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Welcome to Liskeard and District Museum’s Team of Volunteers!

We are very pleased you have joined Liskeard and District Museum as a volunteer. All the volunteers welcome you and thank you for choosing to share your time and skills with us.

Volunteers bring a valuable variety of skills and knowledge to the museum, helping with different projects, ranging from cataloguing collections, researching local history and digitisation of collections.

We offer a large range of projects which you can be involved with to provide an excellent visitor experience and to assist in promoting the museum to people who are living in or visiting the Liskeard area.

I hope you enjoy working as part of the volunteer team and thank you again giving your time to the museum.

The History of Liskeard and District Museum 

In the early 1980s, an exhibition of local historical memorabilia and information was staged in the Town’s Guildhall. Following much investigation and discussion, including a public meeting, the Town Council endorsed plans and provided the funds to set up a one room museum on the ground floor of the town's Public Hall. Under the guidance of two local historians and former Town Mayors, Jack Haworth and Ron George, interesting documents, old posters, photographs and objects were labelled, organized and displayed. Items not on display were safely stored in cupboards beneath the display cases. 

The museum was officially opened on 13th May 1985. Conducted visits for schools and other organizations were arranged throughout the subsequent years as were special exhibitions. These included The Quakers, The Police, Dean Street Surgery, Old Radios, Photography, Liskeard Band, Old Postcards, Mining and The Salvation Army. Many local enthusiasts lent objects and helped put these together. As the collection increased the museum outgrew the space available. 

In the late 1990s, the Town Council began looking for more spacious premises to enable the museum to continue its growth. The derelict, 19th century Henry Rice building in Pike Street, known locally as Foresters Hall, was purchased by the Town Council (augmented by Heritage Lottery Funding) and converted into the present Liskeard and District Museum. The reception room and shop are shared with the town's Tourist Information Centre. 

On 2nd May 2002, the museum was unofficially opened by the Town Mayor and on 6th June 2002, it was officially opened by HRH Price Charles, Duke of Cornwall. 

The Collections 

The museum contains historical information and artefacts from local characters, such as our renowned architect Henry Rice, who designed Foresters Hall, which houses the museum with its Venetian Gothic frontage containing stone from local quarries. The museum has four main galleries named after local historic as well as extant local personalities. 

On the top floor of the museum is the Daniel Gumb Room, which contains our computer interactive mining and geological exhibition, including the Enlightened Eye, exhibits from Liskeard and the surrounding villages covering Mining, Archaeology, Quarrying, Railways and Canals. 

The Rapson Room exhibits Photography, Liskeard Glass and Pottery. There is also a small camera collection and photography paraphernalia by local photographers. And we have a famous suffragette, Emily Hobhouse, an incredibly courageous lady who changed the lives of many people in the Boer War, whose ashes are under the Women's Memorial, in Bloemfontein, South Africa. 

The John Allen Room presently houses an exhibition of medical, The Henry Rice Room an exhibition of toys.    
And of course, there is some farming and other local history stories to be discovered. Our 

artefacts, models, maps and documents are becoming a valuable resource for anybody wanting to 

know about mining in Liskeard and the Caradon Area. 

New displays will be planned and developed by the volunteers each year in line. 

Museum hours of opening 

Monday — Friday   10:00 — 4:00pm 

Saturday                   10:00 — 1:00pm 

The Volunteer Team 

As a volunteer at Liskeard and District Museum you are part of a large team of people all 

passionate about providing an interesting and informative visitor experience in Liskeard. 

The museum is owned by Liskeard Town Council, it is managed by a team comprising of Town 

Councillors and Volunteers who meet a number of times a year. 

A Core Management team meet more regularly to plan and develop the museum. 

All museum volunteers are invited to Full Volunteer Meetings at least three times a year so that 

you can get information on the future plans and events, and have your chance to input your ideas. 

The Volunteer Coordinator is responsible for organising volunteer social events such as informal 

lunches where you can come and meet some of our other volunteers. 

The Rooms 

Ground Floor 

The Tourist Information Centre is housed on the Ground Floor. 

The Museum rooms on this floor are the John Allen Room and the Henry Rice Room. They 

currently hold our exhibition of medical and Toys. 

One volunteer should always be located on the ground floor to meet and greet visitors. If you are 

volunteering in this role, please provide them with a museum welcome leaflet when they arrive 

and ask them to fill in a visitor form when they leave. 

