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Who is Green Action? |

We are a society that takes practical action on environmental,
social and political issues. We run various activities and campaigns
which everyone is welcome to qet involved in, and we #ry to
_encourage anyone with ideas 1o put them info action. We are non—
hierarchical, everyone is an equal member with an equal voice, 5o
don't expect us to tell you what to do, do it yourtelf! If you have

a decent idea that you think might work then let people know and
toqether we can try and put it into action.

We asked ourselves this quertion during the Green Action trip 1o
Botton. It was a bit rushed but hopefully it has started +he ball
rolling on setting down the motivations that makes us Green Action
So here we have the embryonic form of Green Action’s philosophy:
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The Not So Horrible History of
Green Action

Green Action was set up in the early 90’s to bridge the gap
between +wo ot-her environmental societies: People & Planet, which
had a focus on political campaigning, and Earth First!, which
focused on campaigning Through direct action. PEP has since been
revived and Green Action is thill alive, hooray!

Why hooray, you might say? Well, over the years GA has managed
many feats. Each year was slightly to completely different, with
one focusing eneray on direct actions, while others spent more Hime
on the allotment or in the food co—op (which could also be classed
as direct action..?) But all people and years had one thing in
common: they did it themselves, collectively and without hierarchy
(or at lmrf‘Huy 'hﬂca'}

Some of who.f bygme Green Actioners
gof‘ vpto...

}mc'hnng consensus demnun making

i m raen L Gude
- o 3 : '
Creatnd wilnh{'j“{- H""tr F | Diffusing a DIY et-hic ..

o

H"M“‘*Mﬂ“m“ﬂjf’mﬁrﬁwﬂuﬂuﬂmv

Adding a bit of weight o the reqular. Gitical Mass (a cycling protest)




?I—r -y Bl ek

Starting up the

-—
[
i E,

aHemative Hm,wﬂindudu an itinery of riveting | I

reads available in the uni ibrary! ;

Sharing skills — bike maintenance, wine
@' brewing, squatting

=
,E LE , £ i i
;' L;i‘.l-ﬂ s e J Mw“-blﬂ zine I.'I g-m
wurﬁ“dm € diting the tyde EEE. v - Al
S _'_:nrf' dfood:: § 3
1 X = : - d w e | g ..
Introducing people to wild anc ¥ Ly
Iﬁhﬁ"i up g p e -y . \
Jou, .
ﬁ-,*naq q‘
Ekp”‘fb; qu#
: Wfdo "u'v,, '-'HIIQ
Sing Coy,
et
; I“!ﬂ' Ppa-ﬁ'

Sharing the cultivation of +wo nll‘nfneln

7
3 .



A bit About: the Save Our Peat 5095 %o,

A pvcr:ml nccnun'l- ¥

In 2001 I'd jurt rm:fn‘H'r got involved in Green Action. Having had the urval
over—enthusiasm at +he Frethers! Fair, | was a member of about T or 9 eco / rocial
justice / campaigning tocieties from Trotloc to labloc, and environmental issues
were by no meant top of +he agenda — but Green Achion was the friendliest, mort
energetic and mort active to it became the focus of my energies. Head Honcho of
Gh at that time was Hhe "legendary’ Tom Beale, who in my eyer retembled a
member of +he Levellers and commanded immente respect (| was enly 18...). Tom and
others (Cath of Cornerttone, Eeeverie, Rainbow Tom, Roly etc) were involved in
+he campaign +o save Hatfield and Woodhoute Moort, two large peat bogs near
‘Doncarter whote value as rare habitat and carbon sinks cannot be
underertimated — yet a multinatonal corporation (lcotts, owner of many edge—
of —town qarden centret) was trying 1o dig out millions of tont of peat tosell fo
ﬁllplnnfpnhmﬂcpnﬁotufﬂdﬁﬂegnghnd. . '

Pﬂhm+mnchmnuﬁunh-|+umnf+hmfnu+nln+-pwm1h,p¢:
around. Iﬁthdaudnuguﬂe;mrfrwhnmd-rnﬁmbfm*m
retentive, which is why it is to detirable.

