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The Nordic Museum Contact Information 

 

Museum Address:   2655 NW Market Street, Seattle, WA 98107 

Museum Hours of Operation:  Tues-Sun 10am-5pm; Thurs 10am-8pm 

Website:     Nordicmuseum.org 

Volunteer Coordinator:  206-789-5707 ext. 7012 

      michaeli@nordicmuseum.org 

Admissions Desk:    206-789-7507 

 

My Immediate Supervisor is ________________________________________  

 

Supervisor Contact info ____________________________________________ 

 

 

CANCELLING OR CALLING IN SICK 

When you have advanced notice of a schedule conflict, please contact the Volunteer Coordinator or 

your immediate supervisor at least 48 hours in advance to change or chancel a shift. 

 

We understand that emergencies happen however, and if you need to cancel less than 48 hours before 

your shift, or you are running late, please contact the Volunteer Coordinator immediately. 

If you are a Visitor Services Volunteer, please call the Admissions Desk and leave a message for the 

Visitor Services Coordinator.  

 

 

EMERGENCY CONTACTS 

 

Fire, Medical, Police:  911 

Non-emergency police: (206) 625-5011 

Emergency Museum Contacts: 

In an emergency, always contact your supervisor first or the nearest employee, 

then call:  

Operations Manager, Adam Allan –Spencer: (206) 427-4256 
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Letter from the Volunteer Coordinator 

Welcome to the Nordic Museum! 

 As a new volunteer of the Nordic Museum, you are joining a community of over 400 volunteers, 

who dedicate thousands of hours each year in support of our mission. Since the Nordic Museum’s 

inception, volunteers have played a vital role in the successful growth and development of our unique 

institution, and unquestionably will continue to do so. We sincerely appreciate each of these 

contributions, and are pleased to welcome you to the program.  

  As a volunteer, you are part of the Nordic Museum’s team, and are considered a valued partner 

in the process of preserving the past and helping to interpret it to the visitor in meaningful ways. As the 

heart and soul of this institution, volunteers ensure that the Museum runs smoothly, and that we 

execute our key functions as a Museum and cultural center through programming, curation, and 

community engagement. 

 We hold volunteers, and the work they do, in high regard, and it is our goal that your 

experiences at the Nordic Museum are both challenging and rewarding. In turn, we ask that volunteers 

treat our staff and guests with courtesy and respect, abide by all applicable rules and operating policies, 

use good judgment in every situation, and most importantly enjoy what they do. This handbook was 

developed to assist you in getting acquainted with the Mission of the Nordic Museum, as well as the 

rights and responsibilities of our volunteers. Please make sure to read it carefully and refer to it often. 

  We hope you enjoy your experiences with the Nordic Museum and that you find value in all the 

resources you have access to here as a volunteer. Thank you for embarking on this exciting journey with 

us, we look forward to working along with you to share the Nordic spirit! 

 

Sincerely,  

Michael Ide 

Volunteer/Staff Resource Coordinator 
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About the Nordic Museum 
 
Mission 

The Nordic Museum shares Nordic culture with 

people of all ages and backgrounds by 

exhibiting art and objects, preserving 

collections, providing educational and cultural 

experiences, and serving as a community 

gathering place. 

 

 

 

 

 

 

Values  

Openness 

Support everyone’s right to express their 

opinions 

Sustainability  

Employ responsible business practices and 

demonstrate respect for our environment 

Compassion 

Practice tolerance and show conviction for the 

equal value of all people 

Innovation 

Encourage creativity, resourcefulness, and new 

ways of thinking 

Trust 

Act with integrity and be worthy of the 

community’s trust

About the Nordic Museum 

The Nordic Museum is an internationally recognized museum and cultural center where people of all 

backgrounds are welcomed to be inspired by the values, traditions, art, and spirit of the Nordic peoples.  

Dedicated to collecting, preserving, and educating since its founding in 1980, Nordic Museum is the only 

museum in the United States to honor the legacy of immigrants from the five Nordic countries: 

Denmark, Finland, Iceland, Norway, and Sweden.  

