe physical environment

e Provide a supportive social environment

We will not tolerate:

e Any form of discrimination
e Abusive, antisocial, or violent behaviours
¢ Any behaviour that infringes on the rights of other people
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We expect:

e Participants to conduct themselves in a courteous manner
e To listen to and acknowledge the contributions of all

e To share learnings and celebrate success

e Have respect and consideration for all participants

If you witness or experience any action or behaviour which you feel goes
against the Code of Conduct the management of WPCC encourages you to
bring this incident to our attention. Please refer to our disciplinary, grievance
and appeals policies for further information.

Please note that if actions or behaviour outside of this code of conduct are
witnessed or reported at WPCC this will result in investigation which may lead
to disciplinary action including suspension or expulsion from the Community
Centre or Shed.

In case of emergency or if you feel unsafe please call triple zero immediately.

The Association and Council share a vision for Community Centres as being
valued, vibrant neighbourhood hubs of activity that connect, inspire, educate,
motivate and build community understanding. They are places that nurture
communities” hopes, dreams and aspirations for a better life, transform lives and
develop cohesive communities in a safe, welcoming and supportive
environment. Through this agreement, the Association and Council will act
reasonably, collaborate and engage to achieve this vision.
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1.0 Shed Specific Safety Policies

Shed-specific Health and Safety measures are included in this manual,
and this supplementary information should be read in conjunction with the

overarching centre policy for Occupational Health And Safety (see front

page).

1.1 Induction

Potential members and users may undertake a supervised trial day by
appointment, but must sign in, be actively supervised, wear a Visitor badge, and
must not use any machinery.

New members of the Shed join by completing a membership/volunteer/student
application form, paying fees if applicable, and must receive an induction with
Shed Staff upon joining — which shall cover the essential elements of this policy
manual as well as a social introduction to the Shed or Tool Library. All Shed users
are required to abide by WPCC's Occupational Health and Safety policies and
procedures, and accept that they have a duty of care to act safely, and have the
right and duty to not to undertake any tasks that may put themselves or others at
risk.

The Shed does not accept liability for any loss or damage of personal items for
users or visitors of the facility. Do not leave valuables lying around.

Membership, volunteer or student application forms will record emergency
contact information, and any other information such as disability or medication
that may be relevant to ensuring safe enjoyment of the shed.

1.2 Safety Management & First Aid

A regular review of the Shed, Tool Library inventory and associated risk controls is
conducted by the Designated Work Group (DWG) comprising elected
representatives (staff and volunteers) from the Community Centre, Shed and Tool
Library. This group meets bi-monthly or as needed to conduct audits, risk
assessments and prioritise safety issues, in partnership with Facilities
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Maintenance Officer (FMO) and Tenancy Support from Wyndham City Council
(building owners) where related to building issues.

All staff, volunteers, members, students and other users of the Community Shed
and Tool Library are welcome to request attendance at or submit items to these
meetings, or to self-nominate to join the DWG.

Any identified safety issues that require urgent risk mitigation can be dealt with
immediately by reporting to the Shed Manager, and do not need to wait to be
reported to the DWG.

All First Aid incidents must be recorded in the log book in the first aid room,
including what occurred, who was involved, and any first aid items consumed.
Any serious first aid incidents or injuries or near misses must be reported to the
Shed Manager to complete a more thorough incident report. Qualified first aid
officers attending on different days are listed on the board in the first aid room.

1.3 Fire & Emergency Evacuations

All attendees at the shed must sign in at the kiosk at the entrance to the shed

while on site, and must sign out when departing.

Familiarise yourself with the location of emergency exits and fire extinguishers at
the shed.

In the event of a fire or emergency, follow the Incident procedure instructions
below, any directions of the Fire Warden, leave the shed promptly via an
emergency exit and assemble at the Emergency Evacuation Point so that you can
be accounted for by the Fire Warden on duty.

The Shed Manager shall:

a) maintain a list of emergency contacts and have it readily available in case
it is needed during evacuation.

b) Regularly conduct sign in audits, and fire evacuation drills every six months
to ensure that all members of the Wyndham Park Community Shed are

familiar with this procedure and can evacuate safely.

Refer also to Centre Policy Manual and Fire Wardens listed in Appendix A.
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Incident Procedure

1. Emergency Alert: In the event of a fire or fire alarm activation, or possible fire, or
other incident requiring evacuation (such as a bomb threat), remain calm and
immediately alert others in the Wyndham Park Community Shed. Shout “Fire! Fire!
Evacuate now!" to ensure everyone is aware of the situation. Grab the whistle from
the fire warden station in the corridor and can blow the whistle to raise attention.
Warden to collect the sign in sheet at the front door, all visitors and attendees
should always sign when they arrive at, or depart, the Shed.

