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Dear Volunteer

We are delighted to welcome you as a volunteer at the Art Gallery of Hamilton. By giving your time
and effort to the AGH you are enhancing visitor experiences, assisting staff, and aiding the Gallery in
generating revenues. As a volunteer, you are an ambassador for the Gallery. It is important that you
know what is expected of you, how the Gallery operates, and how to interact with the public. This
volunteer manual has been designed to help you feel comfortable in your role as a volunteer at AGH.
We ask that each volunteer practice the following guidelines so that we can all work effectively as a
team. Thank you for choosing to volunteer with AGH, and we trust that you will find your volunteer
experiences enjoyable and rewarding. For our part, we respect your time and talents, and will do our
best to ensure that both are used efficiently and effectively.

Dear Volunteer,

Art Galleries have undergone major if not revolutionary changes in the past decade. At all levels of
these key cultural organizations, from curatorial research and production to management, a higher
level of professionalism has been introduced and implemented. More importantly, art galleries are now
more self-sufficient, welcoming, and responsive to the communities in which they operate.

Does this mean that volunteers, who launched, sustained and participated in the growth of art galleries
no longer have a role to play? On the contrary. More than ever your generous donation of time is
needed. The AGH together with peer organizations across the country depends on the involvement of
dedicated volunteers. We need you as ambassadors in the City to share with others the best that the
AGH can offer. We need you as interpreters of our great programme of exhibitions and we need your
expertise in our library and in many other areas of activities. Finally, we need your help to build our
revenues further.

In 2009, the members of the Volunteer Committee provided over 5,300 hours of service to the Art
Gallery of Hamilton. Your contribution to the Gallery is invaluable, and we appreciate your efforts.
You lend your expertise, your time, and your efforts so generously. On behalf of the Art Gallery of
Hamilton, | salute your achievements and thank you for all you do for the betterment of our Gallery
and our community.

To all those of you of have been working with us for many years — thank you - and a warm welcome to
all those of you who are new to the AGH.



Founded in 1914, the Art Gallery of Hamilton is now one of Ontario's largest public galleries. Over its
90-year history, it has grown and developed along with the communities it serves, building a permanent
collection distinguished by the quality and integrity of its holdings. Our permanent collection is one of
the finest in Canada, respected nationally and internationally and recognized as being particularly
distinctive due in part to a significant number of iconic works that serve to distinguish the collection.
Numbering over 9,000 works of art, the collection focuses in three areas: Canadian Historical,
Contemporary, and European Historical.

The cornerstone of the collection is the Bruce Memorial, a donation of 29 paintings made in 1914 to
the city by the family of Hamilton-born artist William Blair Bruce (1859-1906). This donation saw both
the establishment of the Gallery and the inception of the permanent collection.

As an important nineteenth-century Hamiltonian who trained and worked abroad and exhibited both
nationally and internationally, Bruce's skill and activities reflect the scope and nature of Hamilton's
permanent collection: regional, national and international in scope, chronicling the efforts and activities
of artists who have exerted an impact on the visual arts past and present.

Hamilton Art School is founded. This privately sponsored school provided instruction in fine
and applied arts and counted Group of Seven members J. E. H. MacDonald and A. ). Casson among its
graduates. Faculty and graduates alike begin lobbying for a permanent art gallery in the city from as
early as the late nineteenth century. Other organizations who worked towards building a gallery
included the Canadian Club (founded 1893), the city’s Women’s Art Association (founded 1894) and
the Art Students’ League of Hamilton (founded 1895).

William Blair Bruce, Hamilton-born artist, dies in Sweden. His widow and family, including his
father, William Bruce, decide to present the City with 29 of his paintings, including his masterpiece, The
Phantom Hunter. They approach City Hall with this offer as early as July 1910, but reluctant to accept at
first, the City recommends acceptance of the donation in principal only on February 12, 1912.

The Art Gallery of Hamilton is incorporated. The first board members include artist John Sloan
Gordon, an instructor at the Hamilton Art School, as secretary. The Gallery takes up residence on the
second floor in the vacated Public Library building at 22 Main Street West. The Health Department
takes over the main floor in 1920, when the building is renamed the Public Health Building.

A grand opening takes place at the Public Library building marking the formal
acquisition of the Bruce donation. The City allocates $1,200 per annum for operation of the Gallery
and the acquisition of art.

Art Gallery remains at this address for 39 years, until 1953. During the contravening
years, many proposals for a purpose built gallery are put forward, unsuccessfully, despite the fact that
the Gallery was housed in “a substandard building, above all ... a fire trap and not properly insurable.”
(Ross Fox and Grace Inglis, the Art Gallery of Hamilton: Seventy-Five Years (1914 — 1989). The state
of the building affects the Gallery’s ability to attract exhibitions and donations. For example, in 1928,
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W. A. Wood wills part of his art collection to the City provided that the latter builds a fireproof
gallery within a year. The provisions are not met, and the bequest is lost.

City Council allocates $8,500 annually for the AGH, including the salary of a
curator, and $4,000 for the conservation of the collection.

Thomas Reid MacDonald becomes the first full-time curator/director of the
Art Gallery of Hamilton, and the following year inaugurates first Annual Winter Exhibition. This annual
exhibition becomes a much-awaited event, as well as a way to acquire new works for the Gallery’s
permanent collection.

The second purpose-built Art Gallery of Gallery, at Forsyth Avenue and Main
Street in West Hamilton, The design is a one-storey gallery with exhibition space totaling 10,000
square feet.

T.R. MacDonald, with the support of the newly-formed Women’s Volunteer
Committee, builds a significant permanent collection, particularly Canadian art, and the Gallery is in
need of expansion, In 1965, McMaster University unveils plans to expropriate RBG lands on which the
Gallery is built, halting plans to expand. Plans for a Civic Square in downtown Hamilton — including an
art gallery, theatre, convention centre, trade centre and new library — are also unveiled. Plans are
drawn up for the building of the third Art Gallery of Hamilton

T.R. MacDonald retires, having developed one of the most highly regarded collections in the
country. Glen E. Cumming succeeds him as director. The Women’s Volunteer Committee continues
its fund-raising and other support activities.

