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Welcome 
Get Involved! – in a range of exciting opportunities as a volunteer. 

 

Volunteers contribute to our museums and galleries in many different ways, from 

engaging directly with our visitors to working behind the scenes with our exhibitions, 

events and collections teams. They help us provide valuable services that we would 

not otherwise be able to provide. Could you support our work by sponsoring, 

donating or volunteering? All opportunities have flexible commitment requirements 

and aim to provide a rewarding and enriching experience for all. 

Our vision is for Bradford is to be an attractive place where people are prosperous, 

healthy, and safe, supported by excellent services, a place where we value everyone 

being different and through our actions demonstrate that everyone matters. Bradford 

Council believes that our volunteers are a crucial part of working towards this vision. 

Volunteering with the Council is not about replacing paid staff, but about 

complementing and adding value to the work we already do. Volunteers bring 

specialist knowledge and skills to their roles and the Council recognises that some of 

the work it does would not be possible if it were not for volunteers.  

The Council is committed to a high standard of volunteer management and as a 

volunteer you will be valued as a member of a team and by the Council as a whole.  

We hope you will find that the Council is a place where you will feel that your views 

will be heard, your ideas valued and where you think you can make a difference. 

Finally, thank you for choosing to volunteer with Bradford Council and by donating 

your time to deliver services for the people of the district, you will enjoy your time 

with the authority and welcome to the team. 

 

 

A volunteer museum assistant working on the ‘A Squash and a Squeeze: Julia 
Donaldson’ (Gruffalo) exhibition at Cartwright Hall Art Gallery 
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Volunteers contribute to our museums and galleries in many different ways, from 

engaging directly with our visitors to working behind the scenes with our exhibitions, 

events and collections teams. They help us provide valuable services that we would 

not otherwise be able to provide. 

Volunteer roles within the service include:  

 working behind the scenes documenting and digitising our collections;  

 taking a front of house role in the galleries, welcoming our visitors; 

 conservation housekeeping assisting the collections officers with cleaning and 

caring for the collections; 

 and guiding visitors wanting to be shown around our exhibitions or special 

events. 

This handbook is designed to be a guide on the basics of volunteering with Bradford 

Council and to support you in your volunteering activities. It will inform you of what 

you can expect from us and what we expect from you.  

You may also receive additional specific information not mentioned in this handbook, 

relating to the volunteering roles you undertake. 

Bradford Council wants to demonstrate its appreciation of your volunteering with us 

and show our commitment to making sure your volunteer experience with the Council 

is positive and rewarding. 

This handbook guidance is not intended to be legally binding or to create a 

contractual relationship with our volunteers.   
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Our Mission 
 

Bradford Libraries, Museums and Galleries exists to provide a high quality museums 

and galleries service that is responsive, inspiring and challenging, and, through active 

community engagement, enriches the lives of the citizens of Bradford and district, and 

enhances the profile of Bradford as a place to visit. 

 

 Cartwright Hall Art Gallery  Bolling Hall Museum and Library  

Cliffe Castle Museum and Park  Bradford Industrial Museum  
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About us 

 

Bradford Libraries, Museums and Galleries consist of four museum and gallery sites 

run by the City of Bradford Metropolitan District Council; they are Bolling Hall Museum 

and Library, Cartwright Hall Art Gallery and Lister Park, Cliffe Castle Museum and 

Park in Keighley and Bradford Industrial Museum. Volunteers work at each of these 

sites. 

 

Volunteer  working with the exhibitions team  and Craft Council London on the 

exhibition ‘Knit’ at Cartwright Hall Art Gallery. 
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Bolling Hall Museum and Library 
 

Bowling Hall Road, Bradford, BD9 4NS Tel  01274 431212 

 
 

Bolling Hall, the oldest public building in Bradford, has been open as a museum since 

1915. 

With parts of the building dating from the medieval times, Bolling Hall is a mixture of 

styles with every nook and cranny packed with history. During the Civil War the 

household supported the Royalist cause, and the house provided a stronghold during 

the ‘Siege of Bradford’. The ghost room is where the Earl of Newcastle is said to have 

been visited by a ghost begging him to ‘Pity poor Bradford’ causing him to change his 

orders. 

Rooms are furnished and decorated to give an accurate taste of life at different 

periods of the house’s history, and the fascinating furniture on display includes a 

superb bed made for Harewood House by Thomas Chippendale. 

