
WGNS Coordinators Job Sheet v2.0 Mar 2018 

Whetstone Good Neighbours 
Co-ordinators Job Sheet  

Date of request: Time of request: How requested: 
 
 

Client Name and Address: 
 
 
 
Phone Numbers/email details: 
 
 
Prev. service user: 

YES / NO 
Client Record Sheet: 

COMPLETED / REVIEWED / UPDATED 
Details of Request: (if hospital appointment remember to ask how long appointment 
is expected to last) 
 
 
 
 
 

Job Confirmation Details 
Day: 

 
 

Time: Date: 

Co-ordinator: 
 
 

Volunteer: Job number: 

Volunteer Job Completion Details 
Co-ordinator receiving completion notification: 
 
 

Date notified: 
 

Time notified: How notified: 
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