
CIRENCESTER PARISH WITH WATERMOOR AND ST. 
LAWRENCE

IN CONJUNCTION WITH 
CIRENCESTER VICAR & CHURCHWARDENS CHARITY (REGISTERED NUMBER : 205623)

SMITH’S CIRENCESTER POOR CHARITY (REGISTERED NUMBER : 232383)

SHOPPING SERVICE PROTOCOL 

1. Volunteers are being identified and registered to carry out the shopping for those who are 
unable to leave their homes.  (Ideally Volunteers should be DBS checked, although given the 
precise circumstances, it is probably not strictly necessary).  Volunteers can register with the 
Parish Office (the Office) either through email to office@cirenparish.co.uk or by telephone on 
01285 659317.

2. Volunteers will need to provide the Office with their BACS details so that they can be 
reimbursed.

3. Those in need of help with their shopping phone the Office.  A Volunteer will be assigned by 
the Co-ordinators, Jane Winstanley or Rev Paul Springate.  Where possible a link may be 
established between an Applicant and a Volunteer.

4. When a representative of the Office first speaks either to a Volunteer or an Applicant, the 
Office should make reference to GDPR and explain the requirement for provision of necessary 
personal details which will only be made available to those who will perform the service and 
will be held securely.  The Applicant will be invited to send an email confirming their consent 
for GDPR purposes.  

5. When an Applicant needs shopping, they MUST BOOK it through the Office so that all orders 
and payments can be tracked.  The shopping list will then be emailed to the Volunteer.

6. The Volunteer undertakes the shopping and notifies the Applicant of imminent delivery, 
following appropriate Government guidelines on “Social Distancing”.

7. The Volunteer puts the name and address of the Applicant on the receipt, takes a photograph 
of the receipt and forwards the photograph to the Office, confirming the name of the 
Applicant and the delivery date.

8. The Office logs the details and pays the Volunteer by BACS.

9. The Applicant should contact the Office within one working day and pay for the shopping by 
Bank card.  There may be a few individuals who do not have Bank cards so that for some the 
only option may be to pay by cheque.  It is vitally important that the Applicant does not give 
the Volunteer any money for the shopping. 

10. Only three members of the Office Team can take payments over the phone namely Sarah, 
Hugo and Emily.

11. The Parish Office maintains a weekly schedule of transactions; no further shopping will be 
undertaken until payment has been made for the previous delivery to that Applicant.
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