Just to make this clear: peat it formed through biclogical procerses over millions of
years. I+ will not “come back" in any concavable fime frame. I ic a rare non—
renewahble retource, and once the moor it drained and dug up, it it gone forever.
So what Scotts were doing was finding an extremely rare ecoryrten (lowland
peat moor), only a handful of which exitt in England — and derfroying it for a
quick profit. The government, and certain environment agencier, were compliat in
thiz and not acting fo tiop it, 1o obwioutly, we had fo.

At the fluffy end of the environmental spectrum, Fof and Greenpeace were

erganising community days, fluffy proterts etc, which was fantashic. We were at
the more radical end, enturing that there was presture on ot from all nides.

There were o lot of actions taking place on the tite at the time — the first | went
on was a tmall day out o block the drainage ditcher Hhat were dug all around
+he site, as the mpor had o be drained before Hhe peat could be dug, Someone
organited a van from Leeds, and a mestage went round GA asking for volunteers
~'spade fodder' — and thut began my firtt experience of divect achion, as we'd
!ptﬂ-dfhﬂrf‘cfﬂwdny:iwdﬁﬂgmﬂmhdﬂﬂu
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On reflection, | Hhink +he ackion was ut-terly ineffective — Hhere must have been
hundreds of milet of drainage channels all over that moor, and even then, the
dam that we built after an hour's work wain't going Fo hold very much water in.
Unfortunatély due +o my perceived youth and inexperience, | didn't feel
confident 1o point any of Hhis out, and just went along with it

Much more effective, however, was the blockade of the rite enfrance in May
2002 A group of 100 or 1o activicts gathered in the pub af Hatfield
Woodhoute, Hhe nearest village, and marched 2 miles 1o the procerting site. The
cops were following ut from the thart, but no—one seemed bothered, which
boosted my confidence. At we walked along the road toward the procesting
plant, lwpmmm'rﬁmgnﬁ:rmﬁmufuhyuhnfmwmquwm

important.

Every inch as far as the eye could see in all directions was a moonscape. A brown
warsteland. All vegetotion had been dertroyed; the top few feet of peat all
removed, only muddy tractor tires left as the tad vestige of a derfroyed
ecorytiem. The bog had gone; mort of the fife from it had gone; a beautiful place
had qone, all for Hhe profits of +his corporation bringing no real benefit +o
anyone elte. We had +o do all we could to rfop it.

5o, ar we marched closer, cops in riof gear had forméd a blocknde across the road.
Sl we marched closer. | began to rweat. What would happen when Hhe forces
clashed? Viclence and thone—throwing? A scafpole in The face of the copr? Baton
charger?

Here came my next epiphany: the utter thupidity of the copt. True, Hhey had
succersfully blockaded Hhe road... but not +Hhe fields either nifle, which were flat
and unfenced. So, a few hundred yards from the blockade, the activicts simply
tprinted across the field o the access road o the factory — our target — leaidng
the coppers looking humiliated and vteless (ah, happy day) as they fried to
figure out what to do now they'd been cutmanceuwred.

Having crotted the field, we reached the access road, rat down in it and linked
arms. A cop van and rome horse—back cops appeart in front of ur, and the
tHand—off remained for several hours, as we sang fongs, played football and
entertained curtelver.

Eventually, after failing reveral timer o ittue ‘warnings’, Hhe cops waded in and
arrested tome 40 people — me being one of them. H was a contcious choice — there
was a clear chance to get out of the way when they rlormed in, but | decided,
tHhrough a desire 1o impress my new achivist mates, a kind of curiotity, and fury

haialy e




' at the destruction Scol-ts were wreaking, that being arrested would be the best
+hing | could do at that point to caure manimum dirruption.

Reing nicked was boring, but worth it The move arrests, the greater the cost o
the copt, the more headlines and the more the cops get sick of policing Scots’ evil
work. | also realited why (remember, | was younq and na'ive) the cops are a force
of ewil: +heir primary function is o defend the interert of capital and the stafe,
ie big businets and corporate power. They (almest alway:) unquerfiomingly fake
up weapons +o defend the dirty work of polluters and exploiterr.