The third Art Gallery of Hamilton opens in downtown Hamilton, and the Women’s Volunteer
Committee becomes the Volunteer Committee of the Art Gallery of Hamilton.

Robert Swain becomes the third director of the AGH. He is succeeded by Ted Pietrzak in
1992, and Robert Ridge in 1997.

A series of financial crises and decreasing numbers of visitors cause the Gallery to lay
off staff members and shorten hours of operation. The AGH is threatened with closure

Louise Dompierre becomes the new executive director of the AGH. The next year plans are
developed to renovate the building and the gallery space.

Joey and Toby Tanenbaum give the Gallery a gift of international significance: a collection of
| 9th European art, over 200 works described as a collection that could “...because of its diversity and
originality, act as a foundation for a museum....”

The Gallery closes to begin its $18 million re-cladding and revitalization project. During
the closure, the operation continues, supported by the Hamilton Future Fund.

TheGallery, supported by members of the Volunteer Committee, re-opens to the public
with the banner exhibition Heaven and Earth Unveiled: European Treasures from the Tanenbaum Collection,
and Lasting Impressions: Celebrated Works from the AGH.
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Joey and Toby Tanenbaum give the Gallery a second gift of international significance: a
collection of African art

As a front-line volunteer at AGH, you may be asked about the Gallery by visitors and others. Here are
some of the most common enquiries and answers.

Admission to the second floor of the Gallery is free, courtesy of Orlick Industries Ltd. Our banner
exhibitions in the first floor require ticketed admission. Members of AGH have free admission to all
exhibitions at all times.

We offer a variety of historical and contemporary exhibitions that include works by regional, national,
and international artists. Part of our permanent collection is always on display, particularly on the
second floor. Often exhibitions are planned three years in advance, and typically remain up from three
to six months. We have three exhibition seasons a year.

You can visit the Gallery and explore it on your own, you can participate in a guided tour with a group,
or on Sunday afternoons we run volunteer docent-guided tours with price of admission. You can also
get involved in one of our many public programs, visit our Shop at AGH, relax in our café, and even
book a space in the Gallery for a future special event.

Photographs and video-taping are not allowed in the exhibition spaces for a few reasons. First, there
are copyright issues involved; the Gallery often does not own the copyright to an artwork. Secondly,
prolonged exposure to lights from the flash can damage paintings and works on paper. The Shop at
AGH carries some reproductions of our works. If you are looking for reproductions for use in a
publication or for scholarly research, please contact our Registrar.

The oldest work in the collection is a Greek red figured kylix from the 5th century BCE. The oldest
collection of paintings is the Dutch Collection containing works executed in the |6th and |7th
Century.

No matter how often you wash your hands, there are still acids and oils in your skin that will damage
the art. When we are hanging or taking shows down, our staff wear cotton gloves to protect the
artwork. Even large sculptural works and the frames of paintings need consideration. If we didn't take
such precautions, over time fingerprints would show up, soft materials would absorbs acids and oils,
and patina or faux finishes would wear off.

Four large vaults on-site store works that are not on exhibit, either on site or as part of an AGH
traveling exhibition. The Gallery collection houses over 9,500 works of art, so at any given time, the
majority of these are in storage. Our exhibition spaces and vaults are carefully monitored by
hygrothermographs - machines that measure temperature and humidity levels. Also, the vaults are kept
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dark and works on paper are stored in acid free boxes. Staff wear cotton gloves, and keep handling the
art to a minimum.

The AGH’s annual budget is approximately $4 million.

About $1.5 million comes from federal, provincial and city monies. The rest the Gallery raises itself,
some from operations and some from special project funding.

We have thousands of "outside partners", including 2,000 AGH Members, major corporations, all
levels of government, foundations, small businesses, and individuals. In the end, the decision to give is a
highly personal one. Some give for the love of art, or in the case of sponsoring an exhibition, for the
love of one artist’s work, for example; others like the fact that their contributions allow the Gallery to
offer low-cost or free activities for families; others believe that their show of support helps revitalize
downtown Hamilton.



Since 1950, volunteer members have worked to support the AGH. Organized in 1950 by T. R.
McDonald, the Women’s Volunteer Committee raised funds, which made possible the acquisition of
many works in the permanent collection, assisted in fund-raising for the building of the second Gallery
in Westdale, and assisted with Gallery operations and programs. The Women’s Volunteer Committee
became the Volunteer Committee in 1977, and as the organization of the AGH evolved so too has the
role of AGH volunteers.

Volunteers who have been recruited by the Recruitment Subcommittee of the Volunteer Committee
Executive are all members of the Volunteer Committee. These volunteers actively support the Gallery
through a variety of placements in AGH departments and programs. AGH departments and programs
include education/library, tourism, media, retail, and membership/office. The Volunteer Committee
meets once a year in May to elect officers to the Volunteer Committee Executive.

There are certain benefits of being a member of the Volunteer Committee:
* behind the scenes view of the AGH and its operations
* connecting with other people who share your interests
* quarterly e-newsletter (galleryGab)
* 10% discount on purchases at Shop at AGH
* discounts for admission to guest lectures
* recognition at annual meetings and awards ceremonies
* reciprocal discounts at many other art galleries/museums

All volunteers are required to:
* be a current member of the Art Gallery of Hamilton
* undergo a “Vulnerable Sector Screening” check by the police
* be interested in art
* be enthusiastic and willing to learn
* have access to email and the internet
* be reliable and punctual
* possess good communication skills for interacting with members of the public and with staff

As well, each year volunteers will commit to on average a minimum of 8 hours per month. This time
may vary depending on the placement area. (See specific job descriptions below.)