2. Extinguish the fire if safe: If safe to do so such as a minor/smalll fire or some
smoke, the Warden may instruct the nearest person to the fire may operate the
fire extinguisher (suitable for the fire type) according to instructions. If the fire is
medium to large, do not attempt to extinguish, all persons should evacuate
immediately. If the fire is growing larger, then evacuate immediately do not
attempt to fight the fire.

2. Call Emergency Services: Warden to Dial 000 (or your local emergency
number) to report the fire to the authorities. Provide them with the exact location,

which is Wyndham Park Community Shed, 57a Kookaburra Avenue, Werribee

3. Evacuation Procedure:

a. Exit Routes: All members on induction should have familiarised with the nearest
exit routes, to the Emergency Evacuation Point. There are 3 emergency exits in the
Wyndham Park Community Shed as indicated by lit signage, located at front
door, rear door and woodwork room of the main shed building, and the main door
to the ceramics shed. The bikes door from the kitchen is not an emergency exit.

b. Assist Others: If you encounter anyone who needs assistance evacuating, help
them if it is safe to do so, or direct them to the nearest exit.

c.Leave Personal Belongings: Do not attempt to retrieve personal belongings.
Your safety is the top priority.

d. Stay Low: If there is smoke, stay close to the ground where the air is less toxic.

4. Evacuation Assembly Point: All evacuees proceed to the designated
evacuation assembly point, which is the shipping container located at the rear of
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the Glen Orden Sports Complex. Follow the path to the back of the car park to
reach this location.

5. Roll Call: Once at the assembly point, Warden to take attendance to ensure
that everyone from the Wyndham Park Community Shed has safely evacuated.
Notify emergency personnel if someone is missing.

6. Stay Informed: Stay at the assembly point until it is safe to return. Listen for
instructions from emergency personnel or community leaders for further
guidance.

7. Do Not Re-Enter: Under no circumstances should anyone re-enter the
Wyndham Park Community Shed until the authorities declare it safe to do so.

Remember that safety is the top priority during a fire evacuation. Always follow
the instructions of emergency personnel and community leaders to ensure
everyone's well-being.

1.4 Workshop Use

To ensure safety and security at the Shed, a registered volunteer or staff member
MUST be in attendance (in the room) at all times when using the woodwork shop,
metalwork shop, bike shop, electronics room or ceramics/mosaics studio. If the
area is not able to be supervised, it may be temporarily locked and other users
asked to vacate.

Refer to the end of this policy manual (Appendix A) for current registered
volunteers and staff.

At least two people must be in workshop spaces at all times.

Long hair should be tied up and no loose clothing worn around heavy machinery
(any machinery with the exception of small hand tools used in a supervised
environment). Only inducted personnel listed against machines as qualified may
operate heavy machinery.

Closed shoes must be worn on site.
PPE must be worn at all times when required.

Ensure appropriate ventilation in areas where there may be fumes, dust or other
airborne pollutants.
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Refer to Area General Rules and/or Standard Operating Procedures including SDS
for specific guidance when working in different areas of the shed. These are
stored in a red folder located visibly in each area, and may also be reflected in
signage in that area.

We recommend users also watch the workshop safety video available on the

Australian Mens Shed Association web site at https://mensshed.org/new-mens-

shed-safety-induction-video/

1.5 Smoking

While the centre has a smoke free policy, an exemption is currently allowable only
in the designated smoking area at the back of the community garden. Call the
Quitline 137848 or www.quit.org.au if you need help to quit smoking.

1.6 Toilets

The Shed currently has two operational all-gender toilets. Please ensure these are
kept clean and well maintained for the comfort of other users, and use toilet
brushes, mops and sprays when required. There is currently a female sanitary bin
at the community centre, as our contract does not currently cover the shed.

1.7 Electrical Test and Tagging

Any electrical items brought on site must be test and tagged by a qualified
person before being used on site. If items are expired they should be marked as
‘out of Service’ until tested and tagged again.

The centre currently has a contract for intermittent T&T across the centre, and the
Tool Library also has internal testing and tagging for Tool Library tools.

Electrical appliances are periodically for electrical safety, based on the AS/NZS
3760 standard and in accordance with the following recommended schedule:
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Type

Determined
Schedule/Interval

Relevant Areas

Who undertake

Community Shed

Hand tools in 6 monthly Metalwork T&T Contractor

regular use (E2) Woodwork

Hire Hand tools in | 3 monthly (prior to Tool Library Tool Library

regular use (B6) | hire) Volunteer

Machinery in 6 monthly Metalwork T&T Contractor

regular use (E2) Woodwork

Equipment not 2 years Community T&T Contractor

subject to cord Centre

flexing Community Shed

Equipment 6 months Community T&T Contractor

subject to cord Centre

flexing Community Shed

Computers 5 years Community T&T Contractor
Centre

1.8 Pets on Site

This procedure applies to all staff, members, volunteers and users in the Shed

when bringing a dog (or also applies to other pet) on site. We understand that

sometimes people will bring a pet or support animal into the community shed,

which can positively promote health and well-being by exposing people to

friendly pets. However, we also have to manage and balance this with the priority
of safety in the shed.

