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reuse it
Mend it, sell it, donate it...
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Introduction
Each year in Leicestershire we produce approximately
160,000 tonnes of waste.
A Give and Take day is a waste exchange event that can
reduce the amount of waste that is going to landfill. It is an
opportunity to get rid of things you don’t need any more
and pick up something you do need. All for free!
This toolkit is to help you set up a Give and Take day in
your local area.
Give and Take days are fun and enjoyable and are a
great way to involve the community, save money and the
environment all at the same time.

“You can use this information and format
to set up a fund raising event at your local
school or community group”

“Getting rid of stuff and
knowing that it will be
used by someone else was
the best bit of the day.”
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Planning your Give and
Take Day
Choosing a location/venue
Decide where you are going to hold the event and ensure that
it is suitable for everyone to access. You could look at:
• A village hall, church room or community centre
• Local school or college
• Local pub or social club
Visit the venue, or a couple of venues and think about:
• Does it have a wide entrance and ramp for wheelchairs and
pushchairs?
• Is there adequate parking?
• Is there any public transport to the venue?
• Is it large enough for the amount of people you want to attract?
• Are there baby changing and WC facilities?
• Think about whether it has enough tables
• Is there a seating area for people who might need a rest?
• Is there enough room?
• Does the venue have public liability insurance?

“I enjoyed seeing our
used toys and bikes
going for further use.”
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Choose a date and time
It is most effective to give people at least a month’s notice about
when the event will take place. This gives people enough time to
plan ahead and sort out items they can give as well as make sure
they can clear their calendars for the event.
The event needs to be on a day when the maximum amount of
people can attend. A weekend is a good idea as people are not
at work. It’s worth checking to see if there are any other events on
locally that day first. You don’t want your event to clash with another
(for example a jumble sale down the road at the same time would
be a bad idea). Sometimes having another event on the same day
can add to the attraction – for example you could coincide with the
village fete or open gardens so the Give and Take day becomes part
of a wider event.
Think about the length of the event – the majority of people come
early to see the pick of items – dragging out the event for too long
can make it seem unappealing to those who come later in the day. A
short window of ‘opportunity’ (a morning or afternoon) is better.

Recruiting volunteers
You’ll need people to help out on the day and to help organise
and promote the event. Spread the word amongst friends and
family in your community. You can assign different roles to
different people, such as:
• Putting up posters around the community
• Sending out a press release
• Adding information to facebook and other websites
• Someone on the door to welcome people
• People signing items in and out

“It was good to have a
clear out, and great to
be able to swap!”
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Setting out the venue
There are a number of things to consider with regards to
setting out the room:
• Arrange the tables in a horseshoe with no gaps. This ensures that
visitors to the event stay on the correct side of the tables.
• Divide the room into categories such as:• Baby clothes & toys
• Children’s clothes
• Adult clothing
• DVDs, CDs, books
• Jewellery & toiletries
• Outdoor fitness equipment
• Kitchen items
• Plants
• Furniture
• Garden tools
• Bric-a-brac
• Make sure there is clear signage outside of the venue so people
know where to go. You will also need to ensure that there is
someone to tell them how it works at the entrance to make sure it
is as organised as possible. A sign template can be found later on
in the toolkit (appendix A).
• Give and Take days can get very busy and so it’s important to
have a system in place to sign items in and out. It’s good practice
to have a sign in and sign out area. (appendix B)
• It is also essential to make sure you have enough staff to sign
items in and out and to man the stalls where the items are placed.
• Items that are signed in need to have a disclaimer with them.
This needs to state that people are handing the items over to the
event and they are now the property of the organisers. In addition
people also need to sign items out on the understanding that the
organisers take no responsibility for the quality or condition of the
items.

