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executive      
Director’s 
foreworD

Every arts organization is part of a broader cultural ecology that connects 
local to global. Nowhere is this clearer than the Textile Museum of Canada 
and the powerful sense of community that has fostered the Museum since it 
was founded in 1975. Throughout its history, the Textile Museum of Canada 
has offered an exceptional model for the volunteer sector – demonstrating 
the resolve and generosity of a network of individuals worldwide who have 
donated their time, skills and knowledge to strengthening the Museum, as 
well as the capacity of institutions to engage and value the contribution of 
volunteers in meaningful ways. 

Volunteers have played a vital role at the Textile Museum of Canada, form-
ing the core of every facet of the Museum’s activities. During its first 14 
years, the TMC was operated solely by volunteers – individuals committed to 
textiles as traditional practices and creative expression and to their unique 
capacity to tell stories of everyday lives in diverse places and periods of hu-
man history. As the Museum grew in scale as a professional heritage institu-
tion and collecting and exhibiting visual arts organization, the active support 
and engagement of volunteers has been critical at every stage. 

The essential contribution of volunteers to the Museum and its development 
and successes has been truly remarkable. Today, our Volunteer Association 
raises awareness of the Museum and its programs, and generates more than 
$50,000 annually in support of the Museum’s operations. This gift comes 
from highly successful fundraising events – More than Just a Yardage Sale, 
For the Love of Cloth, as well as other initiatives. Volunteers also play a key 
role in how this cultural institution communicates with its audiences, taking 
leadership positions on all of our “frontlines”. Each year, our volunteers have 
consistently contributed over 15,000 hours – equal to 8.5 full-time posi-
tions – nearly doubling our human resource capacity. This commitment and 
investment is essential to the Museum’s sustainability and growth in the 21st 
century as an international repository of human heritage with the ability to 
speak to contemporary experiences on a global stage.

Volunteers clearly play a vital role at the TMC and on behalf of the staff, the 
Board and all of our stakeholders I would like to thank you for your dedica-
tion, engagement, and generous contributions of time, energy and talent.  It 
has been a pleasure working with you, and your unique interests and experi-
ences are invaluable to the Museum. You are an indispensable part of this 
strong and dynamic organization, and the embodiment of the potential and 
passion of people to transform lives and communities everyday that the 
Textile Museum of Canada stands for.

Shauna McCabe
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History of 
tHe textile          
MuseuM of 

canaDa

The Textile Museum of Canada is the only museum in Canada devoted 
to the collection, conservation and exhibition of handmade textiles, 
and one of only a small number of institutions with this mandate 
worldwide.  

The Museum began as a bold concept, a reaction to the inaccessibility 
of textiles in most museums.  Max Allen and Simon Waegemaekers, the 
Museum’s founders, established the Museum as a place where anyone 
could see, touch, read about and discuss textiles.  When the two met 
in the early 1970s,  Allen had been reading Charles Trick Currelly’s I 
Brought the Ages Home and wondered if it were still possible for an in-
dividual to establish a museum, reasoning that if Currelly could almost 
single-handedly found the Royal Ontario Museum, it would surely be 
possible for a similar, albeit much smaller project to flourish.  Waege-
maekers and Allen began collecting Canadian hooked rugs, and mount-
ed the Museum’s first traveling exhibition at the Ottawa Public Library 
as part of the celebration of International Women’s Year in 1975.  

Part of the federal grant for that exhibit was used to open the first 
home of the Canadian Museum of Carpets and Textiles in a 150 sq. ft.  
room in Mirvish Village in June 1975.  In 1976, the Museum moved to 
slightly larger premises in the same neighbourhood.  During this period, 
the Museum began to attract attention for its innovative mandate and 
exhibits, and funding increased.  The Museum moved again in 1981 to 
a former three-bedroom apartment “over the ice cream parlour” at 
Markham and Bloor streets, in Toronto, a space that would serve as its 
home for the next eight years.  

