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Staffordshire
History Centre

Staffordshire Archives and Heritage Service
Volunteer Agreement

This Volunteer Agreement describes the arrangement made between the Staffordshire
Archives and Heritage Service and you:

(printname)

Your Contact Details

GDPR Statement

We will only use thisinformation for contacting you in relation to yourvolunteerrole with
us. It will notbe passed on to third parties.

Telephone Number

Email

Address

1) Your VolunteerRole

Staffordshire Archives and Heritage Service believes that volunteers make avaluable
contribution tothe work of the organisation, and thereforeaims to make the volunteering
experience a positiveone forvolunteers, customers and colleagues. The role of the
volunteer will always be complimentary rather than supplementary to that of paid staff and
will neverbe asubstitute for paid staff.

All ourvolunteers are asked to sign this statement to encourage the development of high
standards of voluntary work within the authority. This outlines the scope of theirrole.

Your role as a volunteerwill be
to carry out work contributing
to the following project/area
of work:

You will be based at:

Your supervisorwillbe:

The work, which you will be
carryingout, will supportthe
Staffordshire Archives and
Heritage Service by:

Date of commencement:

Hours Agreed:
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2) Our Commitment to Volunteers
Staffordshire Archives and Heritage Service will endeavourto show how yourwork fitsinto
our Service objectives, and we will carry outan annual survey to see how well we are
meetingyour needs. Allvolunteers will have anamed person as their main point of contact.
They will be provided with regular supervision to feed back on progress, discuss future

development and airany problems. Staffordshire Archives and Heritage Service values the
work and time given by itsvolunteers.

Staffordshire Archives and Heritage Service will:

e Provide aninductiontothe Staffordshire Archives and Heritage Service toinclude
backgroundinformation about the Service, its aims, objectives and values and how
your role will contributeto these.

e Provide anamed member of staff to supportyouinyour role and supervise your
work.

e Supportvolunteersinthe development of new skills.

e Ensurethat volunteersfeel recognised, welcome and comfortablein how they carry
out theirtasks.

e Expectthat staff at all levels will work positively with volunteers and where
appropriate, will actively seek toinvolve them in their work.

e Seektohelpvolunteerstohave a satisfyingand enjoyable experienceand to support
themin the skills development through training where appropriate

e Aimto ensure thatthrough the implementation of this policy all volunteers willbe
safe, supported andvalued.

3) Health and Safety

As part of the induction process, volunteers will receive information concerning Health and
Safety practicesrelevanttotheirduties. If ata later date volunteers require any additional
training, Staffordshire Archives and Heritage Service will ensure that thisis given (please
refer to the County Council’s Health, Safety and Wellbeing Policy).

4) Insurance

Staffordshire Archives and Heritage Service confirmsthat SCChas in place liability insurance
which will respond toits legal liabilities forany injury which may occurto volunteers while
actingon the authority’s behalf. The insurance is purely a liability coverage so, forexample,
will respondto any claima volunteer may bring against the authority where it considers the
authority has been negligent. It does not provide any automaticbenefittotheminthe event
of aniinjury.

5) Equal Opportunities

Staffordshire County Council operates an equal opportunities policy in respect of both paid
staff and volunteers. Volunteers will be expected to have an understanding of and
commitmentto ourequal opportunities policy. Volunteers are selected on the basis that
theirskills and abilities will be suitableforthe position that they have applied for (please
also see the County Council’s Equal Opportunities statement)

6) Further Training

It may be necessary forVolunteers to undergo furthertraining toimprove their knowledge
and/orskills orlearn new ones appropriate to theirduties. This will usually be ‘on the job’
training.
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7) Code of Conduct

The purpose of the Code of Conductfor Volunteersisto set out standards of behaviour
expected from Staffordshire Archives and Heritage volunteers. Allvolunteers should ensure
that they have read and comply with this Code of Conduct.

e Where possible, letthe volunteer Coordinatorknow if you are unable to volunteer.
e Arriveatandvolunteeratthe timesagreed, andsigninand sign outof the building.

e Treat othervolunteers and staff fairly and with respect. Let your supervisororthe
volunteer coordinator know if you have anyissuesinthe firstinstance.

e Ifyou have challenges around yourtask or volunteering environment, let the
volunteercoordinatorknow inthe firstinstance.

e Do not bringfood or drinkinto any areawhere you are working with collections.

e Whenworkingdirectly with collections, use pencil to write with and handle
documents with care, followinginstructions from yourinduction.

e Recognise that staff may not be able to accommodate needs oranswer questions
immediately but willendeavourto resolve key issues as soon as possible.

e IfvolunteeringforStaffordshire Archives and Heritage atanothervenue or
organisation (e.g. assisting with touring exhibitions) recognise that you represent the
service eventhoughyouare not on site.

Where a volunteerisfoundtobein breach of the standards outlined in this Code of Conduct
or otherpolicies and procedures this may resultin the volunteer’s position being
terminated.

7.1) Problems or Difficulties

Staffordshire Archives and Heritage Service will try to resolve fairlyany problems or
difficulties, which volunteers may encounter during your volunteer work with us. The Service
will offeran opportunity to discuss furtherany unresolved problemin accordance with our
volunteer procedures.

8) Commitmentto Confidentiality Statement

Duringthe course of voluntary work at Staffordshire County Council, volunteers may
become privileged to confidential information. This may be information about a staff
member, anothervolunteer, acustomer, oranother person. It may also be information that
isconfidential for organisational purposes. Volunteers must understand the need for
confidentiality, and agree to uphold the Commitment to Confidentiality, both when carrying
out therole and at othertimes.
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9) Photographs

To promote the work of Staffordshire Archives and Heritage volunteers, photographs may
be taken of volunteers working on site. These may be used on social media, in Staffordshire
County Council communications or for evaluating projects for funders. Whenever this occurs
volunteers will be asked verbally if they want to have their photograph taken.

If you are happy to have your photograph taken forany capacity whilst volunteering please
sign here

Signed Date:

10) The Agreement

As the volunteer| understand and agree that | will

e Be givenaclear andaccurate description of myrole

e Receive supportand guidance from myvolunteering supervisor

e Carry out myvolunteeringrole tothe best of my ability

e Follow Staffordshire Archives and Heritage Service prescribed codes of conduct,
policiesand procedures atall times.

e Receive appropriatetraining whichisrelevantto myvolunteeringrole

e Abide by and maintain confidentiality

e Provide referees who may be contacted by Staffordshire Archives and Heritage
Service

e Understandthat the product of any work undertaken for Staffordshire Archives and
Heritage Service willremain the property of the Service and may be published to
furtherits aim of improvingaccessto collections.

e Inform Staffordshire Archives and Heritage Service of any reasonable adjustments
that may need to be made for you whilst volunteering with us.

Thisagreementis bindingin honouronlyandisnotintended as a legally binding contract. It
may be cancelled atany time by either party. Neither the Staffordshire Archivesand
Heritage Service northe volunteerintend any employment relationship to be created either
now or at any time inthe future through volunteering activity via this agreement orbecause
of thisagreement.

We would like to assure you of our appreciation of yourvolunteering to work with usand we
will do the best we can to make your volunteer experience with us an enjoyableand
rewarding experience.

Signed (volunteer): Date:
Signed (supervisor): Date:
Signed (volunteer coordinator): Date:
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