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About the Handbook
Thank you for volunteering with Arthur’s Organics!

We appreciate you offering your time and skills to the organization and we aim to
make the experience both enjoyable and rewarding for you and appropriate to the
standards required by us.

This handbook is designed to introduce you to Arthur's Organics and to provide a
basic overview of the key policies and procedures which provide all of us – paid
staff and volunteers with guidance and direction.

As a volunteer we extend to youmany of the same rights and benefits as paid staff
with regards to the work environment, job training, supervision, and recognition of
achievement.

In return we hope you will honour your commitments to Arthur’s Organics, respect
staff members, other volunteers, and our service users/beneficiaries, and perform
your assigned duties to the best of your abilities.

As our organisation grows and changes, there may be a need to modify the policies,
practices and other information described in this Handbook. When such changes
occur, you will be notified by an email or at a meeting.

If you have any questions or need any clarification of the information contained in
this handbook, please contact Graham Brooks on 07949 805695 or email
info@arthursorganics.com



Our Story

How It Began

The roots of Arthur Street Trading Company stretch back into the 1980s. Spurred on
by the lack of good healthy local food and aided by another worker co-operative,
Giroscope Ltd, which provides affordable housing throughout West Hull, Arthur
Street’s predecessor, the People’s Trading Company, (PEEPS), was formed.

Peoples Trading Company began life as a food club run from a back bedroom in a
terraced house off Wellsted Street in 1991. In 1992 with the help of Giroscope we
bought the only shop on Wellsted Street and set about renovating it, finally
reopening on March 17th, 1993. PEEPS provided fresh vegetarian and ethically
traded convenience foods from 1993 to 1998.

A short time later some of those involved joined with other like-minded people to
form the Arthur Street Trading Company Ltd based at new premises at the rear of
23 Arthur St. The business was registered as a worker co-operative in 1999 as it
allowed us to adopt a democratic and ethical constitution and let us always control
the development and direction of the business.

We set up in order to provide affordable, high quality organic foods, and to do this
by sourcing organic fruit, vegetables, whole-foods and other groceries from local
growers and national suppliers. We have provided an award-winning box scheme
throughout Hull and surrounding towns and villages since 1999. (We won a
Commended Home Delivery Service Award from the Soil Association in 2001).

Arthur's Today

We feature foods that are free of artificial preservatives, colours, flavours,
sweeteners, and hydrogenated fats. Our service delivers locally (previously in a
converted milk float that could be recharged via solar power from the photo-voltaic
tiles on the roof of the workshop that housed ourselves, Giroscope and several
other Social Enterprises).



The veg-box delivery scheme uses produce from local organic growers wherever
possible, but we also buy in from other suppliers in order to satisfy our customers’
requirements. We have a very personalised service whereby our customers can
select from a regularly updated price list which is emailed out every week and
updated to our online store. We do not charge for deliveries and have a minimum
order value of only £6; as such we try to reach out to those usually disadvantaged
by age, income or access to transport.

In July 2016 one of our longest standing suppliers, Bob Slater, decided he wanted
to retire and asked us if we would be interested in taking over the 3 acre Walled
Garden at Rise which he had been renting since 1999. The opportunity to start
growing our own organic produce for our veg boxes was too good to turn down and
after negotiations with the landowners, which resulted in us taking over half of the
Walled Garden, we finally relocated our workshop in October 2016 and started a
fresh journey of becoming organic growers.

Volunteer Tasks
The tasks involved when volunteering are varied but usually involve some weeding!
Over the winter months we try to get as much preparation done on the beds done
as possible, sometimes this must be done in challenging weather conditions but
with the right clothing and footwear it can still be a rewarding day! The strawberry
and rhubarb plants are often in need of a tidy up in this season, and it is also a good
time to do work required on the compost bins and edging the paths etc.

Some sowing is possible in November in the poly tunnel – overwintering broad
beans can be sown in cell trays and then planted out in December. As spring
approaches its time to uncover any beds that have had weed control fabric on
them, and often this means some digging will be necessary to remove any couch
grass wicks that have been hibernating... a truly impressive plant that deserves
respect for its survival skills.... but ultimately it must be taken out by hand before it
becomes dominant.