Thanks to the generosity of Fred Braida, a prominent developer and 
patron, the Museum moved in 1989  to its current five-storey, purpose-
built facility at 55 Centre Ave., Toronto, with 15,000 sq.ft. of gallery 
space and 10,000 sq.ft. of administrative, storage and conservation 
space.  This enables the care and presentation of items from the per-
manent collection, as well as special exhibits, including work of contem-
porary textile artists.

In the year 2000, the name of the Museum was changed to the Textile 
Museum of Canada. 

Through the years the Museum has maintained its commitment to the 
collection, preservation and display of materials from people for whom 
textiles are a graphic form of cultural expression.  While the Museum 
has evolved from the passionate idea of two enthusiastic collectors 
into a full-fledged cultural presence, it has adhered to its original 
purpose as an institution where diversity, accessibility and openness 
remain guiding principles. 
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History of tHe 
volunteer   
association

Volunteers have played a vital role at the Museum since its founding.  
When the Museum moved to its Centre Avenue location, Audrey Ho-
zack was invited to join the Board of Trustees with the specific respon-
sibility for organizing volunteers.  

In January 1993, the Board gave formal approval to the formation of a 
Volunteer Association, and in February of that year, members of the 
Museum attended an organizational meeting at which a twelve-member 
committee executive was appointed.  In June, the Museum Board ap-
proved a proposal to make the elected Chair of the Volunteer Associa-
tion a full voting member of the Board.

The Executive Committee meets monthly and consists of: 

Chair
Vice-Chair 
Secretary
Treasurer
Past Chair
Two Members at Large.

as well as a representative from each of the volunteer areas:

Reception
Shop
Library
Conservation and Collections Management
Docents and Educators
Human Resources
Sales and Fundraising
Communications and Strand News (online publication for volun-
teers).  http://www.strandnews.ca/

Committee members serve as liaisons between individual volunteers 
and the Museum staff and Board, and provide an opportunity to ask 
questions, voice concerns and design new initiatives.

Chairs of the Volunteer Committee:

1991-1994 Audrey Hozack
1994-1996 Audrey Hozack and Margaret Light (Co-Chairs)
1996-1998 Rosanne O’Hearn, Jean Johnson (Vice-Chair)
1998-2000 Dorothea Cook
2000-2003 Ann Posen 
2003- 2007 Maurie Todd
2007-2008   Ann Posen
2008 -2011  Susan Helwig
2011-  Pam Craig

4



volunteer association handbook

Goals of tHe 
volunteer   

association

The Volunteer Association coordinates its activities with the Museum’s 
staff and Board of Trustees in order to:

assist in the day-to-day operation of the Museum as well as its • 
special programs;

develop the volunteer component of the Museum’s activities;• 

supply purposeful and accurate communication among volun-• 
teers, members, staff and Board;

engage in activities that are visitor-centred, respectful of diversity • 
and create a welcoming environment;

provide opportunities for volunteers to contribute to the Mu-• 
seum consistent with their individual experience and skills.

volunteers’ 
riGHts anD re-

sponsibilities

Volunteers can expect to:

be recognized and valued as part of a team working in the best • 
interests of the Museum;

be assigned tasks consistent with skill set, expertise and expressed • 
interest, when available;

receive appropriate orientation, ongoing guidance and supervision, • 
evaluation of performance and educational opportunities;

be provided with a safe, clean working environment;• 

have a process whereby concerns are heard and resolutions facili-• 
tated.

Volunteers should be prepared to:

maintain current membership in the Museum•	

understand and accept the mission and goals of the Museum and • 
Volunteer Association

be punctual and reliable; wear suitable attire• 

participate in fundraising initiatives• 

inform their area coordinator or Museum Manager of any appoint-• 
ments, vacation, illness, or any reason that will affect their schedule 
or placement.  Whenever possible the volunteer should give ample 
notice and try to arrange a replacment

attend annual general meeting of the Volunteer Association.• 
5
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becoMinG a 
volunteer

Interview and Placement

Volunteers complete an application form and participate in an inter-
view.  The volunteer is given a tour of the facilities and various place-
ments are discussed.  The placement convenor assesses the skills and 
compatibility of the applicant with the needs of the Museum, then 
arranges an assignment and training. 