Equity Statement 

Accessibility and equity are institutional priorities which are reflected in the Nordic Museum’s 

programming and business practices. This institutional commitment ensures our efforts are devised with 

sensitivity. Our focus on equity promotes openness and makes the Museum welcoming and accessible 

to diverse audiences.  

 

 

 

 

 

 

 



6 
 

Volunteer Program  

The Nordic Museum has over 400 volunteers whose contributions to the Museum are invaluable. They 

help with special events, support staff members, and assist visitors. Volunteers are critical to the 

realization of the Museum’s mission, and its work would not be possible without their help and 

dedication. 

 

Through its Volunteer Program, the Nordic Museum aims to: 

● Work with staff to identify roles that provide meaningful experiences for volunteers 

● Build a sustainable volunteer force that reflects the diversity of the area we serve 

● Maintain a volunteer program structure that remains flexible and viable as the Museum 

changes, expands and grows. 

● Provide its volunteers with opportunities for personal and intellectual engagement, and 

professional growth and development 

● Embody and realize the Museum’s mission to share the Nordic spirit with people of all ages, 

cultures and backgrounds 

● Promote and enhance the public’s awareness and perception of the Nordic Museum 

● Provide experiences and services for the Museum’s community that would otherwise not be 

possible, and to assist staff in their tasks and duties 

● Educate and inform the public about the cultures and traditions of the five Nordic countries, as 

well as local, national and global contributions of Nordic immigrants, and Nordic-Americans  

● Provide a positive and rewarding experience for all Museum visitors and guests 

 

Rights and Responsibilities 

Rights: 

Volunteer benefits include free admission to the museum, a discount in the Museum store, and 

exclusive invitations to volunteer appreciation events. Our volunteers enjoy continued 

connections to their Nordic heritage, connections and friendships with other volunteers, staff, 

and the greater Ballard community, and unique opportunities to enrich both the Museum and 

the community surrounding it. 

As a volunteer, you are entitled to: 

● Meaningful work assignments 

● Supervision and training sufficient to perform duties well 

● A safe and positive work environment 

● Support and recognition from Museum staff, both formally and informally 

● Be treated with respect as a valued member of the Museum’s community 

 

Responsibilities:  

The aim of the volunteer program is primarily to provide the Museum with support where it is 

needed and to enrich the lives of the volunteers. The Museum is incredibly appreciative of its 
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volunteers, and in turn expects the volunteers to be reliable and hard working. Volunteers are 

expected to arrive on time for their shifts, be knowledgeable about their responsibilities, and 

maintain a pleasant, professional appearance and attitude at all times. 

As a volunteer, you are responsible for: 

● Fulfilling and completing necessary trainings and requirements, and performing volunteer 

duties in a professional manner 

● Adhering to all Volunteer policies 

● Treating all staff, volunteers and visitors courteously and respectfully 

● Maintaining and respecting the confidentiality of Museum staff, volunteers, board 

members, donors, and visitors. 

● Using your best judgment in situations for which no written policies exist. 

Volunteer Benefits 

● Invitations to special volunteer events 

● 2 free admission tickets a month for 

volunteers who logged  4+ hours in that 

month 

● E-Newsletter with info about special 

opportunities and volunteer activities  

● Reciprocal admission to other Puget Sound 

museums during National Volunteer Week 

(April) 

● Opportunity to meet others who share your 

interests 

● Insider access to a suite of world-class 

exhibits, programs and events 

● Professional, marketable skills in the 

museum field 

● 10% off in Museum Store 

 

 

 

Volunteer Status 

Active Volunteers 

Volunteers are considered “active” if they have logged at least 4 hours in the last 12 months. This 

accounts for the fact that there are some volunteers who volunteer on an annual basis only.  

 

Inactive Volunteers 

Inactive volunteers are not entitled to the benefits of the volunteer program. After 12 months of 

inactivity, volunteers will be contacted, to see if they are still interested in volunteering. If they do not 

respond, they will be marked as inactive. At that time, they will need to contact the Museum in order to 

be reinstated as an active volunteer. 