The outcome? Peat ewtraction eventually ceased on the moors in 2004, thanks
in part to a combination of activist and NGO pressure. | was ingpired and got
involved in move actions, not always under the banner of Green Action. And |
learnt that the diversity of +actics it key. Those at Hhe radical end of the
spectrum are wtal, and we much always puth that radical agenda, and | hope
GA cemains part of that — the Food Co—op it impartant, but it mutt not be the
only Hhing GA does. Hatfield Moor was a small victory, but part of something
much bigger.

IT'S ONLY NOW THAT WEVE CHOPPED
pOWN ALL THE TREES THAT WE CAN *
SEE THE DAMAGE WEVE DONE




Co—ordinator Roles

We have co—ordinators because we've found that sometimes "foo many
cocks spail the broth’, and it makes far more sense for only one perton
rather than everyone fo make ture things get done. H in no way meant

the co—ordinators do all the work, oh no, +hat's where all +he members
come in. The co—ordinatort urt make SURE necettary stuff qets done.

These roler are changed at the AGHM (annual general meeting) before the summer,
but can be changed at any fime really.
Lock on the website! www.areenactionleeds.org.uk 1o tee who Hhis year's co—

o B Vet e
~ o

ditiont $o maifing list (vegboier on riveup)
2 Tend order deadline remndert and collection
LEMBAS— Rota for ardering; remindery; make ture order and collection system
make fure ordert are qetting checked of working well; enture that thote placing ordert are
properly on arrival + that thock ir qething made aware of when to collect efe.
priced correcty; make ure personal ordering procert

it working; email Lembar as required and i _ We have 3 accounts 5o someone needt
nﬂumiﬂuﬂuﬁﬂdﬂwﬁr,;ﬂuﬂcﬁm!h_h‘mmi‘””wﬂmfg
Iﬂlhnﬁyufwmq.m:l‘-:. i Mso need o make sure funding applications
r—— ; wnﬁndmk"d-. #o Fhe Union get completed before deadlines
M#ﬁ H'Mh wmw;thmﬂtw"npm&nfn;
H_Lo‘ﬂi‘n.. p!“fkh know how much money it available for ordern ea
Jﬁq{ﬂﬁﬂnﬂdiﬂft i u"t;ﬁcyr}mnlrﬂﬁd:qfﬁnffhydn
Ii::\'-‘."E""-'"’f P“mrmﬁ ke 0 in the file in the co—op; they repoct on

st : :
s oot ™ co—of" money matters every tecand meeting.
uﬂ& ot M"‘ W fhe ?a.lf

2 Liite updated; moderate if ever needed; :

ke 5 +J B . # - 5 H
:q,:huﬂ- el deal with any regithration msuet generally keep 3
;fuﬂinuthlgn‘unﬂwﬂqdﬁqwﬂde 7

i JDEAS - EMEhuf&mﬁcﬁmmvhfhwnpw'fm‘hchﬂ,wl
| people to put ther campaign ideas intoachon..
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Meeting Stuff

We have an hour—long meeting once a fortnight where we update

each other of what's been happening in the lart 2 weeks, make
announcementt, and plan ahead for achions, trips, the allotment, |
qeneral running of the co—op etc. This will usually involve the

handing out of tasks (also known as Action Peints).

Green Action has always used a ‘Consensus’ process for making
decisions rather than voting. Everyone (well, apart from those
‘+hat don't..) feels/has felt +his best reflects Green Action's values
(see pg 1), as +his process works creatively to find solutions that
everybody — yes, everybody! — can agree with. It fries to get
round the "foo many cooks spoil the broth’ conundrum pain—free
and efficiently. Butit's not perfect, and may not always be
appropnate to use.