To get information and/or arrange for an interview please consult the 
Museum’s website http://www.textilemuseum.ca/join/volunteering.cfm

Training and Ongoing Contact

Training is organized by volunteers or Museum staff depending on the 
placement.  The training period reflects the complexity of the assign-
ment.

Each placement area has a coordinator who is the volunteer’s primary 
contact.  She arranges schedules, communicates with members of her 
group to ensure staffing of all shifts, shares information about events or 
procedures, recognizes special efforts, and brings ideas or concerns to 
the Volunteer Committee executive.  When no volunteer is available, it 
is up to Museum staff to fill the shift.

Orientation opportunities take place periodically.  These can include 
curator’s tours of new exhibitions or the collection; in-service training 
to keep volunteers informed about Museum procedure and upcoming 
events; and special sales in the shop. 

volunteer 
benefits

As Museum members, all volunteers receive unlimited free admission 
and 10% discount in Museum Shop.  Various membership levels provide 
additional privileges. 

Volunteers receive some additional benefits, such as:

the Strand News website and monthly eNewsletter highlighting • 
events and opportunities;

invitations to exhibition openings, fundraising events and receptions;• 

discounts on workshops, programs and lectures;• 

invitation to volunteer recognition events;• 

extra discounts in the Shop on certain days. Once a volunteer • 
contributes 100 hours of service within the calendar year, her/his 
discount is increased to 20% for the remainder of that year.

discounted or free admission to selected Attractions Ontario Tour-• 
ism Partners.  Consult the list at the front desk for current offer-
ings.
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volunteer 
placeMent   

areas

Reception Desk

The Volunteer at the Reception Desk provides a positive first impres-
sion of the Museum.  It is also one of the best places for a new vol-
unteer to learn about the workings of the Museum.  Reception Desk 
volunteers commit at least three hours weekly or  biweekly, including 
shifts on Wednesday evenings and weekends.

Responsibilities include:
greeting Museum visitors •	
collecting admissions•	
overseeing parcel, bag and umbrella check•	
accepting payment of memberships and donations•	
answering visitors’ questions and orienting them to facilities and •	
exhibits
answering telephone inquiries and directing calls to staff/voice mail •	
reminding volunteers and staff to fill in the sign-in sheet• 

There is always at least one staff member on stand-by to assist with 
questions or large groups.

Museum Shop

Operated by a professional Manager and staffed by volunteers, the 
Shop is an important source of funds for the Museum.  The extensive 
inventory includes ethnographic textiles, hangings, accessories, clothing 
and cards, as well as a comprehensive collection of books and cata-
logues.  

Some experience in retail sales is desireable.  Shop volunteers commit 
at least three hours weekly or  biweekly, including shifts on Wednesday 
evenings and weekends.

Responsibilities include: 

complying with business practices in the Shop•	
conducting sales transactions•	
maintaining order in the displayed merchandise•	
assisting in pricing stock•	
arranging displays•	
filling orders•	
data processing of inventory and sales•	

7
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The H. N. Pullar Library

The Library offers immediate access to a unique reference collection 
that includes over 4,000 book titles, 20 current magazine subscriptions, 
other journals in the stacks, and hundreds of subject files. The focus 
of the collection is textile history, design, techniques, ethnographic 
costumes, rugs and carpets.  The Library also collects material about 
contemporary fibre artists and designers. 

Volunteers are asked to provide 3.5 hours per week and to attend 
three or four collective Library Committee meetings per year. 

Volunteer activities include clerical tasks and administration, research 
and assistance with email and telephone requests, writing book re-
views, indexing journals; as well as processing new books, cataloguing, 
inventory, book repair, shelving, and selling used books.

The Library assists the annual Yardage Sale committee by pricing do-
nated books.

Educators and Docents

Fibrespace is the Museum’s education gallery. It is a unique hands-on 
space that enages participants in many methods of making and embel-
lishing textiles.  Volunteers working in this area interact one-on-one 
with visitors and use their own skills in weaving, spinning, embroidery, 
and rug hooking.