Minimum commitment:  

In general, there is no minimum commitment required for Museum volunteers. However, individual 

departments may have their own minimum time commitments for their departmental volunteers. For 

example, Collections requires a minimum 4-month commitment, and Visitor Services requires a 

minimum 6-month commitment of at least one 4 hour shift per month, due to the training and expertise 

required.  
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Reporting Hours at the Nordic Museum 

We depend on you to keep track of your volunteer hours. To do this, the Museum utilizes VictNet and 

VicTouch, which you can read more about on page 17 of this packet.  

Why track your hours? 

 We want to give due credit for your volunteer commitment to the Museum.  

 We calculate the number of yearly volunteer hours, and use this information in grants and other 

development reports to demonstrate the support our Museum receives from its community. 

 Volunteers can request this information for referrals, employee/retiree match programs, and 

other reasons. Only if you report your hours are we able to verify them to a 3rd party. 

 Some companies match their employees’ volunteer hours with cash donations. Please let us 

know if your employer has a volunteer match program. This is a great way to extend your 

support! 

How to report your hours 

We will primarily be using VicTouch, a computer-based log-in system, for tracking volunteer hours. 

 

If you volunteer offsite or remotely, and forget to track your hours by clocking-in with VicTouch, please 

contact the Volunteer Coordinator with the number of hours volunteered during that shift or session. 

Note: Volunteers are always assigned a start and end time. If you do not indicate an end time (or forget 

to clock in/out) when reporting your hours, the original end time will be assumed. If you work a much 

shorter, or much longer, shift than you were originally scheduled to—and were not tracked through 

VicNet—please remember to make a note of this.  

 

Eligible Hours: 

Eligible hours include any time that you are working on an activity on behalf of the Nordic Museum.  

Eligible Hours: 

 Volunteering at a program or event 

 Visitor services shift 

 Attending a planning or committee meeting 

 

Hours Not Eligible: 

 Commuting to and from a volunteer shift 
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Volunteer Roles 

Visitor Services 

Visitor Services volunteers are the main point of 

contact for all visitors, and provide the context 

for all visits. Opportunities include Admissions 

Desk, Museum Store, and Gallery Ambassadors. 

Collections 

Collections volunteers provide support to the 

Collections Manager, focusing on cataloging, 

research requests, processing, or housing 

collections artifacts. Training is provided by 

Collections staff and opportunities are limited 

and often reserved for those studying in the 

field. 

Exhibitions  

Exhibitions volunteers provide on-call support, 

including gallery prep, installation/de-

installation of art/artifacts, etc. during 

exhibition change-overs. May provide additional 

support (research, label/text writing) as 

requested. 

Nordic American Voices 

Nordic American Voices volunteers conduct 

interviews, and assist with the administration of 

the oral history program; The project has 

produced hundreds of oral histories; based on 

this work, it has produced 1 book of excerpts, 

and 2 DVDs. 

Cultural Resource Center Genealogist 

The CRC Genealogist position is reserved for 

someone experienced in Nordic genealogy; the 

weekly position will provide support to those 

seeking genealogy support in the CRC.  

Facilities 

Facilities volunteers such as the Thursday Crew 

provide varied support throughout the building, 

and to different departments as needed. The 

Thursday Crew is an ongoing, weekly volunteer 

opportunity. Facilities volunteers must be able 

to lift 20lbs and stand for extended periods. 

 

Administrative Support 

Volunteers provide support to various 

departments, to assemble mailings, enter data, 

file, edit, or whatever else is needed. Admin 

volunteers may have a regular schedule, or be 

on-call 

Docents 

Docents are trained to provide tours of the core 

exhibition. Regular commitment is required, but 

on-call opportunities may be possible. 

Children’s Programs 

Provide support to a variety of children’s 

programs or summer camp, hosted throughout 

the year.  

Special Events and Programs 

Provide support to variety of programs that are 

hosted throughout the year, including book 

talks, films, lectures, concerns, member events, 

receptions, etc. Volunteers may provide 

registration support, hospitality, photography, 

set up and clean up, and other program/event 

support as needed; includes Auktion, Syttende 

Mai, and annual conferences.  