The spade and fork work done in the early part of the year is essential for creating
clean beds for the planting out that is to come. Sowing seeds in cell trays in the
poly-tunnel usually commences in March, and some direct sowing can also be
done.



As Spring progresses the sowing and planting out become the main focus, always
aligned to the work needed to play catch up creating clear beds as the race
between wanted / unwanted plants intensifies. When produce is ready (mostly
from the beginning of June) we spend a lot of time harvesting on Mondays and
bagging up / bunching produce in required amounts for the box packing that is
carried out on Tuesdays. Once all the plants are out the weeding becomes more
meditative and up close, hopefully tallied to fine weather. The harvesting continues
at least until the end of October and then the cycle can begin again with the sowing
of garlic and overwintering salads, spinach etc....

Training
Wewant to ensure that you feel happy and confident to carry out your role and are
happy to organize training to ensure that you feel competent in your role and to
support your personal development. Please do also keep us informed of the kinds
of training you feel would benefit you as your role develops; and pass on
information about any specific training courses youmay see that are of interest to
you.

Induction
Graham, Suzi or Paul will introduce you to the volunteer team and anyone else who
youmight be working with. They will also go over health and safety requirements
and volunteering goals. Please use this opportunity to ask any questions and to
highlight any areas you would like further training and support in. They will also
cover key ARTHUR’S ORGANICS Policies and Procedures with you as part of your
induction. These policies and procedures are available to view at any time and
copies are available to take home. It is important that you adhere to all ARTHUR’S
ORGANICS Policies and Procedures as part of your volunteering for the
organisation; some of the key elements you need to be aware of are summarised in
this booklet for your convenience.



Health and Safety
ARTHUR’S ORGANICS is committed to looking after the health, safety and well-
being of everyone who works for us or benefits from our services. This commitment
applies equally to our team of volunteers who are vital to the services we provide.
Any activities carried out on a voluntary basis are covered by the same health and
safety legislative requirements as those carried out by ARTHUR’S ORGANICS
employees.

It is therefore important that you understand and accept your personal
responsibility towards promoting andmaintaining health and safety standards in
order to provide a safe working environment for all. Suitable risk assessments will
be prepared for all activities being carried out in the name of ARTHUR’S ORGANICS
and these will be discussed with you prior to any activity you take part in.

It is important that you:
· Carry out your duties without endangering either your own health and safety,

or that of colleagues, third parties and/ or the general public.
· Comply with all relevant instructions and procedures relating to safety and

follow guidance provided by ARTHUR’S ORGANICS
· Inform Graham of any personal health and safety requirements that you

have. If you have any doubts regarding your health and safety role or
responsibility, please speak to Graham as soon as possible.



Attendance
As a volunteer we are extremely grateful to you for offering your time and skills to
the organisation. We are hopeful that you will be able to keep to any arrangements
for attending activities at the times and dates agreed. We do understand that from
time-to-time certain situations may arise that prevent you from doing so, and so we
are grateful if you can give us as much notice as possible if you are unable to attend
a session/activity that you have agreed to support.

Our main day for volunteering in the Walled Garden is Monday but other days may
be an option. Please discuss this with us when you are here, or by phone / email. We
ask that volunteers try to arrive by 10am for commencement of the day’s work, but
we understand that certain flexibility will always be necessary. Our working day will
usually start to wind down at 4pm when all tools can be brought back to the
workshop and cleaned before putting away. If anyone wishes to carry on working
beyond 5pm then this can be discussedwith the staff on site. Please alert Graham as
far in advance as possible if you cannot come as arranged.

Free Veg Box
ARTHUR’S ORGANICS will reimburse volunteers with the delivery of a medium
organic veg box plus some additional organic fruit in return for their attendance
(larger boxes can be arranged if a family group attends). Please advise of any
produce not required due to diet or intolerance etc. In order to schedule the delivery
of the veg box we need to know before 6pm on the Friday preceding your arrival on
the Monday that you will definitely be attending as produce ordered in from any of
our other suppliers will be done in advance.



Accidents and Incidents
All accidents and incidents must be reported to Graham as soon as possible. If you
feel that it is a real emergency, please contact the emergency services immediately.