“It was interesting
to see how much was
saved going to landfill by
having the event”
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• Have a plan in place for the items that are left over. It is likely that
there will be a number of items that don’t get swapped These can
go to a charity shop or be collected by a charity. Alternatively,
items that have been damaged or are not likely to be reused can
be taken along to one of the 14 Recycling and Household Waste
sites around the County. www.leics.gov.uk/waste/recycling_sites_
and_permits/recycling_household_waste_sites

• Equipment and Resources
Signage – This includes signage outside the venue to let people
know they are in the right place and signage inside the venue telling
people where certain items are. Having signs such as the categories
of items is necessary to keep the event more organised. A sign
template can be found later on in the toolkit (appendix A).
Risk assessment – It is very important before going ahead with
the event that you carry out a basic risk assessment. The idea is to
identify any potential hazards and risks. This covers basic issues such
as slipping and tripping, fire hazards and fire evacuation procedures,
electrical safety etc.
An example of a risk assessment has been included in this tool kit
to help you risk assess your own Give and Take day. A blank risk
assessment template form has also been included (appendix C)
which you can print off and fill out.
Signing items in and out – A blank template form (appendix
F) has been included to help you organise the day. Signing items in
helps to have more control over the event. It also means people will
queue to get into the event rather than rushing through.
Give and take declaration – These forms are to ensure
that people are aware that they are signing over their items to the
organisers and that they do not have the right to dictate who they go
to or what happens to them from that point forward.
Electrical Items – It is often the case, that electrical items
are excluded from give and take days as they require PAT testing
(Portable Appliance Testing). Electricians can provide this service
along with some other organisations that deal with electrical item
reuse. (Usuallly with a charge)
Timings on the day – There are two options:Option one: Have a set time for dropping off items at the start of
the day. e.g. 10-11.30am, then a set time for taking items following
this, e.g. 11.30-2.00pm
Option two: Allow people to drop off items throughout the day,
with an hour of talking at the end of the day.
Alternatively you can allow people to drop items off throughout the
day with an hour at the end of the day for taking only. A time will be
given when people are allowed in to start to take items. Remember,
all items must be signed out using a declaration form which states
we do not hold any responsibility for the item that is taken.
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Promoting the event
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There are numerous places that you can advertise with low or no
cost. You can find a poster to promote your event later in the toolkit
(appendix A).
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• What you can’t bring along (such as electricals)

Items can be
taken between

What can be given?
toys, bikes, garden tools, kitchenware, bric-a-brac, plants, furniture.
 Books,
Items must be good quality and in working order.
 For health & safety reasons electrical items cannot be given.

What can be taken?
Anything you need and could use. You don’t need to give an item to be able
to take something.

GIVE AN
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Remember one person’s rubbish is another person’s treasure!
www.lesswaste.org.uk

Where to put the poster:
• At the location of the event
• Village hall
• Parish notice boards
• Local shops and supermarkets
• Pubs
• Hairdressers
You should also send out a press release to local papers. This should
be two weeks before the event. (a press release template is included
– appendix D) including your community or parish newsletter. This
should be 6 weeks before. Contact details for the main Leicestershire
media are found at the end of the toolkit in appendix E. (Check copy
deadline dates)
You could also add your event to free websites such as
www.netmums.com or leicestershirevillages.com.
Finally, get news out about your event through Facebook and Twitter.
You can create an event on Facebook and invite your friends.

Let us know about
your event
Let us know that you are arranging an event and we can help you
to promote it by putting it on our website and letting people on our
mailing lists know.

For more information and advice and to let us know about
your event call 0116 305 7005.
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Appendices:
A – Poster
B – Category sign
C – Risk assessment
D – Press release
E – Media contacts
F – Declaration Forms
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Give and Take Day

Looking for some new kitchenware?
Children’s toys that are no longer played with?
Want to swap your old novels
for a new necklace?

Come along to
give and take
unwanted items
all for FREE
Unwanted items can
be dropped off from

Items can be
taken between

What can be given?
toys, garden tools, kitchenware, bric-a-brac, plants, furniture.
 Books,
Items must be good quality and in working order.
 For health & safety reasons electrical items cannot be given.

What can be taken?
Anything you need and could use. You don’t need to give an item to be able
to take something.

GIVE A
TAKE D ND
AYS

Remember one person’s rubbish is another person’s treasure!

B

Remember one person’s rubbish is another person’s treasure!

