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               Member Handbook
CONTACT INFORMATION

Coordinators:  Cheryl Davis: cdavis_62@hotmail.com or (413) 454-4682  



    Caitlin Featherstone: cfeatherz@gingerpop.com or (978) 281-3701 

Website:  www.capeanntimebanks.org
E-mail:  capeanntimebank@yahoo.com

Address:  12 Caleb’s Lane, Rockport, MA  01966

MISSION STATEMENT:

The mission of the Cape Ann TimeBank is to build community among a wide range of residents of Cape Ann and to empower them to contribute to each other’s well-being through sharing their abilities, talents, and experiences. By both giving and receiving, we learn to appreciate the value of each and every member and also understand the value of our own contributions.  Instead of separating our community into those who need and those who provide, we recognize that we all have needs and gifts to share.   Everyone’s hour is of equal value.

CORE VALUES:

ASSETS: Everyone has the capacity to be a contributor to the wellbeing of others and to the community at large.

WORK: Work has to be redefined to value whatever it takes to raise healthy children, build strong families, revitalize neighborhoods, make democracy work, advance social justice, & make the planet sustainable. That kind of work needs to be honored, recorded and rewarded.

RECIPROCITY: We need each other.  Giving and receiving are the basic building blocks of positive social relationships and healthy communities.

BUILDING COMMUNITY:  Belonging to a mutually supportive and secure social network brings more meaning to our lives and new opportunities to build trust in one another and resolve conflicts effectively.

RESPECT: Every human being deserves respect from other individuals as well as from civic institutions. We strive to develop and express our acceptance of individual differences and diversity.
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DEFINITIONS:

MEMBER: An individual or organization that is eligible to provide and receive services, has attended an orientation session, and has paid dues.

TIME DOLLAR: The currency used by the TimeBank.  A member earns one Time Dollar for each hour of service provided to another TimeBank member. Time Dollars are not redeemable for cash.  

COORDINATOR: An individual whose responsibilities include overseeing daily operations of the TimeBank including orienting new members, facilitating service exchanges, and assisting in the resolution of any misunderstandings.

LEADERSHIP TEAM: The group (open to all members) that meets monthly to make decisions regarding the TimeBank’s operations, growth, and development.  Decisions are made on a consensus basis after those present exchange ideas and make recommendations. 

BOARD OF DIRECTORS: The 3-member group registered with the Commonwealth of Massachusetts who are responsible for the Cape Ann TimeBank.

MEMBER RIGHTS & RESPONSIBILITIES:

Every member of the CATB has the right:

· To be treated with dignity, care and respect.

· To have privacy and confidentiality maintained.

· To say “No” if a request for their services is for an inconvenient time. If you’re swamped that week, just say so. We all get swamped.

· To donate Time Dollars to other members including the TimeBank itself.

· To have fun and share your experiences!

Every member of the CATB has the responsibility:

· To make sure your profile is complete and up-to-date.   

· To post and maintain at least one offer and one request on the CATB website. 

· To respond promptly (within 3 days) to all CATB phone calls and personal e-mails (even if the response is to say “No”).

· To assure yourself of the competency (including checking references) of anyone whose services you seek.   Please do not provide “hands-on” care that is beyond your training or expertise such as giving medicine, lifting, or cutting nails.

· To make sure the other person understands what you are going to do and an estimate of the number of hours before you start providing a service, and conversely, to make sure you know what the other person plans to do before s/he begins the job.

· To pay for any parts, supplies, ingredients, or materials that are used to provide a service to you. We recommend that you agree to the dollar amount in advance.  Please do not ask for or accept tips.

· To be prompt and keep scheduled commitments and to contact the other member in advance if you must cancel.

· To contact a Coordinator if an interaction with another member does not meet your expectations or if you are over-the-top excited about it! 

· To have fun and share your experiences!
DUES

The TimeBank has a small annual budget to cover essential administrative costs. Funds come from annual membership dues and from private donations. Dues are on a sliding scale, from $10 to $50 annually, based on the member's ability to pay. Dues are collected each April 1. Members who join on or after January 1 are considered to have paid their dues for that year, while members who joined in the previous calendar year need to pay again in April. It is important that members pay before the annual deadline, as it takes coordinators' time to track down members who forget to pay.

TIPS FOR A BECOMING A SUCCESSFUL TIMEBANK MEMBER:

· In our society, we are trained that to give is more blessed than to receive.  But TimeBanking depends on people requesting services from each other. You can accumulate up to 10 hours of “debt” before we require that you give a service in return.  

· Offer what you like to do, not only what you can do. It’s a lot more fun to respond to someone’s request if the service is something you enjoy providing. 

