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The Tavistocl Heritage Trust has since September 2017 sought valunteers through:

Tavtstock Heritage Helpers 1ot up with the help of Gerl Parlby (now a Trustee) and Gail Reed with
thelr extansive contacts within the community to continue the link they had from the Taristack

Hertage Festival,

Revisicing the list of people who visted the Guildhal during the open days when going through the
comimunity consubtation process to develop the Activity Plan which formed part of the HLF
submission. The method of aldng conmet decils &d not azcermin the interests of the Individual or
whiere thalr shills ly and the Trust is revislting thote who showed an interest 1o seek clarfficaton,

Az each event that the Truit has held in 3017 trustees talk abour the vruse and s 'Objeces’ and
visgitors have phan thelr contect detslls and whare thelr skills and Interests [l such that a
comprehensive lists b8 belng created from which the Trust will be abile ta it volunteers with various
redes o ensure their enjoyment as well as ensuring successful cuscomes far the Trust,

From 1018

Al gvants held in 200 B will follow the same procedure started |n 2017,

The Trust will be actanding lecal svenits pun by cther erganhacions s seeh 1o publiclss i wark and 1o search
for further vohmieers,

The Trust's web sice has the ficlity 1o reglscer interest a2 8 volunteer and this s being succeshd

The Trust ks reghtered with the YWess Devon Volonoesr's bureas and will when podiziens require ather gkills
than thess alresdy kaown, use this to advertsa the poshibcn,

Thi Trust will comtinue to uvse the network of linkes [t has et up In the last six monshs with agher commmunity
organiation o seel volanlsers

Onste parrmitsion o seart has been govan by tha HLF the Trow will sdvertise the positen of Developmeent CHficer
wiivo wiill have & major role in taking up the wark chat tha Truse haa begun ta find the neceswary volhmasry sbll paz
ta mman the VP, uﬂudﬂuiﬂihpmdnﬂﬂ:mdﬁnﬂnbh‘kﬁdﬁﬂﬂﬂrﬂuTnﬂthpﬂhah

place.

Valunteor inberests:

Warking bebiad the scenes ax goneral ailviants te soL up events and run the lmerprataton Centre
Fund ralsing

Haledng &t fund raising evems

Meet & Greet

Working with the schook

Shipidratl

Archival and record keepling
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Tavdstock Heritagn Trust refies on its volunteers to achieve it objectives. Violinteers at all lavels male
irvaluabls contributions i the Trusts endeavours, generilly by donating their drw and effort, and by lending
the Trust their shillz and experdse, The Trust recognizes and values the work dane by its valunteers, and so
has instiuted thic Policy to’ set out and describe s convmitments o its voluntesrs, and to ensure best

practic,

What is & volunteor?

Wolenzeering is the commitment of your dme @nd energy for the benelic of sochery and the community, the
enviranment or individuali cutside yowr immediare family, It is undertaken freely and by dhoice, withoue
concern for financlal galns or any other farm of guld pro gua,

Voluntesring should. however, be mutually beneflicial to the volunteer and to the Trust For esample,
walunteers thould be able wo gain skille and experience while working with the Truse, and should gain
satisfaction fron Faving & meaningful role in the Trust's activites,

What value and henefits can a volunteer can bring to the Trust?
Volunteers are an snormaoss resource i helping the Trest reach ks alms and ohjectives, and can enrich the
guality of the Truse's work.

Amaong other things, volunmers can:

I+ Deliver musch of the Trust's face-to-lace work wich twe
e D-wnlnpldmr nmripwwnlrlhﬂunﬂﬂphﬂlvhllm&ﬂnﬂhtﬂlﬂhhﬂthtuubﬂahﬂhrﬂ

I Hﬂmﬂnmﬂgmﬂﬁmﬂﬂtmhlnmmmwmm&Pﬂnme
andd brs work,

I+ Offer specialist knowledge in & varlety of area,
= Provide a comnection between Tavistock Mericage Trust and the local comemunity, as well as with

ather prowps served by the Trust,

What value and benefits can the Trust offer to a volunteer?