Representing the Organisation
It is important that all volunteers represent the organisation positively to members
of the public and beneficiaries/service users. This includes ensuring the use of
appropriate language around staff, other volunteers and ARTHUR’S ORGANICS
beneficiaries/service users, being conscious of appearance in terms of wearing
appropriate clothing for the activity in question and ensuring good personal
hygiene, avoiding drinking alcohol during all volunteering activity and being aware
of and upholding ARTHUR’S ORGANICS policies and procedures.

Please consult with, and receive permission from, Graham before engaging in any
actions which may affect ARTHUR’S ORGANICS or hold the Arthur Street Trading
Company Limited liable including (but not limited to) making public statements to
the press, signing contracts or entering into financial agreements, lobbying or
forming partnerships with other organisations.

Children
Supervised children are welcome at The Walled Garden but we would rather that
they attend on days other than Mondays or Thursdays. This is because those two
days are very important in terms of the work that has to be carried out in necessity;
as such we really need all adults focused on completing the designated tasks.

Our experience thus far is that whilst it is wonderful to have children enjoying The
Walled Garden it also necessitates a level of supervision by adults that means that
some adults might be unable to complete designated tasks. We do encourage
children to come to The Walled Garden and enjoy being outside and learning about
our garden etc. but please contact us in advance to arrange. We would love to see
the development of a regular children centred day and would welcome any ideas
people can put forward that can bring this to fruition.



Ending Your Volunteer Service
Youmay resign from your volunteer service with the ARTHUR’S ORGANICS Project
at any time. We request that you notify Graham ideally with as much notice as
possible prior to your departure and hope that you will be happy to complete an
exit interview.

Problem Solving Procedure
When a group of people work and volunteer together, problems at Arthur’s
Organics may arise. It is important to all of us that such problems are solved as
quickly and amicably as possible. Occasionally, however, it may be necessary to
investigate certain problems at Arthur’s Organics in greater detail. Our problem-
solving procedure provides you with the opportunity to have a review of any
problem, dispute, or misunderstanding that may arise during your volunteering.

Youmay submit a problem in writing to Grahamwithin three (3) working days after
the problem becomes known to you. Grahamwill be interested in any proposed
solution that youmay have and will schedule a meeting to discuss your concerns
further.

Grahamwill attempt to resolve your problem at this initial meeting. If unable to
reach amutually agreed upon settlement, then Graham Brooks will investigate the
situation further, and within three (3) working days, meet you to give you a final
answer in writing.



Exit Interview and Exit Checklist Process
We encourage all volunteers to participate in an exit interview before leaving
ARTHUR’S ORGANICS, regardless of your reason for leaving. Youmay also request a
letter of reference or referral at this time.

The exit interview is your opportunity to communicate your views about the
ARTHUR’S ORGANICS project(s) that you have been contributing to, along with any
other relevant information you feel it is important for us to know. Grahamwill
contact you to arrange an exit interview upon receiving notice of your intention to
end your volunteering.

Confidentiality Agreement
It is important that all volunteers have due regard for the confidentiality of the
organisation, its board, staff, other volunteers and service users. Due to the nature
of the work youmay be doing as a ARTHUR’S ORGANICS volunteer, youmay
become party to information about the organisation, the people that you are
supporting and/or people that you are working alongside which it is important that
you do not share with others. As such you will be asked to sign a confidentiality
agreement as part of your induction process. We expect all volunteers to abide by
the ARTHUR’S ORGANICS Confidentiality Policy, and by signing this document you
acknowledge that you agree to refrain from the unauthorised use or disclosure of
any proprietary information.



Harassment & Discrimination
ARTHUR’S ORGANICS is committed to maintaining a work environment free of
unlawful harassment and discrimination. ARTHUR’S ORGANICS' Harassment and
Discrimination Policies forbid any form of harassment or discrimination based on
sex (including sexual harassment, gender harassment and harassment due to
pregnancy, childbirth or related medical conditions), race, religion, creed, colour,
national origin or ancestry, physical or mental disability, medical condition, marital
status, age, sexual orientation or any other status defined in UK Law.

