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1. Introduction 

This guidance and definitions document includes: 
 

 An explanation of what the surveys are for and why Create Gloucestershire is asking you to 
encourage your volunteers, interns and apprentices to fill them in.  

 Information about the timeframe for completing the survey. 

 A quick checklist of what you need to do.  

 Suggested email/memo text for sharing with your volunteers, interns and apprentices, to 
explain what the survey is for. 

 Information for you about how the data will be used, and how you can access it. 

 A definitions list, accompanying the surveys. 

 Appended to this document are the individual surveys in a hard copy, so that you can see 
the questions too.  

2. About the Surveys 

We estimate there are 800+ volunteers working in the arts and cultural sector across 
Gloucestershire. Combined with interns and apprentices this is a significant area of work for Create 
Gloucestershire members.  Volunteering and apprenticeships is also of prominent interest for 
regional and national policy makers and funders.  
 
The advantages to you of getting as many of your volunteers/interns and apprentices completing 
this form is to provide as complete a picture of possible to you about your activities in this area, who 
is engaging, why they engage and what they feel they get from it. More respondents will mean more 
reliable data for you. Please note that anyone in receipt of a CEP grants needs to provide this data 
as part of the funding agreement.  
 
Create Gloucestershire needs to evidence this activity to better demonstrate the value of this work 
for member organisations and for the individuals concerned, Create Gloucestershire has worked 
with its members to develop this survey. Its focus is on how volunteers, interns and apprentices are 
engaged in the sector, and what the experience and value is for individuals 



 
For Create Gloucestershire members, information about the work of volunteers, interns and 
apprentices is being collected as part of the ‘Prove and Improve’ annual return. As such we are 
asking for this data to be submitted for the first time in June/July 2015 to cover the financial year 
2014/15. In subsequent years it could continue to be gathered as part of the member’s annual 
‘Prove and Improve’ return.  
 
However, some organisations may not collect very much data about their volunteers, interns and 
apprentices. It is also useful to know about what those participating in these programmes think 
about the work which they are doing, and their relationship with those organisations. We have 
therefore developed three ‘self-completion’ surveys for: 

 Volunteers 

 Interns 

 Apprentices 
 
Where possible, we would strongly recommend that organisations running work with these groups: 

 Complete the Annual Return, to the best of their ability/current information 

 Encourage those participating in volunteer, intern or apprentice schemes to complete the 
‘self-completion’ survey, giving completely up to date information and adding to what 
organisations might already know about those groups.  
 

2.1 Who should fill it in, and when? 
 
The more the merrier!  
 
The more people who fill in this return the more compelling and useful the data set will be. 
 
Timescales and deadlines 
 
The surveys will be live, online by Monday 7th September 2015, and ready for your volunteers, 
apprentices and interns to fill them in. The timeframe for data is completion by Monday 28th 
September 2015.  
 
The survey can be completed at a time suitable to the individual and may be done either at home or 
at the organisation’s office using the ‘survey monkey’ internet link. If someone does not have their 
own internet access they should have the option of completing it within the organisation. There may 
also be circumstances where the person needs assistance to complete it e.g. due to visual 
impairment. If assistance is required it should ideally be provided by someone other than anyone 
responsible for the individual’s supervision within the organisation. The individual must be told that 
what they say will be treated as confidential. 
 
 
What you need to do 
 
You will need to make sure that: 
 

 You send the correct survey link (e.g. the apprenticeships survey to an apprentice, the 
volunteers survey to your volunteers, etc). 

 You let them know that the survey needs to be completed by Monday 28th September.  



 You encourage as many apprentices, interns and volunteers as possible to complete the 
survey. 

 
 
Draft email/memo text for you to use 
 
You may find the following draft email text useful, if you are sending the survey out to your 
apprentices, interns and volunteers – please adapt it as suits you best: 
 

We are working with a wider network of cultural organisations in Gloucestershire to collect 
some information about the volunteers, apprentices and interns who those organisations 
work with. As part of this, a survey is being undertaken to collect some information and ask 
for your views and opinions. The surveys are intended to help cultural organisations across 
Gloucestershire improve how they work with people like you.  
 
Anything you say in completing the survey will be treated in confidence and you will not be 
identified in anyway in reporting the findings of the survey. 
 
The link to the survey is here: <insert correct link for apprentices, interns or volunteers>. 

  
 Please complete the survey by Monday 28th September.  

3. What happens to your data - the protocols 

If individuals share their views with Create Gloucestershire, they, you and/or your 
organisation/collective/company will want to know what’s going to happen with it.  
 
Create Gloucestershire undertakes that:  
 

1. Individual responses through the self-completions surveys are anonymous. Names are not 
asked for as part of the return. 
 

2. Create Gloucestershire will identify in each year who will be responsible for analysing the 
data, and ensure that individual responses are not shared with anyone.  
 

3. All data from survey responses will be presented only in a collective format by Create 
Gloucestershire.  

 
4. If examples of experiences relevant to particular organisations or programme across groups 

of organisations emerge through the data, Create Gloucestershire will check first with those 
organisations that they are happy for those findings to be identified as particular to those 
circumstances.   

 
5. Individual organisations will be able to access findings for their organisation only through a 

SurveyMonkey report. If only one respondent has completed a survey, this data cannot be 
made available to the organisation, as it is no longer anonymous. Where two or more 
respondents have filled in the survey, organisations can be provided with a SurveyMonkey 
report for all respondents who say that they have worked with that organisation. The data 



will be aggregated (i.e. include numerical totals of responses across all those people who 
have filled the survey in), and will not include responses to any open ended questions.  

4. Definitions 

 

Group Definition/Guidance1 

Volunteer Volunteering England defines ‘volunteering’ as: ‘any activity that involves 
spending time, unpaid, doing something that aims to benefit the environment 
or someone (individuals or groups) other than, or in addition to, close relatives.’ 
‘Volunteer’, therefore, may refer to a wide range of people.  
 
Voluntary Arts identifies four broad categories of volunteer, which may not be 
exhaustive: 

 Committee volunteers: those who serve on boards of management  

 Organising volunteers: those who co-ordinate the work of volunteers 

 Service volunteers: those who contribute to the running of the organisation  

 Process volunteers: those who direct, shape and lead the artistic work of 
the organisation, e.g. directors, conductors, producers, choreographers, 
designers, tutors, curators, conservators, promoters, tour guides, etc.  

 
Whatever they do, however, anyone who donates their time freely to an 
organisation in order to benefit others is a volunteer.2 

Intern An internship is: 

  it is short term (ideally between two weeks and six months)  

 Where the intern fulfils ‘worker status’ through the activities they 
undertake and their contractual relationship with their employer, it is a 
paid position 

 While many interns have knowledge or skills in a relevant area, the 
internship should be either their first experience of a particular sector or 
role, or the ‘next step’ on from, for example, a volunteering role 

 The intern is expected to contribute to the work of the organisation, rather 
than taking on a purely shadowing role  

 

An intern should be provided with a defined role and job title. 

Apprenticeship An apprenticeship is someone on any formal apprenticeship programme 
(including the government’s apprenticeship scheme) offered by an employer. 
Apprentices are entitled to a special apprenticeship minimum wage. 

 

                                                           
1 Other than the definition of volunteer, these definitions are taken from: ‘Internships in the arts – A guide for 
arts organisations’: Arts Council of England 
2 Taken from ‘Volunteering in the Arts: a tool kit created by Voluntary Arts and Volunteering England. 
 


