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 with acknowledgement to the North West Parks Forum 

RUNNING A TASK DAY

Community park groups can often make a big difference to their local park or green space by carrying out hands-on, practical projects.  There are a whole range of things that can be considered such as wildflower planting, scrub clearance, clean-ups, tree planting, bulb planting, balsam bashing, litter picking, weeding and bench repairing to name but a few.

It is important to plan carefully and be able to answer a number of questions before going ahead with a practical activity.

· Do I have permission from the local council Parks Department to carry out the activity?

· Am I sure that health and safety and insurance have been considered and agreed with the council?

· Have I completed and sent a copy of the Risk Assessment to the Council and the Park Manager?

· How many volunteers do I have – is there something for them all to do and do I know what they are capable of doing (children, older people and some people with physical or mental impairments may not be able to do as much as others or need help to do so)?

· Have I got all the resources I need – tools and equipment, materials, safety equipment?

· Do I know what to do and who to contact if something doesn’t go to plan or there is an accident?

· How long is the activity going to take?

· Do I have refreshments for people?

· Has the First Aid kit been checked?  It should be fully stocked and all in date.

In short ….. “Have I done everything I can to make sure the activity is achievable and enjoyable for everybody?”

People volunteer for lots of different reasons – they may be very keen to see the area improved, or they may be looking to improve their skills or knowledge.  They may be particularly interested in that activity because, for example, it benefits wildlife, or they may be looking at the activity as a social occasion and a chance to meet friends and neighbours.  It could be all of these.  The social aspect of carrying out a practical activity is very important and you should build in time for people to chat, perhaps in a refreshment break.

The steps suggested below will help ensure that your practical activity is a successful one:

Before the activity …..

STEP ONE

Inform the Parks Department what you want to do.  There are numerous good reasons for this:

· Health and safety is a priority and Parks Department will want to make sure your activity is covered by public liability insurance (see step 2).

· If you are carrying out planting, eg trees or bulbs, the Parks Department will need to ensure the contractor that maintains the site is advised of the change in good time.  If planting trees the Parks Department will also need to ensure that these aren’t planted close to any underground services, eg water, gas pipes or electric cables.

· Some planting and practical conservation work can only take place at specific times of year. 

For all tasks, making sure the activity results in a ‘product’ that is safe and in the right place is the duty of the council.

STEP TWO

Step two depends on whether you are an established group, some of whose members have been on a risk assessment course that qualifies them as ‘competent persons’ to carry out risk assessments.  (see Risk Assessment section)

If not, then you will need to liaise with the Parks Department to make sure you are covered by insurance to do the activity.  This can be achieved by the Parks Department providing hands-on support on the day by a member of staff attending, or by employing an outside organisation such as the practical conservation charity TCV (The Conservation Volunteers).  The staff member or the TCV person, will then act as the competent person and be responsible for producing risk assessments and leading the activity.

Each task should be covered by a risk assessment and your Parks Department will want sight of this before the task day.

Your Parks Department may provide you with risk assessment training, but if not, you can purchase a book of risk assessments from TCV, which will give you a basis to write others, or refer to the Risk Assessment section of this toolkit.

STEP THREE

Do you need to borrow tools or equipment to do the activity properly and/or safely? 

The Parks Department or another local group may have tools or equipment that you could borrow or you could consider asking the volunteers to bring their own.  In both cases you will need to inspect the tools and equipment to make sure they are in good condition before the start of the activity.

Do you need a key to get access to the site and ensure emergency vehicles can get access?  Make arrangements to collect this before the task day if council staff or contractors are not attending the activity.

STEP FOUR

On the day:

· Ensure someone leads the activity;

· The activity leader should arrive early and check the site before starting work;

· Have direction signs pointing to the work site, so late comers can find the work party;

· The activity leader should explain to volunteers what they are going to do, where and why;

· Collect an emergency contact number from everyone taking part.  This often seems unimportant but it becomes extremely important if something goes wrong or someone is taken ill.

· Find out either by asking or using common sense, whether the people attending are capable of carrying out the task involved or if they need help to do so;

· Do a talk on health and safety rules and how to use the tools properly and safely;

· Only make available the tools that are needed to do the task at any point in time.  Tools left lying around are a hazard and can be lost;

· Provide a refreshment and rest break(s);

· Carry out the activity and have fun!!

· Make sure the site is clean and safe before you go home;

· Thank everyone for taking part.

· Children appreciate a Certificate.  A sample copy is attached.

AFTER THE ACTIVITY

Give your Parks Department a call (early the following week if carrying out the activity at a weekend) and let them know whether you completed the activity fully and safely and inform them of any issues that arose.

Return any equipment borrowed for the task day and return the access key.

Record the total number of hours worked and the number of volunteers attending.  Include the hours spent organising the task day.  This information can be useful when making grant applications. 
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