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Eat Up Charity
Volunteer Handbook
Volunteers are at the very heart of the organisation and essential to everything we do. It’s our
ambition to make sure anyone who gives their time to us feels valued, understood and proud to
be part of Eat Up.
This handbook is here to explain the things you need to know about volunteering with us. This
expands on the points made in the Eat Up Volunteer Policy, which you should receive along
with this document. We hope you find it helpful. If you’d like more detailed information on any of
the subjects covered, please speak to your main Eat Up contact or any of our board members.
They’ll be more than happy to help you.
We also ask you to read and sign the Eat Up Volunteer Agreement. Signing this confirms that
you understand and will adhere to our policies and procedures.
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Thank you once again for deciding to give your time and help to make Eat Up a
success!
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Who are Eat Up?

Our Journey
In Eat UP’s first 10 months, we collected donations from two stores of one retail chain, providing
over 4,200 meals to those in need.
Within our first year as a registered charity (since July 17th 2018), we have more than doubled
this result. All of this has been achieved with zero funding, just the dedication and good will of
our community volunteers.
During the pandemic a warehouse unit in Hillington Park became our first food hub. All surplus
food donations where received and sorted there, then dispatched to our outlet organisations,
trying as much as possible to match their needs, making the whole process more manageable
and efficient. Up to 10000 meals a week were dispatched.
The move to Eurocentral was challenging and new, however the charity moved into North
Lanarkshire and has nine supermarkets in the area. The base at Eurocentral helps other
charities with space. The charity still operates in Glasgow and Renfrewshire.
The properties the charity operates from are Eurocentral, Kinning Park business centre, Merlin
House in Hillington park and Selkirk.
The charity recently has sent its proposal for one million pounds to the Scottish parliament. The
proposal will help towards the short term answer to food security in Scotland. The charity
supports the right to food bill which Rhonda Grant is organising. Eat Up is expanding
supermarket collections and the volunteers to match the ever growing needs of the charity's
work.
We value your time and thank you for joining the charity. The charity has got 720000 meals out
so far and is still going. It is not rich and runs on not a lot of money, but with peoples goodwill
Eat Up is making massive impact.
Thank you for joining the team.
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Who are Eat Up?

Our Aim
Eat Up’s aim is to eliminate food waste, relieve food
poverty and in doing so help save our environment

Our Purpose
To collect surplus food, which would otherwise go to
waste and landfill, and distribute it to local charities
and community organisations that feed the hungry.

Our Values
Approachable

Inspiring

Empowering

Passionate

Non-judgemental
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Who are Eat Up?

Our Structure

Eat Up is run entirely by volunteers. All volunteers are people who freely choose to give their
time to undertake tasks and activities to help the charity achieve its aims.
Broadly, the charity recognises two main types of volunteers:
1) The Board - those involved in the management, decision making and running of the charity.
2) General Volunteers – those who support the day to day running of the charity. Roles can
include office work, driving, fundraising etc.
Board/Trustee support for other volunteers?
Named contact for volunteers?
Support for Board/Trustees?
Trustees
Board
Volunteers

The benefits of what we do

Eat Up collects food from numerous sources and distributes the food to other charities and
organisations. Opening access to the food that otherwise would be wasted.
We collect donations from five retailers: Tesco, Marks and Spencer, Lidl, Aldi and Sainsbury’s and
a number of local outlets. This provides more food and a greater variety of food available to
people in our community.
Eat Up collecting food makes it much simpler for retailers to organise and donate their surplus
food. Helping also to reduce their food waste collection costs and offset greenhouse gases. We
save the stores money and help them achieve their food waste and environmental impact
targets.
We deliver the food to different community organisations who provide food directly to those in
need, many of which are (as identified in the Scottish Index of Multiple Deprivation) in the most
deprived areas in Scotland. We deliver to soup kitchens, family support groups, community
resource centres, food banks and could help many more.
We never charge any of the businesses who donate or those organisations we deliver food to.
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Who are Eat Up?

Where we work
We are based in Glasgow, Renfrewshire, and North Lanarkshire.

