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	Terms of Reference
Chippenham Wood Store Lead




Approved by: Chippenham Shed Trustees
Effective from: 9/11/2026
Review date: April 2027
Role type: Volunteer
Reports to: The Trustees, through the Shed Manager 

1. Purpose of the role
The Wood Store Lead (WSL) is responsible for the safe, orderly and efficient management of the Chippenham Shed Wood Store.
The WSL ensures that the Shed’s timber[footnoteRef:1] is appropriately assessed, stored, recorded and made available for Shed activities and approved projects.  [1:  Members receiving timber donations are to ensure that the Shed Manager and WSL are advised using the appropriate donation form which can be found in the document section of the Shed website.] 

2. Key responsibilities
Management of the wood store
· Maintain the woodstore in a clean, tidy, secure and accessible condition.
· Establish and maintain a logical system for storing timber.
· Keep timber safely stacked, racked or otherwise secured to prevent collapse, falling objects or trip hazards.
· Identify and arrange with the Shed Manager the safe disposal or recycling of timber.
Timber intake and assessment
· Coordinate and brief workshop users on the process for the receipt of donated, reclaimed or purchased timber.
· Reject or quarantine materials that may present a health, safety or quality risk.
· Maintain a record of significant donations and material acquired for specific projects.
Stock control 
· Maintain a simple record of timber stocks.
· Inform the Shed Manager, when stocks need replenishing.
· Encourage the economical use and re-use of timber.
· Allocate or reserve material for approved Shed projects where required.
Supporting members and projects	
· Help members locate appropriate timber safely.
· Work with project leads to identify timber requirements in advance.
· Ensure that members do not remove timber for personal use without appropriate approval.
· Encourage members to return unused materials to the correct storage location.
· Promote a cooperative, welcoming and inclusive approach consistent with the values of Chippenham Shed.
Health and safety	
· Follow Chippenham Shed’s health and safety policies, risk assessments and operating procedures.
· Ensure that safe systems of work are followed when moving, stacking or handling timber.
· Use appropriate personal protective equipment where required.
· Ensure that timber is not stored in a way that creates fire, access, manual-handling or structural risks.
· The WSL is not expected to undertake repairs to the Shed, racking, electrical systems, machinery or dust-extraction equipment.
3. Authority
Within the scope of this role, the WSL may:
· Organise the layout and labelling of the wood store.
· Quarantine unsafe or unsuitable materials.
· Recommend to the Shed Manager the disposal, recycling or purchase of materials.
· Request assistance from members or volunteers with moving or reorganising stock.
· Report concerns directly to the Shed Manager.
The WSL may not:
· Commit Chippenham Shed to expenditure without prior approval from the Shed Manager and Treasurer.
· Dispose of valuable, donated or potentially historically significant materials without authorisation.
· Permit access[footnoteRef:2] to the wood store by unauthorised persons. [2: The WSL shares this responsibility with the Shed Manager, Shed Leads and all members present at the time that a non-member seeks to enter the Wood Store.] 

4. Working arrangements
The WSL should:
· Agree a regular inspection and housekeeping routine.
· Arrange cover during periods of absence where practical.
· Coordinate with the Shed Manager before major changes to the storage system.
· Attend relevant volunteer, workshop or trustee meetings when requested.
· Keep the Shed Manager informed of significant issues, proposed improvements and resource requirements.
5. Records and reporting
The WSL will maintain, as appropriate:
· A wood-store inventory.
· Records of significant donations and purchases.
· A short periodic update for the Shed Manager or Trustees.
· A brief report should be provided at least quarterly, or more frequently where there are significant safety, stock or operational issues.
6. Safeguarding and conduct
The WSL must:
· Treat all members, visitors and volunteers fairly and respectfully.
· Follow Chippenham Shed’s safeguarding, equality, inclusion and conduct policies.
· Maintain appropriate professional boundaries.
· Report safeguarding concerns through the Shed Manager.
· Protect confidential information obtained through the role.
· Declare any conflict of interest, including personal use or disposal of Shed materials to the Shed Manager.
· Act in a way that protects the reputation and charitable purpose of the Chippenham Shed.
7. Review of the role
These Terms of Reference should be reviewed at least annually, or sooner if:
· The wood store layout or facilities change.
· New equipment or storage systems are introduced.
· A significant incident occurs.
· Relevant policies, legislation or insurance requirements change.
· The needs of Chippenham Shed members or projects change.
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