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Introduction
The Welcome Network was established in 2017 to support and create initiatives to
address the growing issue of food poverty in West Cheshire, funded by Cheshire West and
Chester Council. 

The project supports the accessibility of food year around for all ages, and the key partners
namely, West Cheshire foodbank, Cheshire West Citizens Advice, Cheshire West Voluntary
Action and Healthbox CIC ensure a holistic approach. 

The Welcome Network has developed to provide specialist infrastructure support that
enables local communities to thrive and find its own solutions. The project is also a Feeding
Britain pilot area which has given additional resources in learning from other areas of the
country, and piloting alternatives to foodbank through a Big Lottery ‘Help in Crisis’ grant. 
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Aims
The Welcome Network aims to put food first and move away from transactional approaches
to food poverty to building relationships. This is achieved by establishing spaces for
neighbours and agencies to come together, eat good food and build relationships.Our aim
is to support the development of local community meeting places that provide a variety of
activities to improve accessibility to food and support for diverse communities while
reducing stigma by providing a welcoming environment.

In the Community
As a network we have found that building relationships and bringing people who are
working towards the same goal together, is the key to success. A few examples of what
we have been able to achieve are:

Supporting Community Groups with Funding (from Feeding Britain/Department of
Education) to provide food at Holiday Clubs

Working closely with West Cheshire Foodbank to develop community spaces with food,
advice and support.   

Supporting the planning of Community Food Festivals

Creating a ‘community food’ support group where ideas, recipes, successes and challenges
are shared.  

Removing barriers to attending local Leisure Centre/Theatre through partnership working

Providing access to Food Hygiene Training, in local community venues. 
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The Welcome
Network Project Timeline 2017

Welcome Network 
grant approved in May

Local network meetings 
Ellesmere Port/Chester

12 Days of Summer 
Provision delivered

Defining Foodbank/ 
Welcome network roles

Confirmed 
Feeding Britain 

pilot area
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The Welcome
Network Project Timeline 2018

4 Ellesmere Port Distribution
Centres evolved to Meeting Places

Eat Well
Be Active 
Member

£25k DFE Funding. 90 Days of Summer 
Provision for 695 Children

Community Food 
Support Group

Food Hygiene
Holiday Training

Winsford & Northwich
Development

Steph Trustee of
Feeding Britain

3 Year Feeding
Britain Grant
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The Welcome
Network Project Timeline 2019

Mark & Holly
specialist food

support

Summer training 
for groups

Poverty Truth 
Commission 'Food 

Task Group'

Feeding Britain
Future Strategy

Ellesmere Port -  9 
Meeting Places & Citizens 

Advice in 7 schools 
Welcome Network 

Conference

4 Chester Distribution
Centres evolved into 

Meeting Places

Partnership DfE Funding 
of £550,000. Over 500 
days of provision for 

4200 children.
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The Welcome
Network Future Projects

Future
Funding

Applications

Development of 
Winsford Community 

Food Hubs 

Sharing the Toolkit

Winsford GroZone 
meeting place

Influencing 
long term 

change
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Community Food Toolkit
Food is a key component of all of our work.
We believe that everyone should be able to
afford, or have access to food to make up a
healthy diet. Food is an essential part of daily
life, and it also brings people together, and
sharing food together as been a part of
community life for centuries. 

Planning your sessions
You might have a clear idea of what you
would like to do, or you might feel lost and
not sure where to start. Either way, taking
time to think through the following aspects
for your activity or event has helped many
others in the past. Giving time to think
through these things before you start really
helps for a smooth running of the event. 

Roles and Responsibilities
Some of the considerations for the roles
needed to run an activity would be:

Who is taking the lead role, and taking
responsibility for data protection, risk
assessments, food hygiene and GDPR? 

Are other roles delegated to other people in
the planning team? 

Do you need small working groups for
certain aspects of the planning ie food
planning and preparation or advertising the
event? 

Do you have roles which take into account
people who might be new to volunteering?
Or can only give a small amount of time? 