Who we work with
We are always looking to build and develop local partnerships to work with to achieve our aims.
We currently supply food to:
Paisley Community Fridge & Cabinet
Star Project (Paisley)
Crookston Community Group
Homeless Project Scotland
Kingston Centre
Bingo Group Paisley
Simon Community
Nazarene Church
Blue Triangle Housing
Salvation Army, Glasgow, Paisley and Govan.
Barnhill Farm
and many more
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Contacts

people.hub@blueprintscotland.org.uk

Our location
Our office and warehouse can be found at:

Data.Protection@eatupcharity.online
peoplerelations@blueprintscotland.org.uk
Website:
https://www.eatupcharity.co.uk/
Twitter:
https://twitter.com/eatupcharity
Facebook:
https://www.facebook.com/pg/eatUPcharity/about/
Instagram:
https://www.instagram.com/eatupcharity/

 0 McNeil Drive
1
Eurocentral
Holytown
Motherwell
ML1 4UR
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Our Volunteering Roles

Eat Up can offer a variety of volunteering roles to suit people's interests and skills.
An appropriate role for each volunteer will be identified through completion of an application,
informal interview and induction. Ongoing support and communication between board
member/named contact and volunteers will be used to address any issues and adjustments to
roles will be made if required.
Broadly, the charity recognises two main types of volunteers:
1) The Board - those involved in the management, decision making and running of the charity.
2) General Volunteers – those who support the day to day running of the charity. Roles can
include office work, driving, fundraising etc.

Volunteering Roles
Delivery Driver

Fundraiser

Collecting and delivering food donations
across Renfreshire and Glasgow

Raising the profile of Eat Up and raising
money to support our aims

Office Helper

Warehouse Helper

Helping coordinating our deliveries,
volunteers and admin

Helping with the practical development and
maintenance of our warehouse

Cafe Helper
Helping with the development and
running of our cafe
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What you can
expect from us

Volunteers are at the very heart of the organisation and essential to everything we do. It’s our
ambition to make sure anyone who gives their time to us feels valued, understood and proud to
be part of Eat Up.

Eat Up will...
Operate within the spirit of equality, diversity and our values
Provide a safe, non-judgmental environment
Match you to an appropriate volunteering role
Provide you with an induction for Eat Up and your role
Maintain ongoing support and communication with you
Provide you with any appropriate training
Empower you to have your say and share ideas
Offer flexibility and take into account any other commitments that you have
Reimburse you for necessary expenses
Insure to cover you while undertaking voluntary activities (Driving?)
Follow our GDPR policy and not share your personal details with any other
organisation
Take any concerns seriously and deal with them promptly and fairly
Celebrate your successes and recognise your achievements
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What we expect
from you

In order to deliver our services and support our local communities, Eat Up depends on the work
of our volunteers.

As a volunteer, we ask you to...
Uphold Eat Up’s values of being; approachable, non-judgemental, inspiring,
empowering and passionate
Have a genuine interest in helping people
Be understanding and willing to listen to the needs of others
Undertake the duties of your agreed role
Let us know if you are ever unable to fulfil your agreed role and hours. Please let us
know as possible to enable us to make alternative arrangements
Adhere to all Eat Up policies provided to you (eg. health and safety, equal
opportunities, confidentiality)
Behave appropriately and courteously to all volunteers, clients and the public
Use Eat Up property or equipment safely, only for the purpose of your role and return
equipment when you finish your volunteer role
Be open, honest and let us know if you wish to change the nature of your contribution
(e.g. hours, role) at any time
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Your Volunteer
Journey
We aim to give you the support you need at every stage of your volunteering to make sure you
can do your role effectively, enjoy it and get as much out of it as possible.
Our Volunteer Journey explains how we achieve this:

Recruitment
1

Getting Started
2

Induction

3

Development & Benefits
4

5

Support & Training

6
Endings

Recruitment
Our volunteer recruitment process is where your journey starts and introductions are made. It
has three stages:
1) Application form
We use an application form to collect information on all prospective volunteers including
personal details, availability and references.
You can also let us know a bit about yourself and why you want to volunteer.
Criminal Records Bureau Checks: Eat Up asks all new volunteers to complete self-declaration
questions. Having a criminal record will not necessarily bar someone from volunteering with
us. This will depend on the nature of the position and the circumstances and background of
their offence.
2) Informal interview
Volunteers are then invited to an informal interview where we can provide more information
on Eat Up and how they can get involved.
Volunteers will provide further relevant information and explore their aspirations and the
experience they can bring to the charity.
It is important for all involved to appreciate that the interview is not a competitive process,
and the sole selection criteria is suitability for the role.
3) Reference checks
After the interview, Eat Up will check with the references provided to help
confirm suitability for volunteering and for specific roles.
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Your Volunteer
Journey
Induction
You will then be given a volunteer induction to welcome you to the team and make sure you
have all the information you need to get you started.
This will include:
Welcome and Introduction to Eat Up
Discussing you and your role to establish hours, availability and any support requirements
you need
Training to get you started in your specific role
Information on how we will support you and how we will communicate
Assigning you with a named contact who is responsible for guiding and supporting you and
will be available to discuss any aspect of your role
Explanation of Eat Up’s policies, procedures and Managing Challenging Situations Process
Identifying what you want to gain from volunteering with Eat Up and what benefits we can
offer
You will be provided with a copy of the Volunteer Handbook and any other relevant policies.
You will also be given a Volunteer Agreement which needs to be signed and returned to us
before you can start your role. This is not a contract but an agreement to adhere to the aims,
values and key policies of Eat Up, and to commit to delivering the tasks of your agreed role.
A disclosure will be required for volunteers undertaking ‘regulated activity’. If this is required, we
will provide you with the application form.