Below are boxes briefly explaining how the process works. I+'s faken
from the website of the awesome Seed for Change collective, where
you can find more in depth info and ‘how +o’ worksheets on the
topic: www.seedsforchange.org.uk. They also offer workshops and
training. : ;

r&iﬁc Contensus process

Discusgon




These are preferably someone elte each fime. Don't
be shy if it your first Hime! Ask romeons to help
you, and for a 'how +o' theet, And anyway, itit all
our respontibility 1o have a qood meeting!

The
A wital

role that
Eeept meetingr focuried
- Reyulater flow of dircuttion; drowt out
quiet people and reignt in dominating ones
= Clarifier and rummariter ponts, terts for
contentut
© = Helpsto deal with conflict
't important Hhit perton it neutral and makes dear
when they're exprecs Hheir own opimion. They are
etsentially o helper for the group.

The MINUTE =T

Noter the deasiont and achon pointt made for
future reference. Thit it imporfant agit's eary fo
| forget what you promised to do, and alto allows
oraole who mitted Hhe merfing o catch ua.

F
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# Don't be afraid o exprest your
opinion + igeas
Don't astume tomeone mutt win or loore,

look for acceptable solutions for everyone

Think before you speak, listen before you
object

+o other's reactions, and consider carefuily
before presiing o point.

Bemember the ideal behind contentsus it
empowening v Overpowering,
agreement v majorities Fminorities
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E. 'Q" 'ﬂ’" PR d“y-] I a Co—operative

\5 Both require annual memberthip becavre:
*.1'. or
o SFE
(D The union bas enabled us +o do all Hhis brikant: wholesoe Hff
by providing the cupboard under the stairs, funding, and generally
offering support. In return they'd like +o know how many people
are benefiting from their work, which is fair enm.lglm really...

——

@ We are not just a thop or a service, we are a Co—operative that
%‘ it run non—hierarchically and voluntarily, meaning it's dependent
lé\ 2& . on it's membership 1o make it successful — every member has the
' opportumity to take part in the decision—making and to |
contribute to the day—to—day running of the co—op, allotment
and actions: ‘Many hands make light work”. In this way we are able
to start to take (back) control of our doomed food system: we
(+he membert) decide what stock o orderin, we minimise waste
and packaging, we create affordable access to food, we decide
where divect action is needed, and we do wlnnf' we want to do

(well, toa certain dcgfec nnywym] “ d:)
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d 1 ;
If you're worried where your £l or £2 is going, fear not! s used to
covering ervors (human and PC), spillages and the hike as we sell
everything at costprice. I also goes on GA +rips and activities, eq
sugar for brewing demonstration, printing, direct action tnp.

T . Y other cu-'i!’"‘ ﬂmﬂ
Keeping Up +o scratch with GA and : The @“ing List
Anyone can subscribe (EVEN non—members for free and receive and
send emails from/to everyone. I+'s used for

J organising co—op related stuff

+ explaining how things work

-‘. announcing socals, allotment "Rig Digs”, and other

enthralling events _ ;

# interesting + relevant articles/news/info : £
lts quite high fraffic, but you can get a weekly digest, or look on
the website www.greenactionleeds.orq.uk instead. The list has 2
moderators, usually the membership co—ordinator and anyone else
willing,

To subscribe eirfher: .

HFurite your address in +he membership book

Yesend an email +o greenaction—subsrcibe@listr.riceup.net -
To unsubscribe: greenaction—unsubscribe@liste.riesup.net

unteers

There . e leeds.ac.uE™
hs.nseupne - unigreen@lee==
Mﬁ “dd;:;::;—-jmfm have access, 59
wy- : '
if you need it

A bit About:

The mailing list provider riseup.net
They provide mail, lirtc, and horting for Hhote
working on liberatory tocial change. They are a
project to treate democratic alternativer and
practice self —determnation by controlling our
own secure meant of communications. They kke

ﬂ{ | donationt.
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Other Green Action stuff

Green Action is also full of Socials, protests, trips and

actions. Organised.by any member, these can be whatever you
want them to be: Bring—a—Dish, informative film nights, walks in

#he dales, skill—shares, closing down power stations... wherever '

our inspiration fakes us.