Guidelines:

e Occasional Pet Visits: Pets may be brought into the shed on rare occasions
but cannot be brought in regularly.
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e Animal Breed: Only non-dangerous breeds of animals are allowed.

e Leash Requirement: Dog owners should have a lead and be prepared to
put the lead on the animal if somebody feels unsafe around the pet.

e Consent: It is the owner's responsibility to ask around if everybody is okay
with the animal being present on the day it is brought in. Other users of the
shed may assist with this, but it is primarily the owner’s responsibility.

e Restricted Areas:

o Pets may pass through the common room to get to the back garden.

o Pets are not allowed to sit in the kitchen area due to food hygiene
standards.

o Pets are not allowed to wander around the shed unaccompanied.

o No animals are allowed in workshop areas under any circumstances,
including woodwork and metalwork areas, or anywhere where there
are tools due to safety issues.

o Spillage: If an animal is drinking from a bowl and water is spilled on the
floor, it is the responsibility of the owner to clean it up to avoid slippage.

e Signage: A sign will be placed on the door indicating that pets may be in
the vicinity on some occasions and to advise management if there are any
concerns about this.

e Management Discretion: Shed management may request that an animal
be taken home at any time without notice.

e Multiple Pets: If there are multiple animals around (except if owned by the
same person), animals should be kept on a leash and controlled by the

owner.

This policy aims to create a balanced environment where the presence of pets
can be enjoyed while maintaining safety and comfort for all shed users.

1.9 Minors

Shed membership is generally available to people 18 years and older, however
there may be some instances where programs targeted for younger people occur
with appropriate child safe supervision. The Shed may also agree to supervised
attendance by a minor using the attached Annexure form C, with specific
conditions of attendance.
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2.0 Shed Volunteers

This policy applies to engagement of shed members as Volunteers, and to
everyone who works at the Shed, including all employees, contractors,
consultants, and volunteers. The purpose of this policy is to define the roles
and responsibilities, and reciprocal benefits of being a shed Volunteer. To
ensure that Shed volunteers are valued, acknowledged, managed, and
supported in accordance to Volunteering Australia’s National Standards for

Volunteer Involvement (2015).

Being a Volunteer at the Wyndham Park Community Shed is available to current

shed members.

Like staff, being a volunteer means taking on some greater responsibility to help
the running of the shed (in a particular area).

The Shed shall engage at any one time a small number of volunteers (suggest

between 1 and 4 at any one time) to assist with each shed area:

e Woodwork

e Metalwork

e Bike Shop

e Ceramics and mosaics

¢ Community Garden

e Computers, electronics and technology

e Shed Common Areas

The Shed relies on volunteers to help keep it running smoothly. We have always
had members volunteer, however a formalised process provides extra benefits for
both the organisation (Wyndham Park Community Centre) and for volunteers

themselves.

This includes for our volunteers:

e Volunteers insurance cover
e Greater involvement in planning and decision making processes
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e Leadership, as someone other shed members/users can come to for
advice, and who can assist in the smooth running of the shed and
implementation of other shed policies or procedures

This includes for our organisation:

e Greater protections for our organisation where we ask for help or
assistance from people in the shed, to do tasks that normally an employee
or contractor might be expected to do

e A more robust approach to supervision, in respect to things like security
and safety for our members — we can’'t be everywhere at all times, so our
volunteers help us achieve this goal

Shed Volunteer Responsibilities

May include

Assisting with the day-to-day smooth operation and organisation of a work

area

e Writing recommended procedures for members and users of that work
area

e Participating in planning and strategy meetings for that work area

e Teaching groups

e Conducting safety inductions where qualified to do so

« Undertaking work/small jobs for the shed where qualified/competent and
safe to do so

e Helping to budget for an area and input into quarterly purchase requests
for an area

¢ Negotiating with members on appropriate donation amount where surplus
shed resources are able to be used for personal projects

e Requesting ad hoc purchases in emergency or safety related
circumstances

e Supervision on an area of activity in respect to delegated responsibility for

health and safety, including advisory and enforcement of local health and

safety practices for other users and members (note, duty of care can not

be delegated, all members, users and staff are equally responsible for a

safe workplace — however this supervision can assist with enforcement of

safe work practices such as wearing PPE, and have the right to suspend or
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ban a member or user from that area where those safe work practices are
not being followed).