C

Give and Take Day Risk Assessment
Risk Assessment Completed by:
There is a risk
that…

…which could
result in…

Sharp or dangerous
objects are donated

Injuries to staff or
general public –
children likely to be at
most risk as may try to
play with objects

Faulty electrical items
are donated

Injuries and burns to A
staff or general public
– potentially when the
item is taken home
and plugged in

A Example

Impact
Likelihood
(A,B,C,D) of Risk
(1,2,3,4)
A
2

Date:

04/04/2011

Controls

Check all donated goods on the way in
Do not accept items deemed unsafe
Any sharp or potentially dangerous goods should be removed from tables and stored
away from public access or be displayed on tables that will be supervised at all times by a
member of staff.
If objects are dangerous (such as a set of knives) but are good enough quality to be taken
by a member of the public, staff should ensure they are taken by a responsible adult who
can prove they are over 18

2

Do not accept any electrical goods (any item with a plug)

Entertainment items Underage viewing –
with a certificate rating angry parents
are donated

C

1

All members of the public leave via an exit desk where the items are recorded and staff will
check the age of any member of the public taking an item with a certificate rating
If there is any uncertainty, the item is removed from them

There will be a
significant amount of
manual handling

Injuries to staff
or general public,
particularly to back
and shoulders

A

3

Use manual handling techniques
Trolleys to be used to minimise the need for lifting
Two members of staff to lift heavy items if necessary
Staff to move heavy items for general public to cars, using trolleys

People may slip, trip
or fall over items left
on ground or other
hazards

Injuries to staff
or general public.
Children and older
people likely to be at
higher risk

B

2

All equipment, tools, leads, hoses etc to be safely positioned to avoid trip hazards
All walkways and areas open to use by public and staff to remain clear and unobstructed at
all times
Staff and members of the public to be excluded from areas of risk at all times
Spillages to be cleaned or treated as soon as practically possible
Use cable cover mats where appropriate
Key to the risk assessment

(print name). .................................................................................................
(sign). ................................................................................................................
Date:.................................................................................................................

Impact

Agreed and accepted by:
Severe

A

Significant

B

Moderate

C

Minor

D

isk
sing R
Increa
4

3

2

1

Very
Likely

Not Very
Likely

Quite
Likely

Very
Likely

Likelihood

C

Give and Take Day Risk Assessment
Risk Assessment Completed by:
There is a risk
that…

…which could
result in…

Date:

Impact 2Likelihood
(A,B,C,D) of Risk
(1,2,3,4)
1

Controls

Agreed and accepted by: (print name)................................................................................................................ (sign) ................................................................................................ Date:.................................................
Date for review:
, or if any significant changes or in the event of a risk or near miss.
Impact: A=Severe, B=Significant, C=Moderate, D=Minor

1

Likelihood: 1=Very Likely, 2=Quite Likely, 3=Not Very Likely, 4=Unlikely

2

D

PRESS RELEASE
Treasure to be found at swapshop event
A ‘Give and Take’ event which will give people the chance to reuse anything from furniture to
clothing is being held.
Kitchenware, plants, baby toys and books are just some of the items people are invited to give and
take at the event at WHERE on WHEN at TIME.
NAME OF GROUP is organising the free event . While it’s a good chance to swap unwanted items,
people are also welcome to take items without giving them.
Similar events organised by the Leicestershire Waste Partnership (made up of the County and District
Councils) have seen around 1,000 people exchanging a variety of goods. A hamster cage, an
antique bedpan and a trampoline are just some of the more unusual items that have found new
homes!
The idea of the initiative is to encourage people to reuse unwanted items rather than sending them
to landfill.
Between X am/pm and X am/pm people can drop off items to be exchanged then from X am/pm
and Xam/pm visitors are welcome to come along and take anything they need.
NAME OF ORGANISER, SAID: “If your wardrobes are overflowing with items you don’t need any
more, your cupboards are full or your garage is crammed with unwanted tools and gadgets, this is a
great way of reusing them and giving items a new lease of life.
Previous Give and Take days have been a great success and we had all sorts of items exchanged.
The thing to remember is that what is one person’s rubbish is another person’s treasure!”
If you are unable to attend, there are other ways you can reuse unwanted items and find stuff for
your home.
These include:
• Selling them to make some extra money
• Donating them to a local charity shop or Furniture Reuse Project
• Visiting www.freeuseit.org to give your items away for free
• For more information on Reuse visit www.lesswaste.org.uk or call 0116 3057005
• Alternatively follow the Greenes, Leicestershire’s Reuse family, at: www.facebook.com/
leicestershiregreenefamily
Entry to the Give and Take Day is free/costs X.

