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WELCOME! 
 
 
 

 
 
Dear Volunteer 
 
Thank you for choosing to volunteer with RedShift.  We really appreciate you offering 
your support to our organisation. 
 
We want to make sure that you get the most out of your time with RedShift, and this 
handbook will provide you with a general overview of volunteering with us.  Along 
with this handbook, you’ll also receive information about your role, and the 
opportunity to learn more about RedShift through our induction training.  
  
If you have questions about your role, please speak to one of the Leadership Team, 
who will be able to provide more information.  You will find an Organisation Chart on 
page 2, and essential contact numbers on page 10. 
  
We hope that you enjoy your volunteering role, and look forward to hearing about 
your experiences! 
 
 
 
 
 
Liz Southall 
Chief Executive 
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WHO WE ARE 
 
 

 

 

 
  

VH 2/11 V2 



 

 
 
 
 

WHAT WE DO 

 
RedShift sprang to life in September 2010 as an online radio station.  It has expanded over the years and now 
it is a not-for-profit organisation based in Nantwich, primarily covering South Cheshire and North 
Staffordshire. We have 3 main strands to our organisation: 
 

● Radio 
● Events 
● Networking 

 
 
RADIO 
We broadcast 24/7 via internet radio (www.redshiftonline.org) with live broadcasting usually between 1pm 
and 10pm.  As an online radio station, there is no limit to our reach as we can be heard worldwide!  We have 
many opportunities for various organisations to be heard on air.  See our complete schedule. 
 
 
EVENTS 
We organise and hold several large events during the course of each year, many as fundraisers for both our 
own organisation and for other charitable organisations, including Big Day Out, Doggy Day Out, Nantwich 
Show and - this year (2017) - we are climbing Kilimanjaro in aid of CRY for Matthew, MCH Charity, The 
Wingate Centre and RedShift.  See more information on our Events here.  
 
 
NETWORKING 
The RedShift Hub is a community of businesses, charities and schools across Crewe and Nantwich.  We meet 
on the last Thursday of each month in a different location to encourage all members to network and build 
relationships with one another.  See more about our Hub and its members here. 
 

   

VH 3/11 V2 

http://www.redshiftonline.org/
https://www.redshiftonline.org/broadcasting
https://www.redshiftonline.org/events
https://www.redshiftonline.org/networking


 

 
 
 
 

OUR STATEMENT OF PURPOSE 

 

The RedShift Mission 
RedShift is committed to bringing the listeners, businesses, schools and communities of South Cheshire 
together through engaging or uplifting radio, networking,  
 and training opportunities. 
 
At RedShift: 

★ We Promote 
★ We Inform 
★ We Entertain 

 
 

The RedShift Values 
Every member of the RedShift team is expected to adhere to, and respect, these core values: 
 

★ We are Passionate about instilling a sense of pride in our community 
★ We have a Positive focus on on the good aspects of our community 
★ We adopt a Proactive approach to developing and nurturing relationships to encourage community 

cohesion 
 
 

The RedShift Vision 
RedShift works with partner organisations, voluntary groups, and local agencies to ensure that relevant, 
interesting and local news and events are brought to the public's attention in a timely manner. 
 
Within and crossing over these areas, RedShift provides social gain by reaching out to the business, 
education, charity, sport, ethnic minority, sport, faith and residential communities with informative, 
inspirational, and positive news and entertainment. 
 
With an open door policy, RedShift offers a wealth of broadcasting and volunteering opportunities and 
welcomes community members to get involved without any discrimination. 
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RELATIONSHIP BETWEEN REDSHIFT AND VOLUNTEERS 
 
RedShift recognises that as a volunteer you have offered your time freely.  There is, however, an element of 
responsibility on both sides.  It is important for you to understand both the benefits that you will gain from 
volunteering with RedShift, and RedShift’s expectations of you as a volunteer. 
 