Although voluntesrs do not expect financlal or other persoml gainy from thelr scthites, they can nonetheloss
receive a range of banefies from thelr tme with die Truse, pererally In the form of enjopment, satisfaction and
personal development,

Warking as 2 valmooar with the Trust can provides

I+ The opportunéty to help visitors and Iccal people tnderstand and appreciate the history and heritape of
the Tavigock area, snd the role Tavistock plays within the Cornwall and West Devan Mining
Landscape World Heritage Site,

I Anapportunity to be part of 2 high-profiie and well-respecied social enterprise,

I Waluable mepariance, Inchuding the chance to learn a variety ol new skills,

I~ The possbility of a reference for future job applications, il deemed suitable, appropriate and refevant,

o Metworking opportunities and soclal intaraction, including the poasibifity to male new Irends,

What convmitments does the Trust malie to its volunteers?

Alongzide the mare detalled provislons tet out below, the Trost makes the fellowing general commitments o

all s wolinteers:

b To weatall volunteers equally and fairky, In line with the law and with the Triesc's Equality and Diversicy
Palicy,

I an?ruhamaﬂmmlmmﬁmmﬂvﬂthwﬂb}mﬂhm&ﬂ&utwmmm
i} those with physlcal disabifities.




I To offer all volunteers roles which are meaningful and worthwhile. As far as possible, roles will also be
appropriste to & volunteers interests, abilivies and experionce.

B To provide voluntsers with 3 clear undorstanding of their position within the Truss Including thelr
responsibdicies to the Trust and the Trist's responsibllicies te them,

I To provide volinteers with dear lines of commuinication to Trust officers and stafl, 3o that they cin
senk sdvice or remedy,

¥ To seel voluntesrs' opinions on the Trust's activitles, and, where postible, to involve them in the
work of the Trusts stafl and the decizlons made by the Trustoes,

I To valus volimesers and their work, and to make this clear to tha valnoeers themsahes,

Haow will volunteers be recrisited?
It s exsential to have & clear and consistent policy for the recrultment of volunteers, and to ensure that the
process it carrled out with 25 much cara a3 the seleotion of pald seaf,

The key paints to this policy are:
¥ Wolunceers should be recruited fram a broad crosssectlon of the community, to represent the
diversity of soclety in the Tavistock area and beyand,
I That volunteers are recrulted on a flexible basls to suit both the needs of the Truse and the volunteer,
I Where possible, volunteers will be sought from soclal groups which might particulary benefit from the
opportunities ofiered by volunteering with the Trust, such as students seeking experionce of
citomer-fading roles, o adulss at risk of lopeliness,

The recruitrent process will constst of:

I+ An application form te collect necessary, basic informatian,

- An nformal Interview e oxplore the volunzesr's aspirations, the skills they can bring to the Trust, and
what they hape o achisve from thelr volunteering activitles. It [s fnpartant for all parties to apprecite
that this ks not a competitive process and the salo criceria will be the spplicant's witsbility to bacome 3
Truae woluntesr.

I+ For some roles (such as those invalving vulnerable peope or handling money). at beast two raferences
will e requested, not o be written by close friends or family members,

B W reguired, an Enhanced Criminal Records Bureau (DBS) ¢heck will be undertaken for prospective
volunagers, and will be free of charge/pald for in full by the Trust This will aways be the case for
individuals where there I any lkelhood they will have contact with vulnerable people. This
requirement will be explored at intorview,

Wihat rales will volunteers perform?
A5 the Truse develops, ity activities will evolve = the rolas played by volunteers will thersfore change
scoordingly, However, It b expected that wolunteers will genorally contritwte to the Trust's work in thres
main areas:

I These invobyed in face-to-face, front line wark with the publc In the Guildhall Gatewsy Centre, Vistor

Infermarion Paint ar similar,
¥ Those involved in fundssising activities for the Truse,
¥ Thase invalved In more strateghe roles, such 8% Trustees, admintsration assistants or fundralsers,

How will volunteers be inducted and trained?
The Truse aims to ensure that voluntesrs are ahle to contribute a3 effsctively as possible and are sfe and
confident in their rale

Volunteers will have:

b An Mentifled voluntesr codedinator, to whom thay ara responsible snd from whom they will be able
to seek advce, asslstnce or darilcaton They will also be gven an alternative contact, in case they
have concerns about their coardinator,

I+ A written role deseription,

I* An inductlon to cover procedures and policies specific to the role,

I+ An identified minimum training requirement before starting their role. Training for speciic roles wil be
agreed at Induction, Some training can be on-going, or agreed at a laer date.

