SWAP SHOP
PROCEDURE
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1. Purpose

This procedure is to be accepted and observed by all members, staff and volunteers within
Four Pillars. Breaches of the procedure may be regarded as gross misconduct.

2. Ownership

This is the Swap Shop Procedure of Four Pillars. The ownership of this procedure is to that
of the Four Pillars board of trustees, who discharges its implementation to the management
of Four Pillars. The management may discharge duties to a nominated member of staff or
volunteer.

3. Statement of procedure

Our procedure is to provide guidance on swap shop protocols employees, volunteers and
service users. We also accept responsibility for all other people who may be affected by our
activities.

4. Principles of procedure

4.1 The swap shop is open to all Four Pillars service users

4.2 It's primary aim is to allow individuals to try/get clothes they otherwise wouldn’t

4.2.1 i.e. atransgender person trying new oultfits

4.3 However, we appreciate that others may need to use it due to lack of finances/clothing

5. Donating clothes

5.1 Anyone can donate clothes to the swap shop

5.2 Ideally the idea is to leave and item / take an item. However, we understand this is not
always practicable

5.3 Clothes must be washed and ready to wear when being donated

5.4 Clothes must be fit for purpose and not need repairs in order to be utilised by someone
else

5.5 There is no need to register in order to donate to the swap shop

5.6 When receiving donations. Staff should fill out a donation form for our records

6. Signing up to the swap shop

6.1 Every person wanting to utilise the swap shop must first sign up using our online form

6.2 Each person only needs to do this once.

6.3 The form is available through our website

6.4 This is to reduce abuse of the system

6.5 Data collected in the form will not be used anywhere else in Four Pillars or to third
parties

6.6 Staff and volunteers wishing to utilise the swap shop must first get clearance from the
CEO

6.6.1 This is to prevent miss-use and bribery claims (see anti-bribery policy)

6.7 Failure to signing up before taking items may be classed as theft

6.7.1 This will be seen as gross misconduct for staff and volunteers

7. Utilising the service

7.1 Once a person has signed up (6.1 above) they are welcome to utilise the service on a
regular basis

7.2 Swap shop items include: shoes, coats, gloves, hats, shirts, dresses, skirts, trousers,
blouses, jeans, etc.



7.3 Each person can take up to 4 items per month

7.4 Service users must record what they have taken using our online form

7.5 The staff member on duty will provide this form upon exit

7.6 Staff member to confirm what items have been taken and assist to complete form

7.7 Whilst an individual can only take 4 items per month, they can visit as many times as
they like, as they may not find something suitable for them every visit

7.7.1 Individuals are encouraged to visit often as donations come in regularly

8. Responsibilities

Overall and final responsibility for the Swap Shop Procedure is shared collectively by the
trustees.

The trustees delegate the responsibility of following this procedure to the management team.

The management will:
¢ Arrange for the implementation of this procedure in consultation with staff and
volunteers
o Arrange for the adequate instruction and training of staff and volunteers in all matters
related to this procedure
¢ Arrange for the contents of this procedure to be known to all staff and volunteers

The staff and volunteers of Four Pillars have a duty to:
e Follow this procedure
e Co-operate with the management to ensure that the requirements of relevant
statutory provisions are complied with
o Report potential or actual hazards as soon as possible

9. Risk Assessment

The trustees will ensure that all risk assessments are undertaken for any part of the charity’s
activities to which they are applicable, copies of these risk assessments are available upon
written request.

10.Premises
The management team will ensure that for all premises used by Four Pillars whether owned,
leased or rented are:
e Health and safety compliant
A full risk assessment has been completed
Insurances are in place and displayed
Fences are erect and secure at all times, if applicable
Gates are manned at all times, if applicable
Any potential danger is reported to the management

11.Reports

The delegated manager/person in charge at each event shall be responsible for making any
necessary reports relating to this procedure or ensuring that others make such reports.

12.Procedure Development

The trustees shall endeavour to progressively develop the charity’s procedure on Swap
Shop Procedure use in response to risks and hazards identified. Specific procedures and
policies so developed shall be appended to this document and form part of the charity’s
statement on reporting swap shop protocols.



13.Review

The effectiveness of this procedure will be reviewed annually by a member of the Four
Pillars board of trustees. If appropriate, action will be taken as necessary to update our
procedure to ensure effective delivery on the objectives laid out at the start of this document.