Bolling Hall Library is now located in Bolling Hall Museum. Further information is 

available on the Bradford Libraries website.  
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Bradford Industrial Museum 
 
Moorside Mills, Moorside Road, Eccleshill, Bradford BD2 3HP 
Tel 01274 435900 

 

 
 

Opened in 1974, this museum was one of the first industrial museums in the country 

and is housed in an old spinning mill. 

Bradford was once Britain’s fastest growing industrial city and was nicknamed 

‘Worstedopolis’ because the district grew rich making ‘worsted’, a fine wool fabric 

used in top quality clothing. In the latter half of the 20th century, the textile industry 

declined rapidly and this museum was created to preserve the industrial heritage of 

the city. 

On the ground floor, there are galleries with steam engines, printing machines and 

the transport collection as well as a temporary exhibition area with a programme of 

displays that change throughout the year. 

On the first floor, spinning, combing, drawing and weaving machinery are 

demonstrated daily. Outside, the mill-manager’s house and a cobbled street with 

back-to back houses display how managers and mill floor workers lived over the 

decades.  
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Cartwright Hall Art Gallery 
 
Lister Park, Bradford, BD4 7LP Tel: 01274 431212 
 

 
 

Cartwright Hall Art Gallery is one of the U.K's leading regional art galleries. Situated 
in the picturesque Lister Park, the civic art gallery has permanent art collections. In 
addition, the gallery plays host to a number of temporary in-house curated exhibitions 
and visiting exhibitions, working with partners such as the National Portrait Gallery, 
V&A Museum of Childhood, the British Museum in London and many more national 
and international venues. The art gallery is one of four sites and is council run. It very 
much depends upon private donations, business sponsorship, grants from trust and 
foundations, admission charges and the support of our benefactors, donors and 
friends.  

Cartwright Hall Art Gallery has been collecting prints for over one hundred years and 
its collection includes works by master printmakers such as Francisco Goya, William 
Blake and Walter Sickert and by modern masters - Pop Artists Andy Warhol, Roy 
Lichtenstein and Richard Hamilton. We also have the four major series of prints 
produced by David Hockney; Six Fairy Tales from the Brothers Grimm, The Blue 
Guitar, A Rake’s Progress and Illustrations of the Poetry of C. P. Cavafy. 

Well known artists currently on display within the permanent galleries include such 
names as Paula Rego, Yinka Shonibare, Anish Kapoor, Dante Gabriel Rossetti, 
Dhruva Mistry, Cornelia Parker, Salima Hashmi, LS Lowry, Arpana Caur, Francis 
Newton Souza, Damien Hirst plus many decorative arts, Asian textiles and 
calligraphy. 

Cartwright Hall is set in the magnificent, Green Flag-awarded grounds of Lister Park, 
with a boating lake, adventure playground and Mughal Gardens.  
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 Cliffe Castle Museum 

 

Spring Gardens Lane, Keighley, BD20 6LH Tel: 01535 618231 
 

 
 

The building was first known as Cliffe Hall, when it was built in the 1830s by 

Christopher Netherwood. The Butterfield family rented the house, and then bought it 

in the 1840s. Initially an Elizabethan style villa, it was extensively rebuilt when Henry 

Isaac Butterfield inherited the house, and the family fortunes in the 1870s – with the 

completed Castle, built on a far grander scale, launched in 1884 with a ‘Ball Blanc’ or 

‘White Ball. 

Henry’s son Frederick died in 1943, and the house was subsequently sold to Sir 

Bracewall Smith - a local Keighley lad who had travelled to London and made his 

fortune running hotels. He gave the house and the park to the people of Keighley in 

1950 - and provided money to allow for its conversion into a museum. Cliffe Castle 

Museum has been welcoming visitors since 1959. 

Today we find Cliffe Castle Museum stood in the attractive grounds of Cliffe Castle 

Park with greenhouses, aviaries and a children’s play area. The museum itself is an 

Aladdin’s cave of treasures. Four reception rooms are set out in the gorgeous style 

used by Butterfield to impress his important guests. 

The Airedale Gallery plots a 4,500 million year journey through the landscape of 

Airedale from the birth of the planet to present day, the Archaeology Gallery tells the 

story of human history in Airedale over 12,000 years and the Working Landscapes 

Gallery turns the spotlight on the way in which local crafts, trades and industries have 

shaped Airedale. Bradford Libraries, Museums and Galleries’ diverse geological and 

natural history collections are also represented by galleries at Cliffe Castle. 
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Support for Volunteers 

Training 
 

As a new volunteer, you will meet the Volunteer Co-ordinator and your Supervisor.  