First Floor 

The Daniel Gumb room is on the First Floor. This room contains our Geology and Mineral collections as well as interactive displays such as the Enlightened Eye. 

The Rapson Room is also on the First Floor, this currently contains displays relating to local trades 

through history such as photography and glass industries. 

Second Floor 
The First Floor contains the Jeanne Rees Room which is where the volunteers may conduct 

research, exhibitions and other tasks. 
All floors are accessible by a lift. 

On your first shift at the museum you will be given instructions on how to open up the rooms in the museum and ensure the displays are ready for our visitors. 

Your responsibilities as a volunteer at Liskeard and District Museum 

Your Time 

You have kindly given up your time to assist with work in the museum, and your help as a volunteer is vital to us. 

Please inform the Volunteer Coordinator the times when you are available to work, ideally, we would ask you to volunteer for one shift a week, but you may wish to give more time! Please write your available days in the volunteer diary which is in the Jeanne Rees room. In order for the museum to run efficiently and smoothly please come in on time on your agreed days. If you are unable to attend one of your set days, contact the museum by telephone on 01579 346087. 

The Volunteer Coordinator will discuss with you the type of help we need and you will have a chance to tell her the tasks you would like to get involved with. For the first month, you will shadow one of the existing members of the volunteer team so that you can learn how the museum works. 

Roles 

Volunteers play a vital role in the everyday running of our accredited museum. There are many and diverse roles a volunteer can fill. Below are just some of the things you could get involved in: 

Working with Historical Collections 

Learn about the workings of a museum, how collections are built up, catalogued, stored and cared for. Many of these skills are cross-transferable and can be valuable work experience. Training is given when needed. 

Contributing to permanent & temporary displays 

Displays are the life-blood of a museum, and as such need constant review, research and must reflect the needs of the community - young and old. 

Designing publicity/Social media 

In order to engage with the town and its visitors there is always a need for publicity at all levels, 

from designing posters/flyers to social networking. 

Collecting oral history 

It is not only artefacts that need collecting and preserving! People's memories and local skills need 

to be recorded and then put into digital form for storage for the future. 

Digitisation of collections 

Photography plays a large part in our collections. Liskeard has over the years had many well-known 

and well-respected photographers.  We have many photos which need to be stored for future use. 

Similarly, we are planning to make a photographic archive of all our artefacts for easy reference. 

Outreach into the Community 

You can get involved with sharing museum resources with the community, young and old. This can 

be by giving talks, helping teachers/pupils with research, talking about local history, and working 

with memory boxes. 

Family History 

The museum receives frequent visitors from all over the world, looking for help to trace their 

ancestry. Together with the Old Cornwall Society, the museum has resources to help the public 

with these searches. There is the opportunity for you to learn more about local history too!

Meeting and greeting 

Welcome visitors and help them to enjoy the exhibitions by sharing knowledge of the town and its 

surrounding areas, providing information about local history, industry and local personalities. An 

aim of the museum is to increase public interest in the museum's collections and the richness of 

the cultural heritage of Liskeard. Volunteers must endeavour to ensure that members of the public 

visiting the museum have a fun and satisfying experience.

If you are volunteering, you should ensure that:
• You make all members of the public feel welcome. 

• Where possible, you enhance the visitors experience by answering questions and being enthusiastic.

• That the museum is a safe and secure environment. Report anything suspicious.
Code of Conduct 

Whilst working in the museum, or at a museum event, never campaign for a personal cause (political, religious, etc). Ensure that you do not wear any campaigning badges, stickers or T-shirts, or other such items which may cause offence. 

Outside of the museum, you must not be seen to be representing the museum if speaking personally about matters of public concern. Please speak to the Volunteer Coordinator if you have been approached to make a statement, so that one can be drafted up together. 

You may be working directly with members of the public and will be expected to behave in an appropriate professional manner. Any offensive language, abusive or threatening behaviour used to the public will result in you being asked to leave. 

Equal Opportunities 

Following Cornwall Council's Equality and Diversity Policy, no volunteers will be treated any differently on the grounds of race, religion, nationality, sex, age, marital status, disability or sexual orientation. If you feel that you have any concerns, please speak to the Volunteer Coordinator. 

