

DEPARTMENT OF REGENERATION AND CULTURE
THE MUSEUMS AND GALLERIES SERVICE
VOLUNTEERING POLICY

INTRODUCTION

Volunteers are people who, unpaid and of their own free will, contribute their time, energy and skill. This policy applies to all volunteers.   It does not include persons on educational, school or college placement or any work scheme set by other agencies in an educational or unemployment context.  In addition it does not include the Friends of Museums groups – these groups work closely with the Museums but organise their own volunteers autonomously. 
The term Museum includes all premises and functions of Bradford Museums & Galleries Service.

The Service’s Volunteer Champion is responsible for the implementation and monitoring of this policy. 

Bradford Museums and Galleries operate from the following sites:

· Bolling Hall Museum

· Bracken Hall Countryside Centre 

· Bradford Industrial Museum
· Bradford 1 Gallery
· Cartwright Hall Art Gallery

· Cliffe Castle Museum

· Manor House Museum

The Service is directly funded by Bradford Metropolitan District Council.   It is part of the Department of Regeneration and Culture. 

The Service attracts people who wish to undertake unpaid work including: 

· College/university leavers interested in a career in museum work (for which gaining experience is essential)

· Retired and unemployed people interested in using their existing skills or acquiring/experiencing new ones

· People recruited for a specific project, e.g. cataloguing 
Our objectives in involving volunteers are to:

· capture the skills and expertise of local people to assist with maintaining and developing the Service’s collections

· extend the services which can be offered and, on occasions, free up some staff time for development work

· help make services more effective through having extra capacity 

· enable additional sessions to be run which will reach some of the Department’s target groups

The contribution of volunteers to the work of the Museums and Galleries Service is valued and respected.  We acknowledge that volunteers increase our capacity to deliver on our objectives.  They provide a wide range of relevant skills and perspectives that add to the services we offer.
Where resources permit, the Service is committed to providing relevant opportunities for volunteers to practice and develop their skills while contributing to the Service, and will provide the appropriate infrastructure to support volunteers. 

Before commencement of any programme of voluntary work the following must be ensured:

· The project fits within the Service’s aims and objectives

· The volunteer will be adequately supervised

· The project does not demand a degree of supervision which would make it difficult for staff to carry out normal duties

· Each volunteer will fit happily and co-operatively within the team

· The risks around health, fitness and safety of the volunteer are identified

· Resources, training and finance are available to complete the work 
This policy sets out how the Museums and Galleries Service intends to involve its volunteers in accordance with the Council’s overall policy statement of ‘Good Practice in the Involvement of Volunteers’.

PRINCIPLES

The volunteer policy is guided by the following principles:

· The Museums and Galleries Service involves volunteers to complement the work of the paid staff and not to replace them.

· The Museums and Galleries Service and its volunteers will follow this policy.

· All volunteers and relevant staff will sign a volunteer agreement (known as the Rights and Responsibilities form).

· The volunteer’s role will be clearly explained and mutually agreed.

· The Museums and Galleries Service will provide induction, information, training and support to its volunteers appropriate to the volunteers’ roles and needs.

· The Museums and Galleries Service will, whenever possible, offer volunteers roles which are satisfying and appropriate to their interest.  

· Volunteers have the right to express their views about volunteer involvement in the Museums and Galleries Service.

· Volunteers and staff will work together within the Museums and Galleries Service policies and procedures.

· Volunteers and staff will treat each other with respect and courtesy.
· The Museums and Galleries Service is committed to equal opportunities in relation to the recruitment, selection and involvement of volunteers.
· The Service will involve volunteers subject to the availability of staff to manage the volunteers effectively. 
ROLES
Volunteer roles will include:
· Archiving collections

· Helping with care and restoration of collections

· Helping with the redevelopment of galleries

· Providing (or helping to provide) demonstrations to the public

· Offering support with the horse keepers in the care of the Industrial Museums’ horses

· Being involved in Living History events

· Providing support for the Learning Team’s work
· Being involved in Outreach work

· Undertaking other roles as appropriate e.g. assisting with ‘Front of House’ teams etc 
Note: This list is not exhaustive – other roles will be developed as appropriate. 

