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[bookmark: _Toc245149079]Foreword  
On behalf of everyone at Chippenham Shed, I am delighted to welcome you as a member. Whether you have joined to meet new people, share your skills, learn something practical, enjoy the workshop, spend time on the allotment, or simply have a regular place for conversation and company, we are pleased to have you with us.  
The Shed is shaped by its members. Every conversation, project, repair, cup of tea, community task and shared idea helps make it a welcoming and useful place. Please take your time to get to know the space, ask questions, offer ideas and join in at a pace that feels right for you.  
We hope this guide helps you understand how the social and workshop sides of the Shed work together. Most importantly, we hope it helps you feel confident, included and ready to enjoy being part of Chippenham Shed.  
Frances Blackmore, Chair, Chippenham Shed 
9/11/2026 



[bookmark: _Toc244963921][bookmark: _Toc245149080]Brief History 
Chippenham Shed was founded in 2018 as a friendly community workshop where people of all ages and experience levels can meet, learn practical skills, work on shared projects, and enjoy making things together. The Shed is a community space for members to connect, converse and create. It is not just about making and mending; it is also about friendship, shared interests, practical skills, mutual support and belonging. Members come with various levels of experience. Some enjoy woodworking and practical projects, some prefer the allotment or social activities, and others simply value a regular place to meet people over tea, coffee, and conversation.  
[bookmark: _Toc244963922][bookmark: _Toc245149081]Mission & Objectives 
To support Member wellbeing, build practical skills, and strengthen social connection through community-led making, shared learning, and meaningful projects by: - 
· Providing a safe, inclusive workshop where members can learn with confidence and receive the training they need. 
· Encouraging members to develop skills in woodworking, metalwork, electronics, and other practical crafts. 
· Supporting community projects, local charities, and opportunities for people of different ages to learn from one another. 
· Caring for and sharing tools, equipment, and workshop space responsibly so everyone can enjoy using them. 
· Building a respectful, supportive community where everyone feels welcome and safety always comes first. 
[bookmark: _Toc244963923][bookmark: _Toc245149082]Who Can Join 
Chippenham Shed welcomes adults aged eighteen and over. Membership is open to everyone, and no previous workshop, craft, or gardening experience is required. New members are encouraged to visit, meet current members, and explore the activities that interest them. Membership is given at the discretion of the Trustees.
[bookmark: _Toc244963924][bookmark: _Toc245149083]Where and When We Meet  
The Shed is based at North Wilts Bowls Club, Westcroft, Chippenham, SN14 0LZ. Social gatherings are usually held on Tuesday afternoons, and workshop sessions normally take place on weekday mornings. Members wishing to use workshop facilities should check with the Shed Manager or the daily Shed Lead before attending, as times and activities may change.  
[bookmark: _Toc244963925][bookmark: _Toc245149084]The Social side of the Shed 
The social side is at the heart of the Chippenham Shed.  Members can enjoy relaxed conversation, tea, coffee, biscuits and occasional cakes.  The aim is to provide a welcoming place where people can build friendships, share stories and feel part of a supportive local community. 
· Weekly social get togethers for conversation and companionship. 
· Regular events and outings, such as meals, barbeques, skittles, taster sessions and seasonal celebrations. 
· Music sessions or informal interest groups when members organise them. 
· Opportunities to help with the Shed allotment and share produce, ideas and gardening knowledge. 
[bookmark: _Toc244963926][bookmark: _Toc245149085]The workshop side of the Shed 
The workshop gives members a practical space to make, mend and learn.  Members may work on personal items, learn from others, support community projects or help make handcrafted items that raise funds for the Shed. 
· Members may only use equipment that they have demonstrated they can use safely. 
· Personal protective equipment must be worn where required. 
· Workshop areas must be kept tidy, with tools returned after use. 
· Members must seek help if unsure about a process, tool or material. 
· Community projects are agreed and planned so that time, materials and skills are used responsibly. 
[bookmark: _Toc244963927][bookmark: _Toc245149086]Safety, Respect and Inclusion 
Chippenham Shed works best when everyone feels welcome, safe, and respected. Members must treat others with courtesy, listen to different views, avoid unsafe behaviour, and help maintain a friendly atmosphere. The Shed is inclusive, and all members should help create a place where people of diverse backgrounds, abilities, and experience levels can take part comfortably. 
[bookmark: _Toc244963928][bookmark: _Toc245149087]Community Projects and Fund Raising 
Members often support local schools, charities and community groups by making items such as planters, benches, play equipment or other practical pieces.  Smaller handcrafted items may be sold at local events to help cover running costs and support the Shed’s future. 
[bookmark: _Toc244963929][bookmark: _Toc245149088]Getting Involved 
New members are encouraged to start by attending a social session, introducing themselves and talking to existing members about what they would like to do.  There is no pressure to take part in everything.  Members can contribute in many ways, including making, mending, gardening, helping at events, supporting fundraising, sharing skills or simply being part of the conversation. 
[bookmark: _Toc244963930][bookmark: _Toc245149089]How the Shed is Organised  
Chippenham Shed is organised so that members can enjoy both the social, allotment and workshop sides of the Shed safely, confidently and with clear points of contact. The structure is simple and practical: overall guidance is provided by the Trustees and Shed Management Team, day-to-day sessions are supported by Daily Shed Leads, and specific responsibility is assigned to a member for maintaining Shed equipment.  
Chippenham Shed is a registered non-profit making Charitable Incorporated Organisation, also known as a CIO. Its registered charity number is 1180371. This charitable status supports the Shed’s purpose as a community benefit organisation, with trustees responsible for oversight and good governance.  