Copies of flyers and posters about the co—op can be found in a
folder on the documents shelf, feel free +o photo—copy them
and distribute!

The awesome Green Guide, created and updated by your
very own Green Action members, tells you lots about shops,
organisations, facilities and people in Leeds who can help students
adopt a more ethical hfestyle. Copies are available at the co—
op.

!
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[Tance stuf a
Lembas and Goosemoor are paid each week by cheque. The financial
coordinator is responsible for ensuring that the cheque is left in the
folder in t+he co—op and it it up to whoever receives the order on :

Thursday afternoon to ensure that the cheque is given to the ’
delivery driver. -

The financial co—ordinator gets cheques from +he ARC cash office.
They copy the invoice and ask us o come back the next day fo
collect the cheque.

We have +hree accounts: |
¥ dCﬂ"'D? for Lembas , Goosemoor and co—op takings
% General for membership money (can be used for anything)
- % Funding for thinas like allofment rent, frips, and publicity NOT
for food or drink — spend this money first

Only the three account signatories can get money out. They are the
‘president, the 'secretary’ and the ‘Freasurer’. Toget funding we
need to apply for it, usually in the summer term. Don't forget
alloFment cents, trips away, speakers, fools, printing, e.t.c when
asking for funding. We usually get 200 or 50 members.

if you (as a member ) spend money on prin'h‘ng; e.t.c keep your
‘receipts and take them to the cash desk to get money back.




“ /a
(@ Klotment stuff

We cultivate +wo plots (plof 3 and 35) in Hyde Park (also known as
Woodhouse Moor). By producing the .:f‘uf-f that underpint all our other
activities — such as learning, doing a thift at the co—op, cycling,
washing up — curselver, we can have an influence on the ecological

; impact of food.

i

ere are reqular ‘Big Digs’ where we work on the plot

together for a few hours and enjoy a meal cooked on

the plot afters. Necessary jobs are sugaested by

those that qo down reqularly. It is a nice way to
; meet people and keeps you fit too! You can also qet f
' a key and come down more reqularly if you like = +his (i1 1)
~ is also useful if you want o drop off your kitchen '

waste on the compost pile. -

And there is plenty of space for a personal patch, if you are

that way inclined. The allotment co—ordinatoris the wo/man

with detailed plans. Atk +hem for everything else you have
always wanted to know! |

" tast year we fruitfully grew courgettes, herbs, 2 :i
apples, purple sprouting broccoli, carrots, loads of 28

salads, French beans, curly kale, rhubarb,
blackcurrants. The qarlic unfortunately got a bit of
white rot, the parsnips didn't really germinate, and
the peas and beans qot slugged. But, alas, sois life
in the food web... _

~ %ﬁ , H_ 'T.




"The Food Co—op £
With arowing public awareness of efhical issues concerning The
treatment of humans, animals and the environment, there it an |
increasing realisation of the influerice we have as consumers on the :
rest of the world. By changing our shopping habits and buying from
companies with sound ethical policies, we can start o make a
difference alobally,, ks '.

HMIWMJWMMMMRMM!MW |
:u—upqmﬁnn we can have more control of what we eat

quite expentive. Through
t o '+ make

Hwﬂuhwnﬂwﬂﬁm btk and sells af © coct—prce e we I s

co-op buyt e wnfnnnﬁw""’"m‘

'!I-'UHUI!!I

¥ All products are free from Genetically Modified Oraanisms

¥ Many products are Organic and Fairly Traded.

¥ We cater for vegetarian and veqan diets.

¥ We are a strictly not—for—profit oraanisation. :

¥ We source from sound suppliers, many of which are workers '
co-ops ' ¢

¥As a co—operative, we share the fime and responsibility or
running the co-op, but also benefit from working as a |
group, and share the control of how the co—opisrunand

whf-w‘s e : +E k ce o
m&smﬂnpﬂcﬁi mnmﬁ.fhﬂcﬂi:b , ligueoence

; ot butter, peste |
i #xkln:ndefmm:mdm{fmpﬂh pean e
range of fair A .