Festivals 

Volunteers provide support for our major 

festivals, Viking Days, Yulefest. These volunteers 

provide hospitality, information, wayfinding, 

food service (AEbleskiver and Swedish Pancake 

breakfast); raffle selling, membership and 

outreach etc.    
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Internships 

Internships are offered throughout the year for 

currently enrolled students. These are created 

for specific projects and to fulfill specific 

learning outcomes.  

Youth Volunteers 

Youth volunteers help with special events and 

children’s events; and can occasionally assist 

with administrative work. 

 

Council  

The Volunteer Council is a group of active and engaged volunteers, who serve as ambassadors to the 

community, and who meet quarterly to provide feedback to the administration, and receive updates 

about the Museum and volunteer program.  

The Volunteer Council supports the mission of the Nordic Museum by providing an effective 

organization of skilled and dedicated volunteers working with staff in implementing the Museum’s 

programs. The Volunteer Council provides information to the volunteer staff regarding activities and 

changes at the Museum, and encourages volunteer participation in the Nordic’s programs and special 

events. For more information, please contact the Volunteer Coordinator.  

 

Volunteer Policies and Procedures 

The Museum expects all volunteers to abide by the Museum’s volunteer policies. Failure to abide by 

these policies can result in the volunteer’s suspension or termination from the volunteer program. 

  

Attendance Policy 

Attendance 

All volunteers are expected to report to their scheduled shift on time, and stay until the end of their 

shift, or until they are relieved by the appropriate personnel. If a volunteer is unable to work his or her 

assigned shift, the volunteer should contact their staff supervisor as soon as possible, preferably 48 

hours prior.  

 

Absences 

We recognize that emergencies happen and that volunteers may be unable to come in for their 

scheduled time. However, a volunteer who fails to report to work for 3 consecutive shifts without 

notifying their supervisor or the Volunteer Coordinator shall be considered to have voluntarily resigned 

from service and will be marked as inactive. 

 

Breaks 

Volunteers are entitled to a 20 minute break for every 4 hours worked. During events and high-traffic 

times, a volunteer must check-in with their supervisor before going on break to ensure coverage of their 

post. 
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Exiting Volunteers 

Exiting volunteers should inform the Volunteer Coordinator if they are no longer able or interested in 

continuing to volunteer, and they should return their badges to the Museum upon their resignation.  

Security and Access  

Background Checks 

To ensure the security and safety of its employees, volunteers, guests, and visitors, the Museum 

reserves the right to conduct background checks on all prospective volunteers, pursuant to applicable 

law. References listed on a volunteer’s application may be checked prior to volunteer service. All 

prospective volunteers will also be run through the national Sex Offender Registry.   

 

References/Recommendations 

A volunteer may request a professional recommendation, or reference, after 6 months of service. The 

reference/recommendation request should be made to the volunteer’s staff supervisor. 

Volunteers may request verification of hours completed for Community Service or school requirement 

at any time. 

 

Identification 

Volunteers will be issued a nametag which they will be expected to wear at all times during their shift. 

For the security of the institution, and the safety of our staff, volunteers, and guests, volunteers must 

wear appropriate identification and follow all sign-in and sign-out procedures when entering or exiting 

the museum. Nametags should only be worn during a volunteer shift, at all other times, please enter the 

Museum as a visitor.  

Volunteers are responsible for keeping track of these name badges, wearing them during any 

volunteering, and returning them at the end of their volunteer tenure. Volunteers may store nametags 

in the designated location at the Admissions Desk so that they will always be available. If volunteers do 

not have a nametag available for use at the time of volunteering, a generic volunteer badge will be 

issued. 

 

Accident Coverage 

The Museum provides accident insurance coverage for volunteers while participating in any activity 

sponsored, supervised and approved by the Museum.  

 

Harassment & Grievances 

Complaints and Grievances 

A volunteer with a complaint or grievance should bring the issue to their direct supervisor, or the 

Volunteer Coordinator. If the issue is still unresolved, the volunteer should bring the issue to the 

attention of a Senior Operations/HR staff member. This staff member will follow the Museum’s protocol 

for complaints and grievances. 
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Harassment (Sexual and Unlawful) 

The Nordic Museum is committed to providing a work environment that is free of discrimination and 

unlawful harassment.  