On its part, RedShift undertakes to provide you with: 
  

● A clear explanation of what you will be doing and why 
● Appropriate training, supervision and support for your role 
● A safe volunteering environment 
● Induction training and the opportunity to attend further training  

 
As a volunteer, RedShift expects that you will: 
  

● Maintain good relations with other volunteers and staff  
● Promote RedShift to visitors and the general public  
● Be mindful that you are an ambassador of RedShift in the community 
● Adhere to RedShift’s decisions, policies and procedures 
● Respect and protect our studio and equipment 
● Be reliable and responsible at all times 
● Carry out your role safely, both for your own sake and that of others 
● Demonstrate high standards of work 
● Attend training and support sessions as required 
● Maintain confidentiality  

 
It is important that you are well briefed on the role you are to carry out.  The RedShift Leadership Team (see 
Organisation Chart on page 2 and Essential Contacts on page 10) will provide guidance, and you will also 
receive a volunteer role description, which outlines the specific duties of your role. 
 

REPRESENTING REDSHIFT 
 
As a volunteer, you are an important ambassador and should always represent the best interests of RedShift, 
whether that’s in the studio, on air, on social media (see Appendix 7 - Social Media Policy) or at one of our 
events.  For many visitors you are the “face” of RedShift, so please always extend a warm welcome and treat 
visitors with respect and courtesy.  
  

WHO CAN BECOME A REDSHIFT VOLUNTEER?  
  
RedShift has an Equality and Diversity Statement and volunteering is open to all, regardless of sex, race, 
sexual orientation, disability, age, religion or political beliefs.  Volunteers should have the suitability to carry 
out the particular role in context of the location.  Please speak to the Leadership Team if you have any 
essential requirements in relation to your volunteering role – they will be able to discuss any reasonable 
adjustments which can be made in order to assist you.  
  
RedShift has no upper age limit and recognises the valuable contribution made by older volunteers in terms 
of knowledge and experience.  
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ATTENDANCE 

  
Regular attendance is important to RedShift in order to make sure that the broadcasting schedule operates 
smoothly and efficiently.  We appreciate that you will make every effort to attend and arrive on time, but 
understand that unexpected events may on occasion prevent this from happening.  If you are unable to 
attend on a certain day, please inform one of the Leadership Team (see Essential Contacts on page 10) as 
soon as possible so that alternative arrangements can be made.  
 
  

CONFIDENTIALITY AND INTELLECTUAL PROPERTY RIGHTS  
  
During the course of your volunteer work with RedShift you may be party to personal information or 
confidential information about RedShift’s activities that is not in the public domain.  You are asked to keep 
such information confidential and not to communicate it outside of RedShift.  
  
All work produced on behalf of RedShift (including, but not limited to, text documents, databases, 
photographs, etc) remains the intellectual property of the organisation.  If published in an external forum 
(including but not limited to academic or published papers), credit should be given to RedShift for research 
carried out under its auspices.  
 
  

HOW WE COMMUNICATE WITH YOU 
 
RedShift publishes regular e-newsletters throughout the year, which are sent directly to all volunteers for 
whom we have email addresses.  These newsletters include volunteer stories, diary dates, event invitations, 
administrative details, training opportunities and reminders.  If you don’t have access to emails, please ask 
the Leadership Team (see Essential Contacts on page 11) to make this information available to you in paper 
format.  
 
You can also connect with us via social media.  RedShift has a Closed Group on Facebook to which you will be 
added as a member.  The main RedShift Facebook page is https://www.facebook.com/RedShiftRadio and 
you can follow us on Twitter via @RedShiftRadioUK.  
 
We have found that the “Presenters on RedShift Radio” closed Facebook group is an excellent method for 
quickly passing on information to our volunteers.  In addition, our main Facebook page and Twitter account 
are interacted with extensively within our community so if you have access to these, do ‘like’ us or ‘follow’ 
us! Please ensure you read our Social Media Policy (Appendix 7). 
 
