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Andover Community Time Bank
Member Handbook

Introduction to the Andover Community Time Bank

The Andover Community Time Bank (ACTB) is a community of people who support
each other based on a relationship of trust, mutual support and respect. It’s also a system
that keeps track of the work members do for each other. For every hour you spend doing
something for a member of ACTB, you earn one time dollar. Then you can “spend” that
time dollar on having a member do something for you.

ACTB’s work is based on 5 core values*:
Assets: We are all assets. Everyone is valuable and has something to contribute.
We must recognize and utilize the unique skills and talents each of us has to offer others.

Redefining Work: The exchanges our members make count as real work. Their
skills and talents support families and individuals and help build our community. This
work needs to be honored, recorded and rewarded

Reciprocity: Acts of helping are most powerful when giving becomes a 2 way
street. Giving and receiving makes us equals. By helping each other we build a
community we want to live in.

We Need Each Other: Communities are stronger than individuals. People helping
each other create communities of support, strength and trust.

Respect: Every human being matters.

Andover Community Time Bank and its members do not discriminate on the basis of
race, color, religion, sex, sexual orientation, national origin, age or disability.

*Core values taken from Time Banks USA

The Commitment of a Andover Community Time Bank Member

Each member of ACTB is expected to commit to the following Code of Ethics. Members

are expected to commit themselves to:

1 building a relationship of trust with other members in which each member’s privacy,
integrity and well being are respected;

2 respecting the home, property and valuables of other members;

3 recognizing that my service is voluntary and refuse money, gifts or tips from a
member for whom I have provided a service;

4 only providing services for which I have the skills, interest and knowledge, as well as

the ability to use the tools necessary to provide the services offered;

following the safety rules and procedures pertaining to the services offered;

abiding by the policies and procedures included in the Member Handbook;

7 having a true community spirit, a big heart and a willingness to pitch in and make this
community a better place to live!
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Rights of Andover Community Time Bank Members
ACTB Bank Members have the right:

to be treated with dignity, care and respect. When you receive service from a
ACTB member, you are not receiving charity. You worked hard for the time dollars you
are now using.

to give. Members provide services that are comfortable and satisfying. They also
give services for which they have the skills, interest and knowledge, as well as the ability
to use the tools necessary to provide the services offered.

to a guaranteed price. One time dollar buys one hour of service. The price is
guaranteed.

to earn. Members earn one time dollar for every hour they spend helping another
member.

to exchange with any other member. As a community building program, ACTB
does not limit exchanges to the person for whom you provide a service or from whom
you receive a service. You may provide a service for one member and receive a service
from another member.

to save. Each time dollar is banked in the member’s personal time bank account,
available to be used when the member wants or needs a service that another member can
provide.

to use time dollars to help others. Members can use the time dollars they earn to
assist other family members or friends.

to spend. Members may spend their time dollars at any time on any service other
members offer.

to have questions answered. Members can direct any questions about policies,
procedures, and/or problems to the ACTB staff and/or the Advisory Board.

to have confidentiality maintained. All members of ACTB are expected to respect
the privacy of other members. What you see and hear is not to be shared with anyone
unless you think the health and/or safety of an individual is in jeopardy.

to be valued. Members will receive recognition for their valuable service to the
community.

to be treated fairly. Any dispute, complaint, or misunderstanding arising out of
involvement with ACTB will be reviewed and resolved promptly.

Becoming a Member

To join ACTB you must submit a completed Membership Application Form, and
complete a scheduled in person interview with a member of the Core Team. Phone
interviews can also be arranged, but in person is preferred. At the meeting, you will
receive an information packet, which contains the Member Handbook. After you have
attended orientation, received the information, and you submit a signed agreement you
are ready to set up your first exchange! Exchanges will start once there are 15 registered
members. There will no be no membership fee for the first 50 members; after that it will
be $10 from each adult (age 13+) to pay for software, website, and supplies.