All volunteers are responsible for:
* providing a successful level of job performance
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attending a general orientation session as arranged by the Orientation Chair of the Volunteer
Committee Executive.

undergoing specific training in the assigned placement as arranged by the Liaison Volunteer of
the Volunteer Committee Executive and/or the AGH department head/manager of the
placement area

signing in and out at the main desk in the AGH security log provided

recording all volunteer hours worked in the Volunteer Log Book at the main desk

discussing any questions, issues, problems with the Liaison Volunteer and/or the AGH
head/manager of the placement area

participating in AGH security and safety programs by adhering to the procedures outlined in
Section 4 the Volunteer Manual

wearing the name tag provided when on duty, both for identification and for security
maintaining the confidentiality of all proprietary or privileged information encountered while
serving as a volunteer

abiding by the the AGH policies for volunteers as outlined in Section 3 of the Volunteer Manual

Docents are comfortable and skilled with public speaking and with facilitating small groups. They
present a professional and welcoming appearance and attitude for a wide range of groups, including
young school children, high school students and adults. Docents work as a team player with other
docents when facilitating and planning tours, but are able to work independently. Docents are
reliable and punctual.

Working with the Education Department under the supervision of the AGH Educator, docents will:

use inquiry, discussion and interactive strategies to help visitors make personal connections
with the art as they learn

conduct independent research on the exhibits, and plan each visit appropriate to the touring
group

use computer skills to facilitate research, communication and scheduling

Once the initial training has been completed, docents will:

attend bi-monthly Docent Education meetings (2 hours on Monday afternoons) to learn about
new exhibitions and refine touring strategies

commit to additional time for reading, research and tour planning

be available for a minimum of approximately four tours monthly. Tours last between | - 2
hours.

Docents are required to:

be a current member of the Art Gallery of Hamilton

have undergone a “Vulnerable Sector Screening” check by the police

participate in an initial “New Docent Training” programme (eight successive Mondays from
4:00 — 6:00 pm)

shadow expert docents for up to 5 tours, and have an evaluation with the Educator or other
Docents prior to touring a group

have a background or keen interest in art and be enthusiastic and willing to learn

have access to email and the internet, and be able to use computer skills to facilitate research,
communication and scheduling



Working under the supervision of the Manager, Marketing, volunteers will:

* staff the Welcome Desk, distributing tourism brochures, maps and guides and answering
questions about the Gallery and other attractions in the city

* accompany docents on large adult group tours, assisting visitors as required. Group tours
usually take place on weekdays and are normally scheduled several weeks in advance

* welcome and direct visitors, answer questions and distribute event-specific literature for events
such as First Fridays, Doors Open and Celebrate Hamilton weekends

N.B. Some walking and standing is involved when accompanying tours and helping at an event, such

as First Friday. Knowledge of other languages is an asset.

Tourism Volunteers are expected to:

* make a minimum commitment for | year, approximately 2 — 4 times a month (shifts are 2
hours, generally weekday afternoons)

* help at one First Friday every three months (first Friday of each month from 5:00 — 9:00 pm)

Tourism Volunteers are required to:

* be current member of the Art Gallery of Hamilton

* have undergone a “Vulnerable Sector Screening” check by the police

* have access to email and the internet

* present a professional and welcoming appearance and attitude

* be reliable and punctual

* have good communication skills in English for interacting with members of the public and with
staff.

* be enthusiastic and willing to learn

Working under the supervision of the AGH Film and Performance Programmer, Media volunteers

will:

* publicize media programmes by assisting with mailings and flyer distribution

* greet the public, support ticket sales on-site and represent the Gallery during film screenings or
media events

* help set-up and tear-down event spaces when necessary

* direct and assist anyone in need of help with being seated at a film or performance event

* promote and hand out information for upcoming events and promote the value of becoming a
member of the AGH

N.B. AGH film programmes: screenings take place every two weeks on Wednesday evenings for a
total of 7 - 8 screenings each winter, summer and fall. AGH performances, AGHbooks, and other
events generally take place evenings or weekends

Media Volunteers are expected to:

* make a minimum commitment for | year, approximately 2 - 4 times a month. The average time
commitment for an evening media event is approximately 4 hours, and 2 - 3 hours in the
daytime for administrative tasks

Media Volunteers are required to:
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be a current member of the Art Gallery of Hamilton

have undergone a “Vulnerable Sector Screening” check by the police

be interested in today’s independent film, music and/or literary culture

be enthusiastic and willing to learn

have access to email and the internet

have good communication skills for interacting with members of the public and with staff
present a professional and welcoming appearance and attitude

be reliable and punctual

Working under the supervision of the Shop at AGH Staff, Retail volunteers will:

provide excellent customer service, greeting customers, using good judgment to determine the
level of service required and answering questions

keep up to date on products in the Shop and convey this information to customers

handle transactions at the point-of-sale terminal, including debit and credit card transactions,
packaging and wrapping purchases

receive, price and inventory merchandise

assist in upkeep of the shop appearance, including dusting shelves and merchandise

N.B. Shifts are available during the day, Tuesday — Friday, evenings on Thursday and Friday, as well
as Saturday and Sunday afternoons

Retail volunteers are expected to:

make a minimum commitment for | year, approximately 2 - 4 times a month (shifts are 3 - 4
hours)

work an occasional weekend, Friday night or holiday shift, and help at special events (eg. Art
Sale)

Retail volunteers are required to:

be a current member of the Art Gallery of Hamilton

have undergone a “Vulnerable Sector Screening” check by the police

have access to email and the internet, and have basic computer skills

present a professional and welcoming appearance and attitude

be reliable and punctual

have good communication skills for interacting with members of the public and with staff

be enthusiastic and willing to learn

be physical able to be on their feet for 3-4 hours, to bend, to climb, and to lift up to 20 pounds

