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St Albans Museums 
Volunteer Policy 
 
 
Introduction 
This policy sets out the broad principles for voluntary involvement in St Albans Museums. It is of relevance 
to all within the organisation, including volunteers, staff and those in positions of responsibility. The 
following is intended as a guide and is not a definitive or legally binding statement, so it is binding in honour 
only and is not a contract of employment. 
 
Aims and principles 
Volunteering is a legitimate and crucial activity that is supported and encouraged by St Albans Museums. It 
is not intended to be a substitute for paid employment. The role of volunteers complements and enhances 
but does not replace the role of paid staff. 
 
St Albans Museums views volunteering as a mutually beneficial agreement between the service and its 
volunteers. It sees volunteering as an opportunity for members of the community to 

• gain an insight into how museums work 

• increase their skills and knowledge 

• gain new experiences 

• share their expertise 

• input into the service 

• support their local museums, and 

• contribute to the wider community.  

 
St Albans Museums recognises the important contribution that volunteers make to the service. The 
museums team is stronger due to the diversity and support of its volunteers.  
 
Volunteers will be given clear descriptions of any role or activity before they take part. Appropriate steps will 
be taken to ensure that paid staff are clear about the role that volunteers fulfill, and to foster good working 
relationships between paid staff and volunteers. 
 
No enforceable obligation, contractual or otherwise, can be imposed on volunteers to attend, give or be set 
a minimum amount of time to carry out the tasks involved in their voluntary activity. Likewise, the 
organisation cannot be compelled to provide either regular work or payment or other benefit for any activity 
undertaken by the volunteer. 
 
Although volunteers offer time freely and willingly without binding obligation, there is a presumption of 
mutual support and reliability. Reciprocal expectations are acknowledged – both of what the organisation 
expects of volunteers and what volunteers expect of the organisation. 
 
Commitment 
St Albans Museums is committed to the following:  

• To provide suitable protection and insurance relating to health and safety regulation and public 
liability for volunteers in compliance with the Health and Safety at Work Act, other relevant 
legislation and Council policies. 

• To provide a clear statement of the duties and responsibilities of the volunteer worker. 

• To consider all offers of volunteer help on the basis of skills and motivation irrespective of age, 
social class, colour, disability, ethnic or national origin, culture, gender, sexual orientation, marital 
status, religion or belief. 

• To give support and supervision to all volunteer workers. 

• To treat all complaints and grievances concerning volunteer workers in a fair and reasonable 
manner.  

• To ensure that all information regarding volunteers is stored and processed in accordance with the 
Data Protection Act and other relevant legislation. 

• To give opportunities for training and skills development commensurate with the assigned tasks. 

• Not to use volunteer workers as replacement or substitute for paid workers. 

• Not to place unfair demands on the time of volunteers. 
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Rights and responsibilities 
St Albans Museums recognises the rights of volunteers to: 

• know what is (and what is not) expected 
of them  

• have adequate support in volunteering 

• receive appropriate training  

• receive appreciation 

• have safe working conditions 

• be free from discrimination  

• know their rights and responsibilities if 
something goes wrong  

• be insured  

• be offered the opportunity for personal 
development 

 
St Albans Museums expects volunteers to: 

• To be clear and realistic about how much commitment they can give and to stick to it if possible.  

• To respect the authority of paid Museum staff and to follow all reasonable instructions and requests.  

• To recognise the right of St Albans Museums to expect quality service from all its workers, paid and 
unpaid, and to do what is requested of them to the best of their ability. 

• To discuss with their supervisor any problems which they experience in their volunteering role. 

• To respect the right to confidentiality of clients and other Museums workers, paid or unpaid. This 
includes ensuring that personal data is not shared externally and is kept secure at all times. 

• To respect the right to confidentiality of the Museums and District Council regarding internal 
matters. 

• To recognise that they represent St Albans Museums and that they need to act in an appropriate 
manner at all times, in compliance with the law and Council policies. 

• To honour any commitment made and give as much notice as possible if a commitment cannot be 
met, for example on the grounds of ill health. 

• To be willing to undertake appropriate training as and when required. 

• To give over to the Council full copyright over any work produced whilst volunteering for the 
Museums and to recognise that all intellectual property rights remain with the Council. 

• To share suggestions for improved service with the appropriate supervisor at the Museums. 
 
Recruitment 
St Albans Museums is committed to limit barriers to participation in volunteering opportunities.  
Volunteering opportunities within the service will be shared via the Better Impact system or via volunteer 
newsletters as and when they arise. Interested parties are invited to register their interest through the 
system. If any volunteer has difficulties using the Better Impact system, support will be offered.  
 
DBS checks and references will only be required for relevant roles that involve contact with children or 
vulnerable adults. The applicant will be advised of this in advance. In these cases, appointments will only 
be made after satisfactory DBS checks and references have been received.  
 
Upon appointment, the volunteer’s personal data will be collected and stored in compliance with the Data 
Protection Act. By becoming a volunteer, you agree to be added to the Volunteer database and to receive 
volunteering and museums-related opportunities, news and events. 
 