E

Media contact list
LOCAL NEWSPAPERS
KEY: D - Daily,

W - Weekly,

F - Fortnightly,

Burton Daily Mail
65-68 High Street
Burton-On-Trent
Staffordshire DE14 1LE
Fax 01283 550482
Editorial deadline:
Coalville Times
Trident Midland Newspapers Ltd
Bridge Road
Coalville Leicester LE67 3QP
Fax 01530 811361 (general)
Editorial deadline:
Coventry Evening Telegraph
Corporation Street
Coventry
West Midlands
CV1 1FP
Fax 02476 631736 (general)
Fax 02476 550869 (editorial)
Editorial deadline: 12
The Free Leader (Coalville)
Trident Midland Newspapers Ltd
Bridge Road
Coalville Leicester LE67 3QP
Fax 01530 811361
Editorial deadline:
Grantham Journal
46 High Street
Grantham
Lincolnshire NG31 6NE
Fax 01476 560564 (editorial)
Fax 01476 541420 (advertising)
Editorial deadline:
Grantham & Melton Trader News
Four Counties Newspapers Ltd
62 Welby Street
Grantham
Lincs NG31 6EA
Fax 01476 560564 (editorial)
Fax 01476 541420 (advertising)
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M - Monthly

01283 550123
Email:
editorial@burtonmail.co.uk (head office)

D

Paid for

01530 813101
Email:
editorial@timesandleader.co.uk

W Paid for

02476 633633
www.iccoventry.co.uk

D

Paid for

Email:
news@coventry-telegraph.co.uk (editorial)

01530 813101

W Free Sheet

01476 562 291
Email:
jo.hall@granthamjournal.co.uk

W Paid For

01476 562 291

W Free Sheet

Harborough/Lutterworth Mail
Paid for
9 Northampton Road
Market Harborough
01858 462626
LE16 9HB
Fax 01858 410 097
Editorial deadline:
Harborough Herald & Post
Newspaper House
01604 614 634 (editor)
9 Derngate
Northampton NN1 1NN
Fax 01604 614724 (main)
Fax 01604 614722 (secretary)
Fax 01604 614649 (newsroom)
Editorial deadline:
Heartland Evening News
Newspaper House
11-15 Newtown Rd
Covers Nuneaton,
Nuneaton
Hinckley and parts of
Warwickshire CV11 4HP
Leicestershire
Fax 024 76 353481
Fax 02476 353481 (newsroom)
Hinckley Times
The Hinckley Times Office
Brunel Road
Editor: Simon Holden
Hinckley LE10 0AB
Main Contact: Ed Stilliard
Fax 01455 891 968 (editorial)
01455 891218
Hinckley Herald & Journal
Brunel Road
Hinckley LE10 0AB
Fax 01455 891968 (editorial)
Editorial deadline: Tuesday noon
Leicester Mercury
St George Street
Leicester LE1 9FQ
Tel: 0116 222 4241 - (newsdesk)
Fax 0116 253 2787 (advertising)
Fax 0116 253 0645 (editorial)
Fax 0116 222 4933
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01858 436 000
Email:
alex.blackwell@harboroughmail.co.uk
(news editor)
brian.dodds@harboroughmail.co.uk (editor)
editor@harboroughmail.co.uk

W Paid for

01604 614 600
Email:
richard_howarth@mrn.co.uk (editor)

