
Instructions for Shopping Volunteers 

1. When you sign up as a volunteer we will give you access to our account on an online 
organising tool (Trello).  We will ensure you’re comfortable using it so don’t worry if you’re not 
tech savvy. It’s simple and we’ll be on hand to help.  

2. Check the Porty Coronavirus Action board on the Trello App or website (whichever you’re 
using) to see current pending orders.  Check for an address close to you before you go for 
your own weekly shopping. 

3. Select the Trello card you want to take, add your name to it and drag it into the allocated list.  
This lets everyone see this order is being handled. 

4. Call the customer.  Are they happy to accept alternative items if the stated ones are 
unavailable? 

5. Do the shopping whilst maintaining the 2m social distancing recommendation at all times.  
Try to limit the number of stores and shops you go to and the amount of time spent on public 
transport.  We’ve suggested a limit of £30 per order.  It’s at your discretion and something you 
should agree with the customer if you are comfortable spending a little over that amount. 

6. When handling customer items make sure to wear gloves or avoid touching the food itself 
directly (put fruit in fruit collection bags). 

7. Make sure you keep your own items separate from the customer’s items when at the 
checkout. Pack the customers items first to reduce risk and place them in disposable bags.  
Take a photograph of the customer’s receipt and place the actual receipt in the customer’s 
bag. 

8. Deliver the items to the customer, whilst maintaining social distancing. Never enter a 
customer’s house or property (front gardens, stairwells are fine but please try and reduce 
contact with gates, door handles etc).  Place the item within easy reach of the customers 
door and call them to ensure they are aware that items are ready. If the customer lives in a 
flat ask them to buzz you in rather than press the button on intercom yourself. 

9. Watch from a safe distance whilst customer collects, be friendly but also aware the customer 
may be anxious to have a stranger on their door. 

10. For reimbursement of the cost of shopping all payments should be made via electronic 
transfer.  Cash is acceptable only if it’s the last resort and should be placed in an envelope or 
plastic bag and not taken out of the bag or envelope for 24 hours. 

11. When returning home make sure to leave shoes and coat near door and wash hands 
following government guidelines.  

12. Add the image of the receipt to the Trello card (or type the final price of the shop in the 
activity section on the card). 

13. Move the Trello card to the completed orders list. 
14. Delete customer personal details from the Trello card (remove name, address & telephone 

number) but leave the customer surname in the card header as well as the rest of the ticket 
details so we have a record of the order. 

If you have any issues or questions, please email portycoronavirusaction@gmail.com
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