The Volunteer Co-ordinator will introduce you to volunteering at Bradford Libraries, 

Museums and Galleries and provide you with background information on health and 

safety requirements and provide you with access to relevant Council policies and 

procedures. You will be assigned a member of staff, or project lead, to act as your 

supervisor on your specific project or task.  

You will receive training required to fulfil your volunteering role. All training is 

provided free of charge. If you would like additional training please speak with the 

Volunteer Co-Ordinator. 

Support 
 

Your Supervisor is the best person to speak to for any problems or enquiries relating 

to the activities you are carrying out. You will also be supported by the Volunteer Co-

ordinator who is there to help with any queries or concerns about volunteering. 

 

A volunteer working with technician Pav Chana at Bradford Industrial Museum 

Volunteer zones 
 

At each site you will find a volunteer ‘zone’ – a place where you will find lockers for 

your personal possessions, a place to hang your coat, the volunteer’s notice board 

where you will find your badge and relevant information and somewhere to sit down 

and have a cup of tea or coffee during your break. Free tea, coffee and biscuits are 

provided.  
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Communication 
 

We welcome feddback from  volunteers. This can be done on an informal basis in 

conversation, email or a phone call to the Volunteer Co-Ordinator.  There is a  

suggestions book pinned up on each volunteers’ notice board for you to write your 

thoughts or  ideas in. All volunteers will be invited to our Volunteers’ A.G.M. 

We will keep you informed with news and information through the volunteers’ 

newsletter which is distributed quarterly via email or post. 

Expenses 
 

You may claim expenses towards reimbursement of travel costs to and from the site 

you work at. Please keep travel and petrol receipts and fill in the form for either public 

or private travel costs on a monthly basis.  

The procedure for claiming these expenses will be explained fully by the Volunteer 

Co-ordinator. Please note that we cannot reimburse claims over three months in 

arrears. 

Recognition 
 

As a way of saying thank you for huge contribution volunteers make to the service 

and in recognition of the support they give all volunteers are invited to the Bradford, 

Libraries, Museums and Galleries Volunteers’ celebration days. 
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Code of Conduct 
 

Bradford Council hopes that you enjoy your time volunteering with us and we do 

value the time that you are able to give. As a Volunteer you agree to adhere to the 

following Code of Conduct: 

 Make sure you know what you are doing and what is needed of you. Please 

don’t be afraid to ask! 

 Take responsibility for yourself and ensure that you are physically able to do 

the work  

 Look after yourself and others you are volunteering or working with 

 Inform your Supervisor if you have any medical conditions that might affect 

your volunteering 

 Turn up with appropriate clothing for task and weather 

 Use equipment and tools only for the task for which they are designed and 

report any damage to your Supervisor 

 Do not discriminate against fellow volunteers, staff or members of the public 

 Treat others with the respect and courtesy that you would expect to be treated  

 Respect any requests made by your Supervisor 

 Notify your Supervisor immediately if you become involved in any 

investigations by Social Services or the Police 

 People will not be allowed to volunteer if under the influence of alcohol or 

illegal substances and will be asked to leave 

On occasion we may have to speak to volunteers who cause concern to staff and 

volunteers through their behaviours, actions or because of a breach of health and 

safety. If the concern cannot be dealt with on site informally or it becomes 

continuous, the Council will deal with it in the following manner:  

a) A meeting between Volunteer and Supervisor to discuss the issue. 

b) If behaviour and concerns persist a meeting with the Volunteer Co-ordinator.  

c) If a solution cannot be reached the Volunteer will be unable to continue their 

duties with the Council. This decision may be taken at point a) above. 

Signing-in 
 

Please sign yourself in and out of each site. You will be shown where and how to do 

this at your site induction. We ask you to do this so that we know who is in the 
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building at any one time for fire safety and security of the collections. 

Badges and dress code 
 

Please wear your volunteer I.D. badge at all times whilst volunteering so that visitors, 

staff and other volunteers know who you are. 

Clean, smart casual clothing is suitable for most volunteer roles.  If your role requires 

any protective equipment or clothing such as overalls, boots or gloves we will provide 

them. 

 

A volunteer museum assistant at Cartwright Hall Art Gallery 

Mobile phones 
 

If your role is one in which you are dealing with the public, please switch your phone 

to silent or keep it in the locker provided during your volunteering session. 

First aid 
 

You are not responsible for the provision of first aid to anyone on site, including 

yourself. If first aid assistance is needed, you must ask a member of staff to arrange 

for a first aider to attend. First aid boxes are usually placed at the front desk at each 

site. 