¢ Reporting to management on any incidents, breakages etc

e Holding keys to resources, materials and consumable cupboards, providing
access for projects of shed benefit (members and users should supply own
consumables for projects for private benefit)

e Assist with monitoring other general shed policies and procedures

Non-Volunteers

Non-Volunteers (regular members) can still help out with shed jobs where they
have the competency and ability to do so safely, under the supervision of a
formal volunteer, however our expectations and your protections are limited to
that of a general member, and you are likely to have less decision making ability.

Nominating as a Volunteer

A volunteer can nominate at any time by informing another volunteer within that
areq, or advising Shed staff who can ask that area on your behalf. After a
nomination the current volunteer group can make a recommendation to the
Shed Manager to approve that appointment, after which the Shed Manager will
sign off on the appointment and conduct a Volunteer induction process. The Shed
Manager has the right to set the required number of volunteers for any areq, but
that area can make recommendations to the Shed Manager on the number of
volunteers that would be ideal. Shed Management may also endorse or un-
endorse a member from being a Volunteer at any time, and the same staff
management policies for the centre apply to a Volunteer as they would for a
regular staff member. The volunteer role may be for a set period of time, or
ongoing, as agreed — however may be terminated by either party at any time -
for example by WPCC if services are no longer required, or as a result of

disciplinary procedures.

Stepping down as a Volunteer

A volunteer may step down from the position at any time, but we request two
weeks notice where possible to help us find time for a replacement Volunteer for

an area where required.
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3.0 Inclusion

This policy applies to inclusion of people with a disability in the Wyndham
Park Community Shed, and therefore affects all staff, volunteers and
members. The purpose of this policy is to promote inclusion for people with
a disability in the membership and activities of the Wyndham Park

Community Shed.

Wyndham Park Community Shed is committed through a policy of inclusion to
improving the lives of people with disability in Australia.

While ensuring the Shed is free from discrimination, the Shed seeks to embed
policies that also protect the safety of people with a disability within this
framework of inclusion, particularly in aspects of the shed that come with greater
risk (e.g. power tools or machinery).

Anti Discrimination Policy

It is against the law in Victoria for someone to discriminate against a person
because of their disability. If a person feels that their human rights have been
violated or that they have been discriminated against, they have the right to
make a complaint.

Shed users including staff, volunteers and members must ensure they do not

engage in behaviour that is discriminatory against people with a disability.

Membership and Class Participation

Membership to the shed or participation in workshops or programs are open to
anyone including people with a disability, except quotas may be applied to a
class or working environment where the teacher or supervisor has limited
capacity to fully support a person with additional or special needs. Where quotas
are applied they will be recorded in this policy, which may change from time to
time.
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Carers for People with a Disability

New carers at the shed must complete a safety induction and sign in at the front

door iPad. New carers should also wear an identification name badge.

Carers should remain with their client at all times while at the shed, except where
needing to leave for a short time (to take a phone call, go to the toilet) where it is

safe for the client to do so, but must remain on site in this instance.

Carers may participate in member’s social gatherings at the shed but should be
aware that the Men’s Shed operates a coffee club ($2 a week) if using coffee
facilities. There is also a cost involved when the shed operates social barbecues.

Carers should support clients where necessary with:

e clean up after using the toilets

e taking extra care when walking around the shed, such as in the vicinity of
member’s artworks

e participating in social and other activities while at the shed, where the

client wishes to have that support

Shed for All Abilities

This program offers supported training in skills for people with a disability and
places are limited and by application. Fees are $75 per session and may be
funded through the NDIS for eligible participants. People who are not on the NDIS
can enrol on a fee-for-service basis.

Currently we are offering paid places in woodwork, mosaics and ceramics but this
may be expanded to other shed areas where we have supervisors/trainers
available.

Contact hayden@wyndhamparkcc.com.au for more information.

Safety and Power Tools in Workshops

Due to safety requirements for people with a disability in using power tools or
machinery in workshop areas, people with a disability and their carers where
applicable must pre-arrange with approved shed volunteers to be on site at all
times during use of power tools — in addition to other standard shed requirements
such as certification or inductions. Where a volunteer is not available to supervise,
then attendance must be rescheduled.
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lliness or disability and use of Power Tools by regular Shed Members

All members and participants including people with a disability are required to
disclose where an iliness or disability or medication may affect safe use of
machinery or power tools — and in what capacity use may be impacted. A GP
form may be requested to make a judgement on an individual's capacity to use
machinery safely. In the case of a disclosure a qualified workshop supervisor
(volunteer or staff member) must advise of any reasonable adjustments or when
and where it is safe for activity or machine/tool use to occur. A copy of any such
approvals for machine or power tool use (file note) must be recorded. If there is
evidence that a member has not made a required disclosure, that member may
be required not to use specific or all machinery or power tools, and a file note
must also be recorded to this effect, and the notice formally issued to the
member.

