
 

 
 
 
 
 
 
 
 
 

General guidance for volunteers  
 

Thank you for your help – without your help we would not be able to run this sale. 
 
 

Date: Sunday 8th May 2022 
Venue:  Boley Park Community Hall, 7 Ryknild Street, Lichfield, WS149XU 
Arrival times: 8.00am – Finish (approximately 3.30pm) 
 
 

General information 
 
Roles – We will send out an automated email with your allocated role OR You will be assigned a role on the 
sale day.  If there are any problems with your allocated role, please do let us know ASAP (e.g. you are 
pregnant and need a sitting down job, or have a babe in arms and you hadn’t told us this when registering).   
 
Children – It can be difficult to volunteer and look after a young mobile child. It is advisable that given previous 
experiences, that young children are not brought to the sale if you are volunteering. Babes in arms are 
welcome. If you need to bring older children to the sale, please contact us. Parents are responsible for and 
must supervise any children at all times.  
 
Car Parking – the venue shares the large carpark with Co-op and it is free to park. If you are selling, and park 
close to the venue for drop off, please consider then moving your car so other sellers can then park close to 
drop off their items. 
 
Quality control needs to happen throughout the sale. Any items deemed unsuitable for sale need to be placed 
in the reject box with a completed reject label attached. These will include any dirty or broken items, any 
unlabeled or un-priced items and any items we are unable to accept for sale (more details of which can be 
found in the Nearly New Sale Principles available on our website, please read this before the sale so you are 
familiar, although you will be reminded on the day). 
https://www.nct.org.uk/local-activities-meet-ups/nct-nearly-new-sale-sellers-principles 
 
First Aid – The First Aid box is in the kitchen. 
The premises officer is the first aider. Please report any first aid incidents to the sale coordinator immediately.  
OR 
Please report all first aid incidents to the sale coordinator who will support the individual.  
 
Fire Procedure – Please familiarise yourself with this and look at where the fire exits are in the rooms.  
 

 When placing items for sale ensure that the exits are kept clear. 



 
 Ensure all walkways are kept clear, not blocked by bags, pushchairs etc. 
 If alarm sounds, please ask buyers to place shopping bags under tables or out of the way so they do 

not block exit route. 
 Direct everyone to the designated place in the carpark so that they do not block the way for the fire 

engines by leaving in their car. 
 
 
Anti Theft guidelines for volunteers 
Please remain vigilant. If you are concerned about something you see happening please alert the sale 
coordinator. 

 
Look out for: 

 Goods under push-chair/buggy 
 Clothing removed from hangers 
 Labels being removed/swapped. 

 
We will not accept any altered tickets at the till (because we do not know who has altered them). If you are a 
seller and wish to change the price of your item when placing your items out to sell, please replace with a new 
ticket.  
 
 
Schedule example 
 

Time Activity 
8:00 Early Setup, first shift of volunteers arrive. 
8:15 Sellers drop off. 
9:00 Sellers out, Tidy + quality check. 
9.30 Assemble for volunteer talk, start of second shift. 
10.00 Volunteer preview sale. 
10.30 Volunteer sale closes, Return to posts, Prepare for doors open. 
10:45 NCT Members entrance to Sale. 
11.00 Sale starts to all public. 
12:00 Start of third shift.  
12.00 Free entry begins. 

12.30 
Sale closes. 
Sorting of unsold goods, tables moved. 

14.30- 15:30 
Sellers arrive for pickup – VOLUNTEERS WHO ARE ALSO 
SELLERS MUST NOT EXPECT TO COLLECT THEIR 
UNSOLD GOODS UNTIL THIS POINT. 

15.00-16.00 
Finish putting away furniture. Removing signage. Putting 
rubbish / recycling in bins.  

 
 
We have three volunteer shifts happening on the day. All volunteers have been asked to sign up for at least 
two shifts across the two days if they wish to attend the preview sale. This is to make it fair to all. If you wish 
to attend the preview sale and have only signed up for one shift – please contact us ASAP.  
 
8am: Shift 1 
On arrival, sign in and collect your volunteer badge from the VOLUNTEER INFORMATION desk located close 
to the entrance. There will be a list of team leaders there/volunteer buddies if you are a new volunteer. 
Proceed to your team leader/designated area. Nobody on this shift should need to set out their goods (either 
they are not selling or have set out their goods the night before). Ensure that you have parked your car in x 
 
 



 
9.30am: Shift 2 (including preview sale) 
contact with your team leader. 
 
Volunteer Talk : 9.30am in the room.  
 
Preview sale  10.00-10.30am 

 You need to be doing at least 2 full shifts to qualify for this.  
 Do not put aside any items during set-up; shopping will only begin at 10.00am to ensure it is fair for 

all volunteers. If we are set up earlier then we can shop earlier, but this will be announced by the sale 
coordinator only. 

 When you have finished shopping, take your bag to the volunteers goods room and label as directed by 
the helpers in there. The volunteers in there will cut off your labels and total up your spend ready for 
you to pay and collect at the appropriate time during the day. Please pay by card. 
OR 

 When you have finished shopping, go to the tills where your labels will be cut off and counted and you 
can pay. Take your bags to the volunteer goods room.   

 
12pm: Shift 3 
If you are only doing this shift, ensure you have had some lunch, and then register with your team leader for 
this shift.  
 
You will be allocated a specific area and team leader to work with. It is important that you go to the area you 
are allocated, otherwise other people will be left struggling without enough help.  
 
Lunch/Breaks 
Although great fun, sales can be very full on and hard work. We try to get the items out as quickly as possible, 
so everyone is expected to join in. That being said, if you have any difficulties and cannot keep up with the 
pace of others, please speak to the sale coordinator.  
 
Please take a break for a drink when you need one. There will be a kettle for hot drinks, and we ask that you 
bring your own re-useable cup and bottle if you can so we are not using disposable items. We speak to local 
companies about supplying is with sandwiches/food. We will let you know before the sale if we have been 
unsuccessful as you may want to bring something with you. Fruit and snacks/crisps will be provided. We 
usually stop for something to eat once the sale is over at 12.30pm before we start to pack up. 
 
Thank you 
We appreciate all your help, and we hope the day goes smoothly. If you would like to get more involved with 
organization of the sales, we would love you to join the team. Everyone organising the sale is a volunteer!  
 
 
 
 

We look forward to seeing you all at the sale, enjoy the day! 
Thank you for all your help 

   
Contact Kirstie on nns.lichfieldandtamworth@nct.org.uk if you have any queries 

 
 

The National Childbirth Trust (known as NCT) is a registered charity in England and Wales (801395) and in Scotland (SC041592). NCT 
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