· Many people start out by posting offers and requests and waiting for someone to contact them.  Once you’ve posted your offer or request, look to see if there is an individual who is offering the service you want or is requesting the service you offer.  Contacting that person directly has a much higher chance of leading to a service exchange. 

· Feel free to go “shopping” on the TimeBank website.  You may find a request or an offer that appeals to you that you didn’t think of in advance.  

· Come to the social events.  The TimeBank is about building community and forming an extended family.  You’ll find it easier to set up service exchanges if you have met other members in advance.

· Think of time bank membership as a pool of potential labor for big jobs such as moving, building, cleaning, painting, etc.  One of the Coordinators can help you organize a team.

· Consider earning Time Dollars by helping the TimeBank in some way.  Join the Leadership Team or one of the other teams that are working to grow and develop the TimeBank.  You can donate to the TimeBank by directly helping on a specific project.  Or you can donate by providing a service to another member and then donating the hours you earn to the TimeBank.   
USING THE SOFTWARE:

SIGN IN:

1. Go to http://community.timebanks.org.

2. Enter your full email address and password.

3. Click the Sign In button.
VIEW PROFILES OF OTHER MEMBERS:

1. Click the Community tab, then on the Member Directory link.

2. Click anywhere in a row to see a Member’s Profile.

LOOK UP A COMMUNITY EVENT:

1. Click the Community tab.

2. Click the Events listed on the left to see a full description.

LOCATE AN OFFER OR REQUEST:

1. Click the Give & Receive tab.

2. Click a specific category to view. When you find an interesting ad, click on the 
    highlighted offer.

3. If you want to reply to the message, go down to the draft reply message that is 
    prebuilt for that ad and contains contact information from your profile. You can 
    use the message as is, edit it to your liking, or telephone the person.

4. Click the Preview Message button to see how your message will appear before 
    sending it.

5. If your message is correct, click the Send Message button or click Edit Message to 
    go back and make some more changes.

SET UP AN EXCHANGE:

1. When someone responds to your ad or you respond to theirs, you will get an 
    email inviting you to come to the website and see their response. Click on the 
    underlined link in the email to get you to the Message Center inbox.

2. Each row in your inbox contains the latest email in a correspondence for a 
    particular exchange. Click on the Read & Reply button for the one you want to 
    answer.

3. At the bottom of the Conversation page, the latest response is in the box on the 
    left and you type in your reply in the white box on the right.

RECORD YOUR HOURS:

It is the generally the responsibility of the service PROVIDER to record the service given to another member.  Try to post transactions within a week of the date of service. 

1. Click the My Account tab.

2. Click on My Hours.

3. Click on Add Time button. Enter information into given fields. For fractions of 
    hours, round up to the nearest quarter hour.

4. Click Preview button.

5. Click Confirm, which will subtract time from the account of the person who 
    received the service and add time to the person who gave the service.

POST YOUR OFFER OR REQUEST:

1. Click the My Services tab.

2. Click the My Offers or the My Requests button.

3. Click the Add Your Offer or Add Your Request.

4. Write your ad.

5. Click the Preview button and then the Submit button.

Note: If you have a time-sensitive request, for example, you need a ride to an emergency medical appointment, contact one of the Coordinators to post an Alert to all members.     

TIPS FOR POSTING EFFECTIVE SERVICE REQUESTS AND OFFERS:

Try to make your ads fun to read. Take inspiration from what others are offering and requesting. Be creative. Write it like you are talking to someone, not like you are trying to sell soap.  If you can throw in some wit or a self-deprecating remark that reveals a piece of who you are, all the better.  Give us a smile. 

Give plenty of information about what you are looking for in your requests and what you can provide in your offers. This will allow you to make the best possible matches and avoid confusion. Examples:

OFFER: Cooking. I will do organic, vegetarian, sugar-free cooking. I will prepare and deliver a meal for 1 to 8 people. I’d like to have 2 days’ notice.

OFFER: Carpentry. I have experience with carpentry and home remodeling/repair. I have tools and can work alone or assist with your projects. I have some time to offer on weekends.

REQUEST: Garden and Yard Work. I need someone to help me prepare my flower bed for winter and rake leaves.

REQUEST: Diet and Nutrition. I need to reduce my cholesterol. Will you work with me to suggest recipes and plan menus two or three times over the next month?

WHEN YOU WANT TO RECEIVE A SERVICE: 

1. Go to the website, http://community.timebanks.org or use the link at 
    www.capeanntimebanks.org to sign in. Go to GIVE & RECEIVE.

