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Name: 
 

 

Volunteer Role: 
 

 

Date Started: 
 

 

  

Supervisor: 
 

 

Contact Number & Email: 
 

 

Office Manager Christine Bowen 
01634 822321    
admin-assistant@re-museum.co.uk 

Volunteer Co-Ordinator: Danielle Sellers 
01634 822221 

  

 
If you are unable to attend when expected please inform your supervisor and 
the Office Manager. 
 
 
  

mailto:admin-assistant@re-museum.co.uk
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Welcome to the Royal Engineers Museum, Library and Archive 
 

This manual is designed to give you all a simple introduction to the work of the 
REMLA, its staff, collection, services and how your work integrates.  It also 
contains information specific to your roles and aims to give a context. 
 
It contains the following sections: 
 

1. Introduction to the history and Mission of the REMLA 

 REMLA Charitable Mission 

 History of the Collection 

 REMLA Standard & Significance 
 

2. What We Do… 

 Collection’s Management 

 Exhibitions and galleries 

 Learning and Special Events 

 Fundraising & Marketing 

 Future Plans 
 

3. Staffing of the REMLA 

 Meet the staff 

 Volunteer Roles 

 Staff structure 
 

4. Volunteer Procedures 

 Volunteer Policy 

 Volunteer Agreement 

 Volunteer Role Description 

 Volunteer Grievance Procedure 
 

5. Charity Structure and Regimental Headquarters 

 REMLA Charity Structure 

 REMLA Funding 

 Other RE Corps Charities & Organisations 

 Regimental Head Quarters and the wider RE Corps  
 

6. Museum Policies and Procedures: 
Annex 1: Health and Safety Policy 
Annex 2: Fire and Evacuation Procedures 
Annex 3: Child and Vulnerable Adults Policy 
Annex 4: Security Procedures 

 

1. Introduction to the history and Mission of the REMLA 
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 REMLA Charitable Mission 

The REMLA is a charity with the mission to: 
 
Curate the Designated Collection and develop the galleries, facilities and services in order 
to preserve and present the military and civil heritage of the Royal Engineers, promote 
scholarship and provide an excellent, accessible, relevant and stimulating educational 
experience for today’s audience, including the public, students, schools, the Armed Forces 
and the Corps and to contribute to the recruitment, motivation and inspiration of today’s 
soldier. 

REMLA Royal Charter 
 

 
Museums enable people to explore collections for inspiration, learning and enjoyment. 
They are institutions that collect, safeguard and make accessible artefacts and specimens, 
which they hold in trust for society. 

Museums Association, 2002 
 

• History of the Collection 
 
Sergeant Major J Forbes can be credited as the first collector of Corps memorabilia when, 
in 1839, he ran an appeal for exhibits at the Royal Sappers and Miners Depot in Woolwich. 
The Woolwich Depot closed in 1856 and this collection was merged into the Model Room 
of the Royal Engineers Establishment in Chatham.  Holding examples of engineering 
equipment and training models, this Model Room had been established by Major Charles 
Pasley to support the curricula at the RE Establishment.  
A separate collection of geological and scientific specimens was established in 1873 when 
the Royal Engineers Institution launched an appeal in the RE journal for members to 
donate examples for displays in the new Institution building. In 1882 the Institution made 
the decision to formally establish a ‘Museum’ and their collection was combined and 
housed with the Model Room displays. From time to time Royal Engineer officers would 
classify and arrange the exhibits and in 1890 control of the Model Room passed again to 
the School of Military Engineering (SME). 
The centenary celebrations of the foundation of the SME in 1912 marked a decisive point 
in the history of the Museum. In 1910 in a committee under the Chairmanship of General 
Sir Richard Harrison had suggested that the Model Room become the Royal Engineers 
Museum and display campaign trophies and peace-time relics of the Corps. A Curator, Mr 
Wiffen, was appointed and in July 1912 the Museum was opened to members of the Corps 
and the general public. Mr Wiffen finally retired in 1944 having seen the collection put into 
safe storage for the duration of World War Two. 
The Museum remained in the Old Model Room until 1984 when it moved to its current 
location in the Ravelin Building. This new building provided three times as much display 
space and the initial development phase saw award winning galleries filling 24 rooms and 
covering over 300 years of Corps and military engineering history. In the early 1990s it was 
decided, however, that more spaced was required and a huge project to roof the Ravelin 
Building Courtyard was undertaken. This allowed for the creation of Cold War displays and 
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the Museum moved into the 21st Century with a remit to collect, preserve and present the 
history of the Corps of Royal Engineers to service personnel and the general public. 
The Library was established in 1813 to support the training and wider interests of the 
Corps. By 1862 the Library had 16 UK branches, including one at Horse Guards which was 
founded in 1847 and constituted the Army’s main library. Reflecting the spread of Royal 
Engineer postings throughout the Empire were 19 overseas Libraries.  These Libraries 
closed as Britain withdrew from its Empire with the books returning to England or being 
disposed of locally.  
During World War Two plans were made to relocate the Horse Guards Library to Chatham 
and merge the remaining smaller Libraries with it and that of the Chatham Headquarter 
Officers’ Mess. The RE Institution funded the conversion of the central lecture hall in the 
Institution building and the new Library opened in 1951.  
With the introduction of new training methods during the Cold War and the ever greater 
emphasis on combat engineering, as well as the reduction of the Corps and closure of its 
schools of architecture and fortification, the Library gradually became a research collection 
and an archive rather than a teaching aid. The establishment of the Technical Information 
Centre RE in the 1980s saw redirection of training manuals, war diaries and classified MOD 
material away from the historic charity funded library.  Its readership gradually expanded 
from the officers to the NCOs and eventually the whole Corps and the general public.  The 
Museum formally took over the management of the Library collection in 2009. 
 

 REMLA Standards and Significance 
The REMLA Collection was ‘Designated’ in 1999. This is a government standard for 
English and Welsh non-national Museums recognised to hold a collection of national and 
international significance. The scheme is administered by Arts Council England (ACE) and 
we are one of only three regimental or Corps Museum’s to hold this title. It places the 
REMLA collection within the top 3% of military Museums and top 1.5% of all museums 
and libraries in England and Wales. 

 
REMLA is an Accredited Museum, meaning that we are bound to operate under Best 
Practice guidelines established by ACE. As a member of the Museums Association we are 
also bound by its Code of Ethics (found on their website). 
 