Are there organisations or groups locally
who might like to support you? ie church
groups, WI, young people undertaking Duke
of Edinburgh needing a volunteering
placement? 

Have you spoken to other local people to
make sure this will not be a time or date
clash with other events?

This toolkit gives practical guidance for
anyone involved in a community food
project. Considerations right from the
beginning of an idea to providing food,
and running a regular activity involving
food. This has been drawn together
from experience of people involved in
the following activities: 

●     Meals at Holiday Clubs/After School
Clubs 

●     Snacks at a weekly Foodbank
session

●     Cooking for people to have new
tastes/try new reciepes 

●     Breakfast Clubs
●     Community Cafes 
●     Cookery Classes



Overview of other considerations 
●     Where will you source the food for the activity? Could you speak to community champions from

local supermarkets, or social supermarkets who are managing surplus from the food industry?

●     Sign in sheets. This will help with data capture for future activities. Make sure that it is compliant
with GDPR, ensuring that you only collect data that is necessary, and people consent to you
contacting them following the event. 

●     What activities within the activity do you want to have ie. what sort of crafts? sporty/exercise
activities? Games? Background music?

●     What meal/food will you serve up for the main meal together? How long will you allow for this
part of the day? Do you need snacks or drinking water easily available?

●     Think about who will provide/buy any equipment and ingredients and where will these be
stored before the activity.

●     Make sure you comply with aspects of food safety and hygiene at the start of the activity. (see
the food safety section)

●     Check arrangements for insurance to cover everyone running and helping with the sessions,
completing DBS checks, risk assessments and first aid cover.

Making sure everyone is safe
and can access the event
Access requirements 

DBS Checks 

Risk Assesesments 

Insurance

Access requirements
Questions to ask consider when you’re planning: 

Is the venue easily accessible by public transport - can you provide a map from the closest bus
stop?

Is the approach to the venue well lit and welcoming?

If there is more than one room do you need signs to clearly lead people to the event?

Does the layout of the room ensure wheelchair circulation?

Have you thought about the best time for the event, thinking of transport links or caring
responsibilities, school drop off and pick ups?
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DBS Checks
If your group or organisation works with children or vulnerable adults, it may be necessary for
paid staff and volunteers to undergo DBS checks (formerly known as CRB checks).

DBS checks are designed to help organisations from public, private and Voluntary and
Community groups to make safer recruitment decisions by identifying candidates who may be
unsuitable for certain areas of work, especially those which may involve contact with children
or other vulnerable members of society.

A DBS check has no official expiry date. Any information included on a check will be accurate
at the time the check was carried out. It is up to an employer to decide if they think a new
check is needed.

For full guidance on the Disclosure & Barring Service you can visit this website
www.gov.uk/dbs-check-applicant-criminal-record 

It can be difficult to determine if a DBS check needs to be performed, and at what level, the
DBS have produced a case study with three examples to help clarify. This can be accessed by
following this link www.gov.uk/government/publications/dbs-checks-case-studies 

Risk Assessments
For many events all that is required is to follow a basic series of questions. Ask yourself:

What are the risks, high or low, of somebody being harmed by a hazard, and how serious the
harm could be?

How could accidents happen and who might be harmed?

What do you need to do to control the risks and make the event safer?

Examples of things you should think about:
These are some of the things you may need to think about:

the layout of the event to ensure people and vehicles can move about safely

The number of people attending the event, for example, managing entrances and exits to
prevent overcrowding

Keeping the venue free from slip and trip hazards

First aid arrangements
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Event/activity: 

Location/venue:                                                                                                              Date: 

Signed (lead facilitator):                                                                                               Date: 

Example Format of
a Risk Assessment

What are the
hazards?

Action by
whom?

Action by
when? Done

Who might be
harmed and how?

What are you
already doing?

Do you need to do anything
else to manage this risk?

Parent & child
participation

Participants – Crafts
and food assembly
activity.