Volunteers, working under the supervision of the Education Programs 
Coordinator deliver school tours. Classes enter the world of textiles 
and apply their findings to projects compatible with both the exhibi-
tions and their curriculum.  Innovative programs are continually being 
developed that relate textiles to math,  history, multicultural explora-
tions, and other disciplines.

Docents  (Museum guides) lead visitors on tours of the exhibits. 

Educators  and Docents are given intensive training in each new ex-
hibit.  They may also do personal research.  Experience in classroom 
teaching and comfort engaging with groups are desireable prerequisites.

Time commitment is variable, and volunteers can combine their work 
in education with other Museum activities.  Docents spend two or 
three half-days per month at the Museum giving tours.  They also at-
tend meetings to study the exhibits, learn techniques and background 
materials, report on individual research and do practice tours.
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Human Resources: Volunteer Placement Coordinator

This volunteer is responsible for interviewing and placement of volun-
teers.

This peron:
responds to initial contacts by phone  and/or emails•	
reviews applications•	
interviews potential volunteers•	
with the interviewees, decides on a suitable placement•	
arranges orientation and training •	
maintains files of volunteers’ information and current placements•	
arranges for any changes in placement when appropriate•	
regularly contacts department heads on the status of their bank of •	
volunteers 
works with Museum staff when there is a request for a volunteer •	
with specific skills

Time commitment is variable. Although interviewing normally takes 
place at the Museum, most of the follow-up, and the record keeping 
can be done at home. 

Conservation and Collections Management

A small collections management team works directly with the collec-
tion under the direction of the Museum staff.  Skill in handling textiles 
is desirable.  Time commitment can vary in order to meet  deadlines.

Responsibilities include:
reshelving new acquisitions and artifacts returning from exhibits•	
storage upgrading projects (e.g. inventory) •	
computer data entry•	
assisting in processing new acquisitions and loans• 

Conservation volunteers assist in preparing artifacts for exhibitions; for 
example, mounting, labelling and stabilizing.  There is also work main-
taining pieces from the Museum’s collection.  These activities require an 
intimate knowledge of fine sewing and techniques required for textile 
conservation.  

Training is provided by the curatorial staff. 
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otHer           
volunteer   
activities

Volunteers are sometimes asked to support the Museum in other ways.  
These include:

Special Events and Hospitality

The Museum hosts opening receptions, lectures, seminars, workshops 
and fundraising events.  These events provide opportunities to meet 
other volunteers, Museum members, guests and artists. The Volunteer 
Hospitality Coordinator is responsible for organizing volunteers to as-
sist at these functions.

Tasks include:
assisting in set-up for refreshments•	
overseeing and serving refreshments•	
taking admission or cash for bar, when applicable•	
greeting and directing visitors•	
assisting in closing the event.•	

Mailings and Membership

Volunteers sometimes assist Museum staff in administrative tasks such 
as mailings and updating membership lists.

Volunteer Fundraising

The Volunteer Association holds at least two major fundraising events 
each year to provide financial support for the Museum.

Many volunteers contribute time and talent to More Than Just a Yard-
age Sale, held annually at the end of May.  Volunteers collect donated 
textiles year-round. Beginning in January, teams of volunteers sort and 
price goods for the sale.  This lively, two-day event attracts shoppers 
looking for good buys in fabric, yarn, household linens and sewing sup-
plies.   

For the Love of Cloth, a sale of decorator fabrics generously donated by 
Primavera Fabrics is held every fall.   

Made by a Volunteer

Volunteers have donated their own creative work for sale at the 
Museum under our Made by a Volunteer label.  Sometimes a group of 
volunteers meets to learn about and create items based on a specific 

technique or interest.
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accessible cus-
toMer service 
Policy, Prac-
tices anD pro-
ceDures

Under the Accessibility for Ontarians with Disabilities Act, 2005, all 
providers of goods or services to members of the public shall establish 
accessibility standards for customer service.  This policy establishes the 
accessibility standards for customer service for the Textile Museum of 
Canada in accordance with Ontario Regulation 429/07.  The fundamen-
tal customer service the Museum provides is access for everyone to 
our unique collections, exhibitions, and programs. As a result, we have 
a very wide range of customer needs and types, including the general 
public, researchers, artists, volunteers, tourists, media, funders, students 
and life-long learners. 

