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The Craigleith Heritage Depot

Volunteer 
Manual
 (
Become a Member of our Team and…
Develop a greater understanding of local history
An opportunity to become a part of a group working towards preserving our history and sharing it with the public
Exploring new career options and networking
Receive professional experience and training
Make new friends, join peers, belong to a community
Develop and grow personally
10% discounts on admissions to special programs and museum gift shop
)





Welcome…
Welcome to the Craigleith Heritage Depot Volunteer Program!
By joining our volunteer program at The Depot, you are becoming a part of local History! 
Our volunteers are dedicated individuals, who take great pride and pleasure in preserving our local heritage. As a part of our family of volunteers you play a very important role as a museum staff member and representative to the community. It is because of people like yourself, that The Depot is able to continue as a vibrant part of the community.
The Craigleith Heritage Depot volunteer program calendar is online. Log on with your email address: VolunteerDepot@gmail.com  Password: Craigleith1 and see what exciting things are happening with the volunteer team!

Mission Statement:

The Craigleith Heritage Depot Community Interpretation Centre will highlight the Town of the Blue Mountains’ unique cultural, natural and industrial history. This year round facility will have a multi-generational appeal, serving both locals and visitors to the area. “The Depot” will conscientiously collect, curate, research, protect, exhibit and interpret a wide range of objects and archival materials, relating to the history of the Town of the Blue Mountains, for the continued enjoyment and enrichment of the public. By engaging all sectors of the community in our activities, services and programs, The Depot will be a key partner in community development.

*Please note that prior to becoming a volunteer at the Craigleith Heritage Depot, you must complete a criminal record check and submit to the Curator as per Volunteer Canada suggested practices.


General Volunteer Job Descriptions:
Docents- Volunteers who assist the museum to provide guided tours of the exhibits to school parties and other groups. 
Host/ Special Events Volunteer- Volunteer duties range from general visitor reception to making special events possible by assisting with planning, set up, refreshment, and taking money at the door. Lecture Series takes place the last Monday of each month.
Receptionist- Volunteers working at the front desk area will greet visitors, collect admissions, answer questions, answer the telephone and sell gift shop merchandise. Morning shifts will occur from 9:00 – 12:30, afternoon shifts from 12:30 – 4:30.
Research Assistants- Volunteers will undertake systematic research tasks under the leadership of the curator or designated individuals.
School Program Volunteers – Assist with school visits in-house.
Oral History Assistant- Volunteers who can go out in the community and record personal stories and memories of some of our community seniors
Research- The Depot continuously collects information on ALL aspects of the history of The Blue Mountains. Explore your own research topic or assist with an ongoing research topic.
Collections Assistant- Our collection continues to grow and The Depot requires assistance in maintaining and documenting new artifacts. This volunteer would assist in inventory, cataloging and photographing artifacts. 
Tasks Include: becoming familiar with our Past Perfect computer software, taking photographs of artifacts, numbering artifacts and placing them in our storage area.
Educational Kits- The Depot is currently developing “edukits” based on the Ontario Curriculum. One kit is based on the grade 4 curriculum, exploring Rocks and Minerals. The second educational kit is based on the grade 6 curriculum, exploring First Nations Peoples and European Explorers. 
Tasks include: collecting information, creating activities related to educational material, creating information sheets and teacher’s notes, as well as construction of edukits.
Outreach Volunteer- Volunteer to go out in the community (schools, seniors homes) with our edu-kits or other materials to give talks on certain topics. Training will be provided.
Fundraising – Volunteers to assist with researching fundraising opportunities.

Education and Professional Development:
Every volunteer will be provided with the following:
· Volunteer Manual
· A tour of the Museum and Health and Safety training
· Training for a specific activity
· Ongoing museum training workshops held at volunteer meetings 

Town Volunteer Recognition- Every April The Blue Mountains hosts a volunteer recognition event where all Town volunteers are celebrated. There is an award for volunteer of the year and a Depot volunteer has won it each year so far!

Arrival and Scheduling Procedures:
· At the beginning of your shift please sign in to the volunteer book.
· Please provide at least two (2) days notice if you are unable to cover your shift.
· Check your e-mail regularly for Volunteer updates.



Your Contribution:
The Depot recognizes volunteers as a most valuable asset. Without the help of volunteers, The Depot cannot deliver its mission, programs and services. 

Absences:
Please call if you are unable to make your scheduled commitment. If you are anticipating an extended time away from your volunteer duties, please notify the Curator/ Volunteer Coordinator. The curator can be reached at the Depot (705-444-2601) or cell (705-443-9240). 

Scheduling:
The Depot suggests that volunteers commit to a given average of five hours of service per month. This can be completed however you wish. Regardless of how you decide to complete your volunteer commitment, please sign up for your work shifts on the Volunteer Scheduling Calendar.

Time Sheets:
Whether you are volunteering at The Depot or conducting volunteer work off-site, it is important that you remember to record your hours. Recording your hours is important for many reasons including recognition, statistics used for grant writing, evaluation and reporting process. 


Thank you and Welcome!
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