Parents verbal
consent to take
part and are
responsible for
their children at
all times during
the event

Ground rules to be discussed
with parents and children as a
group activity before the
beginning of the games

At the
beginning
of the
event

Photos Participants/
children

Consent to be
gained before
any photos taken
– if no consent –
there will be no
photos taken of
that participant

This will be discussed with
parents prior to the session

At the
beginning
of the
event

Electrical
wires/cables

Participants/staff -
tripping

Wires tucked
away and taped
down/ taped
with bright
coloured tape

Lay out of area when arrive to
minimise trailing wires/trip
hazards

Before
event

Trip hazards Participants/staff 

Individuals
advised to take
care of
environment

General safety brief for
participants at the beginning of
the event

At the
beginning
of the
event

Allergies
Participants –     food
allergies/
intolerances

All participants to
wash their hands
and use food safe
hand sanitiser
before handling
ingredients/
cooking

Food safety
management
system in place for
preparing work
surfaces/ cooking
equipment prior
to session

General safety brief for
participants and volunteers at
the beginning of the session

Handwashing sink identified

Throughout
the event



Insurance:
Do I need insurance?
If you are renting or using someone else’s building, you may be covered by their insurance, do
check to see if this is the case.

If you are hiring equipment such as a marquee or bouncy castle check with the company you are
hiring it from whether their terms of hire include insurance and read any conditions carefully
(particularly any exclusions).

If external businesses are providing services, such as food or rides, you should check they have
their own insurance, and that it is in force on the day of the event.

Public Liability Insurance:
Public Liability Insurance: This insurance covers the organisers of an event providing them with financial
protection if they are held to blame for injury to a person or for loss or damage to property and sued.

How much you need varies according to:
●     the type of event and activities you are planning
●     how many people will attend

Sometimes signing a disclaimer will be adequate instead of buying insurance as this isn’t a legal
requirement. You can speak with the team at Cheshire West Voluntary Action or a charity insurance if you
need further guidance. 
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Food
No matter which route you decide to go down, there are a number of factors you should
consider and a number of procedures you should put in place before delivering an activity that
involves providing food to the public. Ultimately, the aim of all food safety is to protect people
from catching and spreading any food poisoning bacteria or food borne illness. 

Venue
Before delivering any food-related activity, the first thing you need to do is find an
appropriate venue. There are a number of questions you should ask yourself about the
potential facilities before you make a decision:

Does the venue want to charge? 

Do you need to pay a deposit?

Have you signed a hire agreement?

Is it big enough? 

In addition, you need to ensure that the venue has:

The correct storage facilities (fridge, freezer, cupboards) and room for storage 

Appropriate cooking facilities 

Ventilation

A wipeable floor

Washing up/cleaning facilities

Enough electricity sources

If the venue is lacking any of the above, you will need to provide your own. It is also good
practice to complete a risk assessment for the venue before delivering your activity.

Food Safety
If you are delivering on behalf of a larger organisation or venue that already has a status as a
food operator and a food hygiene rating, then you might be able to run your activity as part of
their food safety management system.

However, if this is not in place, you should do is inform Environmental Health of what you are
planning to deliver. You should do this a minimum of 28 days prior to the event. You can find
the Environmental Health contact number on your local council website. 
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It is highly likely that Environmental Health will arrange a visit and they will expect to see a Food
Safety Management System for the business and a food safety certificate (minimum level 2)
from at least one person who’s delivering the food session. You can choose to write your own
Food Safety Management System or you can follow one of the templates provided:

Safer Food Better Business

Cooksafe

These documents appear quite long but you may not need to complete all of it depending on
the activity you’re looking to provide.

Food Safety courses can be accessed online or face-to-face. Whoever is managing the activity or
business should be trained to minimum level 3.