As a volunteer, you are also expected to treat other volunteers and the visiting public with respect and in line with this policy. A copy of the policy can be found on the Cornwall Council website or can be provided for you at your request. 

https://www.cornwall.gov.uk/media/3623012/eQuality-and-diversity-framework.pdf 

Personal Records

Liskeard Town Council will hold your personal data for administrative purposes to support and manage your volunteering role. Please refer to the Volunteer Privacy Notice https://liskeardtownmuseum-my.sharepoint.com/personal/liskeardtownmuseum_liskeardtownmuseum_onmicrosoft_com/Documents/Documents/POLICIES/Volunteer%20Privacy%20Notice.docx 
Recording your work 

A record of the tasks you carry out will be recorded on a work sheet. This will be stored in your file at the museum and will assist us with writing references or provide you with a certificate for your work if requested. You are free to take a photocopy of your work sheet at any time. 

Attendance at the museum must be recorded in the attendance book in the TIC office. Please enter your time of arrival and exit. The museum needs to know who is in the building at all times 

for health, safety and security reasons and also to keep track of volunteer hours. Any work carried out at home or away from the museum should be recorded in the diary. This will help us account for the work undertaken.

Training 

Most of the training you will need to complete your role as a volunteer at Liskeard and District Museum is achieved by working with other volunteers. However, there may be occasions when the Volunteer Coordinator identifies other training available to you for the development of your skills. This will be entirely optional and will be funded by the museum. A record of your training will be kept in your file and is available to view on request.
Expenses 

Volunteers will not be paid for their time or task(s) at Liskeard and District Museum, but travel costs to and from the museum may be claimed. If travelling by car, mileage from home is currently paid at 40p per mile. Other expenses must be claimed with a valid receipt. Please complete an expenses form, and leave a copy in the Coordinators tray. The original should then be submitted to the Town Council Office. Please refer to the Volunteer Expenses Policy https://liskeardtownmuseum-my.sharepoint.com/personal/liskeardtownmuseum_liskeardtownmuseum_onmicrosoft_com/Documents/Documents/POLICIES/Volunteer%20Expenses%20Policy.docx
Smoking 

Smoking is not permitted in any Liskeard Council property or office. Smoking is not allowed directly 

outside the premises. If you do smoke, please ask other volunteers for an appropriate place to 

smoke. If you are discovered smoking in any buildings, you will be asked to leave. 

Support 

Volunteers can discuss any aspect of project work or any other concerns with the Volunteer 

Coordinator. Other volunteers may also be able to assist with any questions you have. 

At least every six months, the Volunteer Coordinator will arrange a short, informal meeting with 

you to ensure you are enjoying the projects you have been given. This short meeting will not be 

discussed with other volunteers, and you are free to bring up any issues you may have. 

Ending of work 

We understand if your circumstances change and you can no-longer volunteer with the Liskeard 

and District Museum. Please let the Volunteer Coordinator know when you wish to finish 

volunteering at the museum. They will have a final informal meeting with you where you will be 

asked to fill in an exit questionnaire, to find out your views of volunteering with us and if there is 

anything we can do to improve our volunteer support and management. 

The museum will be happy to forward your volunteering worksheet & training record to you and, if required, write subsequent references relating to your volunteer work. 

Volunteer Badge 

Please wear a volunteer badge when you are in the museum. Please make sure it is made visible so 

members of the public can see it. You will pick up your badge when you sign in and leave your 

badge in the TIC room when you leave.
Personal Belongings 

The   museum building is a safe place, but your personal belongings are your responsibility we have provided lockers for the use of volunteers. Coats should be hung on the coat rack by the toilet or in the staff toilet. 

Health and Safety

The primary duty owed to you by the Council is to ensure that you are safe while you are volunteering. Similarly, all volunteers are obliged to carry out their duties in a safe and responsible manner that does not risk harm to either themselves, their colleagues or any other person. 

A detailed health and safety policy/handbook identifying the roles and responsibilities of key staff members for ensuring that the Council meets its commitment to health and safety is available from the Tourist Information Manager. In addition a poster setting out important information on health and safety is displayed in the kitchen. Employees are required to comply with all instructions rules and procedures concerning matters of health and safety.

Your safety 

The Museum has events and activities for members of the public, including family events, talks and special openings. Museum volunteers also answer enquiries from the public. You may be asked to help in one of these activities, but when working with the public, you should; 

• Never answer detailed questions to the public (such as "Where does that door lead?" or "How much is that object worth?"). 

• Do not get involved with someone who could be potentially violent, either verbally or physically. If you are concerned contact another volunteer and make sure you are safe. 

• Never use offensive language or threatening behaviour to members of the public, or any other volunteers. You will be asked to leave if you are abusive in any way to other volunteers or members of the public. 
• Please respect other people’s points of view.