Smoking 
 

All of our sites are designated as non-smoking and no-one is allowed to smoke 
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inside or at the front of any of our buildings.  If you want to smoke during your 

break, please ask a member of staff where the best place to go is. 

Cancelling a session and contact numbers 
 

If you cannot make a session you have arranged to work, please contact us 

as soon as possible. Telephone or email the site directly and contact the 

person in charge of your work or leave a message at the reception desk and 

with the Volunteer Co-ordinator 

The telephone numbers of each site are: 

Bolling Hall Museum and Library 01274 431826 

Bradford Industrial Museum 01274 435900 

Cartwright Hall Art Gallery 01274 431212 

Cliffe Castle Museum and Park 01535 618231 
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Health and safety 
 

The Council has a duty to maintain the health, safety and welfare of all its employees 

and others who are not employed by the authority which includes volunteers. 

Risk assessments will be carried out by the supervisor  for all project tasks that 

individual volunteers or groups undertake. Volunteers will be notified of the key points 

and safe working procedures at the beginning of each volunteering session. Risk 

assessments will be readily available for any volunteer to read. 

Where it is appropriate to activity, the Council will provide protective equipment (such 

as gloves, goggles, hard hats, etc.) and the Supervisor will ensure it is worn correctly. 

It is your responsibility to ensure that you are wearing suitable clothing at all times – if 

you are unsure speak with your Supervisor. Any tools provided by the Council to 

undertake tasks will be in working order and fit for purpose. Any equipment provided 

to you must be returned at the end of the volunteering activity. If you intend to use 

your own tools and equipment they must be fit for purpose, available for inspection by 

the Council and the volunteer be able to offer proof of training and competence, if 

appropriate. 

As part of your induction you will receive information on Health and Safety relating to 

the activities you will undertake, which should include safe working, hazard reporting, 

emergency arrangements and limitations of your role. If you have any queries speak 

with your Supervisor. 

Any injuries or near misses sustained during your time volunteering should always be 

reported to your Volunteer Supervisor, to ensure they are formally recorded and 

investigated. 

Fire alarm procedure 
 

Your Supervisor will point out fire exits and the evacuation assembly point during your 

site induction.  In the event of a fire evacuation, you are not responsible for anyone 

other than yourself. If the fire bell rings (except for testing, see below) you should 

always assume that there is a fire and leave the building as quickly and calmly as 

possible, via the nearest fire exit.  Do not stop to put objects away or to retrieve 

personal items from lockers.  If you are speaking to visitors, please tell them to leave 

the building. Appointed Fire Marshalls will aid visitors out of the building. Once in the 

assembly area, a register will be called from the signing in sheet and your name will be 
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ticked off to show that you are safely out of the building.  

Fire alarms are tested once a week.  During your site induction, your Supervisor will tell 

you when the alarm will be tested.  If a member of staff tells you to evacuate or if the 

fire alarm rings continuously for more than 30 seconds at a scheduled test time, this 

should also be treated as a real event and you should leave the building. 

You may be asked to complete easy-to-use online training in fire safety, provided by 

the Council.
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Policies and procedures 

Equality and Diversity 
 

Bradford Council believes that volunteers should reflect the diversity of the district 

and they have the right to volunteer in an environment which is free from 

discrimination. 

If you experience any form of discrimination or harassment whilst volunteering with 

the Council you have the right to raise a complaint with your Supervisor in the first 

instance or Volunteer Co-Ordinator or via the Council’s corporate complaints 

procedure.  

When representing Bradford Council as a Volunteer we expect you to support our 

commitment to equality. Your Volunteer Co-Ordinator  and Supervisor will provide 

you with a copy of the Council’s Equality and Diversity Policy and where 

appropriate have access to the Council’s e-learning training course on this subject. 

Safeguarding Policy 
 

Bradford Libraries, Museums and Galleries are committed to ensuring a safe 

environment for all people visiting and working within our service.  Our 

Safeguarding Policy details our code of conduct and procedures to ensure the 

safety and protection of all those visiting and working in our museums and 

galleries.  A copy of the Safeguarding Policy may be obtained from your 

Supervisor or from the Volunteer Co-ordinator. 