Volunteer roles will normally complement staff roles.
PRACTICE GUIDELINES

The Museums and Galleries Service is committed to good practice in the following areas:
1) Recruitment 

An effort will be made to recruit and select volunteers from a broad range of backgrounds and experiences to represent the community. Recruitment messages will clearly advise that screening procedures are in place.
In particular the Museums and Galleries Service will advertise its opportunities with Volunteering Bradford, and via the local media including local radio.  

2) Selection

            Selection of volunteers will be based on the actual requirements of the Service and pre -determined selection criteria (as contained in the ‘Opportunities Form’ on the Council website, Appendix 1). 
           Applicants must be 18 or over due to health and safety risk assessments and the need for volunteers to work unsupervised at times.

If the Service is unable to offer a placement, the volunteer may be referred to another appropriate agency/organisation.

The selection process will consist of the following stages:

· Applicants will apply on the Service’s Application Form (Appendix 2) available from all sites and the Museums and Galleries website.
· Potential volunteers will be interviewed by the Site Manager/ relevant staff member to determine their interests and suitability. Volunteers are placed in positions within the Service based on their talents, assignment preferences and the needs of the Service. Other factors including physical ability, staffing levels and “team fit” will also be considered. The Managers will follow a series of questions contained in the Interview Form (Appendix 3) – this practice will ensure that all applicants are treated equally.       
· It is recognised that prospective volunteers will have a variety of motivations for volunteering and all of these will be considered when discussed at the applicant’s interview. 

· References may be sought (as appropriate and at the Manager’s discretion) (using a Reference Form, Appendix 4) from referees who have known the applicant personally for around 12 months including friends, neighbours, teachers etc but not family members.  The Manager/other designated staff member will explain this to applicants when the application form is given.  
· Volunteers may be asked to complete a CRB disclosure form where this is appropriate to their chosen role. 
· Following the interview and receipt of references, a brief assessment of the applicant will be made and recorded by the interviewer. 
· Applicants may be rejected in accordance with the grounds for rejection (Appendix 5).
3) Equal Rights and Diversity

Bradford Council is committed to promoting equality of opportunity and diversity within its group of volunteers.  All volunteers are required to make a commitment to equal opportunities.  Volunteers will be provided with a copy of Bradford Council’s Equal Rights and Diversity Policy Statement and will be supported in its implementation.

4) Induction, information and training

Volunteers will receive an appropriate induction, which will include information on the aims and background of the Museums and Galleries Service and the wider organisation.  Additional information will be provided to help the volunteer to perform their role safely. 
At the end of the induction process, volunteers will be asked to complete and sign a checklist which confirms the issues covered (Appendix 6).
The information will be made as accessible and relevant to the role(s) as possible.  Opportunities to develop knowledge and skills will also be provided as appropriate. 
Volunteers will also receive a copy of a Volunteer Handbook to keep and refer to when necessary.
Before beginning their volunteer role, volunteers will : 

· Receive information on the history, mission and structure of the Service and Museum they are working in

· Receive information on the policies and procedures that relate to their role
· Receive a description to clarify what their role will be during their time with the Museum

· Participate in adequate training, as necessary, so that they can perform their role without putting themselves or others at risk 

· Be informed of the boundaries and limits of their role
5) Volunteer agreement and work outline
· Provided that the Manager/relevant staff member is satisfied with the volunteer during the induction process, he/she will be asked to sign a volunteer ‘Rights and Responsibilities’ form (Appendix 7) which outlines the commitment and expectations of Bradford Council and the rights of the volunteer.  The Manager/relevant staff member will also sign this form.

· The form includes a statement about confidentiality which aims to ensure the privacy of the Service’s business, personnel and other volunteers.
· Volunteers will also be given a Placement Details Form (Appendix 8), which outlines the volunteer’s specific role (as well as a risk assessment and agreement of the volunteer’s goals).  Both volunteer and Manager/relevant staff member will also sign this form.  

· Volunteer placements will be for a maximum period of two years, after which time there will be a review and, if appropriate, an extension of the placement. 
· An appropriately informed volunteer may supply basic information on hours of operation, exhibitions and activities to the general public. Volunteers who will have contact with the public will be provided with this basic information by their supervisor.
· Any contact with the media or elected members of Bradford BMDC in relation to the business of the Service, must first have the approval of the Museum & Galleries Manager.
·  Volunteers must agree to assign to the Service all material (including research and photography) produced as a result of their volunteering, as well as any associated copyright and reproduction rights. 
6) Support and supervision

· Relevant staff will provide day-to-day support as appropriate
· Group support will be offered via regular volunteer meetings (if appropriate to the site)
· Volunteers may seek individual meetings with their nominated line manager / Site Manager to discuss ideas/concerns.