To Join and Participate without Using Email

It is possible to be an offline member. You will make transactions through a Core
Team member. Call them with any offers you would like to make or requests you would
like to receive. They will receive all of your messages and emails and relate them in
entirety to you. Your offline member status will be posted in your profile. To request
offline member status, tell the Core Team member during orientation, or call the
Coordinator now at 978 886 2825.

When You Want to Receive a Service
1. Go to the Market Place on the website and find the appropriate section for your need.
(e.g. look under Child Care for a Babysitter). You may want to look at several
applicable areas. If there is an appropriate offer, message the member.
2. If no offers apply, make a request by clicking “Add Your Request” in the appropriate
section. Answer the questions to the fullest of your ability to find a match sooner.
Make a request in advance of when you need the service
4. Agree with the other member on:
a. Date, time and location of service to be provided;
b. The amount of time the member will spend providing the service as well
as time spent traveling to and from where the service will be provided;
c. Parts, supplies or ingredients needed. The member who is receiving the
service is responsible for paying for parts, supplies or ingredients;
d. Tools required to complete the service. You and the other member must
decide which of you will provide those tools.
3. Ifyour presence is required for the service, be sure to be there and on time. If you will
be late, be sure to notify the other member as soon as possible;
4. Then have the work done!

(98]

If you have questions about arranging your exchange or need assistance, call the Time
Bank Coordinator.

Other Things to Think About When You Are Requesting a Service
Be Patient: If a member does not return your message within a few days, try calling. If
your call is not returned, call the Time Bank office.

Request In Advance: Busy lives make can make it difficult to schedule a time to provide
a service. If possible, post at least a week in advance of when you need the service
provided. If the need is urgent, press the ‘green antenna with radio waves’ icon next
toyour request, and, after coordinator approval, a broadcast will be sent to all members.

Discuss Issues: Any issue that may present a problem during the exchange should be
discussed. Examples might include smoking, allergies to pets, aggressive pets.

Be Understanding: Let the person know you understand if they say they are not available.

Be Flexible: Try to be flexible with what a person can do. Example: You need someone
to help weed your garden. The job will take 4 hours. The member you called only has an



hour. They may be able to help you out, but they should not be expected to stay longer.
Be prepared to have to wait for service or to find another Time Bank member to help out.

To Provide a Service
1. When you receive and respond to a message from a member requesting a service,
discuss and write down all the necessary information:

* date, time and location of service to be provided;

* the amount of time that you will spend providing the service;

* parts, supplies or ingredients needed. The member who is receiving the
service is responsible for paying for parts, supplies or ingredients;

* tools required to complete the service. You and the other member must
decide which of you will provide those tools.

2. Know the recipient’s name and be sure he or she knows yours.

3. Keep the scheduled appointment. Be on time; 5-10 minutes early is even better. If you
are going to be late or cannot make it, notify the other member immediately and, if
necessary, make other arrangements.

4. Request information you feel is necessary while in the recipient’s home such as the
location of telephones, emergency phone numbers, and any safety risks

5. When you have completed the service, record the number of Time Dollars earned on
your Community Weaver account. Go to “My Account”, then “My Hours” and click
“Add Time”. Remember, it is the provider of the service who reports the Time
Dollars earnedContact the Core Team at andovertimebank@yahoo.com with any
questions.

1. To respond to a request ad, view the full request, write your response (be sure to give

the above information) and click “reply now”

1. To make an offer click “Add Your Offer” in the appropriate section. Answer the

questions to the fullest of your information to find a match sooner.

Other Things to Think About When You Are Providing a Service
SMILE!: Another member needs your help. Call them back as soon as possible!

It’s OK to Say No: Let the member know you would like to help them out, but are unable
to. If you can, offer an alternative date in the near future. We know it is hard to say no,
but if you say no quickly then the member can look for another solution. This is better
than having the member waiting to hear from you.

Please Say No: Say No if you are being asked to provide a service for which you do not
have the skills or is beyond your skill level

Do not over commit yourself: As with anything, stretching beyond what you have the
time to do is not good. Try and decide your availability to provide services ahead of time.
For example, ask yourself how many hours per month you can commit to earning Time
Dollars, and commit yourself to providing no more than that amount.

