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GUIDELINES FOR HCWS VOLUNTEERS 
 
Please take some time to read and digest these notes. 
 
HCWS OVERVIEW 
HCWS (Haringey Churches Winter Night Shelter) is a church run ‘rolling shelter’ 
that provides emergency accommodation to street homeless and ‘hidden 
homeless’1 Several churches of  different denominations each provide overnight 
shelter one night a week and each church venue is manned by volunteers – over 
100 at Holy Innocents! Admittance to HCWS is by referral only: guests can stay 
for up to 28 days with the objective of being resettled into more permanent 
accommodation by the HCWS coordinator and partners. The different churches 
work together in a very collaborative manner and members of each church are 
invited to sit on the HCWS Management Committee. Through this partnership 
of churches the project has a unique ability to meet the practical needs of 
homeless individuals in Haringey without discrimination or favour.  
 
WHO HCWS SERVES 
18 – 80 year olds. HCWS does not take any under 18 referrals. However, if a child under 18 year old turns up at your shelter 
immediately call the police and social services. There is a legal duty to inform police & social services if anyone who is (or looks like 
they are) under 18 turns up at a HCWS shelter. 
 
THOSE SEEKING TO VOLUNTEER AT A HCWS SHOULD HAVE:  

 A willingness to follow instructions from the Team Leader, and work as part of a team. 

 A heart for the vulnerable, poor and needy, and a willingness to be challenged and changed. 

 A willingness to make conversation with all sorts even when they maybe rude or antisocial 

 Experience in working face to face with people. 

 Some sensitivity to issues relating to homelessness, including mental health issues, drug and alcohol abuse (this however, is 
covered in the HCWS training so don’t worry if this is your first time working with homeless people). 

 Ability to respond calmly but quickly in an emergency. 

 Judgement of when to call for help. 

 Basic knowledge of the building, especially the location of fire exits. 

 Knowledge of basic first aid would be useful. 
 
WHEN YOU COME TO HCWS AS A VOLUNTEER PLEASE: 

1. Fill out the volunteer contact form 
2. Do not eat your dinner before coming to the shelter. At the very heart of HCWS is not only the volunteers cooking and 

serving the guests dinner, but also sitting down with them to share a meal together. This is a great way to get to know the 
guests and build friendships.  

3. Learn names as quick as you can and address guests by their first names. 
4. All volunteers should familiarize themselves with these guidelines and the HCWS policies on:  

 Health & Safety 

 Drugs & Alcohol 

 Prevention of Violence 
5. Please make sure you know your church’s layout, especially the emergency exits, and any areas that are out of bounds to 

guests. 
6. Please never refer to a guest as a ‘client’ or ‘them’. The people staying at HCWS are guests in our churches. We seek to 

serve them as we would any guest coming into our home.    
7. Try to treat everyone equally and spend time with guests that are people you don’t naturally connect with. 

 
Please now see “Dos & Don’ts for Volunteers @ HCWS” in the HCWS volunteer agreement. 
  

                                                           
1 Hidden homeless live in hostels, squats and bed and breakfast accommodation or stay with friends or family (HCWS will not, however, accept anyone who 
has hostel accommodation). Crisis estimate that there are 380,000 hidden homeless in the UK.  
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NIGHT SHELTER SHIFTS 
 

Shift Time Number of volunteers required 

Cooking Shift: 7:00pm – 9:00pm 3 

Evening Shift: 7:30pm – 10:00pm 6 to 10 

Overnight Shift: 9:45pm – 7:00am Suggest 3-4 (at least one male and one female)  

Breakfast Shift:  6:30am – 9:00am 5-6 

 
Cooking Shift  

1. Preparing and cooking the evening meal 
   
Evening Shift  

1. Setting up beds and bedding 
2. Preparing tea, coffee and biscuit table for guests 
3. Opening the doors at 8:00pm 
4. Closing doors at 8:30pm 
5. Booking clients in for the night;  
6. Showing guests around the night shelter if it’s their first visit;  
7. Serving a hot meal, as well as tea & coffee over the course of the evening;  
8. Washing and tidying up after the meal.  
9. Depending on facilities available, volunteers might like to join in with social time with the clients e.g. games of draughts, 

jigsaws, dominoes etc. 
 