[bookmark: _Toc244963933][bookmark: _Toc245149090]Equipment Maintenance and PAT Testing  
The Equipment Manager is responsible to the Shed Manager for the maintenance of Shed Machinery. This includes: - 
· Maintaining Shed machinery in good working order,  
· Arranging repairs where appropriate,  
· Keeping maintenance records,  
· Undertaking PAT testing of the Sheds electrical equipment in line with the Shed’s safety arrangements.  
Members should report damaged, faulty or unsafe equipment to the Daily Shed Lead or the Equipment Manager as soon as possible. Equipment that appears unsafe should not be used until it has been checked and released for use by the Equipment Manager.  
[bookmark: _Toc244963934][bookmark: _Toc245149091]Membership & Fees 
Membership includes: 
· Social Membership of the NWBC 
· Access to the workshop, allotment and Tuesday afternoon social meeting.   
· Membership fees are set by the Trustees and reviewed and agreed each year at the Annual General Meeting to ensure that the Shed can remain safe, equipped, and sustainable. 
· Any fee changes must be approved by members at the Annual General Meeting. If payments fall behind, we will aim to communicate clearly before access is suspended. 
[bookmark: _Toc244963935]Cost of Membership  
Membership charges are determined by the membership at the Annual General Meeting. The agreed membership charge is payable from April each year. New Members joining after April pay a pro-rata charge for the remainder of the membership year together with an admin fee of £25. 
Membership is payable by standing order; please choose one payment option and use your name as the payment reference where possible.  
	Tick
	Payment option  
	Amount  
	Frequency  

	
	Annual
	£72
	Once per year

	
	Half-yearly  
	£36
	Six monthly

	
	Quarterly  
	£18
	Quarterly

	
	Monthly
	£6
	Monthly






[bookmark: _Toc244963936][bookmark: _Toc245149092]Member Conduct & Code of Practice 
Respect: Please treat members, volunteers, visitors, and neighbours with courtesy and consideration. Harassment, discrimination, and abusive behaviour are not acceptable. 
Inclusion: We welcome people of all backgrounds and skill levels. Please support new members, share knowledge generously, and help create a positive atmosphere. Responsibility: Please use equipment carefully and take responsibility for your actions. Report damage, hazards, and near misses straight away so we can keep the workshop safe for everyone. 
Competence: Please only use tools and machines you are trained and authorised to use. If you are unsure, ask for help before starting. Do not use restricted equipment alone unless policy allows it. 
Alcohol and drugs: For everyone’s safety, do not use the workshop if you are impaired by alcohol or illegal drugs. If prescribed medication may affect safe working, please tell the daily Shed Lead. 
· Personal items remain your responsibility. Please label projects clearly and remove stored items within the agreed time. 
· Confidentiality and privacy: Please respect other members’ privacy and do not share personal information without consent. If you need guidance on photos, videos, or consent forms, ask the Trustees. 
· Arrive on time and Sign-in. 
· Environmental responsibility: Please dispose of waste properly, recycle where possible, and help us reduce energy use. 
Breaches of this code may lead to a warning, suspension, or termination of membership, in line with the grievance procedure and at the Trustees’ discretion as detailed in the following paragraph.
[bookmark: _Toc245149093]Chippenham Shed Grievance Policy
This policy provides a straightforward framework for members of the Chippenham Shed to resolve disputes or concerns fairly and consistently.
[bookmark: _Toc245149094]Purpose and Scope 
The goal of this policy is to ensure that all members feel heard and respected. It applies to all members and volunteers of the Chippenham Shed. This policy covers grievances related to member conduct, health and safety concerns, or disagreements regarding the management of the Shed.
[bookmark: _Toc245149095]Informal Resolution 
Before filing a formal grievance, members are encouraged to resolve the issue informally. If you have a concern with another member, try to speak with them directly and calmly to find a solution. If the issue is with the Shed Manager or a Lead, or if a direct approach feels inappropriate, you should bring the matter to the attention of a Trustee for an informal chat.
[bookmark: _Toc245149096]Formal Grievance Procedure 
If an informal approach does not resolve the issue, or if the matter is serious, the following steps should be taken:
1. Put the grievance in writing (email or letter) and send it to the Chair of the Trustees. The writing should clearly state the nature of the complaint, the dates of any relevant incidents, and the desired outcome.
2. The Chair will acknowledge receipt of the grievance within 7 days.