Working under the supervision of the Manager, Membership volunteers will:

maintain members’ contact information through telephone calls, email and mailings

assist with managing files for Finance and Membership

assist with member events by taking registration and payments

prepare packages for new and potential AGH members, hospitality clients, and AGH partners
assist with membership mailings by labeling and stuffing envelopes

N.B. Administration hours are scheduled between 9:00 am and 5:00 pm, Monday through Friday.
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Membership events take place in the afternoons (2:00 — 4:00 pm), or evenings (6:00 — 8:00 pm),
approximately once a month

Membership volunteers are expected to:

make a minimum commitment for | year, approximately 2 - 4 times a month. The average time
commitment for an afternoon or evening membership event is approximately 2 hours, and is 3
hours in the daytime for administrative tasks

Membership volunteers are required to:

be a current member of the Art Gallery of Hamilton

have undergone a “Vulnerable Sector Screening” check by the police

have access to email and the internet

have computer skills, including Word and Excel, needed for administrative tasks

have some experience in an office environment

present a professional and welcoming appearance and attitude

have good communication skills for interacting with members of the public and with staff
be enthusiastic and willing to learn

be reliable and punctual

The Volunteer Committee Executive, through the Chair, is accountable to the Board of Directors for
Volunteer Committee programs and activities. To this end, the Volunteer Committee Executive works

closely with the AGH Staff. The Volunteer Committee Executive also publishes an e-newsletter,
GALLERYgab.

Experienced volunteers nominated by the Nominating Committee become members of the Volunteer
Committee Executive, which is comprised of five Officers appointed for two-tear terms (Chair, Vice-
Chair, Past-Chair, Secretary, Recruitment Chair), and five department Liaisons (Education, Tourism,
Media, Shop, and Membership).

The Chair presides over the Volunteer Committee Executive, collaborates with AGH Senior
Management, and reports Volunteer Committee activities and programs to the Board of
Directors. The Chair leads the Volunteer Committee and is responsible for ensuring that all of
the volunteers continue to play a significant role in contributing to the success of the Art
Gallery of Hamilton. The term of office for the Chair is 2 years.

The Chair is required to:

* be an active volunteer with at least 3 years of successful experience

* have at least one year of successful experience as Vice-Chair

* possess communication, organizational, interpersonal, and meeting management skills

* possess good leadership skills, and the ability to facilitate decision-making and team-building
* be knowledgeable about, and understand, the Gallery's mission and priorities

* be knowledgeable about volunteer management practices

* have access to email and the internet
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The Chair is responsible for:

ensuring the effectiveness of volunteers in the various operations of the Gallery

maintaining a close working relationship with AGH staff

representing the Volunteer Committee on the Board of Directors and is the main
communication link between the Volunteer Committee and the Board

providing reports on volunteer activities at AGH Board meetings, Volunteer Committee
meetings, and at the Annual General Meetings of the Volunteer Committee

chairing any meetings of the Volunteer Committee including General Meetings

leading the planning and organization of annual Volunteer Committee events

working with the Director of Finance in the annual budget setting process for the Volunteer
Committee, and working within the confines of the assigned annual budget

ensuring effective communication between the Volunteer Committee and the AGH
encouraging volunteers to become actively involved in leadership roles

ensuring that volunteers continue to play a significant role in contributing to the success of
the Gallery

ensuring that volunteer contributions are appropriately recognized by the Gallery

gathering and submitting volunteer news for Insights magazine, and galleryGAB e-newsletter
serving on the Nominating Committee

providing a yearly report for the Volunteer Committee AGM

The Vice-Chair is the incoming Chair of the Volunteer Committee. The Vice-Chair assists the
Chair in contributing to the success of the Gallery and in the absence of the Chair, assumes the
Chair’s responsibilities. As well, the Vice-Chair, as Orientation Officer, provides, in
collaboration with the Liaisons, new volunteers with an introduction to, and orientation of, the
AGH. The term of office for the Chair is 2 years.

The Vice-Chair is required to:

be an active volunteer with at least 3 years of successful experience
possess good communication, leadership, and interpersonal skills

be knowledgeable of, and understand, the Gallery’s mission and practices
be knowledgeable of, and understand, the Volunteer Committee policies and practices
possess computer skills, and have access to email and the internet

The Vice-Chair is responsible for:

assisting the Chair, and assuming the Chair’s responsibilities when required
assisting other Executive members when needed

serving on the Nominating Committee

maintaining and updating the Volunteer Committee Manual

As the Chair of Orientation, the Vice-Chair is responsible for:

ensuring all new volunteers receive a full and proper orientation by contacting them and
arranging to meet them at the AGH

presenting the history of the AGH to new volunteers

showing new volunteers the sign-in and sign-out procedure, and explaining the importance
of recording volunteer hours

reviewing the yearly submission of parking expenses with new volunteers
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providing each new volunteer with access to a copy of the Volunteer Committee Manual
prior to each Volunteer Committee Executive meeting, providing a summary to the Secretary
of orientation activities since the last meeting

The Past Chair represents the continuity at the Art Gallery of Hamilton which relies on the
strong volunteer component to support its programs. The Past-Chair advises the Volunteer
Committee Executive, and presides over the Nominating Committee. The term of office of the
Past-Chair is one year, with renewal for one year if current Chair remains in that position.

The Past-Chair is required to:

have successfully completed at least one term of office as Chair of the Volunteer
Committee.

continue to be an active volunteer

have access to e-mail and the internet

The Past-Chair is responsible for:

providing specific support and advice to the Chair and Vice-Chair of the Volunteer
Committee

being actively involved, as needed, in the areas of volunteer orientation and training

being a public spokesperson to promote volunteerism at the Art Gallery of Hamilton
serving as Chair of the Nominating Committee, and as such, working to ensure that
positions on the Volunteer Committee Executive are filled as necessary

presenting the report of the Nominating Committee at the AGM

The Secretary is responsible for maintaining the records of the Volunteer Committee to ensure
proper management of the Committee’s business affairs, The term of office of the Secretary is
2 years, with possibility of renewal.

