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NATIONAL GALLERIES SCOTLAND 

VOLUNTEER PROGRAMME POLICY 
 

 

 

 

1. Introduction 

 

The National Galleries Scotland (NGS) cares for, develops, researches and displays the national 

collection of Scottish and international art and, with a lively and innovative programme of 

activities, exhibitions, education and publications, aims to engage, inform and inspire the broadest 

possible public.  

 

The NGS volunteer programme is managed by a dedicated Volunteer Programme Coordinator and 

recognises that volunteers make a valuable contribution to the success of the Galleries and is 

grateful to all its volunteers for their time and commitment in supporting our work. The word 

‘volunteer’ is used throughout this document to include internships, student placements, work 

placements, work exchange, and work experience even though there will be some variation based 

on external partnership agreements. The NGS involves volunteers across all areas of the galleries.  

 

2. Aims  
 
The NGS aims to encourage and promote opportunities for meaningful public participation in its 
activities. To support this goal, NGS is committed to involving volunteers directly within the 
organisation to: 
 

 Contribute to the delivery of our Public Programme 

 Form our board of trustees 

 Develop the skills and knowledge of our audience 

 Offer opportunities for participation by people who might otherwise be excluded  
 
While engaging volunteers NGS will: 
 

 Work to maximise the effectiveness of our volunteer programme 

 Ensure that all our volunteers are treated in a coherent, consistent and transparent manner  

 Provide staff members with clear guidance and resources for working with volunteers  
 

3. Principles 

 

The NGS will champion and encourage volunteering within the organisation with volunteer 
opportunities featuring prominently on the NGS website as well as being a key principle in our 
corporate plan and strand in our external affairs strategy. The NGS recognises that:  
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 Volunteering brings benefits to volunteers themselves, to paid staff, to the organisation as a 

whole, and to our public audience.  

 The involvement of volunteers helps NGS staff focus on their priorities and role 

responsibilities.  

 Volunteers do not replace the need for experienced and professional employees, but offer 

different skills and perspectives help us achieve our aims and objectives. 

 Volunteers are unpaid and give of their time and energy of their own free will for a variety of 

reasons for which NGS endeavours to provide meaningful experiences.   

 Volunteers require satisfying work and personal or professional development as well as 

providing the training for them to do their work effectively.  

 Staff at all levels will work positively with volunteers and, where appropriate, will actively seek 

to involve them in their work.  

 Volunteers should not be out-of-pocket and NGS will endeavour to identify and cover the 

costs of volunteering and involving volunteers.  

 Volunteers are properly integrated into the organisational structure and mechanisms are in 

place for them to contribute to the work of NGS. 

 

4. Equal Opportunities and Accessibility 

 

The NGS aims to make volunteering as accessible as possible to as diverse an audience as possible. 

The NGS does this by: 

 

 Offering varied volunteering placements to attract different people, experiences, skills and 

backgrounds.  

 Offering computer-based and non computer-based volunteering roles which may be regular 

or adhoc positions. 

 Offering dedicated placements for charity partners helping people into work. 

 Offering accessible entry and movement throughout the main gallery buildings although some 

smaller NGS offices have access limitations due to their physical design we are able to offer 

placement to those with restricted mobility.  

 Expecting all employees and volunteers, as part of their code of conduct, to treat each other 

with respect, courtesy and equality, and are encouraged to embrace diversity among the work 

and volunteer force and the public. 

 

5. Recruitment 

 

Recruitment of volunteers will be from all sections of the community, and will be in line with the 

Equal Opportunities Policy of NGS. Anyone interested in volunteering with NGS can register via the 

NGS website. They will receive information about new vacancies and be provided with information 

on how to apply. Details of how to register are provided to all speculative enquiries. This process 

ensures fair access to opportunities for everyone and a transparent and consistent recruitment 
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process. All applicants will be asked to complete a simple application form and if selected be 

invited for an informal interview.  

 

6. Types of volunteering 

All volunteering roles are a choice undertaken of one’s own free will, and unless otherwise 

specified are unpaid. 

 Volunteers: Regular or adhoc roles which may be time limited or open-ended 

supporting day to day activities of NGS.   

 Internships: A time limited, regular commitment with clearly defined experiential 

learning which is of direct relevance to the formal learning studies being undertaken or 

recently completed. Interns may arrange their own funding from external sources. On 

occasion NGS funded places may be available.   

 Work experience: Week long placements for secondary school students. Students 

spend each day of the week in a different department to learn about and get involved 

in some of the support functions of the Galleries.  

 Work placements: A time limited work experience opportunity organised through 

partner charities helping people return to work after periods of unemployment.  

 

7. Minimum Age Requirement 

The minimum age requirement for volunteering is eighteen. For those under the age of eighteen 

interested in volunteering we refer to NGS work experience programme. This takes place over a 

week with each day spent in a different department focusing on the areas that support the 

running of a Gallery (fundraising, visitor services, marketing, and retail). 

 

8. Charity Partner Placements 

Partnerships have been established with charitable organisations that help people get work 

experience in support and/or preparation for gaining employment. The NGS provides designated 

placements for these organisations service-users ranging from four to six weeks with a member of 

staff acting as a mentor to the individual during their placement.  

 

9. Induction 

All volunteers are required to provide their contact details, next of kin/emergency contact, two 

references (one of which must be work-related) and a signed volunteer and confidentiality 

agreement which sets out the parameters of the role and the expectations for both parties.  

