
 
 
 
 
 
 
 

 

Spotlite on Museums 2016 Guidance Notes 
 

 All data provided will be aggregated and published with other Welsh museums data. All data 
provided may be published in a variety of forms but museums will not be individually identified 
by their financial information, unless specifically requested. No personal information will be 
published. All data will be handled in accordance with the Data Protection Act 1998. 

 All figures should be for an annual period (with the exception of employment figures which 
should be a ‘snapshot’ of the current situation).  

 We are aware that your organisation may be unable to provide complete data for all indicators. 
In this instance please offer an estimation of what you believe to be the true figure for your 
organisation’s activities. 

 We ask that estimates only be offered if they are robust – i.e. based on either professional 
experience/knowledge and/or incomplete data that provides an indication of total amounts.  

 If the response to a particular question is 0 then please specify this rather than leaving it blank. If 
an answer to a question is unknown please state N/A. 

 If you have any questions about this survey please contact Tom Newman, 
tom.newman@bristol.gov.uk  

 
Question Guide 
 
Number of visits in person to the museum 

 The number of Adults - individuals aged 16 or over, who have visited the museum. 

 The number of Children - individuals aged under-16. In the context of a school visit by Year 11 
groups, all the pupils should be regarded as being aged under-16, who have visited the museum. 

 Unique visitors refers to the number of distinct individuals requesting pages from the website 
during a given period, regardless of how often they visit. Visits refers to the number of times a 
site is visited, no matter how many visitors make up those visits. When an individual goes to a 
website on Tuesday, then again on Wednesday, this is recorded as two visits from one visitor. If 
you are using Google Analytics then these will be called Users. 

 Social media subscribers – e.g. followers on Twitter, Likes on the museum’s Facebook page etc. 
 
Financial operations 

 Total annual income – The total income for the museum for the financial year including any 
regular core funding (e.g. local authority revenue funding) but excluding any capital funding. This 
figure should be equal to the combined total of the below income categories. 

 Total admissions – Admissions are the total income for all visitors who have paid to enter the 
museum (inclusive of Gift Aid).  Some museums are free entry but charge admissions for 
temporary exhibitions. 

 Total other earned income – This includes income from, cafes, retail, hospitality, educational 
activity and any other income from trading activity e.g. property rental. 

 Total regular public subsidy/ grant – This includes any regular income including revenue but 
excluding capital from local authorities, Higher Education, MoD or other regular core public 
funding. 

 Total donations – Include all money received from the visiting general public 

 Total other contributed income – This includes any money received through Friends including 
friends/member schemes, any sponsorship, income from corporate membership schemes or 
other non-earned income. 
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 Total value of revenue grant/ project income – Received within the financial year e.g. money 

from arts and culture funding bodies, trusts and foundations.  

 Total annual expenditure – The total expenditure for the museum for the financial year including 
staff costs and any central recharge costs but excluding any capital funding. 

 Total annual expenditure on staff costs – Include all costs (salaries, National Insurance etc) 
relating to staff employed by your museum including contracted and permanent. 

 Total value of capital grant/ project income – Received within the financial year 
   
 
Museum workforce 

 Please provide the total number of volunteers who were actively volunteering at the museum 
during the 2015 calendar year divided in to those volunteers that are full-time, part-time or 
seasonal.   

 Please provide the total number of volunteer hours that the volunteers contributed to the 
running of the museum during the 2015 calendar year. 

 Please enter the total number staff employed by the museum divided in to those that are full-
time, part-time or seasonal.   

 Please enter the total number of paid Full Time equivalent staff employed at the museum.  If 
staff changes have occurred please consider what the ‘usual’ level of staffing is as an average for 
the 12 months.   

 Example:  
Each full day of work is calculated at 0.2 FTE. 
Therefore, a member of staff who works 5 full days per week would be 1 FTE. 
A member of staff working 3 days per week would be 0.6FTE. 
If a museum has 3 members of staff, one who works 5 days per week and two who work 3 days 
per week, the FTE number of paid employees would be 2.2 FTE. 
If you calculate your staffing in hours then for the purposes of this survey 35 hours would be 
classed as 1 FTE, so every 7 hours would count as 0.2 FTE. 

 

6. Workforce demographics 

 Please note that these questions are optional. If you do not know the answers to these questions 
then simply skip to the next page. By answering these questions you will be helping us to get an 
idea of the museum workforce demographic in Wales. 

7. Museum education activity 

 This section is about learning activity, for example workshops, seminars, talks and lectures. In 
this instance the distinction is 'education' - booked/structured with an education provider e.g. 
school/ College/Higher Education organisation - 'other activity' is by a non-education provider 
e.g. the Brownies/a local Arts Organisation or self-led, such as research work. 

 
7. Number of other activities / outreach on and off-site 

 This is with a non-education provider e.g. the Brownies/a local Arts Organisation or self-led, such 
as research work.  It can include any workshops, seminars, talks, lectures and individual research 
sessions. It is understood that sometimes counting the number of attendees at an off-site 
activities is challenging – for example if the museum is hosting a stand at a county fair with 
activities going on, please estimate the number of people actually participating, not for example 
the box office total for the fair. You should also include in this section any outreach facilitated by 
a member of museum staff with non-education providers e.g. community groups. This does not 
have to be part of a formal outreach programme. 
 

Data protection 
The information supplied on this survey will be used to help with strategic planning for museums in 
Wales, help museums benchmark with other museums and assist the Welsh Government to 
determine policy priorities. All data will be published in a variety of forms. The information supplied 
may be used to promote the ‘Spotlite on Museums 2016’ project, to promote individual museums, 



        

 
 
or to promote the museums of Wales generally. If for any reason you do not wish any of the 
information you have submitted about your museum to be published or shared then please let us 
know by contacting Tom Newman, tom.newman@bristol.gov.uk  

 

 

mailto:tom.newman@bristol.gov.uk