If you have a ‘good news’ story of any kind, we would love to hear from you.  Stories with photographs/ 
images are especially welcome!  Please email it to helen@redshiftonline.org.  
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INDUCTION AND TRAINING 
 
Information regarding your particular volunteer role will be provided once you begin volunteering with us. 
During your time with RedShift, you may be required to attend occasional training courses.  We always aim 
to hold these at times convenient to the majority (ie evenings and/or weekends).  
 
We encourage all volunteers to attend as these sessions are great opportunities not only for training, but for 
dissemination of other RedShift information and the chance for the whole team to meet and socialise. 

 
VOLUNTEER REWARD AND RECOGNITION 
 
RedShift recognises that the contributions made by its volunteers are highly significant and that without 
volunteer input, RedShift would not be able to fulfil its Statement of Purpose (see page 2).  RedShift 
acknowledges this contribution and recognises that volunteers are partners in achieving the aims and 
objectives of the organisation. 
 
Volunteering is an exchange.  Whilst the benefits that volunteers gain from their involvement with RedShift 
will differ from individual to individual, there are some tangible ways in which RedShift acknowledges the 
contribution made.  
  
ACCESS TO TRAINING 
Including technical training, presentation skills and show planning.  
 
VOLUNTEER RECORDS 
A record of your volunteer involvement that may enhance your CV.  
 
REFERENCES 
We can provide references for volunteers who have attended regularly and over a prolonged period of time. 
 
THANK YOUS 
Events or outings may be arranged as an additional ‘thank you’ to volunteers. 
 
 

VOLUNTEER RECORDS AND DATA PROTECTION 
 
RedShift holds volunteer details and work records to document the contribution made by volunteers, for 
insurance purposes and for health and safety purposes. RedShift conforms to Data Protection Legislation.  
 
With your permission, we may use the data to keep you informed of other news and activities concerning 
RedShift, however we will not pass on your information to third parties. Please let us know if you do not wish 
to receive such mailings.  
 
If your details change, it is important that you update the Leadership Team with your new information.  You 
can also contact us directly at any time to ensure that we have your up to date details.  
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INSURANCE 

 
RedShift has Employer’s Liability Insurance cover in place for all its personnel, including volunteers, whilst 
engaged in voluntary work or associated activities connected with RedShift.  
 
Please note that individual volunteers are not covered by RedShift’s insurance until the following steps 
have been carried out:  
 

1. The necessary volunteer forms have been completed 
2. Annual subs of £35 have been paid (or £60 if two join together) 

 
It is the responsibility of the Leadership Team to ensure that the formal registration process is carried out for 
all current volunteers. 
 
PERSONAL BELONGINGS 
RedShift cannot accept liability for any damaged or lost personal items whilst volunteering for RedShift as 
the personal belongings of staff and volunteers are not insured by RedShift.  Volunteers are therefore 
requested not to bring valuables to their place of volunteering and are reminded that their personal 
belongings should be covered under their own personal insurance policy. 
 
 

HEALTH AND SAFETY 
 
In accordance with the Health and Safety at Work etc Act 1974, RedShift is responsible for ensuring, so far as 
is reasonably practicable, the health, safety and welfare of all employees.  With regard to health and safety, 
RedShift recognises that it owes the same standards of care to both volunteers and members of staff.  
 
Health and Safety will be covered during your induction. All staff and volunteers have a responsibility to 
ensure that they do not put themselves or anyone else at risk; in particular, they should work in accordance 
with any information or instructions they have been given in the interests of health and safety.  A copy of the 
Health and Safety policy is available for reference in the RedShift studio. 
 
If you experience an accident, incident or ‘near miss’ whilst volunteering with RedShift, you must inform the 
Leadership Team who will ensure that this is recorded in line with RedShift’s procedures. If you witness 
something which you believe presents a risk to yourself or others, again please inform the Leadership Team. 
 
SMOKING 
In line with current legislation, and for fire and health and safety reasons, smoking is not permitted 
anywhere within the RedShift building. 
 