Training, support and activities 
St Albans Museums is committed to providing volunteers with any training that is required to enable them to 
fulfill their role. Volunteers will have a named contact on any activity they volunteer for and will arrange to 
be present when the volunteer comes on site if relevant, or name an alternative contact.  
 
If the volunteer is undertaking any online work using IT equipment belonging to St Albans Museums, 
appropriate training will be given and guidance in how to ensure the volunteer is following best practice and 
the St Albans City & District Council’s IT Security policy. 
 
Any research, photos or materials produced by a volunteer in the course of their role will become part of St 
Albans Museums’ research collection / archive under their copyright, unless otherwise agreed. 
 
St Albans Museums does not currently routinely pay volunteer expenses. Volunteers will never be asked to 
make purchases on behalf of St Albans Museums.  
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Health and safety 
All volunteers are covered by the Health and Safety policy and procedures implemented by St Albans 
Museums and St Albans City and District Council. Health and Safety checks are regularly carried out under 
this policy. Volunteers will receive Health and Safety briefings where relevant to their roles.  
 
Insurance 
The organisation's liability insurance policies include the activities of volunteers and liability towards them. 
The organisation does not insure the volunteer's personal possessions against loss or damage. 
 
Confidentiality 
St Albans Museums will advise the volunteer on its confidentiality policy and procedures, where relevant. 
This would include those relating to personal information held by the organisation relating to the volunteer. 
There may be occasions where it is necessary for a volunteer to have access to personal data held by the 
organisation that is relevant in order to carry out their work for St Albans Museums. Volunteers will not 
share this information outside the organisation and will ensure that the information is kept secure. 
 
Equal opportunities and diversity 
Volunteers are covered by the values of St Albans City and District Council’s Equal Opportunity 
Employment Policy. Volunteers are expected to support this policy and the principles of the Inclusion 
Strategy while performing their duties for St Albans Museums.  
 
Privacy 
St Albans Museums collects and holds some personal information on volunteers.  This data is held under 
'legitimate interest' under GDPR law and begins with your application form as a potential volunteer. Any 
information collected from you will be held according to St Albans City & District Council’s policies 
regarding GDPR and the Data Protection Act. More information is available online. 
 
In summary: 

• St Albans Museums will only collect as much personal information as is necessary for each 
purpose, such as volunteer recruitment, security, Equal Opportunities monitoring, etc.  

• Personal information in all formats will be kept securely 

• Access to volunteer information is strictly limited to St Albans Museums staff who require it 

• Access to volunteer information by external bodies (such as the police) is only given if permitted 
under the Act and if St Albans Museums is confident that the information is needed and will be kept 
securely 

• Unless there is an exemption under the Data Protection Act, volunteers will be allowed access to 
their own personal data on request 

• Volunteers may be filmed on CCTV throughout the course of the day, whenever they are in 
monitored areas, as part of St Albans Museums’ ongoing security process 

 
Resolving problems 
St Albans Museums aims to treat all volunteers fairly, objectively and consistently. The organisation seeks 
to ensure that volunteers' views are heard, noted and acted upon promptly and aim for a positive and 
amicable solution based on the organisation's guidelines for settling differences. 
The Museums Business Manager is responsible for handling problems regarding volunteer complaints or 
conduct and these should be referred to him/her. In the event of a problem, all relevant facts should be 
obtained as quickly as possible. Support will be provided by the organisation to the volunteer while it 
endeavours to resolve the problem in an informal manner. If an informal resolution proves impossible, the 
organisation's wider disciplinary, grievance or complaints policies and procedures (which include 
volunteers) will be referred to. 
 
Policy review 
This policy will be reviewed every five years, to ensure that it remains appropriate to the needs of St Albans 
Museums and its volunteers. 
 

 

https://www.stalbans.gov.uk/sites/default/files/documents/publications/jobs/Equal%20Opportunities%20Employment%20Policy%20April%202017.pdf
https://www.stalbans.gov.uk/sites/default/files/documents/publications/jobs/Equal%20Opportunities%20Employment%20Policy%20April%202017.pdf
https://www.stalbans.gov.uk/performance-vision-policies-strategies-and-plans
https://www.stalbans.gov.uk/performance-vision-policies-strategies-and-plans
https://www.stalbans.gov.uk/privacy-notice
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Additional information related to privacy 
 
St Albans Museums collects and holds some personal information on volunteers. This information can be: 

• Name and address 

• Equal Opportunities monitoring information 

• Training details (courses attended, etc) 

• Health and Safety checklist 

• Details of any known disability 

• Emergency contact details 

• Accident reporting 

• Anything else that affects your time at St Albans Museums 

• Hours donated to the St Albans Museums 

• Photographs taken at functions and events or for publicity 

• CCTV images 

• Information gathered automatically on your use of the Internet if using a laptop from the organisation: sites 
visited etc. 