IT Acceptable Use Policy 
 

Volunteers who use IT facilities as part of their volunteering role will be given a 

copy of the IT Acceptable Use Policy and will be asked to sign an 

acknowledgement that they have read it and agree to abide by it. 
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Human relations 
 

Problem solving procedures are in place to ensure that all our volunteers are dealt 

with in a fair and consistent manner 

If you have a problem with this organisation, a member of staff or another volunteer 

we hope that most issues can be dealt with informally by discussing the matter 

directly and amicably with the person concerned. If this is not possible or you feel 

uncomfortable about raising it directly, you should 

• Speak to the Volunteer Co-ordinator who will investigate the matter and 

mediate on your behalf. 

• If the complaint is about the Volunteer Co-ordinator you should raise it with the 

Museum Development Officer. 

• If the issue is not resolved or if you or not happy with the outcome following 

informal discussion, your complaint should be put in writing to the Volunteer 

Co-ordinator or, if the complaint is about the Volunteer Co-ordinator, to the 

Museum Development Officer. 

We will aim to meet with you within 14 days of receipt of your written complaint to 

deal with the matter.  
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Bradford Libraries, Museums and 

Galleries Volunteer Policy 
November 2019    Next revision date: November 2021 

Mission  

The mission of Bradford Libraries, Museums and Galleries is to provide a high 

quality service that is responsive, inspiring and challenging, and through active 

community engagement enriches the lives of the citizens of Bradford and district, 

and enhances the profile of Bradford as a place to visit.  

1 Principles 

1.1 Volunteers are highly valued by Bradford Libraries, Museums and Galleries 

and their contribution to the aims of the organisation is appreciated across the 

service. Our relationship with volunteers should be one of mutual benefit and we 

are committed to providing valuable volunteer opportunities with clearly defined 

roles. 

1.2 Volunteers are defined as people who, of their own free will, offer their services 

to Bradford Libraries, Museums and Galleries without the expectation of, or receipt 

of payment. 

1.3 The relationship between volunteers and Bradford Libraries, Museums and 

Galleries does not create a legally binding contract or a relationship of 

employment. We accept volunteers at our discretion, and on the understanding 

that the relationship with the volunteer may be terminated by either side at any 

time, without notice and for whatever reason. 

1.4 Volunteers are not a substitute for employees and we do not recruit volunteers 

to replace paid staff. 

2 Recruitment and Selection 

2.1 Bradford Libraries, Museums and Galleries is committed to engaging a diverse 

volunteer team and one which reflects the communities of the Bradford district; 

Bradford Council’s Equal Opportunities Policy will be adhered to when recruiting 

volunteers. 

2.2 Volunteer opportunities are advertised in a manner intended to make them 

accessible to a diverse range of people (Appendix 1).  Volunteers will be invited to 

fill in an application form and subject to this, are then invited to attend a meeting to 

determine whether they are suitable for the volunteer role.  

2.3 Bradford Libraries, Museums and Galleries requests references for volunteers 
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2.4 Volunteer roles will be allocated in a way which balances the skills and 

interests of the volunteer with the needs of the organisation. 

2.5 Volunteers who work directly with children, young people or vulnerable adults 

will require a DBS (Disclosure and Barring Service) check before starting their 

role. 

2.6 People from outside the European Economic Area must ensure that they have 

a visa which permits them to volunteer in the UK before applying to be a volunteer. 

2.7 Children and young people under 18 may volunteer only as part of short-term 

projects designed to enhance their learning or employability. 

3 Training and support 

3.1 Volunteers will be provided with an induction and training appropriate to their 

particular volunteer role. This will include a written description of their role, the 

likely period of the role and all relevant health and safety information. 

3.2 All volunteers will be assigned a member of staff to act as their supervisor 

during their time volunteering. They will be supervised appropriately according to 

their needs and to the requirements of the task and can contact the Volunteer Co-

ordinator or the Safeguarding Officer with any queries or concerns. 

3.3 Volunteers will have the opportunity to take part in feedback sessions. This 

can be done on an informal basis with the volunteer co-ordinator or supervisor or 

formally at the Bradford Libraries, Museums and Galleries Volunteer’s A.G.M.  

4 Expenses 

4.1 Volunteers may claim expenses towards reimbursement of travel costs to and 

from the site they will be working at. The procedure for claiming these expenses 

will be explained fully by the Volunteer Co-ordinator. 

5 Diversity and Equality 

5.1 Bradford Libraries, Museums and Galleries is committed to developing a 

diverse volunteer team and to making volunteering as accessible as possible by 

being responsive to the different needs of our volunteers. 

5.2 When required and where possible, the service will make reasonable 

adjustments to volunteering roles to support the full and safe involvement of 

volunteers with differing needs. 

5.3 Efforts will be made to target certain volunteer roles to specific groups 

under-represented within the volunteering demographic. 
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6 Health and Safety 

6.1 Bradford Libraries, Museums and Galleries is committed to ensuring the safety 

of all volunteers. Volunteers are required to attend training sessions necessary to 

meet the health and safety requirements of their role and to follow all instructions 

relating to this training. 

6.2 Volunteers will be covered by the Council’s Public Liability and Personal 

Accident insurance in the course of their volunteering. 

7 Confidentiality 

7.1 Volunteers will be advised when they are likely to encounter confidential 

information and will be trained in the appropriate handling of such information, for 

example by completing online training provided by the Council. 

7.2 All volunteers’ personal information will be stored securely and in accordance 

with the Data Protection Act 2018. 

8 Work Environment 

8.1 Volunteers will be given access to a secure place in which to keep their 

belongings and to a break area away from their working area. 

8.2 Volunteers will be kept appropriately informed of news and information about 

Bradford Libraries, Museums and Galleries, for example by a newsletter. 

9 Recognition 

9.1 The contribution made by volunteers to Bradford Libraries, Museums and 

Galleries will be recognised in an appropriate manner, e.g. with celebration days 

and with certificates acknowledging the volunteer’s work.  
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Appendix 1 Recruitment advertising 
Volunteer opportunities are advertised on the Bradford Museums and Galleries 

website (www.bradfordmuseums.org/get-involved), Facebook and through Twitter 

as well as through universities, colleges and other organisations such as 

Volunteering Bradford. Volunteer opportunities are also offered through the 

Museums’ and Libraries  Friends Groups.  Opportunities include work experience 

placements for school students.
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Volunteer Agreement 

Volunteers are an important and valued part of Bradford Council. We hope that 

you enjoy volunteering with us and feel a full part of our team. Our commitment is 

to do the best we can to make sure your volunteering experience with us is a 

positive and rewarding one. 

This agreement tells you what you can expect from us, and what we hope from 

you. We aim to be flexible, so please let us know if you would like to make any 

changes and we will do our best. 

Bradford Council will aim to: 

 Introduce you to how the organisation works and your role in it and to 

provide any training you need, which at least will include an induction.  

 Where possible provide regular meetings with your supervisor  or Volunteer 

Co-Ordinator, so that you can tell us if you are happy with how your work is 

organised and to get feedback from us.  

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

meet them. 

 Consult with you and keep you informed of possible changes. 

 Provide a safe working environment. 

 Apply our equal opportunities policy. 

 Apply our complaints procedure if there is any problem. 

I [name of volunteer], agree to do my best: 

 To work reliably to the best of my ability and to give as much warning as 

possible whenever I cannot volunteer as expected. 

 To follow Bradford Council’s policies and procedures, including those 

relating to volunteering, health and safety, equal opportunities and 

information confidentiality. 

This agreement is binding by honour only; it is not intended to be a legally binding 

contact between us and may be cancelled at any time by either party. Neither 

party intends any employment, worker or sub-contractor relationship to be created 

now, or in the future. 
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Volunteer Exit Form 
Thank you for your contribution to Bradford Libraries, Museums and Galleries.  In 

order to improve the experience of volunteers in the service we would appreciate it if 

you would fill in the form below 

Date Site 

 Agree Neutral Disagree 

The application / interview process was well 

conducted 

   

You felt welcomed and received the 

information you needed during induction 

   

You received enough training and support    

You felt valued in your role    

Appropriate resources were provided for you    

There were clear lines of communication    

You would recommend volunteering for BMG  

and Libraries to other people 

   

How could your volunteer experience placement have been improved? 

Thinking about the volunteer experience rather than the specific tasks you did, what 
aspects did you feel work best or enjoyed most? 

Have you any other comments to make about your experience of volunteering with 
us? 
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Volunteer Training Record 

 

You can keep a record of your training whilst being a volunteer below 

Training Received Date Training leader 

signature 
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Additional Notes 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.bradfordmuseums.org/
https://www.bradford.gov.uk/libraries/volunteering-in-libraries/volunteer-in-a-library/


www.bradfordmuseums.org 
 
https://www.bradford.gov.uk/libraries/volunteering-in-libraries/volunteer-in-a-library/ 
 

Page 27 

 

 

Appendix 1 Volunteer role 

description exemplars 
Cartwright Hall Art Gallery Café volunteer 

Responsibilities  

 To work under the supervision of gallery café staff 

 To set up the up the café at the start of the day. 