BREAKS  
Most volunteers will be presenting 1 or 2 hour radio shows and therefore there is no need for tea breaks or 
lunch breaks.  Those volunteering at events will be given tea breaks and lunch breaks appropriate to their 
shift length. 
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DEALING WITH DIFFICULT SITUATIONS 
 
RedShift aims to treat all staff and volunteers fairly and objectively.  We do recognise that situations may 
arise from time to time which volunteers, or staff working with volunteers, need assistance to resolve.  If you 
have a problem concerning any aspect of your voluntary work, we ask that you take this up directly with a 
member of the Leadership Team.  
 
Your views will always be heard and given full consideration.  If this does not result in a mutually acceptable 
resolution of the difficulty, further advice should be sought from the HR Director. 
 
Guidance notes have been developed to provide step-by-step processes for dealing with difficult situations 
and volunteer grievances.  These notes are available to both volunteers and staff – if you would like to 
receive a copy of “Dealing With Difficult Situations And Volunteer Grievances”, please contact the Leadership 
Team. 
 

BULLYING AND HARASSMENT  
 
RedShift believes that all of its personnel should be treated with dignity and respect and should not be 
subject to bullying, harassment or any discriminatory treatment.  It expects all staff and volunteers to honour 
and comply with this code of conduct and to behave accordingly.  
 
Should a situation arise where you feel that you have not been treated in a fitting manner then you should in 
the first instance, discuss this with a member of the Leadership Team. 
 

VOLUNTEERING AND CLAIMING BENEFITS 
 
You can volunteer for as many hours as you want, as long as you still meet the conditions to get your benefit 
or tax credit.  It is recommended that you discuss the volunteer role you wish to carry out with a benefits 
adviser before you start to volunteer.  More information is available in the Department of Work and 
Pensions Leaflet “Volunteering While Receiving Benefits”. 
 

END OF PLACEMENT/EVALUATION FORM 
 
At the end of your time as a volunteer, it would be very helpful if you would take the time to provide us with 
some feedback.  An evaluation form is included within this booklet and when completed, should be returned 
to the studio, marked for the attention of the HR Director.  
 

FINALLY 

 
Becoming a RedShift volunteer will provide you with all kinds of new and exciting opportunities. We hope 
that through your volunteering with us you will learn new skills, meet new people and experience something 
completely removed from your usual routine.  
 
Thank you for your time and commitment to volunteering with RedShift. Your enthusiasm and dedication is 
crucial to the ongoing work of the organisation. 
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ESSENTIAL CONTACTS 

 
 
DAY-TO-DAY CONTACTS 
 

Office Manager Helen Gregory helen@redshiftonline.org 07711 308 057 

Studio Manager Steve Bebe steve@redshiftonline.org 07795 162 966 

Chief Executive Liz Southall  hello@redshiftonline.org 07886 633 370 

Office Number (manned by a call answering service) 01270 440 750 

Studio Number (for receiving calls for telephone interviews on your show) 01270 262 262 

 
 
 LEADERSHIP TEAM 
 

Chief Executive  Liz Southall  hello@redshiftonline.org 07886 633 370 

Human Resources Director Helen Gregory helen@redshiftonline.org 07711 308 057 

IT Director Paul O’Brien paul@paulobrien.co.uk  07973 743 909 

Show Production Steve Bebe steve@redshiftonline.org 07795 162 966 

Mentor Paul Boniface paulwboniface@hotmail.co.uk 07540 221 187 

Mentor Kelly-Anne Davies kellyann.davies@yahoo.co.uk 07592 377494 

   

 
 
COMMUNITY PANEL 
 
It is our intention to form a Community Panel comprising volunteers, members of the Leadership Team and 
representatives from the various organisations with whom we partner, as well as other members of the local 
community. 
 
The aim of the panel is to ensure that we consult broadly across the community to gather the views and 
needs of people in the local area.  The results of consultation will contribute towards our vision and our 
goals, and improve the quality of the services that we provide. 
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