We alro have In-!-rnf[nrtfu"afhuum: dﬂed bmns deied friit, mots,
lentilz, catr, Huﬂhwﬁfﬁuﬂ'ﬂmuh:hu!wnghwhmm?wmf|
nnﬂanbqgurfuhTHmﬂwmnHuduuwm“#: |

Jay4 jo 2buns apim © puro 2uLrobiow ‘njog ‘sl ynsd !y vhAos

Non—{00d items we stock include tollet call, MOONCUPS, recycled paper and
bio—degradable bin hners at well ax bio—degradable cleaner, warshing—up kquid and
wathing powder which are all in bulk for you to bring along a container +o Gl up.

| =




Volunteering at +he food co—op ©
The :Ff-l- rota is put together by the co—op maintenance co— 13
ordinator. A first copy of the rota is put vp outside the co—op,
and we encourage people o sign up toit when they come down.

On a new member's firtt shift, an experienced volunteer will be around to explain
how everything works. There is also a volunteer's mamval in the co—op, on the
document thelf, which all volunteers thould read.

If you can't make your shift, please either try to find a friend who
can cover for you, or tend an email o the volunteers’ mailing list
(foodcoop@lists.riseup.net) informing people +hat you can't make
it. Someone else on the list might also be able +o cover your shift. I+'s
important to have the co—op open when we say it will be, o try
not to abandon your shift!

The co—op it cleaned by everyone. If you spill anything please clear it up. If !
you have a few minutes spare +hen please doa full sweep. At the very '
least please don't leave Fhe co—op in a worte rhate than you found it

H'v important o riore things off the floor and re—seal containers, o make ture
"food is away from any possible rources of contamnation and remaint freth. The
<oop can't afford o lose sacks of food.
; e o
' Before tetrapacks were recycled at the fip we used to collect +hem
| but now we ask people +o take tetrapacks Fhemselves.

Please check +he notice board and leaflet rack for leaflets not
related to Green Action or ethical or environmental issues and
recycle them. People offen ask to leave leaflets on the front desk.
H's up to the discretion of the individual volunteer but they
should either relate to the issues above or be a fundraiser fora

good cause of some kind. v
o) A sale n +he co— 0P+

F',.g: or leaflets are D;? for dosh, *H? will ]
e zines there- I{f"’n
.1 -4« probably free-
d ‘+ hn.ltu a price on i, itspre
2! oetn
1: mmnt
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Once a tack of food hat been used up, Fhe far meeds +0 be cleamed out
and then the next sack of Hhe same product thould be opened to re—fill
the jar. The new bﬂf!ﬂfoudnf:nnd:hhaddedhfhhhh‘fw
know when food is about to g0 out of date, we can put up a sign
encouraging more people to buy it (or we celebrate the product by having
a party, hopefully finithing it off before it gets oo bad..). This is
important for health and safety ceasons, and because the coop can'+
afford to lose money from stock qoing bad. '

H's important +o wait until +he far it empty before you re—stock ar
bits of food continually left in +he bot-+om will eventually go off.
Blueqqh.

Z

as to uhy::l : ni:fﬁ:hafﬁf_
jn the RED Mw " ip book {"“"'““'f.dw!d ?:f;:::::lﬂ'dwn as
Fopt e e 2T et ot :
wl::d?": membership coordnator will add T S

If you have +he firct shift of the day, or the co—op is closed when

you arrive, you'll need to collect the Green Action key (Key 32)

from reception. You'll need your student card.




At the end of your shift, you should fake the student card of the

- next volunteer to reception, and swap it for your own.

¥ Turn off the fan using the switch just +o the right of +he door as you
qoin, it's under the shelves containing loose stock.

£ Turn off the light, the tentch is on the left hand side of the sfock
cuphboard door, under the chocolate shelf

¥ Please leave the co—op in a state that you'd kike to see it ot the
start of your shift, i.e. clean and fidy.

* Close the shutters and Lock up using keys on +he hook on Hhe right
. hand side of the stock cupboard door above +he fridge.

