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Covid-19 Safety Guidance for shop volunteers
The safety of Oxygen’s Staff, Volunteers and customers is of absolute importance in deciding to open the shop.  We have followed the guidance issued by H.M. Government and utilised resources from the Charity Retail Association of which we are a member.  This guidance will be updated regularly, as required, so please just check occasionally that you are familiar with any changes.  You can do this by clicking on the links at the bottom of the shop page on the Oxygen web site: https://www.oxygen-online.org/shop
General guidance

Each volunteer is going to be provided with a mask, bottle of hand sanitiser, disposable gloves, pen and name badge.  We are also looking to provide some sort of Oxygen branded apron for those who want them.  These items will be stored at the end of the volunteers shift in their own coloured file, in the kitchen on the wooden shelves. 
All volunteers and staff are to wear a face mask or covering at all times inside the shop.  This includes behind the till. It is necessary for one person to be on the till / helping customers with queries and one person to be at the front of the shop at all times. Ideally another team member should be available to manage the back room and provide additional support where necessary. 
All Staff and volunteers are expected to wash their hands at the start of the shift and every hour they are in the shop.

The front door

· Those who cover the entrance will also be provided with a face shield to wear in addition to their mask.

· The person on the front station duty keeps track of the number of customers at any one time and needs to ask people to wait until someone leaves before entering if there are too many. The shop can have a maximum of 8 customers and three volunteers at any time.  
· As people move to come into the shop they should be asked politely to put on their mask before coming in and to sanitise their hands on entry.  99% of customers will be compliant. We have masks available at the station (for a donation) A donation jar also situated at sanitising Station. Children under 11 are exempt but many of them want to wear a mask.  They must sanitise their hand as they enter.

· As customers enter the shop please point out the one way markers on the floor and guide the customer in that direction. 

· Anyone not able to wear a mask cannot enter the shop.  Please give them a copy of the note explaining the decision.  If someone does come into the shop and won’t put their mask on then they will have to leave.  If they won’t leave then get the attention of the other volunteers and inform the customer that you are happy to explain why the decision has been taken once outside the shop. If they refuse to go then call the police.  This is the same scenario for any customer being a nuisance.  

· Once the customer is out of the shop you should close the shop for 15 minutes, wipe down any surfaces within 2 meters of the customer and spray the Dettol air spray.
· The front door should be kept open at all times to allow good air flow through the shop.
Shop floor
The shop has been marked out with yellow distancing tape at 2 meter intervals and one way arrows to ensure they move in the same direction.  There is also tape marking 2 meter intervals outside the shop to allow customers to wait safely.  The till is screened off and a fan is available should the area become too hot.
The changing room and middle room remain closed for the time being and allows extra space to sort at this time.  There is a red partition that can be put across this area to stop customers entering the middle room. 

The back door should be open to ensure that maximum air flow is available.  It can be held open by a tub and we have put a pole across the door to deter people from entering while shop is open.  These can easily be moved in the case of an emergency.  The passage to the back door should be kept clear of donations or furniture.
Donations

The donation crate should be put outside the shop on Saturdays Tuesdays and Thursdays with the gift aid forms in the folder for donors to fill out.  A maximum of two bags per donation to be accepted. At the end of each collection the donations should be put in a clear plastic bag with a sticker or note attached stating the date they were collected.  The person bagging the donatio0ns should wear a mask and face shield and gloves.  The cloves should be disposed of immediately and the face shield wiped down with sanitising wipes. 
Young People
Young people volunteering at the shop should follow the guidance above and must wear masks.  They should not be give the front door duty unless there is another volunteer providing support and is near enough to do so.
Cash

Cash is being taken but should be placed onto a tray or plate with a sanitising wipe on it and wiped down before being put into the till.

Closing 
The closing up routine is as normal with the addition of the need to wipe down the till the counter behind and in front of the screen door handles and other surfaces.  

Hope this is helpful. 