The Ravelin Building (main Museum Building) exterior, foyer, landing and Courtyard are 
all Grade II listed. The RSME HQ building housing the Library is also Grade II listed. The 
grounds are within a Conservation Area and adjacent to a scheduled ancient monument, 
the ‘Great Lines’. 
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2. What We Do… 
 

• Collection’s Management 
The collection is at the heart of all we do; it continuously grows as the history of the 
Corps progresses.  
The REMLA has a very strictly defined policy on the type of material it collects. This allows 
us to ensure that the quality of the collection is maintained and that our limited space 
and conservation resources are well managed. For example, we very rarely collect items 
which duplicate those already held. 
Collections Management is fundamental to our work preserving the collection and 
making it accessible to all of our users. It is the term that we use for all of the work 
undertaken on the accurate recording and cataloguing, photographing and scanning, 
packing and storage, auditing and location control of every item in the collection. Hand in 
hand with these activities is the careful handling and conservation of items as well as the 
monitoring and controlling of the environmental conditions of our stores and displays. 

 
• Exhibitions & galleries 

The main way in which we achieve our objective of educating our users is through our 
gallery displays and exhibitions. Galleries tell the story of the development of the Corps, 
military technologies and the experiences of those serving in the Royal Engineers. 
Curators choose objects for display that illustrate or enhance this story. Object displays, 
labels, text panels and orientation signage are all known as Museum Interpretation and 
we have a ‘house style’ for much of this. Interpretation is written in a way that allows the 
reader to quickly skim a lot of information – not to provide a ‘book on the wall’.  
The Galleries are constantly being refitted with many minor improvements being 
undertaken. Large gallery refits are often implemented as specific projects, usually grant 
funded. The care of objects on display is just, or even more critical, as those held in 
storage and the security and environmental monitoring of the galleries is an essential 
undertaking. Light levels are low for conservation reasons. 
To complement the Museum Galleries the Museum also runs a number of either self-
produced or bought in temporary exhibitions a year.  
Museum Attendants ensure that visitors are aware of new exhibitions, events or 
activities that are available to visitors. 

 
• Education  

The Museum has an Education service which caters to both primary and secondary 
schools, Further and Higher Education institution and is yet another way in which we 
achieve our core educational objective. Teachers can choose from a ‘pick n mix’ selection 
of sessions which cover a wide variety of subjects and activities with very specific 
curriculum links. The Museum also has a Schools Learning Forum which is hosted by the 
Education Officer as a permanent focus group of local teachers and parents. 
As well as sessions at the Museum the service also includes an outreach offer enabling 
the Education Officer to go into schools with items from the ‘Handling Collection’. 
Curator’s also run an outreach programme for Royal Engineer units unable to visit the 
Museum directly. 
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The Museum is also currently engaged in a number of community outreach projects 
funded by Arts Council England. These include outreach sessions with Age UK and a film 
project supported by HLF. 
 

• Special Events 
The Museum runs three weekend special events annually. These usually take the form of 
re-enactors, lecturers and family activities but in recent years have also included a 1940s 
dance and activities laid on by serving Royal Engineers.  
Every School Holiday the Museum runs a series of craft based family activities such as 
Zulu shield making, camera obscurer making. Where possible, these are designed to 
complement the current temporary exhibition. We also run a programme of monthly 
lectures. 
The Museum also often attends shows such as the War and Peace show and the Military 
Odyssey and has participated in the Armed Force Day events of the last few years. Last 
year the staff and volunteers handed out leaflets and ran a very simple flag making 
workshop from our tent. If the event organisers are willing to pay the travel and 
insurance we can take one of our working vehicles. 
 

• Research Services 
We do not undertake research for members of the general public (demand would quickly 
overrun our resources), however, we do enable access to the collection for private study. 
The Library and Archive is available by appointment only on a Tuesday and Wednesday 
and Curators staff it on a rostered basis.   
The Museum also offers a reprographic service but is very limited to the size of item it 
can reproduce.  
Details of both services are held on the server and are available upon request. 
 

• Fundraising & Marketing 
In general the Museum’s core funds are raised through donations, grants from other RE 
charities, ticket and shop sales. The majority of funding for collections, display and 
audience development projects is raised by the Museum’s professional staff through 
applications to grant giving organisations. In the past few years these have included the 
HLF, Arts Council England, Association of Independent Museums and the Museum 
Development Officer. 
Marketing, in its broadest definition, is expected to be undertaken by all staff; that is 
whether attending a fresher’s fair at the local university, welcoming visitors to the 
museum or representing the Museum at a Curator’s group etc. The Museum ensures that 
its website is kept updated and that its Twitter and Facebook content is engaging. We 
also have a quarterly newsletter. Advertising is generally restricted to our events, 
exhibitions rather than the Museum in general and we produce an annual leaflet with a 
reasonably wide distribution. 

 
 Future Plans 

The Museum has a strategic plan which looks forward for five years detailing the 
development of projects and services in all of the areas above. This is agreed and 
approved by our Trustees. 
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The largest and most ambitious of our current projects of the movement of the Library 
and Archive into the Museum building – the Transformation Project.  
 
Transformation Project Summary. 
Aim:  To relocate the RE MLA’s 'at risk' library and archive collection from its current 
position within the security perimeter of the Royal School of Military Engineering to the 
Museum building.   
Project Cost: Approx £4million (approx. £2milion HLF grant) 
Capital work:  
1. The primary physical work involves dismantling the existing World War Gallery 

displays and the construction of a load-bearing re-enforced concrete floor within a 

current gallery space.  

2. The new floor will provide an artificially lit climate controlled and physically 

accessible space and will be equipped with a mixture of static and roller racking 

holding all of the RE MLA small objects, archives and rare book collections.  

3. A new research room will be created and overlook the Museum's central post -war 

displays in its roofed courtyard. 

4. Following construction of the new floor more extensive and modern World War 

displays would be created underneath, at ground floor level. These will fully support 

all levels of formal and informal learning in the galleries signposted to research 

opportunities in the Library directly above. 

Outcomes: With participation at its heart the main outcome will be the complete 
‘Transformation’ of how people use and access over 95% of the Designated collection in 
perpetuity. This will be achieved through: 
1. The Designated library and archive collection becoming more easily accessed 

through significant improvements in disabled access (i.e. the lift, appropriate work 

stations) as well as an increase in its opening hours from 2 days per week by 

appointment to 6 days per week and drop in. 

2. Curatorial access to the stored collection improving and digitisation projects 

(including new staff) making catalogues publically accessible to visitors or via our 

website. 

3. An ‘Open Storage’ element to the new object stores enabling the telling of more 

stories from the collection and focusing on both the ethnographic and scientific 

collections of the RE MLA. 

4. The whole RE MLA stored and WW1 & 2 collections benefiting from improvements 

to their storage and display environment ensuring sustainability for their long term 

care, management and handling.  

5. World War One and Two gallery display space is increasing by a third enabling public 

access to much more of these collections and improvements in display and 

interpretation techniques ensuring a greater level of interaction, empathy and 

understanding from the visitor. 
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6. Including the local community in all aspects of the project, creating a lively and 

useful volunteer programme and employing new staff with appropriate budgets for 

audience development. 

