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1. Introduction 

The Anglican Archives of the Diocese of New Westminster and the Ecclesiastical Province of 

BC & Yukon has long employed the use of volunteers, interns and students in the course of 

its work. The volunteers at the Archives play an important and significant role in the 

conduct and steady pace of the work engaged in at the Archives. As such, it is in the 

Archives’ best interests to employ the use of volunteers at the Archives. 

This policy lays out the process for recruiting a volunteer into the organization, the 

standards volunteers are expected to adhere to while in the employ of the Archives, the 

general type of activities the volunteers may expect to be involved in, and who to contact 

with regard to inquiries about the policy. 

2. To Apply 

To apply to become a volunteer is a very simple process. Simply send to the Archivist via e-

mail (contact information at the end of this document), post or in-person drop off, an up-to-

date resume, along with a cover letter outlining your relevant skills, experience, education 

and training, and what you seek to get out of volunteering at the Archives (for example: 

experience, and if so, in what areas, etc). This will help the Archivist decide what would be a 

good fit for you here at the Archives, in terms of activities/duties/tasks, and what, if any, 

level of mentorship/coaching would be appropriate while you are at the Archives. 

3. Process for ‘Hiring’ a Volunteer 

There will be a process for ‘hiring’ volunteers who have not worked in the Archives before. 

The process will go as follows: 

• After a candidate’s application (resume and cover letter) has been received, if there is a 

present need for volunteers at the Anglican Archives and the prospective candidate is a 

viable candidate, there will be an interview between the Archivist and the candidate. 

The purpose of the interview is so the Archivist can ascertain if the candidate’s level of 

expertise, knowledge, and ability in regard to the tasks they will be engaging in, and 
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thereby determine if they are a right fit for volunteering at the Archives. Further, the 

interview will help the Archivist gauge what activities the candidate will be best suited 

for, and what activities – if any – they will need particular guidance, coaching and 

mentoring in. 

• Once the interview has passed, if the candidate has been accepted as an Archives 

volunteer, the Archivist will decide what activities the volunteer will be assigned. Within 

one week of acceptance of the candidate as a volunteer, the volunteer will be notified 

of what activities they will be assigned.  

• Prior to the volunteer’s start at the Archives, they will be directed to the relevant 

legislative text, regulations and guides to BC PIPA. It will be vital that the volunteer fully 

understand and comprehend the relevant privacy legislation and the responsibilities it 

legislates organizations (such as the Diocese and Provincial Synod) to fulfill. 

• The first formal ‘work day’ of the volunteer will be dedicated to the formalities: a signing 

of the non-disclosure agreement between the volunteer and the Archives (absolutely 

vital and required before the volunteer views any archival or confidential materials 

whatsoever), an introduction to the Archives, the Synod Office and its staff, and the way 

the Synod Office and its leadership functions, and how the Archives functions in relation 

to all of these. If there is time left in this first day, the volunteer will begin work on their 

various duties. 

• Over the course of the volunteer’s time with the Archives, the aim will be for regular 

performance appraisals. This is not meant to intimidate or discourage the volunteer in 

their work – in fact, it is the opposite. It is meant to encourage the volunteer in their 

work, and help them identify areas for improvement in their work, even if their work 

ethic and ability and accomplishment are quite satisfactory or above satisfactory. The 

aim will be to ensure high levels of performance from the volunteers at all points during 

their time at the Archives. For a particular set of volunteers – student volunteers (most 

particularly those in the Master of Archival Studies (MAS) program at UBC), or younger 

volunteers simply seeking to gain work experience at the Archives – there will be a 

further purpose to this. This will be to help those volunteers hone their skills, work ethic 
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and ability in the work environment they are in and in the duties they are assigned. The 

ultimate goal will be that when they leave the Archives, they will have been coached 

and mentored into being excellent workers, and in the case of Archival students, 

excellent Archivists, with highly honed and trained skills in the various areas of Archival 

duties that they will have engaged in (such as arrangement and description and the 

like).  