• Report or discuss any issues that concern you with the Volunteer Coordinator. 

Suspicious items and suspicious persons 

As a volunteer, you have a responsibility to report anything suspicious you may see in the museum. If you do notice any suspicious items, or suspicious persons, in the museum, you should tell someone in the Museum or Tourist Information Centre. 

Theft 

Damage and theft can be prevented by being alert and looking for signs of suspicious or unusual 

behaviour. Filming and photography in the museum is allowed, with permission. If you notice excessive filming or photography and you are concerned or suspicious, check with other volunteers if you are unsure. 

If you notice any doors open, or cabinets in the gallery unlocked, or anything suspicious, you should tell someone in the Museum or Tourist Information Centre immediately. 
Working with Children 

Some volunteer work may involve working with children. The Museum has a responsibility to ensure a safe environment for all children and vulnerable adults taking part in its activities. Volunteers will not be left unaccompanied with children or vulnerable adults. Activities involving children and vulnerable adults will be supervised by parents, carers or external 

partners (such as school teachers) or a named supervisor for work experience students.  
Confidentiality and Sensitive Information 

Sometimes volunteers may need to have access to confidential and sensitive material. It is the 

responsibility of the Volunteer Coordinator to keep this to a minimum. Once a volunteer has been 

made aware that information is confidential, it must not be discussed inside or outside the museum.  Any misuse of confidential material will result in you being asked to leave. 

Use of IT and the Internet 

You may be asked to work on the computer to assist with your project task. Please read the 

Acceptable Use Policy for Computer Facilities in Appendix A of this document. 

It is very important that personal data is kept secure. To assist with this, all volunteers are required to comply with instructions that may be issued from time to time regarding the use of Council-owned computers or systems. In particular, you must lock your terminal or log off whenever you leave it for more than a moment; you must not attach any device to Council IT equipment without permission from your manager or IT consultant and you must not open attachments or click on links unless you know you can trust the source.
 Portable IT devices must be kept secure and password protected at all times.

Internet use

Access to the internet on Council-owned devices should be used responsibly. Volunteers must not use the internet to view or download inappropriate, offensive or sexually explicit material. Any attempt to do so may, depending on the circumstances, result in you being asked to leave. 

Volunteers must not download any software, plug-ins or extensions on to Council-owned devices without prior permission. Nor must volunteers use Council-owned devices to download music, video or any other entertainment content.

Firewalls and anti-virus software may be used to protect the Council’s systems. These must not be disabled or switched off.

Email

All email correspondence should be dealt with in the same professional and diligent manner as any other form of correspondence. In particular, you must not send content of a sexual or racist nature, junk mail, chain letters, cartoons or jokes from your Council email address. Should you receive any offensive or inappropriate content via email you should inform the Coordinator as soon as possible so that they can ensure that it is removed from the system.

While a reasonable amount of personal use of email is perfectly acceptable, the email remains the property of the Council/Museum and you should not use the Museum email to send or receive any information that you regard as private. The Council may, in the course of its operation, read emails that you have sent or received - although in the absence of evidence of wrongdoing the Council will try to avoid reading personal emails if possible. 
Social Media

Some volunteers may be given access to update the museum’s social media accounts. Care must be taken to reflect the museum’s Brand style. Volunteers must not behave in a way which reflects badly on the Museum or Council. Inappropriate or disparaging comments about the Council, Museum, colleagues or the town will not be tolerated and the volunteer will be asked to leave.
Use of Mobile phones and Telephones 

When carrying out project work, you are asked to keep the use of mobile phones to a minimum. 

Telephones in the museum offices are not for personal use, but may be used in the case of an 

emergency. 

Health & Safety 

As a volunteer at The Liskeard and District Museum, you share a responsibility for your own safety 

and that of other museum volunteers and   members of the public. 

You must; 

• Take care of yourself, other volunteers and members of the public. 

• Ensure that the workplace is kept safe and free of obstacles. 

• Attend the Health & Safety training if requested by the Volunteer Coordinator. 

Food and drink is not permitted in any of the museum display rooms for your safety, and for the 

safety of the collections, but is allowed in the Jeanne Rees room. However please take care when 

eating or drinking near any computer equipment. 