7. Engagement with all levels of the education sector offering new taught sessions and 

developing research relationships with FE and HE delivers in the Medway Towns and 

Kent. 

8. Providing the Corps of Royal Engineers with a facility for the preservation and 

presentation of their history that is accessible, sustainable, inclusive and corresponds 

with their own international reputation for excellence. 
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3. Staffing of the REMLA 
 
• Meet the staff 
 
Museum Director: Richard Dunn 

 Richard is responsible for the overall running of the Museum. He 
defines its strategic direction and secures core funding for this. 
Richard represents the Museum’s interests with a number of 
stakeholders and partner organisations. He is also Line Manager 
for the Head Curator and Fundraising Officer. 
Richard joined the Museum over 10 years ago from MOD 
Whitehall where he had held a number of extremely varied roles. 
He has a strong academic background in history and especially 
fortification, artillery and naval history.  

 
 

Head Curator: Rebecca Nash 
Rebecca, as the most senior professional curator at the 
REMLA, is responsible for the management and care of 
the Collection and ensuring the delivery of the strategic 
objectives for gallery and exhibition development and the 
Learning Service. Rebecca is Line Manager for the Deputy 
Curators, Community Engagement Officer, Commercial 
Officer, Technician and Office Manager. 
Coming from the National Army Museum over 10 years 

ago Rebecca is an experienced curator of military collections, having a particular interest 
in the Peninsular Wars, World War One and the social history of women and the army.   
 

 

Fundraising Officer: Michelle Boakes 
Michelle is responsible for the development and 
implementation of the fundraising strategy for the Museum, 
with particular reference to the Transformation Project. She is 
an associate member of the Institute of Fundraising and her 
experience and passion is firmly rooted in arts and cultural 
management and the fundraising sector. Michelle manages a 
varied fundraising and arts management portfolio career 
alongside her work at the Museum and is currently working 
with the Kent Wildlife Trust in this capacity. 

 
 
 
 
 

Deputy Curator (Collections Management): Danielle Sellers 
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Danielle is responsible for the management of the REMLA 
object entry and storage procedures, maintenance and 
creation of accurate digital records of the whole collection as 
well as loans and donations. She is Line Manager to the 
Assistant Curator and also manages a large group of 
volunteers. Danielle is the Museum’s Volunteer Coordinator 
ensuring that her colleagues follow Museum procedure in 
regard to volunteer management.  
Danielle has been with the Museum for just over two years 

and joined the staff after volunteering with Canterbury Museum service for a number of 
years. A History of Art postgraduate she also has a lot of photography and image 
manipulation experience. 
 
 

        Deputy Curator (Exhibitions & Galleries): James Scott 
James is responsible for managing the Museum’s galleries and 
temporary exhibitions program. This involves coordination of 
visiting exhibitions, creation of special exhibitions and also the 
general development of the permanent galleries and Museum 
grounds. He manages a number of volunteers who assist with 
digital media projects, a full gallery audit and research 
enquiries. 
James joined the Museum over a year ago, coming from a 
small local history museum in Bangor, Northern Ireland. He 

has an academic background in history and the study of museums, in particular those 
representing the military. 
 
 

Deputy Curator (Education & Events): Amber Cottee 
Amber is responsible for developing and delivering a learning 
and events programme that ensures that the museum's 
collections act as a learning resource for all ages. This includes 
working with school groups, family groups and adult learners 
to get the most out of there visit from the museum. Amber 
manages several volunteers who work both with supporting 
events and the popular family learning activities.  
Amber has been with the museum over a year, and has worked 
within the museum sector for the past 6 years in several 

museum. Her background is in archaeology and outside of work runs a Young 
Archaeologist Club.   
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Community Engagement & Learning Officer: Rebecca Gazey 
Rebecca is responsible for creating an audience engagement 
programme. The programme consist of museum-based and 
outreach sessions aimed at engaging non-visitors in the local  
community, including under 5s and local Age UK Dementia 
Centre users. She also works with the Education and Events 
Officer to deliver the schools service.   
Rebecca’s role is funded by Arts Council England. She joined 
the Museum in September 2013 from the Royal Air Force 
Museum, Cosford. Her background is in American History and 

she has a Masters in Museum Studies. 
 
 
 
Commercial and Marketing Officer: Ross Thorpe 

Ross is responsible for the front of house team, the shop, café. 
He also works with the curatorial tem to deliver the marketing 
for the museum and events. In addition to working with 
corporate bookings.  
Ross has been working with the Museum since May 2014. His 
background is in front of house, facilities and public facing in 
newly established operations.  
 
 

 
 
Museum Technician: Andy Brown 

Andy is responsible for the day to day maintenance of 
Museum displays and grounds, he advises Curators on new 
display and gallery designs, building many in-house. He is also 
Deputy Building Custodian and liaises with the landlords, 
Holdfast training Services, on maintenance issues which are 
covered by their contract. Andy supervises a large number of 
volunteers at the Museum. Andy is a retired Sapper and, 
having run his own companies, has a wealth of experience in 
the building trade, project management and health & safety.   
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Assistant Curator (Collection’s Management): Amy Dimmock 
Amy works with Danielle to manage the collection and plays an 
active role in the collections audit and training new volunteers 
with the use of Adlib. Amy is also responsible for the care of the 
collection which includes monitoring light levels, pest traps and 
preparing objects for storage.  
Amy joined the team in October 2013 after undertaking a 
Masters placement at the Museum during the summer. Her 
background is in Classical and Archaeological Studies and she 
has a Master’s degree in Museum Studies. 

 
 
Office Manager: Christine Bowen  

Christine is responsible for the general administration of the 
Museum and provides a service to colleagues, volunteers and 
customers: clerical support to the Director and Curatorial Staff; 
receipt, distribution, and despatch of mail/email; management 
of the Museum's filing system; log and process public enquiries.  
Chris is the longest serving member of Museum staff and a key 
contact point for all of our volunteers. 
 

 

 
 
Museum Attendant (Leading Hand): Debbie Stewart  
 
Debbie has worked at the Museum for over ten years, joining from a management role 
with H Samuels, jewellers. She undertakes usual Front of House duties, welcoming 
visitors and selling tickets, security patrolling and logging contractors. As Leading Hand 
Debbie is also responsible for rostering casual staff, training new Museum attendants 
and ordering shop stock. 

 
 

Museum Attendant: Jo Close  
 
Jo is a Fine Art graduate who has been at the Museum since 2007. As Part time Museum 
Attendant she undertakes the general Front of House Duties listed above. 

 
 

Museum Attendant: Amanda Gant  
 
Amanda also undertakes the main front of House duties but, as the only other full time 
Museum Attendant, often undertakes many of the Leading Hand duties in Debbie’s 
absence. Amanda has worked at the Museum since 2004 and has past experience as an 
accounts clerk and waitress. 
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Museum Attendant: John Weedon  
 
John joined the Museum in 2004, after a full civil service career in the MOD. He is part 
time and, again, undertakes the general Front of House Duties. He has also voluntarily 
taken on the job of replacing light bulbs in many of the Museum displays. 