¥ A speified perlod alter which time the valunteer ks farmally chanked, appointed and acceped,




How will waluntesrs be managed, supported and recognised!

Every voluntesr will be provided with relevant support and guidance, including regulir, appropriate and
mutualty-agroed supervision time with their designaved volunteer coordinator. This will allow both parties o
dizcuiss the robe In ganeral perms, o canfirm ic continues to be an appropriste one, to ensure the requirements
of tha rale contirue to be fulfiled, and to mundmize the voluntesr’s contributon oo tha Truse

The Trust will make every effort to recognise and celebrate the contribution of each valunteer, The Trust's
newsleteers, reports and other publications will emphasise the rales plaped by its wolunteers, and the Trustess
and Trust staff will ensure that there are regular events to thank volunteers and foster & sense of eammunicy
and Imvolvement.

What other Trust policles ara ralovant to voluntears!
The Trust has 2 numbser of policles which are applicabile to volunteers. Viobunteers will ba provided with coples
a5 part of the Induction procest and will acknowledge that they have read and understood them as part of

their Valuntesr Agresrnant

In particular:

I~ The Trusz has a clear Safeguarding Pollcy and has a responaibiliey 1o safeguard vislors, safl and
valuneeers, Voluncesrs will moed to canfirm their agroement 2nd understanding of this policy, and their
legal requirements b make every effort to meet its objectives.

= The Trust has a responsiblity to ensure o =afe working esvironment for all velunteors whilst carrying
aist its work, The Health and Safoty Policy will be avallable to afl volunteers, and information will
be dewwn on and training needs assessed at induction. All equipment required for the rofe will be
identified at induction and provided as necessary, depending on the role. Exsencial trainlng will be
provided before a voluntesr commances thelr activithes, Appropriate Risk Assossients must ko be
read and understood by volisntesrs,

I+ Tha Trust Is committed ta the principles of diversity and equaliey, sand a5 such all valuntesrs must
adbere o the Equality and Diversity Policy and respect and work towards the objectives it sets
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I Tha Trust bas a dear Smolting Policy wihch must be observed by sl volunoeery,

© Where possible, voluntesers will not be placed in rofes which Invelved working alone, but every
wohunteer must be aware of the Trust's Lone Warking Polley.

I The Trust bas a Confidentiality and Data Protection Policy and |s required by law o ensure thar
all persanal and sensicive Enformation i handled appropriztely, Including by wohmteers,

¥What expenses will be paid to volunteers?

Whers appropriate, volunesrs are entitded 1o out-ofpocket expenses. Before they are incurred, supenses
e be discusted and agresd with the wolunteer coordinator, and must be suthorbed by the Trusts
Developenent Officer, Learning and Skills Officer, or Treasurer. Recelpts must be suppied along with the
pecessary expense forms, which will be available online and in the voluneer Induction pacle. Mileage will b
paid at standard rate and chespest form of public wransport reimburted, Yolunteers will not, however,
nonrally be reimbursed for chelr expenses Bn traveling 1o and (roem the Guildhall Gateway Centre; the Visloor
bnfarmation Peing, fundesising events, or thelr other normal, regular place of valunteering.

Will voluntesrs be insured?
Wolunteers will autormatically be indermnified under the Trust's:
= Public Liabfiy Insiemnos

» Employer Libilly insurance
I Professicenl indemnity insurance

Valunteers muzt notify thelr mocar Irnswrers if chey intend oo uze thelr vehicle on behalf of the Trust, to ensure
bissiness ingurance cover B in place. A copy of this will need to be provided to the Truss 1o ensure cover
befora ary voluntesr driving takes plice,




Will valunitesrs’ information be hold In confidance by the Trust?