Overnight Shift  

1. Securing the building 
2. Locking main doors at 11pm 
3. Making sure everyone is comfortable and settled in for the night 
4. Lights out at 11pm 
5. All guests should adhere to lights out and quiet. Please make a not in the logfile if this is not respected.  
6. It’s advisable for one volunteer to remain awake. 
7. Leave water jug and glasses for overnight. 
8. In the morning please wait until the breakfast team has arrived before leaving the shelter. 

 
Morning Shift  

1. Waking up the guests 06:45 – 07:00 
2. Cooking and serving breakfast by 07:20 
3. Clearing beds and bedding away (guests may help you with this) 
4. Washing up 
5. Cleaning and tidying church 
6. Ensuring the logfile is handed over to the next church or representative of the church running the next night. 
7. Report of any serious matters to HCWS Project Coordinator 

 
TEAM LEADER RESPONSIBILITIES 
Each Church has a team of volunteers led by someone with appropriate experience and training. The team leader will: 

 Ensure the shelter runs smoothly and safely 

 Ensure the rota is clear and volunteers contacted in advance of shifts 

 Ensure all volunteers know what they are responsible for ie greeting, offering tea, making up beds, showing new guests 
around, who is eating, are guests  

 Ensure there is a handover to new volunteers and go through the volunteers handbook and get volunteer documents 
signed  

 Take key decisions when other volunteers are unsure of the best course of action  

 Support volunteers where necessary in responding to guests. 

 Arrange handover between shift leaders 

 Consult with the HCWS Project Coordinator each evening.  

 Turn to the HCWS Project Coordinator for advice 

 Have the responsibility for the Logfile. 
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AN INTRODUCTION TO THE COMMUNICATION BOOK             
The logfile is extremely important and is the key tool of communication between volunteers in 7 HCWS churches. It is used for:  

 Logging in guests that night  

 Reserving a place for a booked in guest for the following night  

 Recording who didn’t show up or was late at HCWS (guest or volunteer) 

 Recording the events and incidences of each shift at each venue  

 Recording any serious incidents (Incident Book) 

 Filling out guest and volunteer feedback forms and any other relevant forms 
NEVER leave the INCIDENT or COMMUNICATION BOOKS out for guests to look in it. Confidential information is held within. 
 
Please look after the communication books and fill them in and pass on to the next venue faithfully. Thank you. 
 
 

HCWS TIMETABLE 
 
7.00pm Evening cooks and volunteers arrive to set up beds and the venue 
7:00pm Set up dinner tables 
7:45pm Volunteer team meeting and prayers 
8.00pm Doors open to guests. Guests sign in, book in for following night and are allocated a bed 
8:30pm Last time for guests to check in 
 (Guests with a bed space booked who have not turned up by 8:30pm will have their bed space 

withdrawn for that evening) 
8:30pm ish  Dinner starts (Ensure all volunteers and guests have arrived are seated) 
 (Allocate volunteers to serve and volunteers to remain at table, volunteers avoid leaving the table once 

seated  
After dinner Guests will chill out, chat with volunteers, play games, sleep, wash, read and watch TV 
11:00pm Main Hall lights out 
11:00pm  Side Lamps off  
11:00pm Outer doors are closed – no one is allowed out including any smokers. 
 No re-admittance after 11pm.    
 
6:30am Outer doors are opened 
6:30am  Breakfast Team arrive  
7:00am  Guests are woken (do not touch guests) 
 Guests get washed and can help tidy their linen up into dirty piles 
7:15am  Breakfast Starts 
8:00am The Shelter closes, all guests are to have left by this time. (Some churches maybe offering an activity in 

the morning to HCWS guests and others, there will however be a distinctive end to the shelter at 
8:00am and a start to that activity; consistency is key in delivering service equally throughout HCWS) 