 
 
Casual Weekend Museum attendants: 
The Museum generally employs 5 Casual Attendants to support staffing levels at 
weekends and, occasionally, mid-week. They also man the café if no volunteers are 
available. 

 
 

 REMLA Volunteer Roles: 
 
The REMLA has a vibrant volunteer community with approx. 40 people participating. The 
volunteers are essential to us achieving our development goals and work in almost every 
area of the Museum’s activity, from collections audit to digital media content. They are 
managed in line with a Volunteer Management Policy, with the Deputy Curator 
(Collections Management) acting as ‘Volunteer Co-ordinator’ for most. 

 

 
 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
                      
 

 

 
 
 
 
 

Display Audit Volunteer 

Update the catalogue records 
and photography of the 
displayed collection.  
 

Vehicle Maintenance Volunteer 

Cosmetic restoration of static 
vehicles and large equipment 
and maintenance of the 
running vehicles. 

Main Stores Audit Volunteer 

Updating the catalogue 
records, repackaging and 
photography of the stored 
museum object collection. 

Café Volunteer 

Operating the café; serving 
teas & coffees, sandwiches 
and cakes; keeping the area 
clean and tidy. 

Cataloguing Volunteer 

Creating detailed descriptions 
of archival items on our 
collections database, e.g. 
maps & plans, sports club  

Family Activity Volunteer 

Helping the Education & 
Events Officer prepare and run 
family craft activities in the 
school holidays. 
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 Staff Structure 
 
 
  

Director 

Museum 
Attendant 

Museum 
Attendant 

(Leading Hand) 

Assistant Curator 
(Collections 

Management) 

Office Manager Museum 
Technician 

Deputy Curator 
(Galleries & 
Exhibitions) 

Deputy Curator 
(Education & 

Events Officer) 

Deputy Curator 
(Collections 

Management) 

Community 
Engagement & 

Learning Officer 

Commercial & 
Marketing 

Officer 

Fundraising 
Officer 

Head Curator 

Museum 
Attendant 

Museum 
Attendant 

Weekend 
Casual 

Attendants 

Museum 
Volunteers 

REMLA Trustees Corps Colonel (Line 
Management & 

Trustee) 
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4. RE MLA Volunteer Procedures 
 

 Volunteer Policy 
 

Introduction 
The Royal Engineers Museum, Library & Archive’s mission is to administer and use the 
Designated Collection to tell the story of the Corps of Royal Engineers, from its origins 
and in its widest context of military and civil endeavour, in peace and war, in order to 
promote esprit de corps, education and military efficiency within the Royal Engineers 
and the positive reputation, experience and opportunities of the Corps and the Army to 
schools and the general public.  
Volunteers are an important and integral part of fulfilling this mission, helping to 
preserve the Collection and make it widely accessible. Volunteers’ commitment and 
enthusiasm reaches across all departments of the Museum, from customer facing roles 
to behind the scenes tasks. 
In line with the REMLA Volunteer Strategy this policy demonstrates the value that the 
Museum attaches to volunteering, and sets out clear, workable principles to which 
volunteers and their supervisors can work.  

 

 
Principles: 
Volunteers are defined as those who are under no obligation to perform duties and who 
have no expectation of, nor receive any kind of remuneration for the time that they 
commit to volunteering at the Museum.  
 
The Museum aims to provide assignments within projects that are enjoyable and 
present scope to develop new skills and provide valuable experience to the volunteer, as 
well as aiding the Museum to achieve its mission of conserving, exhibiting and making 
the designated collection available for the public and future generations.  
 
Volunteers are expected to promote the aims, values and reputation of the Museum, 
adhering to policies and procedures, and to carry out tasks responsibly. This includes 
maintaining confidentiality, and acting within the set boundaries and authority of the 
role. 
 
Unless otherwise agreed, it is assumed that copyright on creative work undertaken by 
volunteers belongs to the organization. 
 
Volunteers enhance and add value to the work of staff. They are not a substitute for paid 
employees and are not recruited to displace them. 

 
The volunteering arrangement can be brought to an end at any time, either by the 
volunteer or the Museum. 
 
There is no legally binding contract between the Museum and the volunteer.  
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Recruitment & Selection 
It is the Museum’s aim to recruit volunteers from all sections of the local community, 
with a range of skills, life experience and knowledge. There is an equal opportunities 
policy and all eligible persons have equal access to volunteering on the basis of their 
ability and experience.  
 
Volunteer opportunities will be advertised on the Museum website, Leicester University 
jobdesk, local Universities and Colleges, as well as local Volunteer Centre’s.  
 
Volunteers will be selected from applications received and invited to an informal 
interview at the Museum for a two-way discussion to determine suitability for available 
volunteering opportunities. 
 
Depending on the voluntary role applied for references and official checks will be carried 
out, in accordance with the Museums Child Protection Policy as well as appropriate 
REMLA and MOD policy. 
 
Volunteers from outside the European Union are responsible for checking that their visa 
permits them to volunteer in the UK, before applying for the role.  
 
There is an introductory period, which allows both the volunteer and the Museum to 
decide whether the volunteering arrangement is suiting both parties. 

 
 

Induction and training: 
Volunteers will be provided with an induction to the Museum and on the job training 
that is appropriate to their role. Whenever possible Volunteers will be able to attend 
training sessions that will allow them to develop their role and enhance their skills. 
 
There is an annual review, offering the opportunity to discuss achievements, learning 
and development, expectations, any issues and plans for the future. 

 
 

Supervision and support 
Whilst overall responsibility for volunteer support lies with the Volunteer Coordinator 
(Deputy Curator Collections Management) volunteers will be assigned a member of staff 
who will act as their supervisor and main point of contact during their time volunteering 
at the museum. This will normally be the member of staff responsible for the 
department within which they are volunteering.  
 
Situations may arise where the volunteer has an issue about their volunteering, or where 
the organization has a concern about the volunteer’s contribution. These issues are 
usually resolved informally between the volunteer and their supervisor or the Volunteer 
Coordinator. On the rare occasion where this is not possible, there is a formal problem-
solving procedure.  

 
 



Royal Engineers Museum, Library and Archive (REMLA) 
Volunteer management 

18 
 

Health and Safety and indemnity 
The museum is committed to providing a safe and healthy working environment for 
volunteers and they will be provided with initial and on-going Health & Safety training 
relevant to their role.  
  
All volunteers are expected to attend any support, training or supervision sessions which 
are necessary to meet H&S requirements. 
 
In their designated roles volunteers are covered by the Museum’s employer’s liability 
insurance and public liability insurance.  
 