The Secretary is required to:

be an active volunteer with a minimum of one year’s successful experience in that position
be competent in the use of computer software, including word processing and spreadsheet
preparation

have access to the internet, and be capable of corresponding by email and maintaining email
files

have some knowledge and skills in records management

The Secretary is responsible for:

maintaining records of correspondence, meeting minutes, and all other proceedings of the
Volunteer Committee and its Executive

requesting Executive members for agenda items at least one week prior to each Executive
meeting, and preparing and forwarding an agenda to Executive members prior to each
meeting

requesting Executive reports prior to each meeting for inclusion in the meeting minutes



13

* taking draft minutes of all Executive and Volunteer Committee meeting and forwarding
them to the Chair for approval

* maintaining the Volunteer Hours Log book, summarizing volunteer hours recorded every
two months and forwarding the summary to the Chair and Vice-Chair of the Volunteer
Committee

* obtaining from the Membership Manager the list of active volunteers each month or when
changes are made, and forwarding the list to Executive members

* supporting the Executive with any special requests as required

* under the direction of the Chair taking care of special correspondence such as thank you
notes, letters of condolence, acknowledgement of invitations

* booking AGH venues for all Volunteer Committee and Executive meetings and annual
events

* providing a yearly report to, and in collaboration with the Executive, all paperwork
necessary for the conduct of, the Volunteer Committee AGM

The Chair of the Recruitment Committee works closely with AGH staff and with the Volunteer
Committee Liaisons to identify volunteer requirements, and to ensure that these requirements
are met in a timely manner. As such, the Recruitment Chair is the first link with prospective
volunteer candidates. The term of office of the Chair of the Recruitment Committee is two
years, with the possibility of renewal.

The Chair of the Recruitment Committee is required to:

* be an active volunteer with at least one year’s successful experience

* have access to email and the internet, proficiency in dealing with applications on the web,
and proficiency in word processing

The Chair of the Recruitment Committee is responsible for:

* maintaining and chairing an active Recruitment Committee of volunteers knowledgeable
about the various areas of volunteer placement

* in collaboration with the AGH Director of Marketing and Communications, maintaining up-
to-date information about volunteering opportunities on the Volunteer Committee web
site, and through ads in the Spectator and other appropriate media

* checking the Volunteer Committee e-mail daily for applications, and picking up
correspondence and applications at least weekly at the Gallery

* acknowledging applications which come by the e-mail, mail, or fax and arranging for a
suitable time for an interview with applicants and members of the Recruitment Committee

* responding, in a timely manner, to inquiries which come by phone and email

* ensuring that potential volunteers are aware of the requirements for a police check and for
membership in the Art Gallery of Hamilton

* checking references

* preparing and maintaining a volunteer information package about the process to obtain a
police check assigning volunteers to appropriate positions based on their interests and on a
match of their skills to the needs of the Gallery

* notifying individuals formally of their acceptance as volunteers

* informing the staff department heads, the Manager of Membership, the Orientation Chair,
the Secretary and the Liaisons about new volunteers
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* ensuring that the Volunteer Application Form is updated as necessary

* reporting on the activities of the Recruitment Committee at Executive meetings and at the
Annual General Meeting.

* providing a brief report to the Secretary prior to each Executive meeting summarizing
activity since the last meeting

* serving on the Nominating Committee

* providing a report for the AGM

The Volunteers Liaisons report on programs and activities of the volunteers, and act as liaison between
volunteers and AGH staff.

The Docent / Library Liaison collaborates with the AGH Educator in the implementation of the
docent program, and acts as a liaison between the volunteer docents and the Educator. As well,
the Docent / Library Liaison represents the interests of volunteers working in the AGH Library.

The Docent / Library Liaison is required to:
* be an active docent, with a minimum of one year’s successful experience in that position
* have access to e-mail and the internet

The Docent / Library Liaison is responsible for:

* supporting the Educator in docent training

* collaborating with the Educator in maintaining the Docent Handbook

* supporting the Educator in the development and implementation of policy

* maintaining regular communication with the Educator

* providing a channel of communication between the Docent / Library volunteers and the
Educator, and the Volunteer Committee Executive

* in collaboration with the Educator, maintaining an up-to-date list of active Docent / Library
volunteers

* providing a brief report to the Secretary prior to each Volunteer Committee Executive
meeting, summarizing activity since the last meeting

* providing an annual report for the Volunteer Committee AGM

The Media Liaison collaborates with the Film, Performance and Special Events Coordinator in
the implementation of AGH programming in these areas, and acts as a liaison between the
media volunteer and the Film, Performance and Special Events Coordinator.

The Media Liaison is required to:

* be an active volunteer in the Media Programming department, with an minimum of one year
successful experience in that position

* have access to email and the internet

* have customer service experience

The Media Liaison is responsible for:
* assisting the manager of the Media Programming department in training new volunteers in
their duties when working at AGH events and film nights
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* maintaining regular contact with the Manager by email and telephone for scheduling
purposes

* keeping the media volunteers up-to-date with the scheduled AGH events and films

* calling and/or emailing the media volunteers to schedule them for AGH events and film
nights

* facilitating the media volunteers in recording their hours in the Volunteer Hours Log Book

* facilitating communication between media volunteers and the Volunteer Committee
Executive

* providing a brief report to the Secretary prior to each Volunteer Committee Executive
meeting, summarizing activity since the last meeting

* providing an annual report for Volunteer Committee the AGM

The Membership / Administration Liaison collaborates with the AGH Membership and
Audience Development Manager in the implementation of membership and audience
development programmes, and acts as a liaison between the volunteers working in the AGH
Office and the Volunteer Committee Executive.

