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Support Group Organisation 

The Southam Community Support Group has some 50 volunteers to date who 

are organised into 8 zones determined by a combination of geography and 

availability of volunteers.  In addition, up to 3 volunteers act as coordinators 

receiving and allocating requests for help. We also have the support of a driver 

who can take individuals to medical appointments, hospital or the shops. 

Zones.  The allocation of volunteers to Zones is shown at Annex A; more will be 

added if they become available. The 8 zones are shown on the attached 

diagram (Annex B) together with the area each covers.  Because Southam is 

such a large and dispersed Parish we are short of coverage; if requests for 

assistance are received from outside the Zones currently covered, you may be 

asked by a Coordinator to respond further afield. 

Boundaries.  The boundaries of Zones are not sacrosanct.  In the event of 

unavailability of a volunteer from a particular Zone, the Coordinators will 

attempt to find an alternative from an adjacent Zone. 

Organising Yourselves Within Zones.  You are encouraged to make contact 

with your fellow volunteers in your Zone and discuss how best to cover your 

locality to avoid overlap.  I recommend also setting up a system that allows 

each of you a break, however you want to arrange it, bearing in mind that we 

could be in for a long haul.  It is important too, that volunteers share their 

experience with each other and feedback to the Coordinators. 

Dealing with a Request 

Assessment and Allocation.  A request for assistance can come in via two 

routes: 

a. A bid from a resident (the “client”) to a coordinator. Bids received 

centrally are taken by a coordinator who will log the requirement, assess 

it and then attempt to find a volunteer to respond.  First call will be to a 

volunteer close by the client, expanding outward until a positive 

response is obtained.  The coordinator will keep the task sheet open 

until he hears back from you that the errand is complete or there is 

some other conclusion.  The details will then be uploaded to an online 

register/log of events.  A flow chart showing this process is at Annex C; it 

is recommended that you print off a copy and keep it to hand. 
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b. A bid direct to you from a client.  If you are content that the request is 

genuine and one you can safely undertake, you are free to do so without 

feeding the bid to a coordinator.  Please ensure that you raise a 

“Request for Assistance Checklist” form and use it to capture all relevant 

information.  You will also need to keep to hand a copy of the Guidelines 

for Residents as well as the Volunteer Guidelines1.  A flow chart showing 

this process is at Annex D; it is strongly recommended that you print off 

a copy and keep it to hand. 

 

Help is at Hand 

 

I have no doubt that however prepared we think we are we will come across 

circumstances and issues that throw us.  Please don’t hesitate to ask for help 

or advice.  We are a group of individuals trying to do our best in difficult 

circumstances.  Experience suggests that we will get through this testing time if 

we retain a sense of humour and look out for each other. 

 

Coordination Contacts: 

 

Central  David Jones  01242 516187 

 Coord One  Chris Tudgay 01242 582846 

 Coord Two  Emily Watkins 01242 520401 

                                                           
1 The Guidelines and the Checklist can be downloaded from 

www.southamtoday.org.uk/covid-downloads. 
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