 

Expenses 
For normal Voluntary Duties the Museum will contribute towards mileage and receipted 
out-of-pocket travel expenses up to a maximum of £5 per day.  
 
Travels incurred at the museums request and in addition to usual voluntary duties will be 
reimbursed at the rate agreed in the most recent RHQRE staff handbook. 

 
 

Recognition  
Efforts of the volunteers will be acknowledged and recognised by their supervisors on an 
ongoing basis. In addition, the work of volunteers is recognised through training, 
learning, career development opportunities, invitations to exhibitions and events, 
certificate and reference letter upon leaving, membership of the Friends of the Royal 
Engineers Museum if desired and an annual organised event specifically for the 
Volunteers of the Museum. 
 
 
 

Policy review date: January 2016 
This policy will be reviewed every two years and feedback will be requested from the volunteers as part of this 

procedure. 
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 Volunteer Agreement 

 
What it means to be a volunteer at REMLA 

This Volunteer Agreement sets out what you can expect from REMLA, and what we expect 
from you.   

Being a volunteer with REMLA is a mutually beneficial and reciprocal arrangement 
between you the volunteer and the organisation.   It is based on a shared organisational 
vision of conserving, exhibiting and making the designated collection available for the 
public and future generations. 

 

Our commitment to you 

 To introduce you to the organisation and your role, and to provide any training 
you need 

 To provide regular meetings with a main point of contact, creating an opportunity 
for 2-way feedback 

 To offer you personal development through participation in volunteering 

 To consult you and keep you informed of possible changes 

 To provide a safe workplace 

 To contribute to your travel costs to and from your home to REMLA 
 

Your commitment to us 

 To work within agreed guidelines and comply with existing policies and 

procedures, including health and safety, equal opportunities and confidentiality 

 To work within the boundaries of your role, with no authority to act as a 

spokesperson for the Museum nor to make contracts for the Museum 

 To give a reasonable and sustainable level of commitment, giving as much warning 

as possible if you cannot attend when expected  

 To be polite and courteous to visitors, other volunteers and staff 

 To attend training sessions as required 

 
Note: this agreement is binding in honour only and is not intended to be a legally binding 
contract of employment. 

 
 

Name: 
Date:  
Volunteer role: 
Supervisor: 
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 Role Description 
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 Grievance Procedure 
 

i. This procedure covers complaints of harassment, including bullying and 
victimisation, made by volunteers at the REMLA. The procedures are written 
with reference to the RHQ RE Equal Opportunities Policy, the RHQ RE Staff 
Handbook and Ministry of Defence Personnel Procedure. 
 

ii. In the first instance, volunteers who believe that they are suffering 
harassment (including bullying and victimisation) should report it to their 
supervising member of staff.  
 

iii. If the complaint is against their supervisor than the volunteer should inform 
either the  Volunteer Co-ordinator, the Head Curator or the RHQ RE 
Business Manager (Helen Cheeseman).  
 

iv. Every opportunity will be sought to resolve the situation informally, through 
meeting and discussion of the issues. 
 

v. If the situation is deemed too serious to be treated informally or informal 
procedures are unable to resolve the dispute, formal procedures will be 
enacted. 
 

vi. In this case, where the accused is a member of REMLA staff, the appropriate 
RHQ RE charity or MOD personnel procedure will be followed. 
 

vii. If a volunteer is accused of harassing another volunteer or staff member the 
volunteer’s supervisor will then liaise with the Volunteer Co-ordinator to 
investigate the complaint. Witnesses may be asked to provide evidence. 
 

viii. In the event of the claim being upheld the REMLA will remove the offer of a 
volunteer place from the guilty party. 
 

ix. If a volunteer is deemed to have acted maliciously in making a complaint 
action may be taken against the complainant.  

 
 
 

Please let the Volunteer Co-ordinator know if you have and questions relating to the 
above. 
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5. Charity Structure and Regimental Headquarters 
 

 REMLA Charity Structure 
 
  Institution of Royal 

Engineers 
(Legal Body/Royal Charter) 

Royal Engineers 
Museum, Library & 

Archive 
(Charity)  

Institution of Royal 
Engineers  
(Charity) 

TRUSTEES 
Institution of Royal 
Engineers Council 

Royal Engineers 
Museum, Library & 
Archive Committee 

Budgets, 
Management & 

Publications 
Committee 
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 REMLA FUNDING 
 
The REMLA operational charity budget is set by Trustees at their October meeting. 
The financial year runs from January - December with audit taking place in January-
February.  The Charity follows public sector process by not allowing any funds from 
the main operational budget to be carried from one financial year to the next. Funds 
raised for specific projects or restricted funds in the charity accounts may be carried 
from FY to FY. 
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 Other RE Corps Charities & Organisations 
 
 
 
 
  

Royal Engineers Association 
Comptroller REA 

Institution of Royal Engineers 
Institution Secretary 

Royal Engineers Museum, 
Library & Archive 

Director REMLA 

REGIMENTAL HEADQUARTERS 

ROYAL ENGIENERS 

(RHQ RE) 
Corps Colonel 

Central Charitable Trust 
Chief Royal Engineer 

Corps Secretary 

RE Corps 
Enterprises:  

Regimental Shop 

££ 
Day’s 
Pay 

Scheme 

RE Band 
Director of 

Music 
RE CPD 
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7.  REMLA Policies and Procedures 
 
Health and Safety: 
REMLA does not have its own Health and Safety Policy Statement but in included by that of 
the RSME and RHQ RE. See Annex 1. 
 
Fire and Evacuation Procedures: 
Annex 2 
 
Child and Vulnerable Adult Policy: 
Annex 3 
 
REMLA Security Procedures: 
Annex 4 
 
Please notify the Head Curator when all of the above documents have been read. 
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DRAFT   
 
 
Health and Safety Policy Statement 

The Trustees and management of the REMLA recognise and accept their corporate responsibility 
under the current Health and Safety at Work Acts, to provide a safe and healthy environment for all 
staff, visitors, volunteers, contractors and all users who may come on to premises. 
 
This is achieved by the provision and maintenance of safe and healthy working conditions, properly 
maintained and guarded machinery, the operation, design and maintenance of safe systems of work, 
together with the provision of information, instruction, training and supervision appropriate to the 
REMLA’s activities. 
 
Trustees, management and staff will take all reasonably practical steps within their power to fulfil this 
responsibility. 
 

To this end REMLA Trustees and management will: 

 Ensure that the Ministry of Defence and its agents (Holdfast Training Services) uphold 

their responsibilities as Landlord and maintenance providers for the REMLA estate. 

 Ensure that Health and Safety is discussed as an agenda item on REMLA committee 

meetings. 

 To engage and consult with employees and volunteers on day-to-day health and safety 

conditions and provide advice and supervision on occupational health.  

