
 

 

Team Leader Role Description 

 

Purpose: 

To take responsibility for the Winter Shelter for the night, from supplies and set-up to 

locking up in the morning, leading and supporting the volunteer team and guests and 

liaising with the Manna House on-call member of staff, police and other partners as 

necessary. 

Responsible for: 

 Receiving the guest information for each night by email and contacting the Winter 
Shelter Coordinator if information has not been received in good time 

 Co-ordinating the volunteer rota to make sure there are always at least 4 (and 
ideally 6) volunteers on at any one time (and 2 overnight) and liaising with the 
Winter Shelter Coordinator if necessary to fill gaps at short notice 

 Working with Church Co-ordinator to ensure the building is ready 

 Welcoming the volunteers and ensuring that they are ready to fulfil their roles 

 Working with volunteers to set up the venue for the night, including food supplies 
and all beds, bedding, tables, chairs and other equipment 

 Ensuring that only guests that are booked in are allowed entry and dealing clearly 
and compassionately with anyone not booked in, including offering food, clothing 
and bedding/survival blankets if appropriate 

 Recording all guests in the Log Book 

 Overseeing volunteers preparing the meal and serving food 

 Ensuring that guests are supplied with all necessary toiletries 

 Ensuring that community values, policies and procedures are adhered to by 
guests and volunteers throughout the evening 

 Dealing with any guest or volunteer that breaches the community values in a firm, 
fair and consistent manner 

 Ensuring the accurate and consistent use of the Log Book and Incident Book for 
reporting issues and concerns 

 Ensuring that no volunteer works alone with a guest or guests 

 Contacting the on-call Manna House staff with any concerns  

 Calling the police or ambulance in the event of a serious incident 
 

During and after an incident: 

 Taking the lead in any challenging situation 

 Responding appropriately to ensure the safety of guests and volunteers 

 Calling the police or ambulance service if necessary 

 Informing the on-call Manna House staff member 

 Making sure that all significant incidents are recorded in the Incident Book 
  