Y
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Goosemoor S'f'uff

WiFp A MEsER ATES Tr pmpER A VEE FOX,
SIE FATT Fad m AND piris TRE SRAER v THE
COEE Mool DRSER Book [TH SRFc FICF B0 MNAT
STEE For, LHETAER IANE LaNT] oNLY LscAl
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% Local fruit boxes are major on apples for the majority of the year
¥Only boxest that have already been paid for will be ordered

¥ Empty boxes should be stacked neatly in the stock room, to be
returned to Goosemoor the following week.

¥ Sometimer Goosemoor sends boxes that don't exactly match what
was ordered. If +his happens fry +o match things up as best you
can, and after that, allocate the boxes on a first come, first
served basit. Anyone who doesn't get a box can be refunded — email
the co—ordinator o let them know this has happened.



[ e —

¥ - Lembas stuff |

Lembas is a wholesaler based in Sheffield. We order all stock +hrough '
Lembas, with the exception of fresh fruit and veq, and Palestinian
Olive Oil. Their entire cataloque is online at www.lembas.co.uk We
started vsing them, and not the more local Suma, for historic i
reasons but they are very helpful and nice 10 we stuck with them. r|

Labels
When you are qetting an item out of the stock check the label is J

correct. The item thould have the price on it, if not check in the
latest invoice or catalogue (check VAT). I is important to check
the stock list first because it shovld have a more up to date price |

than the catalogue. ! !

VATE
When there is a V' in the VAT column in the Lembas book VAT must

be added. We do this by taking the amount in the “price’ column of
the (not the value or rrp) and multiplying it by L15. This must be
done before labelling the stock so we put the right price on.

Personal Orders |
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Members can order directHy from Lembas vsing the members’
order book and catalogue. They have to pay when ordering
make sure to ADD VAT if needed. No payment on collection. Money
s placed in the Hill as usual. If they order before Thursday i+
thould be there the following Thursday.

—

Check in the membert’ order book to tee if the item's cost has

changed. Make sure you tick the collected column. Ff it has not

‘been delivered, tell the member it will arrive nex+ Thursday.

To help with orders contact the Lembas co—ordinator. They have

. the password for Lembas and will run o skill chare to train new ;
people up on how o doan order. There isa separate 'how +o'

sheet for thic. 10
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Lembas delivery on Thursdays
" His supposed to be delivered between (1-5pm.
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% Give the cheque to the delivery driver.
I# will be in the blue plastic wallet that it faped to the wall near the light
swatch.

¥ Help the driver locate a trolley cage: you'll usually find
some if you qo through the Old Bar and out the exit nearest the
cafe #ill +o the side of the Union. The driver will load the cagels) up.
You'll have +o help wheel +hem +hrough +he Old Bar to the co—op. If
you can't find any cage there ask in Eeception.

% Get a copy of the invoice from the driver and check that any
fridae items have been unloaded before the driver goes.

¥ Get the personal orders book from the document shelf. Look for
any orders where the delivery column has not been ticked yet. I's
easiest 1o use the item coder +o do this. Orders may be a week or
+wo late so you may have to look back in +he book. Check Hhrough
+he invoice and highlight any items that are personal orders, these
are usually somewhere near the end of the invoice.

¥ Unload each item find it on the invoice and tick it off, checking i
is +he right quantity. For stock items wre the price (with VAT) so
they can be labelled later. Put personal order items on the
personal order shelf (but check if the price has changed from when
they were ordered). Make a note of any problems with

lssues undelivered, broken, or extra items.

The invoice mght have ©0.00 in the quantity column then the

‘Fem hat not been delivered because it is out of stock at Lembas. We

will not have been charged for it Hhis week. The item will arrive with

+he next week's order if it comes back into stock. >

¥ When the cages are empty, take them back through the Old Bar

and outside. Then file the invoice away!

For any roblems (missing/extra/broken Jmake a note l;lmd email
Lembas using the unigreen@leedr.ac.uk account, Fyping in the
lembas co—ordinators email address in the ‘cc’ line so they know
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