 To prevent accidents and cases of work-related ill health and provide adequate control 

of health and safety risks arising from REMLA activities. 

 To provide adequate training to ensure employees and volunteers are competent to do 

their work. 

 To implement emergency procedures - evacuation in case of fire or other significant 

incident. 

 Consult and engage appropriate specialist advice on health and safety related issues 

when necessary. 

 

All staff and volunteers must confirm that they have read and understood this policy. They must 
ensure that they comply with its intent as well as direction and actively engage in risk management at 
the REMLA in compliance with the Health and Safety at Work Act 1974. 
Policy will be reviewed every five years, at change of REMLA Chairman or change of legislation. 
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1. Museum Building – Fire: 

1.1 Day Time 

A fire in the day time will be identified in one of three ways: 

• Staff or member of the public seeing, hearing or smelling the fire and smoke. 

• Fire Alarms sounding triggered by smoke detectors or break glass*. 

• The General Fire Alarm is activated by the Guardroom and the sirens sound in Zones 

2, 4, 8 and 12. It is the signal for all personnel in Brompton Barracks to proceed to 

their fire assembly points. 

 

Actions to be taken 

 
DISCOVERING A FIRE: 
 

 Shout ‘Fire’ repeatedly and as loud as possible. 

 

 Run to the nearest alarm switch and break glass to set off the alarm. 

 

 Do not return to the scene of the fire but evacuate the building, only use fire 

extinguishers to assist your escape. 

 

 Call the Fire Brigade on 999 and inform a member of REMLA or RHQ RE staff of the 

location of the fire. 

 
 
HEARING SHOUT OF FIRE: 
 

 Set off a nearby alarm and evacuate the building. 

 
 
ACTIONS BY MEMBERS OF CORPS HEADQUARTERS: 

 

 All staff and visitors should proceed as quickly as possible and in an orderly manner to 

the nearest stairway and/or exit to leave the building. 

 

 Those exiting through doors leading to camp should assemble on the grass above the 

Mote Car Park, behind the Ravelin Building, before moving to the to the Museum Car 

Park by the safest route possible.  

 

 Those exiting into Museum Grounds should assemble in the Museum Car Park. Take 

care not to obscure access for emergency services. 
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 Staff in the car park are to assemble in departmental groups. The senior member of 

staff from each department then checks that all members of the department are 

present and informs the Regimental Colonel or senior military officer present.    

 
ADDITIONAL ACTIONS BY MEMBERS OF THE REMLA STAFF: 
 
REMLA Staff should ensure their own safety before following any of the procedures given 
below.  
If they judge that it is safe: 
 

 Museum Attendants are to evacuate all visitors and volunteers in the 

galleries/workshops as quickly and as orderly as possible via the nearest fire exit. 

 

 Those visitors exiting through doors leading to camp should be asked to remain on grass 

above the Mote Car Park, behind the Ravelin Building, before being escorted to the 

Museum Car Park by the MPGS, RSME, REMLA or HQ RE staff. 

 

 Education Officer is, if safe, to evacuate any school group under his/her supervision. 

 

 Museum Curators are, if safe, to evacuate any visitors or volunteers in the Main Stores 

and offices and then assist the Attendants and/or Education Officer. 

 

 Disabled visitors may need additional support or guidance. If safe, staff should ensure 

that such visitors are assisted, that the Museum lift is clear and, if appropriately trained, 

offer use of the evacuation chairs at all first floor levels. 

 

 Museum Attendants leave the Building grabbing the Visitor/Contractor Book and pass 

this to the most senior member of Museum staff present who then liaises with the RE 

RHQ departments to ensure that their visitors and/or contractors are safe. 

 

 No member of staff should attempt to grab emergency kits or information unless to 

hand or on an exit route. All emergency pack, keys etc are duplicated in Block 39 Bridge 

Study Centre. 

 

 Education and Events Officer and/or one member of the Front of House team to take 

control of visitors and groups awaiting transport or the return of their personnel 

belongings.  

 

 Salvage procedures should be considered and begun when directed that it is safe to do 

so by the Emergency Services (see Salvage Plan section 11)*. 
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2.2. Night Time 

 

A fire in the night time will be identified in one of two ways: 

• RSME Guards or member of the public sees or hears signs of fire. 

• Fire Alarms sounding triggered by smoke detectors. 

• Fire alarms triggered by late working staff. 

 

Actions to be taken: 

ACTION BY STAFF IN THE BUILDING: 

 If inside the Ravelin Building alert military personnel and staff by setting off fire 

alarms.  

 

 Call the Fire Brigade on 999 and inform the Guardroom (x2442) and SSD (x9944) of the 

location of the fire. 

 

 Be aware that Museum Staff often work late supervising volunteer groups or leading 

guided tours. It may be necessary to evacuate the building. 

 
REMLA Staff should ensure their own safety before following any of the procedures given 
below. If they judge that it is safe: 
 

 REMLA staff are to evacuate any visitors or volunteers as quickly and as orderly as 

possible via the nearest fire exit. 

 
 

 Those exiting through doors leading to camp should be asked to remain on grass 

above the Mote Car Park, behind the Ravelin Building, before being escorted to the 

Museum Car Park by the MPGS, RSME or REMLA staff. 

 

 Disabled visitors may need additional support or guidance. If safe, staff should ensure 

that such visitors are assisted, that the Museum lift is clear and, if appropriately trained, 

offer use of the evacuation chairs at all first floor levels. 

 

 Those exiting through the main entrance door, workshops, roller door or schools room 

should assemble in the Museum Car Park. 

 

2. Library – Fire: 
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2.1 Day Time 

A fire in the day time will be identified in one of three ways: 

• Staff or member of the public seeing, hearing or smelling the fire and smoke. 

• Fire Alarms sounding triggered by smoke detectors or break glass. 

• The General Fire Alarm is activated by the Guardroom and the sirens sound in Zones 

2, 4, 8 and 12. It is the signal for all personnel in Brompton Barracks to proceed to 

their fire assembly points. 

 

Actions to be taken 

 
DISCOVERING A FIRE: 
 

 Shout ‘Fire’ repeatedly and as loud as possible. 

 

 Run to the nearest alarm switch and break glass to set off the alarm. 

 

 Do not return to the scene of the fire but evacuate the building, only use fire 

extinguishers to assist your escape. 

 

 Call the Fire Brigade on 999 and inform a member of REMLA, RSME or RHQ RE staff of 

the location of the fire. 

 
 
 
 
HEARING SHOUT OF FIRE: 
 

 Set off a nearby alarm and evacuate the building. 

 
ACTIONS BY MEMBERS OF RE MLA (staff and volunteers): 
 

 All staff and visitors should proceed as quickly as possible and in an orderly manner to 

the nearest stairway and/or exit to leave the building. 