The Membership / Administration Liaison is required to:

* be an active volunteer at AGH with at least one year of successful experience
* have access to email and the internet

* have telephone communication skills

The Membership / AdministrationLiaison is responsible for:

* ensuring that the list of active Volunteer Committee members is up-to-date
* contacting volunteers who are inactive

* ensuring that all volunteers have current memberships in AGH

* ensuring that staff have volunteer office assistance as required

* providing an annual report for the Volunteer Committee AGM

The Shop at AGH Liaison acts as a liaison between Shop volunteers and the Director of Retail
Operations and assists in the training and scheduling of Shop volunteers.

The Shop Liaison is required to:

* be an active volunteer in the Shop, with a minimum of one year’s successful experience in
that position

* have access to email and the internet

* have customer service experience

The Shop Liaison is responsible for:

* maintaining regular contact with the Director of Retail Operations (Manager of the Shop)

* providing a readily available channel of communication among volunteers and the Shop
management

* maintaining communication with all volunteers working in the Shop, either by email, by
letter, or by telephone in order to keep them apprised of significant developments at AGH

* assisting the Shop management to facilitate the best possible coverage of shifts, in particular
on weekends and First Fridays
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* working with the Orientation Chair to ensure that all new Shop volunteers receive
appropriate orientation

* providing a brief report to the Secretary prior to each Volunteer Committee Executive
meeting, summarizing activity since the last meeting

* providing an annual report for the Volunteer Committee AGM

The Tourism Liaison works closely with the Marketing Manager in Ambassador training and
scheduling, and acts as a liaison between the tourism volunteers and the Marketing Manager.

The Tourism Ambassador Liaison is required to:

* have access to email and the internet

* have at least one year’s successful experience working as a volunteer in Tourism at AGH

* possess good interpersonal skills

* possess a good knowledge of AGH, and places of interest and tourist attractions in
Hamilton and surrounding area

The Tourism Ambassador Liaison is responsible for:

* training new volunteers in their duties as Tourism Ambassadors

* ensuring that the AGH Welcome Desk is staffed

* ensuring that tourism ambassadors are available to accompany and assist docents on large
adult group tours

* ensuring that tourism ambassadors are available on First Fridays and other special events at
the Gallery

* providing a brief report to the Secretary prior to each Volunteer Committee Executive
meeting, summarizing activity since the last meeting

* providing an annual report for the Volunteer Committee AGM
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Volunteers are accountable for their job
performance to the supervisor of the AGH department(s) in which they are placed.

Volunteers are responsible for maintaining the confidentiality of all proprietary
or privileged information to which they may be privy while serving as a volunteer with AGH. This
applies to information involving staff, volunteers, clientele, and to all information involving Gallery
business.

If a volunteer transacts business with a current or potential supplier of
the AGH, the transaction will be carried out in the best interests of the Gallery, and not influenced by
the volunteer’s own personal considerations. A conflict of interest occurs:

* when a volunteer uses his/her position of trust and confidence at the Gallery to further his/her
own private interests;

* when the Gallery is considering entering into a transaction in which a volunteer has a personal
interest and in which the volunteer can directly or indirectly influence the Gallery’s decision
concerning the transaction;

* when a volunteer is offered financial or like compensation from a company or person doing
business or seeking to do business with the Gallery.

All volunteers will be members in good standing of AGH.

Volunteers will be provided with nametags that will be worn when on duty and on
the Gallery premises, both for identification and security.

Volunteers will be active participants in the orientation program
provided by the Volunteer Committee Executive, and will be active participants in training programs
offered by AGH.

Volunteers will record their volunteer hours in the manner
prescribed in the Procedures Section of the Manual.

Volunteers will be active participants in AGH security and safety
programs, by adhering to the procedures as outlined in the Security Section of the Manual.

Volunteers will not speak on behalf of AGH,
unless specifically directed by the Board or Management to do so. Other than answering queries
directly linked to their volunteer position, volunteers will not make any statements that might affect or
obligate AGH.

Volunteers will undergo a police security check at the
expense of AGH.
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Please direct any questions or concerns that you have about your volunteer assignment to the
supervisor of the department in which you are placed, and/or to your Volunteer Liaison.

The Gallery depends on volunteers to provide essential support to its programs. Therefore, once you
have committed to a program/position/shift, be prepared, on time, and on task. If for some reason you
are unable to fulfill your commitment, contact your staff supervisor through the Gallery switchboard (
905 527 6610 ext 0). Never leave a message with the Volunteer Committee voice-mail, which is
checked only periodically.

Communication with, and among, volunteers is important. There are several modes of communication
at AGH:

Volunteer news is included in each issue of the AGH publication insights, which is published
three times yearly. As a member of AGH you will receive these publications through the mail.

Volunteer news is published in the Volunteer Committee Executive e-newsletter galleryGAB,
which is published four times a year and e-mailed to you.

News of interest to volunteers and volunteer activities are published monthly in the AGH
e-newsletter yjatis emailed to all members.

Sending emails is one of the easiest ways to get information to volunteers quickly. If we don’t
have your current e-mail address, please send it to

AGH Membership Department

(905) 527-6610 X250

jocelyn@artgalleryofhamilton.com

If you do not have an e-mail address, notification of, and invitation to, events sponsored by the
Volunteer Committee Executive will be mailed to you,

There is at least one meetings of the Volunteer Committee annually: the Annual General
Meeting in the Spring. Some departments have regular meetings where information is
disseminated and shared.

Communication is a two-way street. Please share information with your Volunteer Liaison and
your staff supervisor.

Please ensure that your phone contact information with the AGH Membership Department is
kept up-to-date. Also, use the Directory on page 25 of this Manual to contact your staff
supervisor.
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Volunteers who believe a conflict of interest exists will report the situation to their staff supervisor.
Generally, a conflict of interest exists where the volunteer, or a member of the volunteer’s family,
might profit monetarily from an action undertaken by the volunteer in the course of performing his/her
assigned volunteer duties.