Volunteers will be given induction and training appropriate to their voluntary role and the specific 

tasks to be undertaken. A health and safety induction checklist is followed to ensure all important 

information is provided and discussed including an introduction to staff and surroundings.  

 



Approved November 2014 

 

10. Volunteer Agreement and Voluntary Work Outlines 

 

All volunteers will receive a role description and volunteer agreement containing information 

about their role as a volunteer and a clear idea of their responsibilities and the responsibilities of 

NGS to them.  

 

11. Security 

All individuals offered a volunteer placement within NGS are required to have a Basic Disclosure 

Scotland Certificate as per the requirements of Scottish Government arrangements with NGS. This 

information will be dealt with in the strictest confidence and any convictions will not necessarily 

bar the individual from being accepted for volunteering.  

All volunteers are required to carry NGS identification while performing their volunteering. Most 

volunteers will check out a Volunteer ID Card from the control room at the start of their day and 

return the card at the end of each day. Some NGS departments require their volunteers to have a 

personalised NGS photo ID card which will be arranged by their Department Volunteer Supervisor 

(DVS). 

  

12. First month trial period 

All volunteer positions have a one month trial period to allow the volunteer and supervisor to 

ensure that the role meets expectations and that the skills suit the needs of the role. It is the 

responsibility of the DVS to decide whether the trial period has been successful and if to continue 

the volunteer relationship.  

 

13. Benefits & Recognition 

After the trial period, volunteers are permitted a Volunteer Card which entitles them to free entry 

to paid exhibitions and discount in the gallery shops and cafes. This card is valid for the period of 

volunteering and will be issued for six months at a time. In addition, other benefits are made 

available to volunteers including: 

 Access to training opportunities 

 Access to staff exhibition tours and private views (to which staff and volunteers are invited) 

 Invitation to the annual Volunteer Reception 

 A gift of thanks after five years of regular volunteering 

 

14. Reimbursement of expenses 

All volunteers are reimbursed for the following expenses: 

 Disclosure Scotland (or international equivalent) costs 

 Local bus fares or contribution to car fuel 

Details of how to claim reimbursement can be found in the Volunteer Handbook.  
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15. Data Protection 

All volunteer details are kept securely and no information is passed out-with the volunteer 

programme team without the permission of the volunteer. With the permission of the volunteer 

emergency contact information will also be held securely by the DVS. Secure volunteer data 

includes the volunteer agreement, references, contact details, emergency contact details, 

correspondence and any other relevant information in accordance with NGS confidentiality policy. 

The NGS will maintain a database of volunteers' details for the purpose of administering volunteer 

placements and quantifying “in kind” giving. We will treat data in accordance with the law and 

good practice on data protection. 

 

16. Confidentiality 

The NGS holds information in written, oral, visual and electronic format which may be deemed to 

be of a confidential nature.  All volunteers are expected to abide by the same confidentiality 

arrangements as those in place for employees. Details of the confidentiality agreement can be 

found in the volunteer agreement.  

 

17. Insurance 

The NGS is exempt from a requirement to hold commercial liability insurance and has a letter of 

understanding with the Scottish Government regarding liability claims from employees. 

Unfortunately this does not extend to volunteers. We ensure that all volunteers receive 

appropriate training and health and safety briefings to minimise risk.  

 

18. Support and supervision 

Each volunteer will have a DVS, responsible for their induction, training, daily support and regular 

feedback. After the first month’s trial period, the DVS will aim to have a quarterly check-in with 

the volunteer. All volunteers are also able to contact the Volunteer Programme Coordinator with 

any questions or concerns over policy, procedure, or support. As well as on the job training, 

volunteers are invited to participate in internal staff training courses. 

 

19. Monitoring and Evaluation 

The NGS will systematically monitor and evaluate its use of volunteers with reference to this 

Volunteer Policy. Volunteers are invited and encouraged to complete up to three surveys 

throughout their placement; one when they commence their placement, one when they finish 

their placement, and if their placement lasts more than a year, once annually during their 

placement.  

 

 

 



Approved November 2014 

 

20. Raising concerns 

Volunteers have the right to discuss any concerns they may have with their DVS at any time. If the 

DVS is unable to resolve the problem they will refer the matter to the Volunteer Programme 

Coordinator and ultimately the Head of Development with the permission of the volunteer. 

Concerns are hopefully resolved informally, but these procedures are in place should additional 

assistance be required.  

 

21. Conclusion of volunteer post 

Some volunteer roles are for fixed periods of time to assist with particular projects or seasonal 

work, and others are open-ended and reviewed periodically. If a volunteer wishes to finish their 

placement with us, we ask that, where possible, a week’s notice is given to allow for a handover of 

their active work. Volunteers leaving their placement will be asked to give feedback in an exit 

survey.  

 

22. References 

On the basis of their volunteering, after a minimum of three months, volunteers will have the right 

to request a reference confirming the length of their volunteering. Personal references are given 

at the sole discretion of the DVS and reflect their own experience and opinions from working with 

the volunteer and must explicitly state that they are in no way a representation of the views or 

opinions of NGS. A minimum of six months of volunteering is recommended before a DVS will 

consider writing a personal reference.  

 

23. Communication and review of volunteer policy 

This volunteer policy will be available on NGS intranet and the NGS website. It is the responsibility 

of the Volunteer Programme Coordinator and should be reviewed and updated annually. This 

policy is set out in conjunction with a Volunteer Handbook which all volunteers receive at the 

beginning of their placement.  

 