Expect the unexpected: Sometimes a member will request or need services other than
those in his or her original request. If a situation is not what you expected, take a moment




to re-evaluate and decide if your skills fit the request, if you have the time to fill the
request, if you want to fill the request. Discuss it with the member who made the request
and make an appropriate decision. If in doubt, contact the ACTB Coordinator.

Be courteous of the other member’s personal space and items:
1 If you must make a personal phone call during your time, please use your cell
phone or calling card.
2 Only use a member’s car if it is agreed upon by both parties and is necessary in
order to provide the service.
3 Don’t advise members in medical, business, or legal matters. Referrals may be
made if member wants assistance.

Earning Time Dollars and Spending Time Dollars: Guidelines and Definitions
Time Dollar: One hour of service equals one Time Dollar, regardless of the service. The
smallest fraction that can be reported is 0.25 or _ Time Dollar. All exchanges less that
0.25 or _ should be rounded up to the next 0.25 or _ Time Dollar.

Preparation Time: Time Dollars can be earned for the time used preparing to provide the
service.

Travel Time: Time Dollars can be earned for travel time by the provider to and from a
recipient’s home or any other place the service will be provided.

Services to Many: Members may teach a skill to several members at one time earning
Time Dollars for preparation and teaching. The Time Dollar is debited to the recipients
on a pro-rated basis. For example, a one hour of prep time plus a 3 hour class taught to 4
members would result in 1 Time Dollar debited from each member and 4 Time Dollars
earned by the member teaching the class.

Policies and Procedures—PLEASE READ!

No Guarantees of Performance: ACTB does not guarantee the quality and
appropriateness of services provided by members. Nor does ACTB do background
checks on any of its members. The decision to provide a service and receive a service is
the responsibility of the member based on a relationship of trust, mutual support, and
respect.

Receiving Baby Sitting or Companion Care for an Elderly or Disabled Person: Choosing
the right baby sitter or companion care provider for a loved one is a very important
decision. If you are a ACTB member who wants to receive these services from another
member, you need to know that ACTB does not do background checks on any of its
members. Like any of the other services provided by members, ACTB does not guarantee
the quality or appropriateness of the work or service. The decision to provide a service
and receive a service is the responsibility of the member, based on a relationship of trust,
mutual support and respect. ACTB members seeking baby-sitting services may wish to




consider only exchanging with those members who can provide their own background
check. Members are encouraged to order their own background check and keep a copy in
the Time Bank office (36 Bartlet Street, Andover DCS office) for referral.

Receiving Transportation Services: If you are a ACTB member who wants to get a ride
from another member you need to know that ACTB does not do background checks or
check driving records on any of its members. Like any of the other services provided by
members, ACTB does not guarantee the quality or appropriateness of the work or service.
The decision to provide a service and receive a service is the responsibility of the
member, based on a relationship of trust, mutual support and respect.

Providing Transportation Services: ACTB members who want to provide transportation
services must:
1 have a valid driver’s license;
2 have a safe, dependable vehicle that is registered, insured and inspected
according to Massachusetts Law;
3 observe all speed limits and driving laws;
4 wear seat belts at all times while driving and require passengers to wear seat
belts.;
5 observe all laws regarding the installation and use of child safety seats;
6 never drive a vehicle when tired or taking medication that causes drowsiness.

Transporting Children: For the child’s safety, children under the age of 13 must be
accompanied by his or her parent or guardian when getting a ride from a ACTB member.
The parent or guardian is responsible for the proper installation of the car seat in the
vehicle and the child in the car seat.

Time Dollars and For Profits: At this time if you are a member who owns a business, you
cannot use Time Dollars you earned to benefit your business. In the future, we plan to
create opportunities for businesses to participate in ACTB.