The Nordic Museum will not tolerate, condone or allow harassment of any kind—including but not 

limited to words, jokes, or comments based on an individual’s sex, race, ethnicity, age, religion, or other 

legally protected characteristics—whether engaged in by fellow employees, outside contractors, 

volunteers, or customers who do business with the Nordic Museum. The Nordic Museum supports and 

encourages reporting of all incidents of harassment, regardless of who the offender might be. 

Any volunteer who wants to report an incident of sexual or other unlawful harassment should promptly 

report the matter to his or her supervisor. If the supervisor is unavailable or the volunteer believes it 

would be inappropriate to contact that person, the volunteer should immediately contact a Senior 

Operations/HR staff member. Volunteers can raise concerns and make reports without fear of reprisal. 

Any volunteer found to have been engaging in sexual or other unlawful harassment will be terminated 

of volunteer status. 

The Nordic Museum expressly prohibits any form of unlawful harassment based on race, color, national 

origin, religion, creed, age, sex, sexual orientation, marital status, mental or physical disability, or status 

as a Vietnam-era or special disabled veteran. With respect to sexual harassment, the Museum prohibits: 

unwelcome sexual advance(s), requests for sexual favors, and all other verbal or physical contact of a 

sexual or otherwise offensive nature, offensive comments, jokes, innuendoes, and other sexually 

oriented statements. 

 

Volunteer Protection Act of 1997 

The Volunteer Protection Act of 1997 provides volunteers of nonprofit organizations with immunity for 

harm that results from an act of omission on the volunteer’s part if the volunteer: 

● Was acting within the realm of his or her responsibilities at the nonprofit organization at the 

time the act or omission occurred. 

● Was authorized, certified or properly licensed by appropriate authorities to engage in the 

activity or omission if the action of omission was deemed appropriate or necessary. 

● Did not cause the act or omission through willful or criminal misconduct, gross negligence, 

reckless misconduct, or blatant indifference to the individual or property the volunteer harmed. 

 

Professionalism and Expectations 

Training & Knowledge 

Volunteers are expected to complete training that corresponds to their assignment. 

Volunteers should maintain a working knowledge of the Museum, including history, collections, 
exhibitions, programs and events, membership, etc. 
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Volunteers should adhere to all Museum policies and procedures, including Collections Policy, and 
disseminate accurate information. When in doubt, they should defer to a staff member. Volunteers 
should refer individuals wishing to donate items to the appropriate staff member(s). 

 
Customer Service 

All volunteers, regardless of assignment, should do their utmost to provide a positive and enjoyable 
atmosphere and experience to all visitors and guests of the Nordic Museum. Volunteers are required to 
be courteous and kind to guests, visitors, staff, and other volunteers of the Nordic Museum at all times. 

Dress Code/Personal Standards: 

Volunteers should practice good hygiene and wear clothing that is work appropriate, clean and in good 
repair—no jeans, t-shirts, etc. unless otherwise stated for events/festivals. Volunteers should never 
wear athletic gear (other than tennis shoes), clothing with slogans or large logos/brand names, or 
clothing that is dirty or torn. All volunteers will be issued a nametag which they are required to wear 
during their shift.  
 
Smart Phones/Device  

Volunteers should turn off or silence phones while on shift. They should refrain from using cell phones 
or smart phones during their volunteer shifts, unless it is to assist a visitor or guest. 
 
Photos  

Any images taken on Museum property are for personal use only. Sale, publication, or any commercial 
use of the photographs is not allowed without prior written permission from the Nordic Museum. 

 
Social Media 

The Museum recognizes that volunteers may be privy to information that is not public knowledge. As 
such, the Museum requires volunteers to be sensitive to these cases, and not post information of this 
nature to any social media accounts including, but not limited to, Instagram, Facebook, Twitter, 
Pinterest or Snapchat. Volunteers are expected not to share or publish information that could harm or 
compromise the Museum, its employees, board members, volunteers, visitors, guests, donors, or other 
members of the Museum’s community. Please direct any questions about our Social Media Policy 
directly to the Marketing Department. 
 