 To create a warm, friendly welcome to the café 

 To serve food and drink 

 To take cash payment and give change 

 To keep the café clean and tidy throughout the days service e.g. clear and wipe 
tables 

 To help with the cleaning up throughout the service and at the end of the session 

 To work according to agreed food hygiene and healthy and safety guidelines 

Training and support 

You will be given a full induction to the site and training by a member of staff in all 
aspects of the role. Aprons, gloves and all necessary equipment will be provided. The 
Catering Manager will be working with you and will be in a position of responsibility 
for your work. 

Person specification 

This role is suitable for people who 

 Are interested in supporting Cartwright Hall Art Gallery 

 Enjoy communicating with members of the public 

 Have good interpersonal skills 

 Can follow instructions and safety procedures 

 Are keen to learn and are willing to receive specialist training   

 Work well with others in a team 

 Are reliable, trustworthy and punctual 

 Are willing to abide by our code of conduct for volunteers 

 Thank you so much for giving your time to volunteer for Bradford 

Libraries, Museums and Galleries. 

 We hope you enjoy it 
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Volunteer Gallery Enabler 

Volunteer gallery assistants support visitors with access to exhibitions and displays. 

Responsibilites 

 maintain the interactives throughout the day eg. tidy gallery interactives, toy, books 
etc. 

 prepping of materials for family and school activities 

 be available to assist and direct visitors in the gallery and answer questions as 
appropriate 

 ensure proper behaviour in the gallery to maintain a warm, fun, welcoming 
atmosphere for all our visitors and their children. 

Please get in touch if you are: 

 are interested in supporting families and children 

 feel comfortable coming into contact with and communicating with members of the 
public and specifically parents and carers 

 have good interpersonal skills 

 can follow instructions and safety procedures 

 are keen to learn 

 work well with others in a team 

 are reliable, trustworthy and punctual 

 are willing to abide by the Council's code of conduct for volunteers and staff 

 are resident in the UK or in possession of a suitable visa for study or work 

Responsible to the relevant curator.  

 

Thank you so much for giving your time to volunteer for Bradford Libraries, 

Museums and Galleries. 

We hope you enjoy it 
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Collections Volunteer 
 

What is the Collections Volunteer’s role? 

 To work under supervision with the Curator (Registrar) or Assistant Curators 

(Retrospective Documentation) to assist with the retrospective documentation 

project 

 To assist with carrying out inventories and audits of the collections across our 

sites in conjunction with paid staff 

 To assist with cleaning up object records and cataloguing the collections on 

our collections management database, Modes (full training given) 

 To undertake research on objects in the collections to form part of each 

object’s history file 

 To work with the museum archives and curators’ files to assess collections-

related information 

What is not the Collections Volunteer’s role? 

 To work directly with visitors 

 To provide information about collections to visitors or enquirers 

 To have any responsibility for the collections or the security of the buildings 

 To handle cash or work in the shop 

Instructions 

 Please wear clean, smart/casual clothes for this role 

 Please sign in when you arrive and let a member of staff know you are here 

 Always wear your name badge 

 Tea-break will be taken and tea and coffee will be provided 

 Please sign out when you leave at the end of your shift 

 

There will always be a member of paid staff who will be in a position of responsibility 

for your work. Therefore, if you have any concerns, issues or questions please don’t 

hesitate to ask them. 

Thank you so much for giving your time to volunteer for Bradford Libraries, 

Museums and Galleries. 

We hope you enjoy it!  
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Conservation Housekeeping Volunteer  
 

What is the volunteer conservation housekeeper’s role? 

 To work under the supervision of the Conservator  or members of the 

curatorial team. 

 To help maintain the collections by cleaning and carrying out preventive 

conservation tasks on artworks or  historic objects  which are either on display 

or in storage. 

 To receive training as necessary. 

 To carry out these tasks according to agreed health and safety guidelines. 

What is not the volunteer conservation housekeeper’s role? 

 To work directly with visitors or to provide information about collections.  

 Handling or lifting heavy objects or working at height. 

 Carrying out any repairs or maintenance work on artworks or  museum 

objects. 

 First Aid –please refer to a paid member of staff should First Aid be needed. 

Instructions 

 Overalls/aprons plus all necessary cleaning equipment will be provided for this 

role 

 Please sign in when you arrive and let a member of staff know you are here 

 Please always wear your volunteer name badge when working on site 

 Tea-break will be taken and tea and coffee will be provided  

 At the end of your shift, please sign out when you leave  

 

The Conservation Officer will be working with you and will be in a position of 

responsibility for your work.  Therefore, if you have any concerns, issues or questions 

please don’t hesitate to ask.  

