OVERVIEW OF PLANNING CROWS WORK 



ORGANISING CROWS WORK – the detail

Projects

These are areas of work with multiple problems or tasks eg Calderdale Way, Long Distance Walkers Hebden route, Tod Centenary Way, published walks such as e-trails, Village Walks, Bus walks etc., Ward Forum funded projects.

There is a Projects Progress file in the cupboard that contains progress sheets for all the current projects.

Project Co-ordinator

Someone volunteers to plan/oversee/coordinate/monitor the work (if a really large project such as C Way, co-ordination work should be divided up).

The role of the co-ordinator is to:
1. Set up the project and organise the information people will need to do the work (this might be creating a new file or explaining the project at a CROWS meeting etc). 

2. Make sure the jobs involved in the project are shared out amongst CROWS team (could be either asking for volunteers or asking pePople to do specific tasks).

3. Monitor progress by periodically looking at the project progress sheet in the Projects progress file.

The role of the CROWS person taking on a specific job within a project is to:
1. Survey or inspect the work

2. Cost the job(s) including any extra survey time (use the costings sheet plus best guess at volunteer time for drainage, cutting back etc.).

3. Organise and lead work party(s) by putting it on the calendar (asap so it doesn’t have to be re surveyed) or 

4. If there are small tasks not suitable for a whole work party, write job sheet(s) so that other people can do the work and put them on a clip board(s) at White Ribbon and add to the white board.

When the work is completed, the work party leader will put the job sheet(s) (with actual costs) in Rich’s pigeon hole (for him to sort invoice and/or file job sheet). 

Work identified by public, council, self-referral etc. 

These tend to be one off jobs as opposed to a project with several jobs.

Job sheet(s) are produced, by the person receiving the request (eg person with the phone or whoever checks emails). They also send an acknowledgement to the person who identified the problem.

The job sheet is passed to a CROW’s area contact: 
	Stainland – Graham
Ryburn – Trish, Ruth, Lynda & Eleanor 

Cragg Vale - ?? nobody
Mytholmroyd – nobody 

Old Town – Ian

Midgley – Nigel
	Luddenden – Dick
Luddendenfoot – Fred
Hebden Bridge - Ginny (North side) and Stella (South side)
Heptonstall and Blackshaw - Rich

Todmorden, - Mick (South side) and Richard J (North side)




Stand ins and additional technical advice from Dave, Bernard, Mick and Frank.

In addition, it is acknowledged that Frank and Dave spend time looking after the base at White Ribbon and don’t live in the area. 
The area contact goes and looks at the problem and they then have a choice:
1. They decide it is not a job for CROWS and contact the originator to suggest they send it on to Highways or they contact landowner etc. or 
2. They complete the job sheet (incl. tools, costs etc).
Then they decide whether: 

3. They organise a work party themselves by putting it on the calendar (asap so it doesn’t have to be re surveyed) or 

4. Put the job sheet on a clip board(s) at White Ribbon and add to the white board.

Role of work party leader

It is always desirable that the work party leader has either surveyed the work or talked to whoever did. However, there will be times when they just have to rely on the job sheets. The tasks involved are:
· Matching the work with who is out (numbers, skills and logistics)

· Ensuring the right tools and materials get on site (can be asking someone to do bring them)

· Allocating work on site

· Write up job sheet 

· After the work party, put updated job sheet in Rich’s pigeon hole and cross through on the white board. If the work is not finished, just put clip board back. 

Follow up work
On some occasions a job can’t be completed, in that case the reverse side of the job sheet is completed by the work party leader. Then there are two choices:

1. The person leading the work holds on to the job sheet until they can organise another work party (best option normally) or 

2. They put it on a clip board for someone else to finish off the work, adding it to unallocated work list on the white board. 

If the reason for non-completion of a job is due to issues that may take time to resolve or may not be able to be resolved effectively, e.g. Landowner issues, the choice is the same. 

Work party with no work organised

It’s not ideal, but jobs can be put together on the day from the list on the white board. The job sheets will be on clip boards.

After the work party put the updated job sheet in Secretary Rich’s pigeon hole and mark the work as completed on the white board.  If the job was not completed, treat is as “follow up work” (above)


Finances and filing

Secretary’s role (Rich) is to collect finished work sheets from the pigeon hole and deal with as follows:
1. If work is unfunded, record resources used in project progress file and put job sheet in completed work file. 

2. For funded work, prepare invoice and send to Fred, record resources used in the project progress file and put the job sheet in the completed work file.
Fred then sends of the invoice and monitors when it has been paid.
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Sends invoices to Fred
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CROW WITH PHONE or checking email Retrieves message and passes on job sheet, complete with basic info 
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Survey or inspect specific part of project


Seek any technical advice


Produce job sheet(s) and costings 


Either put it on clip board and white board or organise work party on calendar
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Monitor/record progress progress








CROW AREA CONTACT Inspects & either:


Refers back to initiator, or Completes job sheet


and puts on Clipboard
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Organise work


Complete job sheet and puts in Rich’s pigeon hole


Amend whiteboard