Getting Started
Once you’ve had your induction it’s time to get going in your role!
Whatever your role, we’ll make sure you know what you’re doing and will be here to support you.
If there’s anything you’re not sure about, all you need to do is speak to your named contact and
they will be more than happy to help.
If you’ll be volunteering with us over a period of time, we will agree on a settling in period which
gives us both a chance to assess how things are working out. A date for a follow up meeting will
be agreed to check:
How you are getting on with your role
That you are enjoying your volunteering
If you need any additional support or training
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Your Volunteer
Journey
Support and Training
We believe that a well-supported and appropriately trained volunteer team is essential for both
your enjoyment of your role and the growth and development of Eat Up. Every volunteer is
provided with the relevant support to enable them to fulfil their role.
This includes:
Regular, appropriate and mutually agreed contact between you and your named contact
Ongoing training to help you fulfil your role and any additional duties you may decide to help
with
An annual review to give you the opportunity to discuss your role, share feedback and
identify your development and support needs
Payment of any relevant expenses incurred, in accordance with the Volunteer Expenses
Policy
Provision of snacks and refreshments during your shifts
Striving to enable you to benefit from your role with Eat Up

Development and Benefits
As part of our ambition to make sure anyone who gives their time to us feels valued, understood
and proud to be part of Eat Up, we aim to offer benefits and support the development of our
volunteers.

Benefits of volunteering with Eat Up...
Playing an active role in your
community
The ability to make a difference to the
lives of people living in poverty, and
thereby making contribution to
society as a whole

Networking opportunities
Recognition and occasions to
celebrate our volunteers and your
work, on an individual and group
basis
Scotcoin

Being part of a fun, sociable team
Any other benefits?
The opportunity to learn new skills
and gain new experiences
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Your Volunteer
Journey
Volunteering with Eat Up can provide you the opportunity to develop both personally and
professionally.
This could include building your skills, gaining experience and understanding or simply the
opportunity to enjoy being part of the team
It could help with your career prospects, education or making the most of any free time you
have
Everyone will have different aims at take different benefits from volunteering but whatever these
are, Eat Up are passionate about doing what we can to support you.
Through maintaining open and honest communication, we can work together to achieve this.

Endings
Eat Up hope that you will want to remain with the charity for a long time but understands that
there will be times when people are no longer able to maintain their involvement.
If you are no longer able to volunteer with us, all you need to do is let us know
We ask that you give us advanced notice of this in enough time to enable us to make
alternative arrangements
You will be invited to a leaving interview so we can formal thank you for your contribution
This will also be your opportunity to:
Provide feedback
Return any keys or equipment
Pass on any outstanding work
Ensure all confidentiality procedures are followed.
Eat Up are committed to supporting you during and after your time with the charity and will
provide reference when appropriate
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Equality and Diversity
Policy
Eat Up is committed to maintaining a welcoming culture where everyone feels valued and is
treated with respect and dignity. We will treat all volunteers and volunteer applicants equally and
fairly. Diversity within our team of volunteers is essential for achieving and developing our aims.

Eat Up will:
Accept volunteers based on their suitability for the role. We won’t discriminate against any
volunteers because of their age, disability, ethnic origin, gender, marital status, nationality,
political beliefs, race, religion, sexual orientation or socio-economic background.
Create an environment in which individual differences and the contributions of all volunteers
are recognised and valued. To make any necessary training and development opportunities
available to all volunteers.
Encourage anyone who feels they have been subject to discrimination to raise their
concerns so we can apply corrective measures.
Enforce a zero tolerance towards any acts of discrimination or harassment by or against
volunteers and other stakeholders including the public.

All Eat Up volunteers will:
Treat anyone they encounter while volunteering with respect and fairness.
Not discriminate against anyone they encounter when volunteering.
Report any instances of discrimination to their named contact.