If a situation arises that a volunteer does not meet policy or performance requirements, there are
three steps that will be followed:
* to arrive at a solution, the staff supervisor will discuss the issue with the volunteer. The
volunteer may request that the Volunteer Liaison be present.
* for a continuing issue, the staff supervisor will provide a written statement, documenting the
concern, outlining a solution and the course of action to be taken if the solution is not achieved.
The statement will be copied to the Volunteer Liaison and the Chair of the Volunteer
Committee. A meeting with the Director of Programmes may also be required.
* finally, if no suitable resolution has been achieved, a meeting between the volunteer, the staff
supervisor and the Director of Programmes will be held. The volunteer will be asked to leave
the team, and the Chair of the Volunteer Committee will be so notified.

Because AGH does not have a volunteer uniform, clothing choice is left to the discretion of the
individual volunteer. Keep in mind that you are representing the Gallery, and in many cases you will be
the only contact visitors will have with the Gallery. Generally, a neat, clean, business-casual look is
appropriate. If in doubt, ask your staff supervisor.

All members receive a 10% discount at Shop at AGH. Throughout the year, the shop may also offer
special discounts.

In order to protect our artworks it is important to encourage everyone in the Gallery to respect
Gallery regulations. When moving through the galleries please remind patrons of the following:
* DO enjoy the art.
* DO ask staff and volunteers questions.
e DO NOT touch the art, walls, stands, or labels
* DO NOT take photographs or film in the galleries.
* DO NOT bring the following into the galleries:
candles
pets (assistance dogs excepted)
plastic bags, or large bags/knapsacks
sharp objects
pens; however pencils may be used.
food and drink, including bottled water.

O O O O O O
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Volunteers who have been active for at least one year and who are interested in positions of
responsibility, liaison, or committee involvement, are strongly encouraged to submit their names to the
Secretary of the Volunteer Committee for consideration by the Nominating Committee, as current
terms of office expire.

There is a Volunteer Hours Log Book located at the Front Desk. This record allows the Volunteer
Committee Executive to track who is actively volunteering, while records of volunteer activity are also
used by the Gallery in public reports and grant applications. While it may be easier to keep track of
your hours as you fulfill them, you can also update your hours at your convenience. However, the
Secretary of the Volunteer Committee Executive tabulates volunteer hours at the end of February,
April, June, August, October and December. If you have not recorded any hours over a two-month
period, you will be contacted to ascertain whether you intend to remain an active volunteer. If you
need to start a new recording form, these can be found at the back of the binder.

AGH cannot directly reimburse volunteers for parking expenses. The Gallery does, however, offer
Volunteers the opportunity to receive a tax receipt totaling the amount of parking paid while on
Gallery duties. The procedure to receive a parking tax receipt is as follows:

* retain all applicable parking receipts during the year.

* total the parking receipts, and complete the expense report provided annually by your
Volunteer Liaison.

* attach a personal cheque made payable to the Art Gallery of Hamilton for the total amount of
the parking receipts.

* submit the expense report and cheque to the Finance Department by the beginning of
December. If it is not possible to submit the receipts by this due date, include them with the
following year’s report. The Gallery will cash the Volunteer’s cheque on the last working day of
December

* the Finance Department will issue the Volunteer a cheque for the same amount as the parking
receipt total. The Volunteer should cash the Gallery’s cheque upon receipt.

* a tax receipt will be mailed to the Volunteer for the same amount as the cheque/parking
receipts.
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Please find below a summary of security and safety procedures directly affecting AGH volunteers. The
complete document can be found in the back of the binder used for tracking Volunteer hours at the
Front Desk.

The Art Gallery of Hamilton has numerous security programs in place for the safety and security of all
staff and visitors, our collections and property and, our information. It is the responsibility of all AGH
staff and volunteers to be active participants in these security programs by adhering to the policies and
procedures. Please help keep everyone safe and secure by following the procedures outlined below:

The Security Desk can always be reached by dialing

Extension 239

or Extension 200 (Front Desk Reception)

Please use the Summers Lane door. Press the intercom button to the left of the door, identify yourself
to the security guard on duty, and wait for the door to be opened electronically.

Please fill out the blue “Visitor and Contractor Entry/Departure log” located at the front desk every
time you’re in the Gallery. Simply print your name, list yourself as a volunteer and note your arrival
and departure time. (We use this log in case we need to evacuate the building to ensure everyone has
exited safely.)

All AGH Volunteers will be issued a photo identification badge and a breakaway lanyard. Please wear
this badge whenever you are in the Gallery to help identify you to our staff and security personnel.
This identification remains the property of the Gallery.

Should you see anyone stealing, damaging or vandalizing Gallery property, please report your discovery
to a security guard immediately. Please do not attempt to recover, touch or move the item(s) yourself.
Security staff will speak to you about what you saw in order to complete an incident report and will
notify appropriate Gallery staff and/or police.

* activate the nearest fire alarm pull station.
* proceed to the nearest safe emergency exit (check door for heat before opening), leave the
building, and close all doors behind you.
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* do not use elevators.

* proceed to the designated meeting area. This area is located on the east side of the building,
plaza (upper) level, between the AGH located on the east side of the building, upper level,
between the Gallery and Convention Centre.

* report to Security any persons suspected of still being in the building.

* do not re-enter the building until authorized to do so by the Fire Department.

In the event of a building emergency that requires evacuation, an announcement to that effect will be
made over the Gallery public address system. Upon hearing the announcement that “due to a building
emergency we are requesting all visitors to evacuate the building immediately” and that “security staff
will direct you,” please exit the building and meet at the designated meeting place as instructed.

Should you locate a suspicious object* do not move, jar, or handle it or anything attached to it.
Move yourself away from the area and contact a security guard on patrol in the Gallery or Front Desk
security immediately.
*An unidentified or suspicious object could be a package, box or any other item that looks
out of place that may have the following warning signs:
o discolouration caused by some sort of leak;
oily or greasy stains;
unusual odours such as almond, marzipan, machine oil, excessive perfume
ticking, sloshing or buzzing noises;
small holes, protruding wire, string or metal foil;
placement near a ventilation system.