Additional Notices

Some programs and activities may not be suitable for all people depending on
their abilities and a risk assessment and the supervisor/coordinator of the shed
may use their discretion to determine when this is the case.

That in the case where a person with a disability must attend with a carer the
shed may request that the participant attend with the same carer each week and
may if this is not possible make changes to the program or activity if a regular
carer is not in attendance.
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4.0 Financial

This procedure applies to purchasing or procurement of equipment, tools
and consumables for the shed. Financial processes and internal controls
for shed purchasing in place and adhered to ensure appropriate

management of finance to minimise risk.

4.1 Purchasing

The aim of the policy is to ensure that the procurement of goods and services
represents quality and good value, is subject to proper processes with
competitive quotes (where appropriate), and is done in the best interests of the
Shed and its members.

Cost centres
Cost centres within the shed are managed by Staff/Volunteer/s from each area:

e Woodwork

e Metalwork

e Bike Shop

e Ceramics and mosaics

¢ Community Garden

e Technology Hub - Computers, electronics and technology
e Shed Common Areas

Who can request expenditure?

Any Staff/Volunteer can on behalf of the cost centre raise requests in accordance
with the following schedule. A shed Member may make requests to a
Staff/Volunteer, but cannot make direct requests for expenditure. Generally, at
least two volunteers should identify and agree on expenditure within an area, and
all/a majority of staff/volunteers (by committee) should agree quarterly on
purchase requirements for the following quarter.

Schedule
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Requests to management for expenditure can be made against the following
schedules only:

Quarterly requisition (small items and consumables): A cost centre identifies
small item or consumable needs for the following quarter by end of February,
May, August, November, using the attached requisition form. The Wyndham Park

Community Centre (Shed) will collate and assess requests, and make purchases
in bulk within budget allocations or may approve the Staff/Volunteer to make the
purchases (for example, with a corporate card). In some cases the centre may
request donations of items from community supporters. ltems valued over $100
must be added to the Shed asset register on receipt.

Large items: A request for a large item over $1000 (e.g. machinery) can be made
any time by Staff/Volunteers to management in person or by email, and may be
subject to receiving a suitable grant, donation or funding to be able to purchase.
Multiple quotes should be obtained for large items to ensure value for money and
transparency. Large items must be added to the Shed asset register on receipt.

“Emergency” items: Items related to health, safety or cleanliness can be
requested at any time in person or by email, and will be evaluated and purchased
immediately where required. Where there is any increased safety risk due to a
shortage of items (for example, PPE) activity must be ceased in the area until the
items have been acquired. Where possible these items should be anticipated and
ordered in the quarterly requisition. A shed member may also make these
requests, and will be verified with Staff/Volunteer from the area where practical.
The Shed Manager must record file notes in relation to any emergency
expenditure, and why it was required/not ordered in the quarterly requisition.

Tax Receipts

In the event that a Staff/Volunteer is with approval able to organise a purchase
directly, for example with a corporate card, a tax receipt must be retained in all
instances. Receipts of purchase (when available) should be endorsed with

purchaser’'s name and purpose of the purchase and provided to management.
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Discretionary spending

Purchasing behaviour outside of this procedure document should be
discouraged. In the rare event a staff member, volunteer or shed member
purchases an item needed urgently and requests reimbursement, the Wyndham
Park Community Centre is under no obligation to reimburse, and the decision to
do so will be wholly at the discretion of the centre. Therefore such a purchase
would be made at one’s own risk. No person has the right or authority to incur
liabilities for the Shed without prior approval.

Specific purpose exemption

The Wyndham Park Community Centre reserves the right to pre-approve in
writing expenditure for any official purpose, to any volunteer or shed member,
contrary to the procedure outlined herein. This should not be viewed as a reason
to make ad hoc requests however, and relates more to occurrences like special

events or markets.

Shed Improvements

Shed improvements (capital infrastructure expenditure) such as ceiling, walls,
floors, doors, windows and other fixtures may be a cost funded by Wyndham City
Council. Such requests may be requested at any time to management, who can
assess the request submit a request to Council.

Oversight over shed expenditure

Shed Management expenditure must be within the limits of their delegation and
within budgets limits and responsible for the exercise of due caution, and is
subject to scrutiny by Wyndham Park Community Centre Manager and

Committee.

Shop Local

When there is no significant cost disadvantage, or there is an urgency to
complete the purchase, preference should be given to local suppliers.