By signing the Volunteer Agreement you are agreeing that you understand Eat Up
charity’s Equality and Diversity Policy and agree to adhere to its requirements and
procedures.
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Health and Safety
Policy
It is the responsibility of Eat Up charity to ensure the health and wellbeing of its volunteers and
those who benefit from its services. Eat Up will not put volunteers or beneficiaries at
unnecessary risk.
Eat Up ensures that it:
Manages health and safety risks for all roles
Provides clear instruction and training for all roles
Provides personal protective equipment when required
Will allocate roles and activities appropriate to individual’s own health and wellbeing
Maintains safe and healthy working conditions
Overall responsibility for health and safety at Eat Up: ???????
Day to day responsibility for health and safety at Eat Up: ???????
This policy outlines the procedures for ensuring volunteers’ roles are appropriate for their
health and fitness and what volunteers should do if they are unwell or unfit to carry out their
role.
Allocating appropriate roles:
Before starting their role, volunteers will complete an induction with the charity. This will
include a conversation to identify a role which is best suited to their abilities, requirements
and interests.
Ongoing support and communication between trustees and volunteers will be used to
address any issues and adjustments to roles will be made if required.
Managing health and sickness:
If at any time before or during volunteering you are unwell and therefore unable to carry out
any task, you must let Eat Up know by contacting the Trustee/Health and Safety
Coordinator/Volunteer Coordinator?
When possible, you must let Eat Up know in advance to enable the charity to provide cover
for your absence.

By signing the Volunteer Agreement you are agreeing that you understand Eat Up
charity’s Health and Safety Policy and how you will be given support throughout your
volunteering.
If you are unwell or unfit to carry out your role, or have any other health and safety
concerns, you will contact people.hub@blueprintscotland.org.uk as soon as possible.
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Drivers Policy
It is the responsibility of Eat Up charity to ensure the safety of its volunteers when driving Eat Up
vehicles. Eat Up will ensure; vehicles are safe for use, drivers are provided necessary guidance
for use and expenses are covered.
It is the responsibility of volunteer drivers to use Eat Up vehicles safely and reliably.
This policy outlines the procedures for ensuring safe and responsible use of Eat Up vehicles.
This policy should be read in conjunction with the Volunteer Health and Safety Policy.
Responsibility of Eat Up:
Maintenance and upkeep ensuring vehicles are safe and roadworthy eg. MOT, insurance
Provide drivers with any necessary safety equipment
Provide drivers with an induction and guidance on; using the vehicle, delivery and collection
procedures, and breakdown or emergency procedures
Ensure drivers have clear directions for each driving location
Responsibility of volunteer drivers:
Drivers must be over 30 years of age, have a valid driving licence and are asked to disclose
any penalty points or motor convictions
Drive legally, safely and only when fit and healthy
Maintain upkeep of vehicles while driving including fuel and report any faults immediately
Adhere to health and safety policy and guidelines at all times
Only use vehicles for Eat Up Charity purposes
If a driver uses their own vehicle they must ensure it is safe and roadworthy. They must also
inform their insurance company that they are using their vehicle for volunteer driving.
Expenses: Eat Up Charity will reimburse fuel expenses for volunteer driving.
When a driver pays for fuel for an Eat Up vehicle, they will receive reimbursement for this by
completing an expenses form and providing a payment receipt.
When a driver uses their own vehicle, they will be reimbursed at an agreed mileage rate by
completing a mileage claim form.
Eat Up is not able to reimburse any additional costs incurred by driving for the charity.