4. Volunteer Standards 

There are a set of standards volunteers are expected to follow and adhere to while working 

at the Archives. These standards exist for a number of purposes. Firstly, they exist to 

maintain a professional workplace environment within the Archives, in keeping with the 

general workplace environment of the Synod Office. They also exist to train the younger, 

more inexperienced volunteers into professional workers and, in the case of Archives 

student volunteers, professional members of the Archival profession. The Volunteer 

Standards are as follows: 

• Proper hygiene and clean clothing at all times while working in the Archives. Volunteers 

must be clean at all times and wearing clean and intact (non-torn/ripped) clothing. The 

dress code is business casual.  

• Punctuality. Part of a modern work environment is being on time. This also ties into a 

greater factor of being known as reliable in your workplace and in your profession. If 

you have agreed with the Archivist to begin at a certain time on a certain day, please 

adhere to this. If you will be late or absent, please give advance notice to the Archivist, 

preferably 24 hours in advance if possible. However, if this is not possible, notice as 

early as is possible will be accepted. 

• Professional behaviour in the workplace. Simply put: no crass language/joking, and treat 

all of your colleagues here - which includes fellow volunteers, the Archivist and the 

Synod Office staff - as you would treat your co-workers in a position of paid 

employment: courteously, respectfully, and professionally.  
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• All volunteers must understand and fully adhere to the Diocesan Sexual Misconduct 

Policy. Before you begin, you will be provided with a copy of this policy and will be 

expected to read it over fully and sign an acknowledgment form to that effect. 

Contravention of the Sexual Misconduct Policy in any way whatsoever is grounds for 

immediate dismissal from your position as an Archives volunteer. If you have any 

questions after reading the policy, or if anything is unclear, please approach the 

Archivist with your questions – it is in everyone’s best interests for you to fully and 

completely understand every part of the policy. 

5. Activities for Volunteers 

What follows is a non-exhaustive list of activities that volunteers at the Archives may expect 

to engage in, along with associated skills that are trained/exercised in the course of those 

duties. It must be noted, however, that the lists of activities are non-exhaustive. It is just a 

general sample of the kinds of activities that volunteers could expect to engage in at the 

Archives. Depending on a particular volunteer’s level of experience, training, education and 

skillset, along with the particular needs of the Diocese/Provincial Synod and the Archives at 

a particular point in time, other activities could very well come into play. 

a. General Volunteer Activities 

• Locating and retrieving records from the holdings 

• Scanning documents/microfilm 

• Carrying out comprehensive tasks for parishes/clergy - (such as gathering 

documents/conducting research in aid of an in-development parish publication) 

• Working on special projects 

Associated Skills: Information Retrieval, Archival Reference Services, Research 

b. Advanced Volunteer Activities 

• Accessioning records into archival databases 

• Responding to requests for (open) records by members of the public 
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• Responding to requests for records/information by parishes/clergy 

• Working on more sophisticated special projects (such as the drafting of a grant 

proposal, or a project proposal for a major Archives project) 

• Assisting the Archivist in responding to Freedom of Information requests  

• Retrieving records for parishes/clergy and/or Diocesan/Provincial Synod officials 

and communicating with said parishes/clergy/officials in regard to this 

• Processing of unprocessed records 

Associated Skills: Advanced Archival Arrangement and Description, Archival 

Reference Skills, Information Retrieval, Proficiency in Privacy Legislation, Responding 

to Freedom of Information Requests, Professional Liaison Skills 

  



P a g e  | 7 

 

6. Contact Information 

If you have any questions about the policy, please reach out to the Archivist to raise 

your inquiries and have them addressed. The Archivist’s contact information is as 

follows: 

Marche Riley, Diocesan and Provincial Archivist 
 
Office Address 
1410 Nanton Ave. 

 Vancouver, BC 
 V6H 2E2 
  

Office Contact Information 
Phone: 604-684-6306 ext. 230 

 E-mail: mriley@vancouver.anglican.ca 
 
Office Hours  
8:30am-4:30pm, Tues-Wed-Thurs 
 

In general, please do not expect responses/active communications outside of work 

hours. Any communication that occurs to the contrary is the exception, not the rule. 

mailto:mriley@vancouver.anglican.ca