W Free sheet

02476 353534
Email:
enquiries@heartlandeveningnews.com

D

01455 891 965 (news desk)
www.hinckley-times.co.uk

W Paid For

Paid for

Email:
hinckleytimes@mrn.co.uk (newsdesk)
ed_stilliard@mrn.co.uk

01455 891968
www.hinckley-times.co.uk
Email:
hinckleytimes@mrn.co.uk

W Free sheet

0116 251 2512 – Switchboard
Email:
newsdesk@leicestermercury.co.uk
featuresdesk@leicestermercury.co.uk

D

Paid for

Paid for
Leicester Mail Group
Across City & County
St George Street
Leicester LE1 9FQ
Fax 0116 222 4669 - (editorial)
Monday pm
Loughborough Echo/Shepshed
Echo
Prince’s Court
Royal Way, Loughborough
LE11 5XR
Tel: 01509 232632
Fax 01509 240 016 (editorial)
Editorial deadline: Tuesday 5pm
Lutterworth and District Journal
19 Elmtree Road
Cosby, Leicester, LE9 1SR
Fax: 0116 275 1037

0116 222 4600
www.thisisleicestershire.co.uk
Email:
newsdesk@leicestermercury.co.uk
mailnewsdesk@leicestermail.co.uk
featuresdesk@leicestermercury.co.uk|
01509 232632 -Newsdesk

W Free sheet

W Paid for

Email:
peter_warrington@mrn.co.uk
david_godsall@mrn.co.uk

0116 275 1037
Email:
lutterworth@districtjournal.fsnet.co.uk

Melton Times
49 Nottingham Street
Editor: Michael Cooke
Melton Mowbray LE13 1NT
Fax 01664 412 515 (editorial)

01664 410041
Email:
michael.cooke@meltontoday.co.uk
christian.march@meltontoday.co.uk

W Paid for

Melton Citizen
EMAP
49 Nottingham Street
Melton Mowbray LE13 1NT
Fax 01664 412 515 (editorial)
Editorial deadline: Tuesday noon

01664 410041
Email:
michael.cooke@meltontimes.co.uk

W Free sheet
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LOCAL RADIO
BBC Radio Leicester
9 St Nicholas Place
Leicester
LE1 5LB

Tel: 0116 251 6688
Tel: 0116 201 6660 (newsroom)
Email: radio.leicesternews@bbc.co.uk (newsroom)
Fax: 0116 251 1463

The Eye (Melton)
Tel: 0870 766 6197
Email: business@103theeye.co.uk
Oak FM Loughborough
Hinckley, Coalville

SABRAS Sound Limited
24 hour
Leicester LE4 6PN

Tel: 01530 835108 (news)
Tel: 01530 278200 (receoption)
Fax: 01530 278201
E-mail: enquiries@oakfm.co.uk
To contact the on-air studio; Tel: 01530 835107
Tel: 0116 261 0666 (general)
Tel: 0116 261 0106 (newsroom)
email: richard@sabrasradio.com
Fax: 0116 266 7776 (general & news)

Smooth Radio (formerly SAGA 106.6)
Tel: 0115 986 1066 (general)
Tel: 0115 943 5070 (newsroom)
News mobile: (emergencies only) – 07776 060116
News Fax: 0115 943 5075
General Fax: 0115 943 5000
Email: eastmidlandsnews@smoothradio.co.uk

Please note: Media contact details are all likely to change over time. Please contact the Leicestershire
County Council press office if you need a new contact for any of the above on 0116 305 6152.
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Give or Take Day Declaration - Givers
By signing this declaration you agree that the item(s) you have donated can be taken by someone else
for reuse at no cost.
Items

Name

Postcode

Signature

Notes

Give or Take Day Declaration - Givers
Items

Name

Postcode

Signature

Notes

Give or Take Day Reuser’s Declaration - Takers
The organisers of this event accept no responsibility for the items taken away for reuse today. By signing this
declaration, I understand that items removed from this premises are my responsibility. They may not work or
be in perfect condition, but I am willing to take that risk. I will not fly-tip any items taken from this event.
Name

Address & Postcode

Signature

E-mail address

Items taken

Give or Take Day Reuser’s Declaration - Takers
Name

Address & Postcode

Signature

E-mail address

Items taken