Although everyone has his/her own unique needs and interests, the 
Museum identifies customers in the following categories for opera-
tional purposes:
• Individuals
• Families
• Groups – organisational and educational 
• People from different cultures with different languages
• Individuals with special needs
• Virtual users who access the Museum via our website
• Internal customers: e.g. members of staff and volunteers.

This accessible customer service policy applies to all employees of the 
Textile Museum of Canada, agents, volunteers and contracted service 
staff.

Policy

The Textile Museum of Canada is committed to providing accessible 
service in a manner that respects the dignity and independence of all 
persons.  

1. The Textile Museum of Canada will endeavour to ensure that 
services and programs are accessible by:
a) Encouraging the use of personal assistive devices to access our  
 services and programs;
b) Permitting service animals to assist clients and provide alterna 
 tive accommodation when animal is disallowed under the law;
c) Encouraging the inclusion and access of support persons ac  
 companying people with disabilities;
d) Waiving fees for support persons assisting clients and, when  
 fees are required, providing advance notification of such re  
 quirement.

2. The Textile Museum of Canada will endeavour to communicate 
with customers in a manner that takes into account the person’s dis-
ability.
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3. The Textile Museum of Canada will provide notice in the event 
of a temporary disruption of service.  The notice will include informa-
tion about the reason for the disruption, its anticipated duration, and a 
description of any available, alternative services.  

4. The Textile Museum of Canada will ensure that every person 
who deals with members of the public or who participates in devel-
oping policies, practices and procedures governing the provision of 
goods or services to the public including all museum staff, volunteers, 
contractors and others who provide services on behalf of the Textile 
Museum of Canada receives training regarding the provision of goods 
and services to persons with disabilities. 

The training will include a review of the purposes of the Accessibility 
for Ontarians with Disabilities Act and instruction about:
i. How to interact and communicate with persons with various  
 types of disabilities;
ii. How to interact with persons with disabilities who use an as 
 sistive device, or require the assistance of a service animal or  
 support person;
iii. How to use equipment or devices made available by the Textile  
 Museum of Canada to help people with disabilities to access  
 goods and services;
iv. What to do if a person with a disability is having difficulty ac- 
 cessing the Textile Museum of Canada goods and services.

Training will be provided to each person as soon as is practicable after 
he or she is assigned the applicable duties.  Training will be offered on 
an ongoing basis in connection with changes to policies, practices and 
procedures governing the provision of goods or services to persons 
with disabilities.  A record of the dates on which training is provided 
will be kept.

5.  The Textile Museum of Canada values feedback and supports 
customers in providing a complaint, compliment or suggestion about 
our services.  Customers can provide feedback in person, by mail, 
email, telephone, fax or otherwise.  All feedback will be collected and 
forwarded to Museum Administration for review and action.  
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MuseuM         
etiQuette 

To preserve the integrity and condition of the Museum’s collection 
and the security of the stock in the Shop, certain rules need to be 
observed within the Museum.  All visitors are asked to observe these 
rules.  Museum volunteers can assist by following the rules themselves 
and politely requesting visitors to do the same.

Volunteers and visitors are asked to:
refrain from bringing food in any form (even closed containers) •	
beyond the Mezzanine;
refrain from bringing plants or flowers beyond the Reception area;•	
contain any fabric, fibres or yarns in sealed bags within the Recep-•	
tion area, because of the possibility of insects or larvae;
refrain from touching objects in exhibits or other parts of the Mu-•	
seum (with the exception of fibrespace) and strongly urge visitors 
to do the same;
check backpacks, bags larger than 14 inches in any one dimension •	
and umbrellas (wet or dry) at the Reception area;
hang outerwear on second floor or Mezzanine coat racks; •	
immediately report any instances of vandalism or theft to the Ex-•	
ecutive Director or staff on duty.

workinG  
witH staff 
anD otHer 

volunteers

At least one member of the Museum staff will be on duty at all times 
during normal working hours.  Volunteers needing help with routine 
work should refer first to another volunteer.  Volunteers should con-
tact staff if a question is urgent or if an emergency situation arises.

