Colchester and Ipswich Museum Service
Volunteer Policy and Agreement

Revised edition 2025
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. Introduction

Colchester and Ipswich Museum Service (CIMS) welcomes and values volunteer
involvement. We recognise that volunteers perform an important role, supporting and
complementing the work of paid staff. Volunteers make a real difference, investing
their time and bringing a range of skills and expertise to the organisation.

In turn, we aim to develop and support volunteer involvement in our work. We hope
that volunteers will both enjoy and benefit from their experiences, developing new
skills and connecting with their local heritage. CIMS supports the principle that
museums should ‘provide public access to and meaningful engagement with
collections.’ (‘Code of Ethics for Museums’, Museums Association, 2025).

This document details CIMS’s Volunteer Policy and Agreement. It replaces the 2023
version and applies to all projects undertaken at our venues: Christchurch Mansion,
Colchester Castle, Hollytrees Museum, Ipswich Art Gallery, Ipswich Museum, the
Natural History Museum, the Museum Resource Centre and the Roman Theatre
Garden, as well as associated off-site activities.

The relationship between CIMS and its volunteers is one of shared responsibility and
commitment. All volunteers must agree to comply with all Colchester City Council and
CIMS policies, as well as The Museum Association’s Code of Ethics for Museums,
which applies to all those who work in and with them’ (‘Code of Ethics for Museums’,
Museums Association, 2025).

. Definition of a Volunteer

CIMS defines a volunteer as an individual who gives their time, energy and skills of
their own free will, without financial reward of any kind, for the mutual benefit of the
museums and themselves.

Whilst CIMS is not under any obligation to provide guaranteed volumes or types of
roles for volunteers, every effort will be made to ensure that a regular programme of
safe and meaningful opportunities is available.

Volunteers are expected to accept and understand that their role does not give them
the status of a worker or employee in legal terms. Volunteers do not replace paid staff
but complement their services.

. Purpose of Policy

The purpose of this Volunteer Policy is to:
a. Confirm the commitment of CIMS in involving volunteers and recognise the
contribution they make.
b. Clarify the status of volunteers and the boundaries between them and staff.
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Provide overall support, guidance and direction to staff and volunteers.
Outline relevant processes associated with volunteering.

e. Help to ensure the ongoing quality of both the volunteering opportunities on
offer and the activities carried out by volunteers.

oo

ii.  This policy is not, either implicitly or explicitly, a binding contractual or individual
agreement.

iii.  CIMS reserves the right to change any aspect of the policy at any time after
consultation with the relevant parties. This policy applies to all volunteer activities with
CIMS regardless of activity.

4. Recruitment and Selection

i.  New volunteer opportunities are shared as widely as possible, via email with existing
contacts and on CIMS volunteer website and social media accounts.

ii. Prospective/existing volunteers may set up an account with the CIMS volunteer
website. All are welcome to express an interest in the opportunities listed. Once an
expression of interest has been received, the individual’s details will then be shared
with relevant staff.

iii.  Shortlisted volunteers will be contacted by email/phone to discuss the roles in further
detail and establish whether the role is appropriate for all parties.

iv. ~ Some roles will require prospective volunteers to attend an informal discussion,
typically with the relevant staff.
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5. Induction and Training

i.  All volunteers will receive a general induction covering housekeeping issues, health
and safety, the nature and purpose of the organisation, as well as the practicalities of
the volunteer role.

ii.  Volunteers will be asked to provide personal details, which will be stored securely and
in compliance with GDPR regulations for the duration of the volunteer role and for
twelve months afterwards. The information required includes:

a. Volunteer contact information
b. Name and phone number of someone to contact in the event of an emergency
c. Details of any emergency medication or first aid needs.

iii.  Volunteers will be required to read safeguarding information and/or complete training
as and when required and must agree to follow the safeguarding policy.

iv.  Volunteers will be provided with a role description.

v. Volunteers will also receive this Volunteer Policy and Agreement. The agreement
outlines what volunteers can expect from CIMS and what CIMS can expect in return
from them (Appendix 1). Volunteers will be asked to sign the agreement to
acknowledge that they have read it and to confirm that intellectual property, including
copyright, of anything brought into existence while they perform volunteer services
shall belong to CIMS.

vi.  Volunteers will receive specific training, where required, to provide them with the
information and skills necessary to perform their role. The training should be
appropriate to the complexity of the role and the capabilities of the volunteer.

6. Support and Supervision

i.  Each volunteer role will have an identified supervisor/s. This person will be
responsible for ongoing guidance of the volunteer and shall be available for
consultation and assistance. If the supervisor is unavailable, another staff member will
be designated.

ii.  Volunteers can also contact the Colchester or Ipswich Museum Managers with any
queries.

iii.  Any risks to health and safety will be identified by workplace assessments and any
preventative or protective methods will be undertaken. Volunteers will be told the
identity of a competent person taking charge during an emergency and the names of
the staff members responsible for first aid, health and safety and safeguarding.
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iv. CIMS is committed to creating an environment of positive development. We welcome
feedback and encourage both volunteers and staff to exchange constructive
comments at regular intervals, appropriate to the role being carried out.

v. In-service training on effective volunteer engagement will be provided to members of
staff who are involved in volunteer management.