Home Maintenance on Rental Property: If you are a landlord, you cannot use Time
Dollars you earned to have maintenance done on the rental property, as this would be
considered benefiting a business. Contact the ACTB Coordinator if you would like more
information about this policy.

Exchanges with Members of Other Time Banks: Exchanges with members of other Time
Banks is possible, especially if the service you need is not provided by an ACTB
member. Exchanges with members of other Time Banks need to be coordinated by the
ACTB Coordinator.

Members Under 18 Years Old: Young people are welcome and encouraged to join
ACTB. Like any other member, he or she must complete the member information form
and meet with a member of the ACTB Core Team. However, any member who is less
than 18 and not emancipated must also have their parent or guardian sign the Member
Acknowledgment and Agreemdfitmember is under 13, the parent and/ or guardian




must be present during the information meeting. We encourage members under 18, and
require members under 13, to join the Guardian Angel option of the website. Ask the
Coordinator for more details.

Debt

All members start with two Time Dollars, but debt is possible and not necessarily a bad
thing. For some people to earn Time Dollars, other have to be debited. Members are
encouraged to actively look for opportunities to give help and earn Time Dollars, but if
debt does occur, all that will happen is that the Coordinator will be notified and will give
you a call to check in, and possibly suggest a service match.

ACTB Website
The ACTB website, www.andovertimebank.org is currently up and running.

Emergencies

Although the likelihood of a serious medical emergency while you are visiting with a
member is extremely small, you should always be prepared and know what you need to
do. If an emergency results in illness or injury to a member:

e (Callol1;

* Keep the injured or ill member warm and comfortable;

* Ifknowledgeable, administer first aid,

* Above all, stay calm and know that help will arrive shortly;

* After you have ensured the safety of the injured or ill member (and only after),

please contact the ACTB Coordinator and let them know what happened.

*Please report typos and ambiguous sentences in this document to the Coordinator at
actbcoordinator@yahoo.com



Andover Community Time Bank
Member Acknowledgment and Agreement
By signing below, you are indicating that you understand and agree to the following:
1 You use the services of ACTB members at your sole risk;

2 The services and/or goods you receive through the ACTB are not reviewed,
assessed, evaluated, recommended, or guaranteed by ACTB.

3 The services you receive come with no warranty, express or implied, and ACTB
makes no warranty that the services will match or meet your needs;

4 You have the sole right and responsibility to determine whether and when to
accept services and/or goods offered through the ACTB;

5 ACTB members expressly agree to hold ACTB, its board members, and
coordinator harmless for damages or injuries that may result from the provision or
receipt of services through the ACTB;

6 No contractual relationship, either express or implied, exists now, or will be
formed, between the ACTB and me, by virtue of my membership and

participation in ACTB.
MemberOs Signature Date
Signature of Parent or Guardian if member Date

is under 18 years old

Signature of Core Team Member you met with Date

Please give to Kim at the Department of Community Service. If you lack transportation
or are otherwise unable to bring the form in person, please call the Coordinator.
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Andover Community Time Bank
Review and Acknowledgment of Responsibilities of Membership

As a member of the Andover Community Time Bank I will (please initial at the end of
each statement):

1. Respect the privacy and confidentiality of other Time Bank Members.

2. Only provide services that I have the skills, interest and knowledge to provide.

3. Have an awareness of and utilize the safety rules and procedures pertaining to any of
the services I may provide.

4. Recognize that all my service is voluntary and refuse money or tips related to the
provision of a service.

5. Notify the Andover Community Time Bank if I have any concerns about the exchange.

6. Recognize that as Andover Community Time Bank members, we offer neighborly
services to each other. Members provide services to the best of their ability and do not
guarantee their work.

I have read and understand the Andover Community Time Bank Member Handbook

I have met with a Core Team Member

Members Signature Date
Signature of Parent/Guardian is member 18 years of age Date
Signature of the Core Team Member you met with Date

Please give to Kim at the Department of Community Service. If you lack transportation
or are otherwise unable to bring the form in person, please call the Coordinator.
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