2. Contact the member by phone or email and agree upon a time and date for 
    the transaction to take place.

3. If you leave a message and the person does not respond within three days, try 
    contacting them again. If you still fail to contact them, notify the Coordinator.

4. If you don’t have a computer call a Coordinator or your BUDDY to let them know 
    what service you would like to receive at least 2-3 days before the service is 
    needed. They will try to match you with a member offering the service you request.
WHEN ASKED TO PROVIDE A SERVICE: 

1. Discuss the details (e.g. date, time, materials needed and their cost) and ask 
    how much time the person thinks the service will take.

2. If you are unable to provide the service, thank the person for calling.

3. Always arrive on time or contact the person as soon as possible if you are going 
    to be late or need to change the time.
EDIT OR STOP YOUR OFFER OR REQUEST:

1. Click the My Account tab, then My Services.

2. Choose My Offers or My Requests.

3. Find the ad you want to change, and click the Edit or Stop button.

VIEW YOUR ACCOUNT STATUS:

1. Click the My Account tab, then My Hours and View Activity.

2. To change the date range, use the View Transactions pull down menu, then click 
    on the View button.

EXIT THE SYSTEM:

When you are using a public computer or share your computer with someone else, it is a good idea to sign out so other people can’t use your account.

FREQUENTLY ASKED QUESTIONS:

1) Who can join Cape Ann TimeBank?

While most members live on Cape Ann, anyone who lives in Essex County can join the Cape Ann TimeBank.  We offer 2 caveats if you live off of Cape Ann:  it may be harder for you to arrange trades than for people who live in one of the Cape Ann communities; you may have to pay time dollars for another member’s time to travel to and from your home.

2) Is it okay to pay or to charge time dollars to a family member? 

It is fine to exchange time dollars among family members if the task that is being requested is one that isn’t already being exchanged out of family caring.

3) Is it okay to convert TimeBank “clients” into paying clients?

It is fine to begin working with someone by offering a service through the time bank, and after a specified number of sessions, asking that person to pay for future sessions. 

You checked “I AGREE” to the following statement when you first joined the TimeBank: 

I understand that TimeBanks USA and my local TimeBank shall have neither liability nor responsibility to any person or entity with respect to loss, damage, or injury caused or alleged to be caused directly or indirectly by information contained on the web site or any other TimeBank resources.

I pledge not to reveal the contents of the TimeBank website, nor any other documentation provided by my local TimeBank to non-members, especially any personal information provided.

I understand that the function of my local TimeBank is to facilitate the exchange of services within the community.  It is my responsibility to use the same caution I would in other circumstances to get to know a person, make reference checks, and use my instincts before engaging with another TimeBank participant - especially for babysitting, elder care, and driving. Since any agreements shall be made by and between parties involved in this transaction, TimeBanks USA and my local TimeBank will not be held responsible and will not assume any liability for claims, damages, or any other consequences which may arise from this arrangement.

I hereby agree the duty, responsibility, and liability that is inherent with TimeBank exchanges shall remain as it would be if the parties were not part of any TimeBank. I agree to leave intact the normal remedies and cause-of-action available to these parties in the event of any unforeseen circumstance. I agree to indemnify and hold harmless all parties who facilitate or participate in TimeBank exchanges.

I understand that my local TimeBank may not be incorporated or have legal status as an organization. I agree to abide by the core values, rules, and guidelines provided by TimeBank USA and my local TimeBank for proper and courteous behavior. I pledge to proceed with good intent towards being of service to others in my community and treat others in the Time Bank with respect and kindness.

MEMBERSHIP LIABILITY

I further waive any claim against the CATB for acts by any other member. This waiver shall not encompass intentionally wrongful conduct by a member. However, liability for such conduct shall be limited to the person who makes such wrongful actions. mI understand that there will be immediate termination of membership of any member who has been found to harass, harm, or interfere with any other CATB member or the CATB organization.  I agree to refer any complaints, concerns or disagreements to the CATB according to the Service Concern Policy (see below).

Service Concern Policy
As stated above, the Cape Ann TimeBank achieves its mission by exchanging services that are useful, comfortable and fun in an environment free from any harm.  Any member has the right to refuse or to discontinue a service if s/he feels uncomfortable or it is not a good match.   If you feel that an emotional or physical boundary has been crossed, please read our Service Concern Policy at www.capeanntimebanks.org under Member Info, Service Concern Policy.

PLEASE NOTE......

The contents of this handbook will change over time as members make suggestions for improvement. Your ideas and comments are important in helping the Cape Ann TimeBank become a creative, meaningful and rewarding program. Thank you for helping build a caring community!
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