By signing the Volunteer Agreement you are agreeing that you understand Eat Up
charity’s Volunteer Drivers Policy and agree to adhere to its requirements and
procedures.
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Confidentiality and
Data Protection Policy
Eat Up are committed to providing a safe environment where volunteers, the organisations we
work with and those who benefit from our services trust us to keep their information
confidential.
Eat Up will ensure confidentiality through the following rules:
Before we can collect, store, or use data about an individual, the law requires us to ensure
that we have that individual’s consent to do so. The way we do this is by using what we call ‘Data
Protection Statements’. Our statements comply with the Data Protection Act.
Eat Up ensures that when someone gives us any confidential information we will not pass
this on to anyone else without their prior permission. This may include information relating
to individuals, the charity or partner organisations.
Eat Up complies with The General Data Protection Regulation 2018 and will treat in
confidence the information it holds about volunteers. The information will be held while
there is a legitimate business purpose for doing so.
Volunteer information, such as application forms, references and any reports regarding
conduct concerns, will be stored in a safe and secure location.
Volunteers have the right to request to see all information held about them by Eat Up.
Eat Up will safely destroy personal information when a volunteer ends their role with the
charity.
Eat Up requires all volunteers to:
Uphold its commitment to confidentiality by following the rules set out in this policy.
Keep confidential any charity information they become aware of through their volunteering
that is not in the public domain.
Office volunteers will be asked to sign a separate, additional agreement on confidentiality as
the role may require access to records and emails.
The only exception to this is information which raises a safeguarding concern. If this is the case,
a volunteer must contact their named contact as soon as possible.
Data.Protection@eatupcharity.online
By signing the Volunteer Agreement you are agreeing that you understand and will
comply with Eat Up charity’s Confidentiality and Data Protection Policy and the rules
outlined within it.
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Social Media and
Photography Policy
Social media and photography are important tools for Eat Up to record and promote its work.
We encourage volunteers to use social media to promote their work with Eat Up.
This policy states the guidelines which must be followed to ensure safe and responsible use of
social media and photography. This applies to Eat Up and all of its volunteers.
Permission must be sought by individuals before they are photographed for Eat Up
purposes, including posting photographs on social media.
Social media and photography should never be used in a way that breaches any of our other
policies such as equal opportunities and data protection.
Volunteers must not post disparaging or defamatory statements or images about Eat Up, its
volunteers or partner organisations. Volunteers should also avoid social communications
that might be misconstrued in a way that could damage Eat Up’s reputation, even indirectly.
Volunteers should not set up a social media account which represents Eat Up without
speaking to your named contact first.

By signing the Volunteer Agreement you are agreeing that you understand and will
comply with Eat Up charity’s Social Media and Photography Policy and the rules
outlined within it.
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Expenses Policy

Eat Up endeavours to reimburse volunteers for reasonable out-of-pocket expenses.
The decision to reimburse expenses is made at the board’s discretion, based on their
assessment of the requirements of the charity, the available budget and the volunteer's own
needs.
Eat Up will pay travel expenses for volunteer delivery drivers.
Mileage for use of your own vehicle is reimbursed at 40 pence per mile.
eg. 10 miles at 40ppm = £4
This can be claim by submitting a Volunteer Mileage Claim Form to your named contact. This
must be signed by the claimant and include both the number of miles travelled and the
locations visited.
The charity at times is low on funds, therefore it is worth checking that the charity can
reimburse you prior to travel.
Other expenses can be claimed
people.hub@blueprintscotland.org.uk

by

submitting

an

expense

to

the

This must be signed by the claimant and include details of the expense and the total amount
claimed. The people hub will be able to supply you with an electronic signature.
Payment receipts must be provided for expenses.
All claims must be made within 2 months of expenses being incurred. The charity will not pay
expenses after this.

By signing the Volunteer Agreement you are agreeing that you understand and will
comply with Eat Up charity’s Expenses Policy and the rules outlined within it.
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Managing Challenging
Situations Policy
Eat Up takes the concerns of its volunteers very seriously and will make every reasonable effort
to resolve any difficulties.
We aim to prevent and resolve issues by ensuring volunteers feel valued through:
Ensuring all volunteers are treated fairly and respectfully
Maintaining regular open and honest communication
Providing volunteers with all necessary support and training
If you have any concerns relating to your volunteering role, you should speak to your
named contact about this as soon as possible.
Managing Challenging Situations Process:
If required, we have a formal process for managing challenging situations. This is designed to
make sure all involved are treated fairly and that issues are dealt with openly and quickly:
If you have a concern or complaint you would like to raise you must inform either your
named contact or an Eat Up board member.
Eat Up may also apply the managing challenging situations process if:
There are serious concerns about a volunteer’s ability to undertake their role
There are serious concerns about a volunteer’s behaviour while undertaking their role
There has been a breach of Eat Up’s policies
A meeting will be arranged to discuss the issue formally. This will be attended by:
The volunteer who has either made a complaint or has had a concern raised against
them.
Two Eat Up board members. One of these will lead the discussion. The other will record
notes of the meeting.
Volunteers also have the option to bring a friend for support.
After the meeting an Action Plan will be written to determine what steps need to be taken to
resolve the issue
This plan will be jointly made by the volunteer and board members.
This will be formally recorded and the volunteer will be given a copy of the plan.
If there has been a serious breach of Eat Up’s policies then Eat Up may have to end the
volunteer’s role with the charity. If this is required the volunteer will be given an end date for
their role, which may be immediate.
By signing the Volunteer Agreement you are agreeing that you understand Eat Up
charity’s Managing Challenging Situations Policy and agree to adhere to its
requirements and procedures.
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THANK
YOU