3. A meeting will be arranged within 14 days to allow the grieving member to explain their concerns in detail. The member may be accompanied by a fellow Shed member for support.

4. The Chair will investigate the matter or appoint an independent member to  investigate the grievance which may include speaking with other members or witnesses.
A written decision and any proposed actions will be provided to the member within 14 days of the meeting.
[bookmark: _Toc245149097]Appeals 
If the member is not satisfied with the decision, they may appeal to the full Trustees (excluding any member involved in the original grievance). The appeal must be lodged in writing within 7 days of the decision. The Trustees decision on the appeal is final.
[bookmark: _Toc245149098]Confidentiality and Conduct 
All parties involved in a grievance process must keep the details confidential to protect the privacy of everyone involved. Any member who uses the grievance process to make intentionally false or malicious accusations may face disciplinary action, up to and including membership termination.
[bookmark: _Toc244963937][bookmark: _Toc245149099]Health & safety and training records 
Health and safety principles 
· Everyone’s safety is our highest priority. 
· Please wear the correct PPE, follow safe working procedures, and observe all signage and instructions. 
· Please record all accidents, incidents, and near misses in the incident log so we can learn from them and improve safety. 
[bookmark: _Toc244963938][bookmark: _Toc245149100]Getting started safely as a new member 
· Complete an induction tour to familiarise yourself with the workshop layout, emergency exits, first aid arrangements, and incident reporting. 
· Attend a basic safety session covering PPE, manual handling, and hazard awareness. 
· Complete tool-specific training and receive sign-off before using powered equipment such as the table saw, band saw, pillar drill, metal lathe, or MIG/TIG welder. 
· Confirm your membership status and provide an emergency contact before using the workshop independently. 
[bookmark: _Toc244963939][bookmark: _Toc245149101]Training record summary 
The Shed Manager in conjunction with the Assistant Shed Manager and Shed Leads complete a training record for each member. Records include: 
· Member name, membership ID, contact details, and emergency contact. 
· Induction date and instructor name. 
· A list of machines and equipment showing training dates, instructor initials, and competency status such as Authorised, Restricted, or Not authorised. 
· First Aid and Fire Marshal training dates, where applicable. 
· Refresher training dates and relevant notes. 
(See Appendix A: Training Record Form.) 
[bookmark: _Toc244963940][bookmark: _Toc245149102]Tool use, Storage & Workshop Rules 
· Authorisation: Members may use equipment once they have completed the relevant training and been authorised to do so. 
· Tool checkout and return: Please sign the equipment log when using high-value or portable power tools. Clean and return tools promptly and report any faults so they can be dealt with quickly. 
· Consumables and materials: Please store materials in the assigned areas. Mark and date personal stock and remove it within the agreed period. 
· Project benches: Please keep benches tidy.  Projects in progress should be named, dated and placed in the storage facility. 
· Maintenance: Please follow maintenance schedules and report broken or unsafe equipment to the Maintenance Lead. Major servicing must be carried out only by authorised personnel. 
· Electrical safety: Please do not modify mains-powered equipment without authorisation. Isolate machines before maintenance and follow lock-off procedures. 
· Working alone: Please do not carry out high-risk activities alone, such as welding or operating heavy machinery, unless this is explicitly permitted and emergency arrangements are in place. 
[bookmark: _Toc244963941][bookmark: _Toc245149103]Events, meetings & communications 
Regular meetings 
· The Trustees meet monthly to ensure the smooth running of the Shed. 
· Members meet weekly, giving everyone a chance to stay connected and involved. 
· The Annual General Meeting (AGM) is held once a year. 
· Meeting notices and minutes are shared with members so everyone can stay informed. 
Special functions are arranged from time to time. 
[bookmark: _Toc245149104]Communications and activities 
· Workshops and classes are advertised with booking information so members can easily take part.  
· The Workshop Communication Book is used to advise members of useful information. 
· Members are welcome to suggest community projects and outreach work. The Trustees review proposals for safety, resources, and suitability. 
· Official notices are shared by email newsletter and on the members’ noticeboard. Urgent safety notices may also be sent by email or SMS. 
[bookmark: _Toc244963942][bookmark: _Toc245149105]Leaving, suspension & grievance procedures 
· Leaving: If you decide to leave, please give written notice to the Membership Secretary. Collect personal items within 30 days, after which uncollected items may be disposed of. 
· Suspension: In some cases, the Trustees may suspend a member temporarily for safety breaches or unpaid fees. The suspension period and any reinstatement steps will be recorded clearly. 
· Expulsion: In cases of serious or repeated breaches, the Trustees may expel a member through a fair process that includes written notice, an opportunity to respond, and a formal decision. 
Grievances: If you have a concern, please submit it in writing to the Trustees. The Trustees will acknowledge receipt, investigate the matter, and aim to respond within a defined timeframe, usually 21 days. Appeal details will be included in the decision letter.  