 

 The nearest Fire Assemble Point is on the grass adjacent to the Boer War Memorial and 

opposite the 1 RSME Regt HQ building.  

 

 Staff should ensure that all Library visitors are present before asking permission of a 

member of the Guards etc to escort them back to the Museum building where they may 

wait until any personal effects can be retrieved.    
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3. Terrorist Action and Civil Unrest 

Actions to be taken: 

INITIAL RESPONSE to terrorist action will be in line with RSME Standing Orders: 

Bomb:  

 Either VAS announcement or a continuous two-tone siren throughout the Barracks 

 Secure valuables and switch off machinery 

 Leave doors and windows open 

 Evacuate staff and visitors as per Fire Orders 

 Assemble in the RE MLA Car Park 

Mortar: 

 Either VAS announcement or an intermittent (3seconds on/off) two-tone siren 

throughout the Barracks 

 Evacuate  staff and visitors from the top floor IMMEDIATELY 

 Taken cover under a solid structure (Museum staff direct visitors) 

 Do not leave building until told to do so 

 Assemble in the RE MLA Car Park 

 

Civil Unrest: 

 Call RSME Guards on x2442 and/or Kent Police on 999 as deemed necessary. 

 Follow their guidance  
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NAME OF ORGANISATION: Royal Engineers Museum, Library and 

Archive 

THE LEAD CHILD PROTECTION PERSON IS: Head Curator 

THE DEPUTY CHILD PROECTION PERSON IS: Education and Events Officer 

 

1. We recognise that the welfare of children and young people is paramount and that they have 

equal rights of protection.  We have a duty of care when they are in our charge and will do 

everything we can to provide a safe and caring environment whilst they attend our activities. 

2. We will: 

 treat all children and young people with respect and celebrate their achievements 

 carefully recruit and select all adults whether paid or unpaid 

 respond to concerns and allegations appropriately 

 adopt the recommendations of the SAFEchild child protection toolkit 

3. When there are concerns about the welfare of any child/young person all adults in our 

organisation are expected to share those concerns with the Lead Child Protection Officer. 

4. S/He is responsible for: 

 monitoring and recording concerns 

 making referrals to children’s social care services without delay 

 liaison with other agencies 

 arranging training for all staff 

5. Confidentiality: 

In cases of disclosure of abuse by children, young people, parents or carers, we are obliged to 

share the information with the lead child protection person who may have to refer our 

concerns to children’s social care services, or the police in an emergency. 

6. Staff allegations: 

Concerns about the behaviour of adult/s in the organisation will be referred without delay to 

the Lead Child Protection Person who will contact Children’s Social Care Services or the police 

in an emergency. 

In the rare situations that the concerns are about the lead child protection person, it is 

important to refer to the deputy person.  This may not be appropriate, in which case any 

member may personally refer direct to Children’s Social Care Services. 

7. Policy adopted by REMLA Trustees: 

 

 

 

8. Policy Review: 

DATE OF CURRENT REVIEW: 3 Feb 2014 

DATE OF NEXT REVIEW: 1 Feb 2015 
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Introduction 

 

1. The following document details the security procedures in place at the RE MLA. 

Protection of the collection from theft, vandalism and unauthorised access is 

fundamental to the RE MLA’s mission and ethical responsibilities.   

 

2. Distribution of the full procedures is restricted to RE MLA staff and Trustees only. 

Volunteers will receive this summary of the procedures. They must confirm to the 

Volunteer Co-ordinator that they have read and understood the procedures. 

 

3. Breach of any of the procedures herein is a disciplinary matter if not authorised 

by the Head Curator or Museum Director. Security incidents may lead to official 

police action. 

 

4. The procedures will be reviewed by the Museum Director or Head Curator after any 

incident as necessary and/or on a three yearly cycle. 

 

5. The procedures reflect existing practice and precedence as well as the findings Ministry 

of Defence Police Crime Prevention Survey 2013 (written report not produced). 

6. Any necessary future amendments will be issued separately until the complete 
Procedure Review timetabled for February 2016. 
 

7. In-house training will be given by the Head Curator on a yearly basis or as necessary. 

 

 

 

 
1. Ministry of Defence provision. 
 
1.1 Corps Headquarters Staff and Premises 

The Museum is part of the Corps Headquarters Royal Engineers, a Ministry of Defence 
establishment. The building it occupies, The Ravelin Building (BR200), is leased by the 
MoD to the Institute of Royal Engineers for use by RE MLA. It is part of the Royal 
School of Military Engineering (RSME), Brompton Barracks, estate and is accessible via 
Brompton Barracks and the public highway.  
 
The Museum offices, staff and all non-public working environments are covered by 

the MOD’s security procedures.  

1.1.1 All contractors must book in at the Museum front desk and inform the Building 

Custodian of their presence and work. 

1.1.2 All volunteers must sign in and out of the Museum. A book for this is held in the Main 

Museum Office. Volunteer passes must be worn when in the Ravelin Building. 
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1.1.3 The Unit Security Officer (USO) is the Corps Secretary who liaises with MoD security 

and ensures compliance across all MoD activity within the HQ RE. The USO is also 

responsible for ensuring IT security and all staff are required to undertake MoD IT 

security training on an annual basis. Amongst other procedures this specifies that: 

• All computers are locked when not in use. 

• No one logs on to another’s computer account. 

• Sensitive data is protected when used away from the office (e.g. laptop use on 

transport). 

• Sensitive data is not emailed to insecure or unauthorised addresses.  

 
1.2 HQ RSME Building Access Library 

1.2.1 Security for the HQ RSME building is the responsibility of the RSME; it is locked during 

silent hours and weekends and covered by all of the RSME security procedures. 

 
1.2.2 The RE MLA is a ‘Lodger Unit’ within the HQ RSME building (BR029). The library and 

archive collection is held here and regularly visited by members of the public 

researching the material. No RE MLA staff are permanently employed in the Library 

but do supervise researchers and volunteers on a regular weekly basis.  

 
1.2.3 Some Museum volunteers who have the appropriate security passes are issued with 

the keys to the Library and allowed unsupervised access to its collection. 

 
1.2.4 Procedures for volunteer access to the Library are as follows: 

i. Volunteers to complete most up to date RSME security access form, providing 

all necessary paperwork, including photographic ID, proof of address and letter 

from the Museum. 

ii. Volunteers to be escorted by Museum staff to Student Reception Centre to be 

booked on to RSME security system. NO NEW PASSES ISSUED. 

iii. 12 green unescorted RSME RE Museum Volunteer access passes have been 

permanently issued to the RE MLA by the Student Reception Centre. 

iv. When attending the Library, volunteers must first report to the Museum Office 

where the Office Manager will issue numbered access passes for the RSME, 

these must be worn at all times. The number issued and to whom will be 

logged. 

v. As long as passes are worn volunteers may be unescorted and left to work in 

the Library alone.  

vi. Passes must be returned at the end of the day. 

vii. Some flexibility regards the issuing of car passes exists if volunteers require 

easier access to the Library. This will be dealt with by the Adjutant on a case by 

case basis. 
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viii. The Museum must notify the Student Receptions Centre and Guard Room of 

the details of those attending the Library one day in advance. Volunteers 

should endeavour to inform the Business Manager if they cannot attend a 

booked visit well in advance. 