All such harassment is unlawful. The ARTHUR’S ORGANICS policy applies to all
persons involved in the operation of ARTHUR’S ORGANICS projects and prohibits
unlawful harassment by any volunteer/employee of ARTHUR’S ORGANICS including
supervisors and co-workers.

Examples of sexual harassment may include, but are not limited to:
· Physical, unwelcome touching.
· Verbal conduct such as epithets, derogatory jokes or comments, slurs, or

unwanted sexual advances, invitations or comments.
· Visual conduct such as derogatory and/or sexually oriented posters,

photography, cartoons, drawings or gestures.
· Threats and demands to submit to sexual requests as a condition of

continued employment, or to avoid some other loss, and offers of
employment benefits in return for sexual favours.

· Inappropriate conduct or comments consistently targeted at only one
gender, even if the content is not sexual.

· Retaliation for having reported or threatened to report sexual harassment.

This behaviour is unacceptable in the workplace itself and in other work-related
settings such as trips and social events.



Smoking
Volunteers must take a break from their work and use the relevant designated
smoking area at the site. Please use an ashtray and do not leave discarded
cigarettes anywhere else on the site.

Pets
Dogs can be brought to the Walled Garden, but it is the owner’s responsibility to
ensure that no damage is caused to any part of the site; our plants are our
livelihood so please be mindful. Any animal excrement should be collected by the
animal’s owner and taken off site for disposal.

Solicitation
Solicitation by volunteers for any reason on ARTHUR’S ORGANICS property or
during ARTHUR’S ORGANICS sessions activity is strictly forbidden. Volunteers
wishing to distribute literature for other groups, organisations or events may be
given permission to do so but should always seek express prior agreement by
submitting the relevant material for approval.

Substance Abuse
The possession, use or sale of illegal drugs is never acceptable during volunteering
activity or the wider work environment. We recognise that substance abuse can be
successfully treated and encourage any volunteer who is concerned about their
substance use to contact a member of staff for advice and support.



Our commitment to our volunteers
Wewill:
 Always treat you with respect, consideration and appreciation
 Ensure you have a clear idea of your responsibilities
 Give you information about the training and support available to help you carry

out
your role

 Support you with any development goals that are defined as part of your
induction
or via subsequent supervisions

 Provide you with support through regular meetings or discussions
 Offer you fair, honest and timely feedback on your work.
 Update you on how your work has made a difference.

To ensure you get the most out of your
role
Please try to do the following:
 Always treat ARTHUR’S ORGANICS staff, beneficiaries and fellow volunteers with

respect, consideration and appreciation
 Act in a professional way whenever you represent ARTHUR’S ORGANICS in public
 Act in a way that does not discriminate against or exclude anyone.
 Provide as much notice as possible if you are unable to fulfil your volunteering

commitment
 Ask Graham for guidance if you don’t fully understand your role and

responsibilities.



Volunteer Agreement
I, (volunteer’s name)……………………………………………………agree:

 To help ARTHUR’S ORGANICS fulfil its services within the community
 To performmy volunteering role to the best of my ability
 To follow all of ARTHUR’S ORGANICS Ltd’s procedures and standards, including

those relating to health and safety and equal opportunities, customer care, and
confidentiality in relation to its staff, volunteers and beneficiaries

 To meet time commitments and standards agreed to, and to give reasonable
notice of any absences so that other arrangements can bemade

This agreement is binding in honour only, is not intended to be a legally binding
contract between ARTHUR’S ORGANICS andmay be cancelled at any time by either
party. Neither ARTHUR’S ORGANICS nor the volunteer intends any employment
relationship to be created either now or at any time in the future

ARTHUR’S ORGANICS would like to take this opportunity to thank you for
committing your time and experience and volunteering for us we hope that it will
be a rewarding, enjoyable experience.

Arthur Street Trading Company Ltd

2 Woodyard Cottage
Jubilee Lane
Rise
East Yorkshire
HU11 5BN

Tel 07949 805695

info@arthursorganics.com
www.arthursorganics.com

Arthur Street Trading Company Limited is a company limited by guarantee
registered in England and Wales under company registration number 03843444
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