· Volunteer placements will all be reviewed after 2 years – the purpose will primarily be to review the work achieved and the need for it to continue.   However, the review will also provide feedback, and thereby support, to the volunteers.

7) Management and accountability

· Volunteers will receive a copy of a Volunteers Handbook to keep, read and understand, and refer to when necessary. 

· Volunteers will need to understand their role, boundaries, and confidentiality expectations. 
· Volunteers may be required to wear an ID badge for any role and any role-appropriate clothing. 

· The Site Manager/relevant staff member will ensure that the volunteer is performing the agreed role as necessary through day-to-day support, feedback from other staff and feedback from volunteer meetings. 
· Museum staff must not delegate to volunteers specialist functions relating to the care of collections without adequate supervision.  In practice this means that:
· A line manager will be identified for each volunteer.
· Volunteers must not be given access to any security systems except for door lock codes to areas in which they work and personal passwords to any computer system they have approved access to.
· Volunteers must not undertake any remedial conservation works on Museum or Gallery specimens. However they may undertake such work with the consent of the relevant member of staff if they are known to have the required skills.  
· Volunteers must not introduce into the museum any objects, specimens or chemicals or any substance which could endanger the museum, its staff or collections without the consent of the relevant Site Manager.
· The use of computers and computer data is restricted and may only be permitted in accordance with the council’s documentation and IT policies.
·  Museum staff must not delegate responsibility for services to the public to volunteers who may lack appropriate knowledge or skills.  
·  Volunteers should not normally be used to provide curatorial services directly to members of the public (including answering enquiries or accepting donations).  Volunteers who offer these services will do so with the knowledge of a staff member.
· Volunteers should not handle money or take part in any activities involving finance.
8) Health and Safety

· The Museums and Galleries Service will, as far as is practical, care for the health, safety and welfare of its volunteers. 
· Volunteers will be provided with necessary Health and Safety information during the induction process and subsequently as appropriate. 
· Volunteers will be told that they are expected to inform a member of staff about any Health and Safety concerns which arise.

· Volunteers will be provided with protective clothing (including eye protection, gloves etc) as necessary to their role.

9) Confidentiality

· Volunteers will be expected to maintain confidentiality and this expectation is included in the Volunteer Rights and Responsibilities form.
· All volunteers’ personal details will be stored securely in accordance with the Data Protection Act.

10) Having a Voice

Volunteers will be given opportunities to express their views about volunteer involvement in the Museums and Galleries Service.  In particular they will be invited to regular volunteer meetings (where appropriate for the site) and will have access to a named staff member at mutually convenient times. 
11) Expenses

At the Site Manager’s discretion, volunteers may be reimbursed for travel and other approved expenses incurred through volunteering at a site other than the usual site of volunteering.  
Expenses will not normally be paid for travel to and from, or meals taken at, the normal place of volunteering but volunteers may speak to the Site Manager about individual circumstances. 

Existing volunteers appointed before the date of this policy will retain the entitlement to meal allowances until 1st April 2011.
Volunteers will be advised of the procedures for claiming expenses via the Site Administrator. 

12) Insurance

Volunteers will be covered by the Council’s Public Liability and Personal Accident insurance in the course of their approved volunteering.
Personal Accident cover is reduced for volunteers over the age of 70 and these volunteers may wish to check the provisions of this cover.

14) Resolving concerns

The Museums and Galleries Service aims to identify and resolve problems at the earliest possible stage.   Details of what procedures will be followed in the event of either a complaint by a volunteer or a complaint about a volunteer will be covered in the volunteers’ induction process. 
Volunteers will be advised during their induction process of all expectations and the circumstances in which a volunteer may be asked to leave. 
Volunteers will be asked to leave in the event of serious conduct concerns (Appendix 9). 
15) Ending a Placement

· Volunteers are asked to give one week’s notice if they intend to leave.  
· The Site Manager/ relevant staff member may ask a volunteer to leave at any time if their conduct gives cause for concern and they are not complying with the terms of the Volunteer Rights and Responsibilities Form and Placement Details Form.
· The Service reserves the right to cancel any volunteer agreement or project as it finds necessary without notice or consultation.
· The Service may also need to end a placement if resources for the placement in question end/are reduced.
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