The Trust will treat In confidance all information it holds about valunteers. This infarmation will be held anly
while there Is a legitimate business purpose for doing so, and will be securely destrayed once this purpose
elipses. Voluntesrs have the right to request to see all Information held abowt them by the Trust.

Valunteers themselves will be required eo comply with the Trust's Conlidentfality and Data Protection Policy
with regards to theii dealings with people they meet during voluntearing (incliding other valuncesrs), and
keep confidential sny IMormatlon they become aware of through dheir activities which I not in the public
o

Wihat happens if problems dovelop between volunteers and the Trust?

While the Trust hopes valuntesring it an enfoyable and beneficial experience for all invebved, it recopnizes thag
there may be times when problems arise. Volunteers who have concerns sbout their experienca with tha
Truse should make those concerns clear to thelr volunteer coordinutor. The coordinator will make every
effort to decuss and olfer support to overceme these problams,

Similarfy, if the Trust feels ¥ volunteer |2 no longer macting the requirements of their role or hay copcerns
regarding thelr bebaviour or conduct, the Trust will discuss this with volunteers In Tl — we will be open and
honest. Diztes snd strateghes for overcoming these problems will be discuased between the volunteer and their

coordinator and thess concerns reviewed accordinghy.

Crewdiines will depend on the roleffrequency of imvetvement and agresd ar th inital review, but as a guide the
Trust will azslsk a voluniteer for 2 months to overcome their diffculies. This will be reviewed and If required,
suppart offered for a further month, If, however, the coordinator sl has conceme at the end of this period,
the Trust will urdortunacely, end the volunteering arrangement In question. In circunvstances of pross
misconduct, the Trust may ask the indevidual concerned to leave immediately.

What happens if a volunteer wishes to stop volunteering?
Volunteers are froe to leave the Trose at any time, Although an agresment will leave betn signed, dhis 15 not a
contractuilly binding agresment In the same way a3 an amployment contract. Whorever pazsible, the Trust
would bo gratelul If an agreed notice periad could be provided to allow time to make alternative arrangements
If required. There will be an agreed process for valunteers leaving, including sultable thanle and references if
reqifred, approprlam and relévant,

What happens if the Trust wishes to end a voluntosring arrangement?

It may be that the Trust will ask a volunteer to cease volunteering, and thiz may be for varlows reasons, The
Trust s free ta da this & any time, a5 the Yolunteering Agroement Is not a contract of employment. The Truse
will, hewaver, malke every effort oo retain e establched volunteers, B, lor Instance, the Truse's nesds thangs
wnd an exiating wolunveering rofe becomes obsales, the Trust will endeavour to create an alternative rale for
that voluniear, If this proves impossible, the Trust will make clear to the voluntesr that their work has been
valued, and will previde references if roquired, appropriste and relevant. In addision, shauld a witable rale
subsequently becoma avafble, the Trust will consider offering them first-refusal.

ErD




o
%ﬁ ) f:"j:l
Volunteer Agreement >

Bringing Tovictoch e Moatage To Life faidlootd
Charity numdser 10607931 HERITAGE
TRUST

Towistack Heritoge Trust i mas? gratefil o you for vehmitesring with s — we will do owr best to moke sure pour
valunzeer expirence with us b enjoyulle and rewarding, In srder to help probect baodi pou ond the Tresl, we would ok
thet you reod and comislete this apresment.

This Agrosment sets aut the volunteering arrangement between you and the Truse |e should be read longside
thie Trust's Velunwser Pelicy, which describes our commierments towards vohmeears in more decadl,

This Agresment doed ot constituce & contract of employment: it cen ba freely erminaced ar amy dme, by
gither party, and without notica, The Trust does not guarantes you any minlmism hours of volunteering time,
and we will nat pay you except in the caze of agreed and avtharised cut-alpocket eupenies.