Safety and security
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Staff and Volunteers should be responsible for security of purchased items to
prevent damage or theft. If there is evidence of theft in an areq, items may be
locked and require volunteer approval to access. The staff/volunteer committee
in each area will also aide implementation of appropriate safety policies and
procedures in collaboration with shed management, and in accordance with any
regulations or industry best practice.

Personal use

Shed funding is not inexhaustible. As a general principle, the shed supplies
essential elements to operation by members and users only, and will try to
support materials and consumables to projects that are ultimately for shed
benefit (e.g. projects that will be sold to raise money for the shed, as a social
enterprise). Items and materials such as bits (for drills, routers) or consumables
such as sandpaper, paint or lacquer for personal projects that are not of benefit
to the shed or for personal ownership should be supplied by the member or

student themselves.

4.2 Small Petty Cash In Shed Areas

This procedure applies to area of the shed wishing to maintain their own small
petty cash facilities for incidental expense purposes (optional, the area may at
any time cancel this facility and request the shed office manage all funds, or the
shed office may cancel this facility at any time at its discretion). Financial
processes and internal controls for shed purchasing in place and adhered to
ensure appropriate management of finance to minimise risk.

Registered Volunteers in areas of operation within the community shed may
request to keep small petty cash funds for incidental expenses. This can help
reduce the office workload where acquisition of these incidental expenses is time
consuming. However, adequate record-keeping practices are required to ensure
transparency and accountability where such facilities exist.

Receipt Books and Cash Tins:

e The shed will provide a mini cash receipt book initially.
e Areas should budget for the cost of new receipt books in the future.
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e The shed can also support areas with a cash tin and key if needed.
e The facility must be managed by a registered volunteer in that area.

Income

“Revenue” or income may include doing small jobs for the community, or
fundraising.

This only applies to small monies received, and large revenue (any payments
over $50) should be processed through the Shed Office regular accounting

systems.

Expenses

The petty cash facility “float” can be used for bona fide expenses for the
operations of that area.

Exemptions

Areas (e.g. Men's Shed coffee fund or the Community Garden BBQs) that only take

coin donations from current members for things like members social events are
considered an internal member’s system and are exempt from this policy.

Accountability and Transparency:

The responsible volunteer must maintain records of incoming and outgoing
funds, with all transactions (income and purchases) recorded in a spreadsheet
such as following template:

Date Receipt | Name | Description | Amount | Expenditure | Running
Number added | amount Balance
to
balance
10/20/2023 | 0001 Bob | Buyltem | $10 $10
10/21/2023 | ROOT Mary | Bought $5 $5
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The office can print paper copies if needed.

e Receipts must be issued for any cash received over $5.

e Tax Receipts should be kept and filed for any expenses incurred over $5,
and cross referenced with the table (receipt no).

e When the petty cash tin reaches $200 or more, a $200 payment should be
made to the community shed office accounts (as incoming cash received)
to avoid large amounts of cash sitting around the shed, which poses a
security risk.

e Paying this to the office brings the balance back to zero or close to zero and
the petty cash can be built up again — however these funds will still be
allocated to the specific area for other expenses through the usual shed

office requisition process (shed card or invoicing processes).

Security:
e The cash box should be left in a secure place in each area.
e Alternatively, small amounts of cash may be held by an individual shed

volunteer who will be solely responsible for it.

Protection and Risk Mitigation:

¢ Having this minimal system in place provides some level of protection in
the event that the use of cash around the shed is questioned by a member
of the public or someone else.

e It also helps mitigate any risk of misuse of funds.

e This policy ensures that all areas maintaining petty cash funds do so in a
manner that is transparent and accountable, providing confidence to both
the community shed management and its members.
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Appendix A. Registered Volunteers

Contacts for Shed Areas

See your area Volunteers & Staff for

Area Rules for Users

Safety concerns or incidents
Purchasing requests

Sales

Accepting donations
Community jobs

Area Meetings

Woodwork Peter Vaux*
Shaun Hartley*
Peter Gaja*
lain Donaldson*
Hayden Cronin* (staff)
Hannah Fitpatrick* (staff)
Metalwork Gabe Tirabassi*
John Johnson
Bike Repairs Lou Ripari*
Reece Smith*
Garden Michael Jole*
Tech Hub (computers, electronics, Cassie Anderson*
3D printing) Don McVicar*
Ceramics and Melissa Murphy-Vella* (staff)
Mosaics Andrea Ware*

*registered volunteers/staff
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Fire Warden

The Fire Warden shall be, in the following order, as available on site at the time of

the incident:

e Daniel Schultheis, Shed Manager

e Hayden Cronin, Inclusion Programs Coordinator

e Hannah Fitzpatrick, Women’s Shed Coordinator

¢ Grame McKinnes, Safety DWG
e Enzo Ardizzon, Safety DWG
e Laurie Freestone, Shed Member