Drugs and Alcohol 

Volunteers must never report for a shift under the influence of drugs and/or alcohol, or conduct a shift 

under the influence of drugs and/or alcohol. 

 

Conflict of Interest 

The standard of behavior at the Nordic Museum is that all staff, volunteers, and board members 

scrupulously avoid conflicts of interest between the interests of the Nordic Museum on one hand, and 

personal, professional, and business interests on the other. This includes avoiding potential and actual 

conflicts of interest, as well as perceptions of conflicts of interest. 
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Gifts/Gratuities 

Giving or accepting gifts, favors, discounts, or special consideration of substantial value by any Museum 
staff member is undesirable and contrary to the Museum’s policy. Cash gifts in any amount may never 
be accepted. If you have any questions about whether you are permitted to accept some form of 
remuneration in a situation, you should talk to your immediate supervisor or the Volunteer Coordinator.  

Volunteers should not accept tips from visitors. However, if a visitor is insistent, the volunteer may 
accept the tip on behalf of the organization.   
 

Dismissal Procedures 

Volunteers may be dismissed for failing to comply with the Museum’s policies and procedures, or for 
other inappropriate behavior or conduct. Reasons for a volunteer’s dismissal from his or her position 
may include, but are not limited to: 

● Numerous unexcused absences 

● Repeated and/or excessive tardiness 

● Being under the influence of drugs or alcohol while volunteering 

● Harassment or unprofessional conduct towards a fellow volunteer, staff member, board 

member, visitor, donor, or other Museum guest. This can include, but is not limited to: 

unprofessional or inappropriate verbal comments, unwanted or improper physical contact, 

physical or verbal altercations, social media or online harassment, and/or bullying. 

 

The Nordic Museum reserves the right to terminate a volunteer from his or her position for any valid 

reason with no prior verbal or written warning. 

Other Policies 

General Museum Policies 

Volunteers are required to follow the policies of the Nordic Museum while volunteering.  

 No large backpacks are allowed in the galleries; guests should check backpacks and bags at the 
Admissions Desk.  

 The Museum is not responsible for lost or stolen property. Visitors and volunteers should keep their 
valuables with them or store them elsewhere in an appropriate, safe place. 

 No pens are allowed in the galleries. 

 Photographs are permitted in the core exhibition. No photography is permitted in the visiting 
galleries. No flash photography is permitted. 

 Food and drink are only permitted in the cafe, auditorium, and 3rd floor staff/volunteer lounge. Food 
is strictly prohibited in all galleries, exhibitions, and collections spaces. 

 Service animals are allowed in the building if clearly identified as such. All other animals must 
remain outside. 

 The Washington State Smoking in Public Places Law prohibits smoking within 25 feet of doors, 
windows that can open, and ventilation intakes that lead to enclosed areas. All indoor workplaces 
must be smoke-free.  
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Emergency Procedures  

Please read and familiarize yourself with the emergency procedures in the Museum. A more detailed, 

regularly updated copy of the emergency plan is located in the procedural manuals at the Admissions 

Desk.  
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VicNet & VicTouch  

Volgistics is our volunteer database, which we use to coordinate and communicate with our volunteers. 

Volgistics is made up of two parts: VicNet & VicTouch. 

VicTouch – is a tablet based log-in system that allows volunteers to clock-in for their shifts. This system 

is used to track your volunteer hours and attendance. It can also be used to check your schedule and 

sign-up for shifts when you are clocking in. The tablet will be located at the admissions desk, and should 

be utilized by all volunteers, regardless of your department, upon arriving for your shift. To log-in, you 

will use a PIN number, which will be provided to you. 

VicNet – Currently, we will be utilizing VicNet for Visitor Services volunteers only. VicNet is the online 

volunteer interface which allows you to access and update your information and volunteer records. On 

VicNet, you can sign-up for shifts, check your schedule, track volunteer hours, and update your personal 

information. Your log-in username is the email associated with your volunteer record and a password 

that will be provided to you via an email from the volunteer department (this is a temporary password 

that you will be prompted to change upon your first log-in).  