[bookmark: _Toc244963943][bookmark: _Toc245149106]Appendix A - Training Record Form 
Use this form to record inductions, equipment training, competency sign-off, and refresher dates for each member. 
	Member name
	Refresher Due

	Induction date 
	Instructor



	Equipment
	Training date
	Instructor
	Competency

	Table Saw
	
	
	

	Band Saw
	
	
	

	Planer/thicknesser
	
	
	

	Router Table
	
	
	

	Lathe
	
	
	

	Sander
	
	
	

	Circular Saw
	
	
	

	Drill Press
	
	
	

	Sorby Sharpener
	
	
	




	Additional qualification
	Date completed
	refresher due
	Notes

	First Aid
	
	
	

	Fire Marshal
	
	
	

	Other

	
	
	



Member signature ____________________ Date ____________________ 
Trainer / authorised sign-off ____________________ Date ___________________ 


[bookmark: _Toc244963944][bookmark: _Toc245149107]Appendix B - Incident Report Form 
Use this form to record accidents, incidents, near misses, or safety concerns in the workshop or during Shed activities. 
Date of report 	 	Time of report 	 
Date of incident 	 	Time of incident 	 
Location 	 
Reported by 	 	Contact details 	 
Type of incident 	Accident / Near miss / Unsafe condition / Property damage / Other 
Person(s) involved 
Description of incident 
  
Injury or damage details 
Witnesses 
Immediate action taken 
Reported to 
Further action required 
Follow-up completed by ____________________ Date ____________________ 
Reported by signature ____________________ Date ____________________ 
Received by ____________________ Role ____________________ Date ____________________ 


[bookmark: _Toc244963946][bookmark: _Toc245149108]Appendix C - Shed Roles and Responsibilities[footnoteRef:1]  [1:  Correct at date of publication] 

The following roles help keep Chippenham Shed safe, welcoming, and well organised. One person may hold more than one role, and responsibilities may be shared where needed. 
	Chair 
	A Trustee providing overall leadership of the Shed helping to set priorities, chairs meetings, and ensures decisions are followed through 

	Secretary 
	A Trustee responsible for organising meeting agendas, keeps minutes and key records, manages official correspondence, and supports good governance and communication. 

	Treasurer 
	A Trustee responsible for overseeing income and expenditure, keeps financial records, prepares budgets and reports, and helps ensure the Shed remains financially sustainable. 

	Membership Secretary 
	A Trustee responsible for managing membership enquiries and applications, keeps membership records up to date, communicates fee information, and supports new members as they join. 

	Shed Manager 
	Monitors safe working practices, reviews incidents and near misses, helps maintain risk controls, and supports a strong safety culture across the Shed. 

	Shed, Equipment and Woodstore Leads 
	Lead workshop sessions, arrange inductions and tool training, maintain training records, confirm competency sign-off, and help member access the training they need.  Oversee maintenance of tools, equipment, and workshop areas, coordinates repairs and servicing, and helps keep facilities in good working order. Maintain the Woodstore

	Volunteers and Members 
	Contribute to the day-to-day life of the Shed by following workshop rules, treating others with respect, sharing knowledge, reporting concerns, and helping maintain a welcoming community. 

	Health and Safety 
	The responsibility of all members 



Shed Trustees are appointed by the membership at the Annual General Meeting normally held in March or April each year.
All other roles are filled by volunteers.  Volunteer appointees must complete a 6 month probationary term before confirmation in the role by the Shed Manager.

Shed Manager


Assistant to the Shed Manager


AM Shed Leads


PM Shed Leads


Allotment Lead


Equipment Lead


Monday


Wednesday


Tuesday


Thursday


Friday


Monday


Trustees


SOCIAL


Wednesday


Thursday


Friday


Wood Store Lead


Page 2 of 2

image10.jpg




image1.jpg




image2.png
CHIPPENHAM SHED