O O O O O

In the event of a power failure, lighting in the Gallery will go out completely for about 5 seconds, and
then be transferred to emergency power. This emergency power will provide minimum lighting
throughout the Gallery. The elevators will not operate. Some areas may be darker than others so
please proceed with caution.

Remain calm. Wait a few minutes and if normal power is not restored, proceed to the Front Desk, as
this area will be well lit during the day. If you are on the second floor, the central staircase can be
used. The Lower Lounge — located just up the short flight of stairs from the front desk -- is also a good
place to gather to wait for normal power to return.

Your safety is paramount at all times. If, at any time, you feel the need to have Security present, please
contact the front desk security. Security guards can be reached at the front desk by dialing Extension
239 (Security) or extension 200 (front desk reception).

All Security staff members are trained in first aid and CPR. First aid kits are located at the front desk
and in a second floor storage room; security guards are aware of their locations. Life-threatening
emergencies must be communicated immediately to a security guard in order to direct Emergency
Medical Services to the Gallery.
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Chair / AGH Board Member (2009-2011)
Maureen McKeating

Vice-Chair / Chair Orientation / Editor E-Newsletter (2009-2011)
Bill Manson

Past-Chair / Chair Nominating Committee (2009-2011)
Rudin Knights

Secretary (2010-2012)
Gary Duncan

Chair Recruitment Committee (2008-2010)
Elise de Stein

Education (Docents / Library)
Marilyn Hollick

Retail (Shop at AGH)
Geoff Stevenson

Media (Films / Presentations / Special Events)
Glen Doe

Tourism Ambassadors
Jean Carey

Membership / Administration
(currently vacant: Gary Duncan acting)
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NAME TITLE EXT # E-Mail

ART RENTAL & SALES 243

AULENBACK, ALLISON Hospitality Services Coordinator 277 event@artgalleryofhamilton.com
BENNETT, MELISSA Curator of Contemporary Art 257 melissa@artgalleryofhamilton.com
BRIEIRO, CARLOS Building Manager 240 carlos@artgalleryofhamilton.com
BRUCE, TOBI Senior Curator/Curator, Historical Art 231 tobi@artgalleryofhamilton.com
CABLE, PATRICK SHAW Chief Curator/Curator of European 256 patrick@artgalleryofhamilton.com
CIUPKA, LARISSA Director, Marketing & Communications 237 larissa@artgalleryofhamilton.com
CHAWEN, OXANNA Membership Assistant 241 oxanna@artgalleryofhamilton.com
COURTESY PHONE Staff Lounge 238

DAWE, GREG Chief Preparator 227 greg@artgalleryofhamilton.com
DENYES, STEVE Manager, Communications 255 steve@artgalleryofhamilton.com
DOMPIERRE, LOUISE President & C.E.O. 228 louise@artgalleryofhamilton.com
FAULMAN, JODIE Manager, Hospitality Services 234 jodie@artgalleryofhamilton.com
FRANCO, VINCE Manager, Marketing 225 vince@artgalleryofhamilton.com
FRONT DESK RECEPTION Level 1 Lobby 200

GARDINER, CAROLE Director, Retail Operations 245 carole@artgalleryofhamilton.com
GIRT, JAMES Visitor Services Coordinator 200 james@artgalleryofhamilton.com
HADDEN, HELEN Volunteer Librarian 230

HAYES, MARGARET Director, Finance & Admin 236 margaret@artgalleryofhamilton.com
HUNTER, KATE Education Dept.

KILGOUR, LAURIE Educator 272 laurie@artgalleryofhamilton.com
LEE, ARLENE M. Executive Assistant 248 arlene@artgalleryofhamilton.com
LIBRARY Helen Hadden 230

MARENTETTE, ROBERT Director of Security 258 robert@artgalleryofhamilton.com
MCKEOWN, JOCELYN Manager, Membership and Audience Dev | 250 jocelyn@artgalleryofhamilton.com
MCKINNEY, AMANDA Education Dept 226 education@artgalleryofthamilton.com
PAIEMENT, ANNETTE Film,Performance & Spec Evt Coordinator | 232 annette@artgalleryofhamilton.com
ROTARY OFFICE 273 lisalegacy@gmail.com

SECURITY Front Desk 239 security@artgalleryofhamilton.com
SEEMALA, SHARADA Manager,Finance & Admin 233 sharada@artgalleryofhamilton.com
SHAYAN, LUCIA Interim Registrar 249 lucia@artgalleryofhamilton.com
SHIPPING Security Server Room 258

SHOP AT AGH 244 shop@artgalleryofhamilton.com
SMITH, JULIE Database,Admin & IT Coordinator 222 julie@artgalleryofhamilton.com
SOL E MAR - KITCHEN Helena 253
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TELEPHONE ROOM

Shipping

299

TRAFICANTE, ALANA

Art Rental and Sales Consultant

224

alana@artgalleryofhamilton.com

Accounting — Sharada x233

Accounts Payable — Julie x222

Acquisitions -Patrick x256

Appraisals — Lucia x249

Building - Carlos x240

Current Exhibitions & Programming — Patrick x256
Creative Outreach Workshops — Laurie x272
Volunteers — Voicemail: CALL BACK TO x400
Workshops — Laurie x272

Finance/Human Resource — Margaret x236
Film/Performance — Annette x232

Kitchen — Helena X253

Media, Public Relations - Steve x255
Advertising, Website - Vince x225
Membership — Oxanna x241
Permanent Collection Shipments — Lucia x249
Registration/Conservation- Lucia x249
Shop/Retail — Carole x245

Rotary — Lisa x273

School tours — Laurie x272

Security — Bob M. x258 and x239

Tax Receipts — Julie x222

Tours — Adult/Group — Vince x225

Updated September 2, 2009