 
Information is held for the following purposes 

• To ensure volunteers are suitable for the role they have applied for 

• To keep track of progress and volunteering activities 

• To ensure volunteers receive the right training, equipment and information related to their volunteer role 

• St Albans Museums can effectively monitor equality of opportunity 

• St Albans Museums can ensure volunteer safety and prove it has complied with legal requirements, such as 
those contained in Health and Safety legislation  

 
This information is collected from volunteers, either on application for a volunteer role with the St Albans Museums or 
during the course of their time with us.   
 
St Albans Museums processes this data because it is needed to comply with our duty of care to ensure St Albans 
Museums meets legal requirements. Volunteers do not have to supply equal opportunity monitoring information and 
can ask for this information to be removed from records. A failure to supply information could mean that St Albans 
Museums will be unable to involve a volunteer as we will not be able to allocate tasks, comply with legislation and 
ensure safety at work.   
 
How long is it kept? 
We keep volunteer records for six years after departure, for the following reasons: 

• To comply with any requirements under Health and Safety legislation 

• To protect volunteer and St Albans Museums’ rights, so any future issues and claims can be speedily dealt 
with 

• In case a reference is required from us 
 
If a volunteer has been involved in a serious accident or exposed to dangerous substances, St Albans Museums may 
keep your information for longer, in order to deal with any future requests or claims. Such information may be made 
available Visitor Services Managers and the Museums Business Manager for Health and Safety reporting.   
Occasionally St Albans Museums may be legally obliged to release information to outside bodies, for example the 
police.   
 
Where is it stored? 
Volunteer information is stored in the Better Impact volunteer database, in hard copy and electronic filing systems.   
 
Images 
Photographs taken at events and functions 
Occasionally, volunteer photographs will be taken when you attend training, activities or events. These are taken for 
publicity, or as a record of the event and may be held indefinitely in the our image archive.  Photographs will never be 
taken covertly and photographers at events will always be clearly identified.  
 
St Albans Museums processes this data because it believes it is in its legitimate interests to do so – i.e. it publicises 
and records the activities of the Museums without significantly breaching privacy. In addition, records of St Albans 
Museums’ activities are kept as part of its historic record, which is in the public interest.   
 
If a volunteer objects to having their photograph taken they should make this clear to the photographer at the time.   In 
some cases, it may not be possible to object at the time.  In these cases, volunteers should contact the lead staff 
member as soon as possible.  They will investigate the circumstances, but will only delete the image if the 
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complainant is the focus of the photograph.  The volunteer will be informed of the outcome with reasoning in writing 
within 30 days. 
 
CCTV images 
Information in these systems is used for the purposes of security, safety, and crime prevention.   
CCTV cameras are used in all public areas of the organisation for the purposes of security and crime prevention and 
detection.   CCTV cameras may also be used in some non-public areas for the same reasons, particularly in storage 
areas.  The images recorded are stored for 30 days and wiped on a regular basis.   
 
For all security systems, St Albans Museums processes this data because it believes it is necessary to carry out a 
task in the public interest, namely to ensure the security and safety of its staff, volunteers, visitors, contractors and 
property. 
CCTV is not intended or used as a means to monitor volunteer performance.  However, in cases of serious or criminal 
misconduct, namely when St Albans Museums’ security, assets, or the safety and wellbeing of staff or the public are 
put at risk, CCTV images and data from the access and radio systems may be used, reasonably and proportionately, 
as evidence in any ensuing investigation. 
 
Internet Monitoring 
The museum uses software to monitor use of the Internet, in order to ensure that access is not abused or 
inappropriate sites viewed.  The ICT department keeps this information.  It may be passed to the Museums Business 
Manager if a problem is identified. 
Monitoring of email, internet and other IT system usage is carried out to assist St Albans Museums in fulfilling legal 
obligations under audit, Freedom of Information and other legislation. 
 
Volunteer Rights Over Their Data 
Volunteers have the following rights over their personal data: 

• Right to have a copy of their personal data  

• Right to rectify their personal data 

• Right to have their data erased (‘right to be forgotten’) in certain circumstances 

• Right to restrict the processing of their personal data 

• Right of data portability 

• Right to object to data processing in certain circumstances 

• Right to object to automated decision making or profiling.  Currently St Albans Museums does not carry out 
any automated decision making or profiling on its volunteers 

 
If a volunteer wishes to see their files, or if they would like to raise any concerns about how volunteer information is 
handled, volunteers should submit a written request to the Museums Business Manager. It may take some time (but 
no more than 30 calendar days) to arrange this. 
 
For all other issues relating to the ways the Museum manages your personal data, volunteers should contact the 
Audience Development Manager via museum@stalbans.gov.uk. If volunteers are unhappy about how their request 
has been managed, they can take the matter up with the Museums Business Manager. 
Serious complaints can be taken further by contacting the Information Commissioner: https://ico.org.uk/. 
 

 
 

mailto:museum@stalbans.gov.uk
https://ico.org.uk/