While valunteering. you are an ambassador of the Trust, juse filke our staff and Trustees, As sudh, we expect
you bo conduct yoursell in a way which enhances (or a least does nothing o darmage) the repuaten of the
Trust and of Tavistock kself. If you require guidance, see the Coade of Conduct for Wolunteers, or tallc with
your valunbesr cocrdinagor,

TAVISTOCK HERITAGE TRUST agrees o

I provide a tallored induction within your placerent,

I+ elearly define your valuntear role,

I+ provide regular supportisupervisions to give you lesdback and assist in your perzonal development
andlor confidence.

= engire you feed valued within Tasiscock Herlrage Trust

[+ - promptly relmburis any agreed expetises,

I exphain clearly your rights and the process for dealing with problems

I+ provide a safe envirenment Including appropriate Insurance cover,

YOU agree toc
I= follaw the Trust's policies and proceduras, Please ask if you have questions.

P e work within your role description,

I perfarem your duties to the best of your abilities and striva to be reliable and on time.

I+ respoct confidentality of any Infarmation that may not be In the public domain,

e eoamend any supervisionsitralning or sy other relevant meetings when possible,

I+ give rensonable notica when possible If unable to underclke volunteer dutles,

I+ tell someons {preferably your volunteer coordinator) if you are experiending problemsfcancerns or
ol want ta end your placement a1 Tavistods Herieage True.

If there is anything you do not agree with or are unsure of, please discuss this with us 3o we can
maloe sure we are meating your neads.

Code of Conduct for Volunteers

This Cade 15 intended lor your puidance and protection. The Trst recognizes that inverpredng these polnc
oy not be stealghtforemrd In all decemstances — i you are In any doube, plesse seek puldince from your
voluritesr coordingtor.

Maintain a professional relatlonship with colleagues and members of the public at all times,

I+ Befrinndly, but malntain an appropriate: level of distance and professionalism.
I+ When rapresenting the Trust in public, dress and conduce yoursell appropeiatedy,
I+ Think exreflilly befors dsclosing ary personal information about yoursedl,

Treat as confidantial any information you ohtaln during your volunteering,
I* ¥ou should not ghe out any personal information about snother volunteer or a member of staf,

i |




¥ I you obtain Informadon that is not In the public domain (such a3 infarmation about the business of
the Truzt) you showld keep it oo yoursell,
- You should not use any information for your own persanal benefic or gain, or pass it to others wha

might do sa,

Do not impose your own personal, cultural, religlous, philssophical or other beliofs on others.
I Be impartial and ohserve the Equality and Diversity Policy. Be sesisitive to cultural needs and
differences,

Declare an interest whenever appropriate,
¥ Ifat a menting where the topic under discussion Is one where you have a vested or personal Interest,
be sure to declare this and remove yourself from decision making If appropriate; be guided by the
Chalr of the meeting,

Observe the Trust's Policies,
I The Policles are in pluce to pratect you and the Truse — ignaring them might place you in danger, and
right damage the Trust or kol repistathon,
o W you are working In the Guildhall Gateway Centre, you mwst alio abide by the policies of the
Tastsrock Tewn Couwncil,

Waorl constructively with your volunteor coordinator
#  If you have questions or cancerns about any aspect of your time with the Trust, you should direct
them to yowr vohinteer coordinatar,
= W your volmteer coordinator ralses concerns shout your performance, or makes suggestions shout
hew you can fmprove, you sheould ke thess seriousty,
I W you have any Idess or suggestions for how to mprove the Truse's work, please pass themn to your
voluntaer cogedinatar,

Ta be signed by voluntesrs:

" | have read, understood and sgree o abide by the Valunteer Agrosment ahove, Incliding the Code of
Condser for waluntesrs,

I 1 have read, understocd and agree oo shide by the following:

& the THT Volunteer Policy,

the THT Safeguarding Policy,

the THT Equality and Diversity Poficy,

the THT Smoking Policy,

the THT Healch and Safory Statement,

the summary of Tavistods Town Countils polices which apply to volunteering in the