Volunteers are asked to wear their identification badges at all times 
while in the Museum.  

Notices for volunteers are posted by the Secretary of the Volunteer 
Committee or the Museum Administrator on the bulletin board in the 
kitchen on the Mezzanine.

Minutes of the Board of Trustees meetings can be read in the Direc-
tor’s office or by referring to the Chair of the Volunteer Committee.  
Minutes of the Volunteer Committee meetings are filed in the Library 
and are updated by members of the Volunteer Committee Executive.
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resolvinG 
conflicts

If volunteers have conflict with other volunteers or staff, the following 
conflict resolution procedure may be helpful:

1. Identify and clarify the problem.  Attempt to communicate 
the perceived conflict to the other person(s) who may or may not per-
ceive the conflict in the same way.  Sometimes this is all that is needed 
to reach a speedy resolution.  Assistance of an objective friend or col-
league may be helpful.

2. Cooperate in finding possible solutions.   An atmosphere of 
mutual respect enables each person to offer various solutions to the 
problem without attempting to evaluate the merit of each solution – 
rather like brainstorming.  

3. Evaluate the solutions.  Disregard any solutions that are not 
mutually agreed upon.  

4. Resolve the conflict.  Discuss ways in which the solution can 
be implemented in a collegial manner.  

If resolution is not reached between the parties, a meeting with the 
Chair of the Volunteer Committee should help to resolve the issue.

5. If the conflict persists, a letter to the Human Resources 
Committee of the Board of Trustees would be appropriate.

fire anD    
safety           
proceDures

All volunteers must sign in on arrival and sign out when leaving.  Re-
ception desk volunteers keep an accurate record of visitors and tour 
groups to help staff determine how many people are in the Museum at 
any given time.

When the fire alarm sounds, stop what you are doing and listen for an 
announcement made through the Museum/Hotel/Condo paging system 
identifying the nature of the alarm and the location.  The Museum must 
be vacated if a fire is detected anywhere in the complex.

Visitors, volunteers and staff must immediately evacuate the Museum 
using the main stairs.  The elevator will remain in service and may be 
used by volunteers or visitors who are unable to use the stairs.   

It is a responsibility of staff to ensure that all visitors exit the Museum.  
Volunteers are responsible for their own safety during an evacuation.  
They may assist staff by directing visitors to the main stairwell.  In the 
event of an obstruction to the main stairwell, the condominium build-
ing’s emergency exits can be used.

The Front Desk Volunteer is requested to remain at the desk, if safe 
to do so, until a staff member arrives.  This volunteer tells visitors and 
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other volunteers to exit the Museum and directs them to gather in the 
south parking lot.

When	fire	or	smoke is detected:

Remove yourself and others from immediate danger.•	
Enclose the fire area by shutting doors and windows to eliminate •	
fuel (oxygen).
Activate the fire alarm station by the stairwell.•	
Call 911 and explain the situation.•	
Alert staff and other volunteers if possible.•	
Call security at the Metropolitan Hotel (416-977-5000) as soon as • 
possible.

Try to fight the fire only if you feel able to do so in a safe manner.

In a medical emergency, alert staff by pressing “Page” on any 
Museum phone.  Call 911 if appropriate.  First aid kits are located over 
the sink on the fourth floor, and on the top shelf of the Mezzanine 
pantry.

If there is a public disturbance, be polite and unprovocative.  Use 
the “Page” button on the nearest phone and request staff assistance. 

online           
resources

The Museum’s website is a frequently updated source of informa-
tion on exhibitions, activities, collections and research, Shop news, etc.      
http://www.textilemuseum.ca/

Strand News is the online meeting place for more than 130 Volunteers 
of the Textile Museum of Canada. It has lots of photos, events listings, 
and welcomes contributions from volunteers.  http://www.strandnews.
ca/

Volunteers keep in touch with each other via a monthly eNewsletter, 
and TMC Volunteers are active on Facebook and Twitter (@TMC_Vol-
unteers).       
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