First Aid

Scheduled first aid officers available on site:

Monday Tuesday Wednesday | Thursday Friday Saturday
* Melissa * Enzo * Hayden * Enzo * Hayden 000
Murphy- Ardizzon Cronin Ardizzon Cronin

Vella * Lou Ripari | * Shaun * Shaun * Lou Ripari

* Shaun * Kerrell Moore Moore * kerrell

Moore ong (CC) | * LouRipari | * Lou Ripari | Ong (CC)

* Lou Ripari * Kerrell * Kerrell

* Kerrell ong (cc) Ong (CC)

Ong (CC)
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Appendix B: Wyndham Park Community Shed Disability/Medical
Condition Machinery Use

Please take this form to your GP/Medical Practitioner, to conduct an assessment on the capacity to
safely use woodwork/metalwork machinery at the Wyndham Park Community Shed. The member is
responsible for following the guidance provided herein at all times, and the member waives liability of
the Wyndham Park Community Shed in relation to any tool use, which is at the member’s own risk.

MEMBER INFORMATION (Completed by Shed Member)

FULL NAME DOB

Phone (HOME) (MOBILE)

Address

Suburb Postcode
Email

| declare that |
1  Have aphysical / intellectual / mental disability / medical condition

1 uUseorhave recently used medication/s

Details of condition/medication:

MEMBER CONSENT (Completed by Shed Member)

| give consent for my Medical Practitioner to complete the following Assessment
Questionnaire as part of the Community Shed Risk Management policy.

*Signature Date ____ [ ____[____

ASSESSMENT (Completed by Medical Practitioner)

It is my recommendation in respect to use of power tools or machinery in workshop areas at
the Wyndham Park Community Shed that the member:

Power tools or machinery use

[ fully capable of safely using power tools or machinery in which they are trained and
inducted

Light hand tools or no tool use

L1 the disability / medication [/ other impairment may impact safe use of power tools or
machinery — it is nyecommendation that the member use light hand tools only, with
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appropriatesupervision

L1 the disability / medication / other impairment prevents the member from safe use of
any tools — the membercan attend for social reasons but should not use any hand or other
tools

Any other recommendations such as reasonable adjustments / medication notes:

Signature/name of registered medical practitioner conducting examination/assessment

*Signature

Date: ___ [ ___[___

Member to return this completed form to Shed Management in person or s
hed@wyndhamparkcc.com.au
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Appendix C: Minor Attendance Agreement

This Agreement ("Agreement”) is enteredintoon __________________
between the Wyndham Park Community Centre (ABN 87 085 366 887),
represented by the Shed Manager ("Community Centre"), and the undersigned
parent/guardian/approved carer ("Supervisor") for the minor ("Minor").

1. Approved Work Area:

The approved work area for the Minor is
[Specify the designated area within the Wyndham Park Community Shed where
the Minor is allowed to participate].

2. Conditions:

- The Wyndham Park Community Shed is a community space without full child-
safe policies in place, WPCC cannot guarantee that all volunteers and members
within the shed will have an up to date working with children check

- The Supervisor must be a Shed Volunteer, Member or Student or under another
agreement with the Community Centre to be on site and must be always with the
Minor while at the shed, during approved times/dates.

- The Minor must not be left unaccompanied and must not wander around the
shed.

- This agreement/prior notice for requested dates is required at least 14 days in
advance of the date/s planned to attend. The shed reserves the right to approve,
not approve, or cancel an approved date at any time without notice.

- Under no circumstances is the Minor permitted to use dangerous tools or
equipment. The woodwork machinery and metalwork rooms are out of bounds to
Minors.
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- The undersigned Supervisor, on behalf of themselves and the Minor, hereby

waives any liability against Wyndham Park Community Centre for injuries,
damages, or losses incurred during the Minor's attendance at the Wyndham Park

Community Shed, acknowledging and accepting the inherent risks associated

with the use of the facilities.

3. Contact and Emergency Details:

Minor (under 18) contact details:

Full Name

Date of Birth

Address

Phone
Number

Parent or Guardian or Carer contact details:

Full Name

Address

Phone
Number

Email

Relationship
to Minor

[
[

| Parent/Grandparent

] Carer

[

] Guardian

* If more than one adult supervising, complete a new agreement for each person

Emergency contact details:

Full Name

Address

Phone
Number

Relationship
to Minor
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4. Requested date/s times (approved if counter-signed below)

Time/Date Start

Time/Date Complete:

5. Agreement Termination:

If any part of this agreement is not adhered to, the Wyndham Park Community
Shed reserves the right to cancel this agreement without notice or explanation.