Gulldhall Gareway Centre,

* and any Rldk Assessments rofating to the miks | will be performing as a vohinteer,
Inchuding the THT Lone Warling Policy and Lone YWorking Guidance MNotes,

L]
= 1 have read and understood my Vaohunteer Role Deseription

s‘n'lm B T R R R TP T T T T e

Volunteer

Tavistocl Heritage Trust Chalr | Volunteer Coordinator

Dage: [
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Organisation MName;
Organlsation Crverview:

Rala Tithe:

Responsible to:
PurposeSummary or rale:

Dezcripion of Tashs

Tirme commitment:

Skills and Quaiflcations:

Training and Support

Redmlwrsement of Expenses

Tavistock Heritage Trust (THT)

The st conslses of up po |2 trustees whe have diverse skills and a lseen
interest in Tavistock and s heritage,

Th charloable "Chjecrs’ ara:

2} to advance the education of the public in the history and heritage of
Tavistock and the surrounding area, In particular in the hiscory and heritgs
of minéng and its effeck on people’s Fees by the provislon of exhibitions and
creating opporunities for péopla 1o lesrn about the lststory and heritage of
the ares,

(b} far the benefit of the public the proservation, restoration, malrtenance,
repair “and improvement of Tavisteck guildhall complex sinated in
Tavistock, a Grade (I* Listed building,

Heritage Helper
Tavistock baged but could be in other locations to hefip at eventsiactivities

1 be apresd

To assist the THT achleve Its charitable objecs of bringing the herltags of
the powm, the Warld Heritage Site and the surrounding area to life through
education, acthvies and events. managing the Interprecation Centre 2nd a
‘Wisicor information Polat bn the Tavisteck Guildhall complex.

Wie are loaking for velumeers o)

o Help us fund ralse Inchiding obtaining rafle and aucton prizes, hebping
to distribute [eaflets around the local ares and collection of our
recyching and donation pots,

o Help ae fiund raiging events by marshalling, collection on donations,
nirevilotier slgn up, marming a THT stand.

o Help spread the word about the work we are undertaldng as a Trust,

o A a3 ambassadors for our charicy and help us enpge with the
cormamaunity and lacal businesses,

1=2 haurs per week plus help at fundraising evenes,

You do not need to have any related qualifications for this role buc you
ol be Fiendly, reliable, and rustwarehy and have good cammunication
silis, Pervious fondralsing experience would be 3 bonus, Commitment o
wark in complamoe with policies #nd procedures is imporeant;

You will be given induction training into the various aspeces of the work,
Yau will receive ongolng tralning and pesr support at regular Voluneeer
metinge.

Out of pocket expenses will be relmbursed:




Benelits to the vohinteer

Application procedure

MOTES:
Tha trust alms o

Mileage = 45 pence per mille on frigs In excess of 10 miles radius fram
Tavizstock or on public trarsport up o2 naximem of CI0 per retuen trip
whon on approved trustes butiness Le. hndraking event

Malen a diffierence o Tavstock's heritage whilt you develop ypour
interpersonal and transferable shilts, An ideal opportaniny for thoss wanting
soann volunteering exparience and to learn rew skills before seeking work
or before going on to fisther or higher education, or those who have
ratired and want to put a Metime of shdils and experience to use whilse
migeting new prople and doing seemething that directly benefits Tavistod:
and Its heritage.

1. Leccertemnall vo the trast oating your Interest

L, Infarmal Intarvew

A, References riviewed

4, Trial Period

If your application to valenteer b successiul, you will b asked o sign a
volunteer agreement which sets out what you can expect from volunteering
with THT and what we have apreed with you, so you can feal confident
aboue and supported n pour robe.

* W will male our sctivities financially resilient by bullding strong relationships with funders and

pariner arganisationg

¢ Wa will contribuge to cur commsnity’s prosperity by developing links with tourism and ather loecal

bizingszes

support Our Worldoros

# W will creste new opportnitles for voluntesrs to get Invotvad In heringe and develop new skills
W will recrulc our sff and volunesrs from people of all backgrounds
* e will carry out our work with ambiton, team work, passion, pride, open minds - and & sense of fun
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