Insurance 

All volunteers are covered by Liskeard Town Council's employer's liability and public liability insurance policy whilst they are on PCMAG premises, or engaged in any volunteer work on behalf of the Liskeard and District Museum. You will be asked to fill in some personal details form which will include any health issues and next of kin details, which will be used in case of an emergency. This form is for insurance reasons and will not be given out to any third party. 
Unsupervised working 

Although volunteer tasks will usually be completed in pairs or groups you may be required to work alone in an area of the museum for parts of a project. In this case, you need to make sure other members of the team know where you are. 

Driving

You may be asked to drive somewhere as part of your volunteer duties. It is your responsibility to ensure that you are legally qualified to drive but the Council may require you to provide your full driving licence and to allow a copy to be made and kept in its records. You are not required to drive and may decline the request. You must not drive if you are not legally qualified to do so.
If you use your own vehicle to drive on Council business, it is your responsibility to arrange to be insured for that business use. The Council may require you at any time to allow a copy of your insurance and any MOT test certificate to be made and kept in its records.

You are responsible for any driving offences committed while driving as part of your duties, including any parking fines. 

First Aid 

On your first day in the museum, you will be shown where the first aid kit is and told who the first aiders are. 

Reporting Accidents 

If you see an accident, or are involved in an accident, you must report it immediately. Never try to treat an injury yourself (unless you are a qualified First Aider). Accidents should be noted in the Accident Book located in the TIC office. 

Accidental Damage
In the rare event of any accidental damage occurring, record the details in the Damage Book located in the Jeanne Rees Room. If there is any risk to you or our visitors, you may close part or all of the museum until the area has been made safe. 

Fire Alarm 

You must sign in every time you come into the museum for your volunteer work, and sign out when you leave. This ensures that other volunteers know where you are if there is a fire alarm. 

You will be shown the location of the fire exits, firefighting equipment and where to meet in case 
of a fire alarm on your induction. 

In case of an emergency please do not hesitate to contact the emergency services

Appendix A - Acceptable Use Policy for Computer Facilities — Liskeard and District Museum 

                                                                     Last updated:  27/07/2016 

The PCs in Liskeard and District Museum have software designed to prevent access to unsuitable 

Internet sites although there is no guarantee this will work in every instance. The Council will 

routinely monitor usage. 

Liskeard Town Council cannot accept any liability for any loss or damage resulting from the use of 

material available and no liability is accepted for any inaccuracies in the information provided 

through this medium. 

It is not acceptable to use computers in the museum for any of the following: 

  •   The creation, transmission, downloading or printing of any offensive, obscene, 

      pornographic or indecent images, data or other material, or any data capable of being 

      resolved into pornographic or indecent images or material. 

  •   The creation, display or transmission of material which is designed or likely to cause 

      annoyance, inconvenience, unnecessary anxiety, threats or the promotion of violence. 

  •   The creation, display, downloading or transmission of defamatory or discriminatory 

      material especially anything likely to promote religious or racial hatred. 

  •   The transmission or downloading of anything other than copyright free material. 

  •   The transmission of unsolicited commercial or advertising material.
  •   Deliberate activities with any of the following characteristics: 

      - attempting to introduce a computer virus 

      - attempting to corrupt or destroy data 

      - disrupting the work of other users 

      - wasting volunteer time e.g. unauthorised tampering with hardware or software 

      - attempting to install or download any software on the hard disc of the PCs 

It is the responsibility of the museum volunteer to take all steps to comply with the conditions of 

Acceptable Use. If there is any doubt the Volunteer Coordinator should be consulted. If other museum volunteers are in doubt about a user's intentions, they will be entitled to ask that 

user to cease using the computer facilities. 

If any of these conditions are ignored the volunteer will be asked to leave. 

Illegal or unlawful violations of these conditions or activities resulting in loss or damage to the 

Liskeard Town Council may be referred for legal action or to the police. It is preferable for misuse to be prevented and Liskeard Town Council will take appropriate measures to ensure proper use is made of the facilities. 

Volunteer Induction Checklist

 Name: 

	Induction task
	signed and dated (volunteer)
	signed and dated (coordinated)

	Personal information and emergency contact details filled in and filed
	
	

	Volunteer worksheet named and dated by volunteer (to be kept with personal information sheet in the Department office)
	
	

	Shown where to sign in & out
	
	

	Induction handbook received and read
	
	

	Workplace familiarisation (offices, toilets, TIC, other volunteers)
	
	

	Fire escape and where to meet in case of a fire alarm
	
	

	Hours and work project agreed
	
	

	Appearance requirements explained and badge supplied
	
	

	Acceptable Use Policy for computer facilities read
	
	

	Equal opportunity policy read
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