6. Signatures:

By signing below, the parties acknowledge that they have read and understood
the terms and conditions outlined in this agreement.

Wyndham Park Community Centre (on behalf of the Community Centre):

Shed Manager

Supervisor:

Minor's Full Name:

Date:
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Appendix D: Quarterly Purchase Requisition

Cost Centre:

Staff/Volunteer
representative:
Date/Quarter: May 2024
ITEM DESCRIPTION | ITEM NO. & RECOMMENDED | QTY | EST. | NOTES
SUPPLIER/VENDOR REQ'D | COST
TOTAL 0

Add more pages if necessary.

AUTHORISATION

Centre Manager use only, or by delegation. Strike out any items above not authorised
for purchase.

Name (please print) ___ _________________________ Signature
______________________________________ Date _____________________
PURCHASES ACTIONED
Shed Manager.
Name (please print) ___ ___ ______________________ Signature

Date

Please submit completed forms to the Shed Manager, thank you.
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Appendix E: Wyndham Park Community Shed - Membership Form

MEMBER INFORMATION

FULL NAME DOB
Phone (HOME) (MOBILE) (WORK)
Address

Suburb Postcode
Email

Does the participant identify as being of Aboriginal or Torres Strait Islander descendant?
Yes O No [

Which country was the participant born in?

What is the participant’s cultural background?

What language/s does the participant speak (other than English)

Occupation (Past/Present)

Skills/Interests/Hobbies

Shed Area/s of Interest: R Woodwork ®Metalwork R Bike Repair BGarden K Mosaics B

Electronics/3D Printing

*Note: some areas may be subject to capacity limits and have a wait list

Any skills you can (would like to) teach:

Any skills you would like to learn:

Does the participant have a disability / medical condition / take any medication?

Yes O (Please specify)
No O
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EMERGENCY CONTACT DETAILS (*Must be completed)

*Emergency Contact Person (full name) Relationship to the
participant

*Emergency Contact Phone Number

How did you find out about this Program?

¥ Community Centre Newsletter & Wyndham Council Website K Newspaper KWord of mouth K

Other (please list)

CONSENT TO COLLECT AND DISCLOSE PERSONAL INFORMATION (PHOTOGRAPHS &
IMAGES)

l, (insert name) GIVE [ DO NOT GIVE my consent to Wyndham Park
Community Centre to collect and disclose personal information in the form of

photographs/images and name for the purpose of promoting Education, Council
Facilities, Events, Diversity, Centre Festivals & Exhibitions, Community Connectedness
and Awards:

in promotional material (please tick which media you consent to).

Signature

K On Wyndham Park Community Centre internet/social media Rin alocal newspaper X

Wyndham Park Community Shed — Policy Manual (Sep 2024)

33



| understand that in joining the Wyndham Park Community Shed, my
responsibilities are to

e Pay an annual fee, abide by the rules of the group, take direction
relating to safety issues, and to participate in fundraising activities.

e | have been given the Code of Conduct and | agree to abide by
these conditions, and other Policies and Procedures of the Shed
which shall be made available to all members.

¢ While members have access to our grievance procedures and due
process, | acknowledge that the Wyndham Park Community Centre
has the full right to suspend or cancel a membership at any time,
and that no refund shall apply in such circumstances.

*Signature

Date ___[___/[___

Membership Fees: $75.00 per year (12 months from date of payment)

No concession available

Office Use Only: Date Initials | Comments

Copy of Photo ID attached

Enrolment confirmed and added to
member database

Payment $ receipt #

Copy of receipt forwarded to payee

Induction Checklist form completed and
attached
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Appendix F: Shed Induction for new users

This induction procedure applies to new members, employees, volunteers,
students, contractors, consultants, and volunteers (oll new users of the shed).

Participant Name:

Joining Date:

Induction Date:

Induction Completed
by:

1 Welcome Letter & Code of Conduct rec’d [ Overview of facility, purpose &
activities

1 Tour completed previously / Location of toilets

[1Shed's Policies and Procedures — hard copy and link in welcome letter

[ Location of first aid room, notice of first aid officers and area supervisors on
duty

[C1Emergency procedures - fire warden, extinguishers (locations and
instructions), emergency exits and Evacuation Assembly Point

L1 View AMSA safety video

[1Info on GP determination form if required = Y / N

(1 Carer information

L1 Smoking area

[C1Men's shed days - coffee club $2 [ week
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[1Hours of attendance
[1Social area introduction
[ Area Volunteer (main area of interest) introduction — Vol Name:

[1Questions?

All of the above steps have been completed and | have received all of this
information and it has been discussed with me.

Participant: Date:

On behalf of WPCS: Date:
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