Thank you so much for giving your time to volunteer for Bradford Libraries, 

Museums and Galleries. 

We hope you enjoy it 
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Volunteer in a library 

 
 

Get Involved! - in a range of exciting opportunities as a volunteer for some of 

our special one off projects. 

Volunteers can contribute to libraries in many different ways.  They help to provide 

valuable services that we would not otherwise be able to provide. 

Could you support our work by volunteering? All opportunities have flexible 

commitment requirements and aim to provide a rewarding and enriching experience 

for all. 

Corporate Volunteering - Share your team, resources and expertise! 

Many businesses offer their employees an opportunity to volunteer in work time. 

This is known as Corporate Social Responsibility (CSR) or Employer Supported 

Volunteering and it can include fundraising for a group or even sharing expertise, 

resources and volunteering. 

It can be a great way to support your local libraries: 

 Bingley 

 Bradford Local Studies 

 City  

 Eccleshill 

 Ilkley 

 Keighley 

 Keighley Local Studies 

 Laisterdyke 
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 Manningham 

 Shipley 

 Wibsey 

 Wyke 

Staff can volunteer independently or as part of a volunteer workplace scheme. It 

could be as part of a team away day or team building experience with colleagues. 

Talk to us if you would like to volunteer or if your organisation could benefit 

from business volunteering. 

Sonja Kielty, Volunteer Co-Ordinator, Libraries and Museums and Galleries 

Email: bmgvolunteers@bradford.gov.uk 

Telephone: 01274 436027 
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Early Years Assistant Volunteer 

 
Responsibilites 

 Provide additional help to Early Years Development Team 

 Wear the Bookstart Bear costume at events/activities 

 Pop promotional materials into Bookstart packs for families 

 Assist with Love Books Love Libraries Course, author event, outreach event or 

performance event 

 Assist with preparation of activity sessions/events 

 Meet and greet children, parents and carers attending sessions 

 Manage buggy park and welcome visitors 

 Help children, parents and carers to find books that they will enjoy reading 

 Promoting library membership and other incentives, such as Bookstart Bear 

Club 

 Assist in singing nursery rhymes, distributing musical instruments, holding 

props/puppets/storybook, play and craft activities 

 Help parents complete membership forms 

 Record numbers of attendees 

 Distribute and collect evaluation forms 

Latest Vacancies 
 

NHS Parents Event – 19th May 11.30am – 1.30pm – Bradford Royal Infirmary 
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Could you be Bookstart Bear? We need a list of volunteers to call upon to be this 

very infamous Bradford Libraries star! 

 

Training 

You will receive an induction necessary to the role including full health and safety. All 

short-listed applicants will be required to attend a short, informal interview. 

 

Please get in touch if you are: 

 interested in supporting families and children 

 feel comfortable coming into contact with and communicating with members of 

the public and specifically parents and carers 

 have good interpersonal skills 

 can follow instructions and safety procedures 

 are keen to learn 

 work well with others in a team 

 are reliable, trustworthy and punctual 

 are willing to abide by the Council's code of conduct for volunteers and staff 

 are resident in the UK or in possession of a suitable visa for study or work 
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Library Special Events Volunteer 

 
 

We are seeking to recruit a team of volunteers to support our program of special 

author events and workshops on the below dates: 

 Poetry Reading and workshop, 14 March, City Library 

 Harp and Classical Guitar, 21 March, Keighley Local Studies Library 

 Author event, 18 April, Keighley Library 

 Author event, 2 May, Keighley Library 

 Author event, 9 May, Shipley Library 

 Author event, 6 June, Keighley Library 

 Author event, 13 June, City Library 

Responsibilities 

 Help set up for author events and workshops – chairs, display equipment, 

refreshments 

 Meet and greet and ticket collection 

 Help clear up at the end 

Training 

You will receive an induction necessary to the role including full health and safety. All 

short-listed applicants will be required to attend a short, informal interview. 

 

Please get in touch if you are: 
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 passionate about books, reading or creative writing 

 feel comfortable coming into contact with and communicating with members of 

the public 

 have good interpersonal skills 

 can follow instructions and safety procedures 

 are keen to learn 

 work well with others in a team 

 are reliable, trustworthy and punctual 

 are willing to abide by the Council's code of conduct for volunteers and staff 

 are resident in the UK or in possession of a suitable visa for study or work 
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