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SHED MANAGER-TERMS OF REFERENCE 

1. 	Purpose 
The Workshop Manager is responsible for the safe, organized, and efficient operation of the Chippenham Shed workshop. This includes overseeing day-to-day workshop activities, ensuring compliance with relevant safety practices, managing tools and equipment, supporting members to work safely and effectively, and helping the Shed deliver its program of activities. 
The Workshop Manager works alongside; - 
· Shed Leads to plan the session setup, support and safe woodworking activities,  
· Workshop Equipment Maintenance Lead to maintain tools/equipment systems, and drive continuous improvement in safety and workshop readiness. 
 
2. 	Scope 
The role covers: 
· Workshop safety and facility readiness 
· Tool and equipment management (issue, return, maintenance coordination) 
· Supervision of workshop activities and work quality at a practical level 
· Training support (induction and safe practices) for members and guests 
· Resource coordination (materials, consumables, workshop space) 
· Incident reporting and continuous improvement 
· Coordination with the Trustees 
· Liaison with Shed Leads 
 
3. 	Objectives 
The Workshop Manager will aim to: 
· Provide a safe workshop environment at all times 
· Reduce injuries, damage, and equipment downtime 
· Ensure tools are available, inventoried, and maintained 
· Support members’ skill development and confidence 
· Ensure workshop operations align with Shed policies and community expectations 
· Maintain an orderly workspace and clear workshop procedures 
 
4. 	Key Responsibilities 
4.1. Workshop Safety & Compliance 
 
· Ensure the workshop is operated in accordance with all relevant safety policies and procedures adopted by the Chippenham Shed. 
· Promote a “stop-work” culture if unsafe conditions are identified. 
· Verify required safety equipment is present and correctly used (e.g., PPE access and signage). 
· Coordinate and/or maintain safety inductions for new members (or ensure they are completed before independent workshop use). 
· Ensure machinery is used appropriately and only by members trained/authorised to do so. 
· Maintain housekeeping standards (clear walkways, safe storage, spill/cleanup practices). Ensure emergency procedures are known and accessible (first aid, fire safety, evacuation information). 
4.2 Tool & Equipment Management 
· Maintain or oversee a tool/equipment register (what exists, where it is stored, and who maintains key items). 
· Implement practical systems for tool sign-out/sign-in, or ensure a member-based system is functioning. 
· Ensure tools are returned promptly and stored properly after use. 
· Coordinate reporting of faults and arrange maintenance (or liaise with the appropriate person/vendor). 
· Identify aging/damaged tools and recommend replacement or retirement. 
· Control consumables where relevant (e.g., blades, bits, fasteners, sandpaper). 
 
4.3 Workshop Planning & Day-to-Day Operations 
· Ensure the workshop is set up for the scheduled activities (bench layout, power/machine readiness, materials staged). 
· Coordinate work priorities in a way that supports safe workflows and efficient use of time. 
· Help match tasks to members’ skill levels and supervision needs. 
· Ensure required supervision is available for activities that carry higher risk. 
 
4.4 Training Support & Skill Development 
· Support members in following safe operating procedures and best practice techniques. 
· Assist in preparing simple task/work instructions and checklists for commonly used machines/processes. 
· Encourage mentorship and skill-sharing within the Shed. 
· Escalate training needs to the Committee (e.g., when new machinery is introduced). 
 
4.5 Maintenance of Workshop Environment 
· Ensure storage systems are maintained (racking, labeled bins, waste separation). 
· Ensure waste management is carried out appropriately (general waste and hazardous/chemical waste where applicable). 
 
4.6 Incidents, Near-Misses, and Continuous Improvement 
· Ensure incidents and near-misses are recorded using the Shed’s incident reporting process. 
· Conduct or coordinate a basic review of incidents to identify contributing factors (training, procedure, environment, equipment condition). 
· Recommend improvements to tools, procedures, training, or signage. 
· Promote learning by sharing safety insights appropriately across members. 
 
4.7 Reporting & Communication 
Provide regular updates to the Trustees, including: 
· Safety matters, incidents/near-misses (as appropriate) 
· Maintenance needs and equipment status 
· Tool/inventory issues 
· Workshop readiness and upcoming needs (materials, consumables) 
· Communicate upcoming changes in workshop procedures, restricted use, or scheduling requirements. 
 
5. Authority & Decision-Making 
The Workshop Manager has authority to: 
· Require members to follow workshop safety procedures and PPE requirements. 
· Pause or restrict access to particular machines or areas if unsafe conditions exist. 
· Direct safe work practices for the duration of scheduled sessions. 
· Recommend procurement, repairs, replacement, or disposal of tools/equipment. 
· Escalate compliance or serious safety risks immediately to the CS Trustees. 
 
6. Boundaries 
The role does not replace the Trustee’s responsibility for policy, budgeting, insurance, and overarching governance. 
7.  Required Skills & Attributes 
 
· Practical experience with workshop tools and safe work practices 
· Familiarity with common woodworking hazards 
· Ability to communicate clearly and calmly, especially during safety enforcement 
· Basic organization skills for maintaining registers and ensuring tool control 
· Willingness to lead by example and support member training 
8. Reporting Line 
 
Reports to the Trustees 
9. Working Relationship with Daily Shed Lead 
 
· Daily Shed Lead: runs the day’s session flow. 
· Workshop Manager: leads/ensures machine readiness, safety compliance, supervision alignment, and tool/machine control for woodworking operations. 
 
10.  Review Cycle 
 
ToR reviewed annually (or after major safety incidents, equipment changes, or facility changes). 
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