 
 

2. RE MLA Charity Provision: 
 
2.1 RE MLA Staff & Volunteers 
2.1.1 All new RE MLA staff and volunteers are required to supply two references when 

applying for a position and these will be contacted as part of the recruitment 
procedure. 

2.1.2 New staff and volunteers will be required to provide a form of photographic and/or 
official identification and proof of address on signing a contract of employment or 
volunteer agreement. 

2.1.2 Appropriate RE MLA staff and volunteers are required to undertake a Disclosure and 
Barring (old Criminal Records Bureau) check, along with any other security check 
required of them by RHQ RE or the MoD. Their employment may be made conditional 
on passing these or duties maybe restricted until confirmation of a pass is received by 
the RE MLA. 

2.1.3 No volunteer is allowed unsupervised access to the Collection or visitor groups until 
references have been checked. 

2.1.4 Charity staff and volunteers requiring access to the RSME are required to comply with 
Item 1.1.2 and 1.1.3 above. 

2.1.5 Staff/volunteer induction packs include a copy or summary or these security 
procedures and training is given with a requirement for staff to sign to confirm receipt 
and understanding of the procedures. 

 
2.2 Museum Displays: 

2.2.1 Access and Keys: 
 

i. Curatorial staff and the Technician can issue keys to other appropriate members 

of staff and volunteers (see 2.1.3) and must ensure that they are signed for in the 

log books provided.   

ii. The entrances to most stores are in publically accessible spaces and these, as 

well as, Museum cases must not be left open, unlocked and/or unsupervised. 

iii.  Members of the public, contractors and volunteers with references pending are 

not to be allowed access to any display cases without constant supervision from 

an appropriate staff member/volunteer. 

 
2.3 Library & Archive Collection Access 

 

2.3.1 Access & Keys: 
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i. Some volunteers are also allowed individual, free access to the Library. These 

must have passed a DBS check and hold RSME security passes. Keys must be 

signed out by their supervising Curator or the Head Curator.  

ii. Contractors are not to be allowed access to any Museum Collection Store 

without constant supervision from an appropriate staff member/volunteer. 

 
2.4 Museum Collections Access: 
 
2.4.1 Museum Stores Access and Keys: 

i. Curatorial staff can issue keys to other appropriate members of staff and 

volunteers (see 2.1.3) and must ensure that they are signed for in the log books 

provided.   

ii. The entrance to most stores is publically accessible and all Museum stores must 

be locked when not in use and when staff are present doors must be kept pulled 

too.  

iii. Members of the public, contractors, and staff/volunteers with references pending 

are not to be allowed access to any Museum Collection Store without constant 

supervision from an appropriate staff member/volunteer. 

 

2.5 Museum Offices: 

 

2.5.1 There are three Museum Offices in the Ravelin Building and they are manned by 

curatorial and administrative staff seven days a week (one Duty Curator at weekends). 

 

2.5.2 The Museum Offices are closed between 13.00 to 14.00. Any member of staff leaving 

their office empty during this hour must lock the main corridor and internal connecting 

doors. Staff are reminded therefore that keys will be required if they need to return to 

the office between 13.00 and 14.00. The ‘last man out’ principle applies. 

 

2.5.3 Any researchers, contractors and volunteers working in the Museum offices between 

13.00 and 14.00 will be asked to leave or must remain supervised by a Curator. 

 

2.5.4 Curatorial staff must ensure that no accessioned collection item is left on their desk 

when they are absent from it. Cupboards, for which only curatorial staff have key 

access, are provided for the secure temporary storage of items. 

 

2.6 Museum Workshops and Schools Room: 

 

2.6.1 Block 39 (B39): 

 

i. For health and safety reasons only the Head Curator and Museum Technician 

hold a key for the B39 workshop. In the absence of both the Head Curator and 

Museum Technician this key is passed to an appropriate Deputy Curator or the 

Museum Director. Curatorial entry to the workshops should only be necessary 

when accessing the collections stores therein.  
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ii. For Health and Safety reasons workshop keys should not be signed out to 

volunteers unaccompanied by a member of curatorial staff and no tools or 

equipment should be used or taken from the workshops. 

iii. Garage keys are held in the workshop key press and Museum Office Key Press 

and can be signed out by Curatorial staff and appropriate volunteers.  

iv. Appropriate contractors are allowed access under the supervision/guidance of 

the Museum Technician. 

 

2.6.2 Conservation Workshops: 

  

i. Access to the Conservation Workshops in the Ravelin Building should be 

treated as a collections store (see 2.5.2) unless they are empty of collection 

items. This should be checked by the Curator issuing keys. 

 

2.6.3 Schools Room & setting up area: 

 

i. When not in use doors should be locked, including link doors to the Field 

Marshals Room, setting up room, chair store and School’s Room store. 

ii. Members of the public, contractors, and staff/volunteers with references 

pending are not to be allowed access to the Schools Room Store without 

constant supervision from an appropriate staff member/volunteer. 

2.7 Key holding procedures 
 
2.7.1 All keys issued to volunteers must be signed out by an appropriate permanent 

member of Museum Staff. 
 
2.7.2 No volunteers are authorised to hold their own key for any area of REMLA estate. 
 
2.7.3 Volunteers failing to return a key at the end of a visit to the REMLA must notify their 

Supervising Curator as soon as possible and return it on their next visit. 
 

Multiple incidents will be notified to the Head Curator who will undertake an 
investigation which may result in the termination of the volunteer’s agreement.  

 
3. Sensitive Collections 
 
3.1.1 Staff access to the Armoury: 

i. Staff with access to Armoury Keys are limited to the Museum Director, 
Curatorial staff and Technician who have passed a reference check. 
 

ii. No volunteer is allowed to work unsupervised in the Armoury, unless they have 
passed a reference check.  
 

iii. All members of staff accessing the Armoury must record their visit in the 
Armoury Access Log Book, held in the Armoury. This requires details of: 

 visitor’s name 
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 the date 

 entry time 

 purpose of the visit 

 confirmation that a visual check on holdings has been undertaken 

 signatures issuing keys to another staff member and notification of their 
return 

 time of the visit ending. 
 

iv. Any member of staff working in the Armoury is to notify one other staff 
member of the fact that the Armoury will be open and when they have finished 
and the Armoury is again secure. 
 

v. As with all Museum stores the door must be locked when leaving the Armoury 
unattended. 

 
 

 

 
 


