
Repair Cafe Monmouth Organizational Tasks & Trustee Role

Before Events

• Risk Assessment of venue/s
• Booking of venue/s
• Event publicity: poster/flyer updating/printing/distribution; posting/sharing on RC Monmouth 

Facebook page & group; placing of banner
• Contact with volunteers re their availability for upcoming event/s
• Convening Planning Meetings in run-up to events
• Note-taking at meetings
• Identification of specific repair skills available for each event
• Facebook page/group communication, to public, re expected repair skills at upcoming events
• Determination of PAT tester availability for every event involving electrical items
• Determination of volunteer availability for admin, refreshment and social engagement roles
• Provision of refreshment supplies
• Provision of adequate supplies of all documentation for event

At Events

• Completion of Health & Safety checklist before event opens to public
• Checks re completion of volunteer forms (including sign-off by Lead Volunteer) and provision of 

all relevant documentation to volunteers (including Health & Safety and Data Protection Code of 
Practice paperwork)

• Welcome & thanks to volunteers; identification of individuals & roles
• At set-up, briefing of hosts & repairers (see RC Wales Volunteer Briefing Notes, including details 

of circumstances that apply where an item is taken home by a repairer) 
• Supply of name badges to volunteers
• Completion of Volunteer Attendance records
• Maintenance of accurate Item Allocation Records
• Ensuring that House Rules are seen, and accepted, by owners before items are worked on
• Placement of House Rules Summaries on all repair tables and refreshment tables
• Timely, comprehensive completion of Repair Forms and return of same to welcome/reception 

desk after all relevant sections have been filled in
• Completion of Bike Safety Checklist (where applicable)
• Allocation of items to suitable repairer/s
• Ensuring that relevant items are directed to PAT-test table before repair work is attempted. This 

includes repairers’ own electrical equipment.
• Ensuring completion of PAT Tests & Record Sheet
• Engagement with item owners & visitors
• Collation of paperwork and collection of donations at end of each session

After Events

• Removal of banner
• Storage of all equipment, supplies and documentation and secure storage of personal data
• Completion of RC Wales reporting spreadsheet
• Scanning of completed Repair Forms
• Emailing scanned Forms and ‘reporting spreadsheet’ to RC Wales
• Reimbursement of volunteers’ expenses (incurred on equipment and other supplies)

Ongoing through year

• Recruitment and induction of volunteers with reference to RC Wales Volunteer Pack
• Updating of volunteer list and membership list
• Liaison with volunteers
• Maintenance of adequate supplies of all documentation needed for each event
• Purchase of equipment/supplies identified as needed for future events
• Management of RC Monmouth Facebook Page and Group
• Management of RC Monmouth’s finances (donations, disbursements, accounts etc)

Note re Trustee Role: Trustees have responsibility for oversight and governance.  They should keep up-
to-date with the operation of the Repair Cafe and be involved in key decisions.
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