7. Volunteering Conditions

i.  Written risk assessments will be produced for all volunteer projects. This is a
requirement under ‘The Management of Health and Safety at Work Regulations 1999'.

i.  Volunteers will be supervised while they are in museum buildings and informed of all
matters relating to their health and safety.

iii.  All volunteers are covered by Colchester City Council’s insurance policies (including
public liability) whilst they are on the premises or engaged in any activity on behalf of
CIMS.

iv. CIMS is committed to a policy of equal opportunities, and the organisation is
continually working to meet Arts Council England’s Inclusivity and Relevance
Investment Principle.

v. Volunteers will be issued with a name badge following their induction. These must be
always worn whilst volunteers are in museum buildings, for the purpose of security. It
should have the volunteer’'s emergency contact information written on the reverse so
staff can easily access these details if necessary.

8. Expenses

i. CIMS want to minimise the barriers to volunteering and support people to get involved.
We are able to offer reimbursement for travel expenses up to the value of £6.00/day.

ii. Expenses are subject to available funds for the relevant project and refunded monthly.
They may only be claimed once a completed bank details form has been returned and
on presentation of an expense form with receipts.

iii.  The full procedure for reimbursement is detailed in our guidance on volunteer
expenses, which should be provided at induction, but is also available on request.

iv.  Itis the responsibility of volunteers claiming benefits to notify their benefits advisor of
their intention to start volunteering.
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9. Problem Solving

i. Although CIMS make every effort to ensure that volunteer experience is positive and
rewarding, we recognise that there are occasions when volunteers may wish to raise
concerns. Volunteers have the right to raise any volunteering-related matter, for
example regarding another volunteer, a member of the paid staff or their role. They
should first discuss the issue at an informal meeting with their supervisor. The
volunteer may be accompanied at this meeting. If the supervisor is the person who the
concern involves, then the matter should be referred to the Colchester or Ipswich
Museums Manager.

i. CIMS aims to resolve any problems quickly and amicably. If a member of staff raises a
concern relating to a volunteer, the matter will once again be raised first at an informal
discussion. We will look at what additional support might be required or if an
alternative role might be more suitable.

iii.  Where a problem cannot be resolved, or it is deemed a serious breach of conduct or
policy, CIMS may advise the individual that they are no longer a volunteer. All matters
relating to complaints by or about volunteers will be treated in confidence.

10. Evaluation

i.  During the course of a volunteer’'s engagement with CIMS, they will be invited to
provide feedback about their experience to help improve the programme for future
volunteers.

ii.  The Volunteer Policy and the procedures associated with it will be reviewed regularly,
at least once every three years, and any amendments considered by the Museum
Management Team.

iii.  CIMS is committed to monitoring its volunteer programme, including the number of
volunteers, the length of time the specific activity has been supported, the range of
opportunities offered, and the impact volunteering has had on those involved. Data will
be collected through the volunteer website and from volunteer/staff feedback.

-6 -

£ 23 5 €0y,
Colchester+Ipswich }S\ Colchester J@%}%\ £5%

Museums City Council IPSWICH Ueun®

Supported using public funding by

ARTS COUNCIL
ENGLAND

Colchester and Ipswich Museum Service Volunteer Policy and Agreement 2025



CIMS Volunteer Agreement

Volunteers are an important and valued part of Colchester and Ipswich Museum Service.
We hope that you enjoy volunteering with us and feel part of our team.
This agreement tells you what you can expect from us and what we hope for from you.
We, Colchester and Ipswich Museum Service (CIMS), will do our best to:

¢ introduce you to how the organisation works and your role in it.

e provide any training you need.

e provide you with a point of contact, so that both sides can exchange feedback.

e respect your skills, dignity and individual wishes and to do our best to

accommodate them.

e consult with you and keep you informed of possible changes.

e insure you against harm you may suffer or cause due to negligence.

e provide a safe environment in which to volunteer.

e apply our equal opportunities policy.

e resolve any issues that may arise.

|y e e e e e , agree to:

e carry out tasks reliably and to the best of my ability.

e give as much warning as possible whenever | cannot volunteer when expected.

e abide by CIMS rules and procedures, including health and safety, equal opportunities,
safeguarding, confidentiality and the Museum Association Code of Ethics.

e try my best to promote and protect the interests of CIMS and not do anything
detrimental to CIMS.

e offer kindness and professionalism to visitors, volunteers, staff and other people |
come into contact with.

e treat museum property and collections with care.

e understand that any activity undertaken remains the property of CIMS.

This agreement is in honour only and is not a legally binding contract of employment.
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