Using VicTouch: 
Enter your PIN Number by touching the keypad numbers which appear on the tablet screen.  
Note: the tablet is a “touchscreen” device, meaning you do not need a mouse or keyboard to utilize it.  

 

Confirm your identity: 
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Select the action you wish to take (i.e. sign-in, view schedule, etc.): 

 

Confirm the assignment for which you are clocking-in: 

 

 

Final confirmation: 

 

 

 

Once you click “yes” you are officially signed-in: 

 

 

At the end of your shift, sign-out by following the same procedure. 
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Using Vicnet: 

 

The link to access VicNet is located on the Nordic Museum Website’s volunteer page. 

 Go to Volunteer page on Nordic Museum website (https://nordicmuseum.org/volunteer) 

 Scroll down to “Current Volunteers” section 

 Scroll to “VicNet” section, then click the link to access the VicNet login page 

 

Once you have clicked the link and opened the VicNet login page, enter your Login Name (your email) 

and password (your temporary password for your first login is NordicSpirit):

 
From the Home tab, you can access any of the tabs which appear along the top of the page:
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To update your information, click the “My Profile” tab. You can edit and add to your information 

regularly to keep our volunteer records up-to-date: 

 

In the “My Schedule” tab, you can view, print, and update your volunteer schedule.  

 

Depending on your assignment, you may have the ability to add or remove yourself from the schedule. 

To sign-up for a shift, click on any date that displays a “Help Wanted” bubble and click through the 

prompts that will add you to the shift. Only opportunities for which you are assigned (events, visitor 

service, etc) will be displayed on your calendar, so you can’t accidentally sign-up for a role for which you 

have not been appropriately trained.  

To remove yourself from a shift, click on one of your scheduled shifts and follow the “remove me” 

prompts. Once you are removed, others will be able to sign-up for the slot you vacated.  

NOTE: You may only remove yourself from a shift up to 48 hours before the scheduled start time. If you 

must cancel less than 48 hours before your shift, contact the Volunteer Coordinator. 



21 
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To view your service history, click on the “My Service History” tab. From here, you can view and print 

your total hours to date: 

 

In the “Time Sheet” tab, you can post any off-site hours or hours you were otherwise unable to track via 

VicTouch (this can also be utilized in the event that you forget to sign-in for you shift). To add hours, 

select the appropriate date, then select the times for which you served and your assignment, click 

continue and confirm your entry. A volunteer coordinator will verify your hours and post in Volgistics 

upon approval. 
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Volunteer Signature & Acknowledgment 

After reading the entire handbook carefully, please sign this acknowledgement. After completion, please 

return this signed-acknowledgement to the Volunteer Coordinator. 

 

I have received a copy of the Nordic Museum’s Volunteer Manual and acknowledge my obligation to 

read, understand and comply with its contents. I understand that it is my responsibility to secure 

information from my supervisor or the Volunteer Services Coordinator if I have questions or concerns 

about any of the information outlined in this manual. 

I understand that the handbook is intended to provide an overview of the Nordic Museum’s policies and 

does not necessarily represent all such policies in force. 

I understand that these policies and procedures are continually evaluated and may be amended, 

modified or terminated at any time and at the sole option of the Nordic Museum with or without notice. 

I have read and understand the information in this manual and agree to abide by the policies and 

procedures of the Nordic Museum.  

 

Waiver of Liability 

I hereby waive any right or cause of action arising as a result of my participation in the Volunteer 

Program from which any liability may or could accrue against the Nordic Museum, or the officers, staff 

or volunteers, collectively, or individually. Without limiting the generality of the foregoing, I agree that 

this waiver shall include any rights or causes of action resulting from personal injury to me, or damage 

to my property, sustained in connection with my activities for the Museum. 

 

 

 

_____________________________________________________________________________________ 

Volunteer’s Name (please print)      Date 

 

_____________________________________________________________________________________ 

Volunteer’s Signature 

 

 