Allergies
This will be partly covered in your Food Safety Management System but no matter what food
activity you are providing, all staff and volunteers should be aware of any potential allergens
that may be in any of the dishes/ingredients. When possible you should try and find out about
any allergies prior to the session.
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Specific Considerations:
Community Meals
For a community meal there isn’t a huge amount more you need to think about apart from
making sure you have enough staff/volunteers, making sure you have enough food and that
you pick a date that doesn’t coincide with another local event.

It’s important that you know where the first aid box is and that it is stocked appropriately in
case of injury and also that the venue has enough cutlery, crockery and furniture. Depending
on the number of attendees there could be plenty of washing up!

Food Demonstrations
As you will be the only one providing the demonstrations, you don’t have to worry about extra
equipment. If you are providing tasters, you will still need to cover similar aspects as the
Community Meal.

It’s worth considering the location of the demonstration to ensure all attendees have a good
view and that you communicate effectively with the audience so they are enthused try out
your recipe.

Practical Cookery Sessions
When providing practical cookery sessions, on top of the fundamentals, things to consider
include:

Do you have the appropriate cooking equipment (and amount) for the number of attendees
and the recipes you are looking to cook?

Are you providing recipes? This is the only way the dishes can be replicated.

Do you have the correct ingredients?

Community Cafe
A community cafe requires extra consideration and in order for this to succeed and run
effectively you will need an appropriate business plan. This sounds daunting but can be
written as long or as short as you like, just make sure you include everything in each section.
Ultimately this will make things easier for you in the long run as you will have a direction and
know what your strengths/weaknesses are before you start.

If you set up as (or join) an incorporated organisation (charity, social enterprise, etc.) this
reduces risk as you won’t be personally liable for anything that might go wrong in a financial
sense. 
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The venue you use may either be rented or owned. If rented, ensure that you understand what is
required by you (licensee) in the agreement before signing.

If you own the building, you will need to complete additional assessments, which will include:

Fire risk assessment

Legionella (water) testing

Lighting

Electricity

Gas
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Policies, Processes and Supporting
Docs for Community Cafe
The following is a list of policies, procedures and supporting documents that are considered
best practice and will not only make the running of your business as straightforward as
possible but will also assist in your requests for funding. 



Governance
Governing document-
articles of association,
certificate of incorporation,
CIC36 (these documents will
differ if set up as a charity or
profit-making organisation)

List of Directors with
appointments/resignations
and role descriptions

Organisational structure

Staff/Volunteer Training
Manual or equivalent

Trustee/Director Induction
Pack

Role descriptions for
volunteers

Employment Contract

Bank Account (with at least
2 signatures)

Processes
Risk Assessment of venue
and activities

Incident Reporting system

Business Plan

Funding Strategy

DBS checks for staff and
volunteers

Venue/Equipment Hire
Agreement

Keyholder Agreement

Feedback Forms

Policies
Conflict of Interest policy

Safeguarding policy

Health and Safety policy

Complaints and
Whistleblowing policy

Employment Policy

Equality and Diversity policy

Data Protection policy

Safer Recruitment policy

Volunteer policy

Confidentiality policy

Disciplinary policy

Grievance policy

Fire Safety Policy

Electrical Safety Policy

Gas Safety policy

No Smoking policy

Financial Controls policy
(including petty cash
procedure)

Insurances and 
licences

Employers Liability (if any staff
are employed

Public Liability Insurance

Contents Insurance

Optional performing, alcohol,
music licences etc.

ICO registration (for data
protection if collecting
personal information)

TV licence

Staff Training
First Aid

Health and Safety

Safeguarding

Equality and Diversity

Data Protection

Food safety level 2 (for
volunteers)

Food safety level 3 (for
manager)

Additional 
documents and
equipment if you 
own the building

Premises policy

Building Insurance

No smoking signs

Fire safety equipment
(including extinguishers)

Health and Safety Law Poster

Fire Risk Assessment

First Aid Box (including
accident book)
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Contact Us
website: www.welcomenet.co.uk 

facebook: @TheWelcomeNetworkCWAC 
twitter: @welcnetwork

A partnership between:


