Ripley Public Library Volunteer Policy 
Adopted by Ripley Public library Board on: 1/25/2023
The Ripley Public Library shall use the services of volunteers to supplement the efforts of paid library staff in meeting demands for quality public service.  Volunteers aid the library in making the best use of its fiscal resources and contribute to sound working relationships with community groups and organizations. Volunteers are liaisons to the community and by their contribution are advocates for quality library service. 
Volunteers are expected to act in accordance with the library policies and to reflect positive customer service attitudes. 
The Ripley Public Library shall make use of the services of interested volunteers to supplement not replace the staff.
Definition of a Volunteer
A Volunteer shall be considered any individual 14 years of age or older who contributes time, energy, and talents directly or on behalf of the library and is not paid. 
All volunteers must be interviewed by a board member or full time staff member and accepted by the director prior to performance of any task.
How to Become a Volunteer
· Fill out a volunteer application form. (pg4)
· The director (or designee) will review the completed application form
· Volunteers under consideration may be subject to background check 
· Volunteer under the age of 18 must have application signed by parent or guardian
· Acceptance is at the director’s ( or designee) discretion.
Supervision
Each volunteer will be expected to follow the procedures established by staff. The staff is responsible for day-to-day management and guidance of a volunteer’s work and will be available for consultation and assistance. Volunteers should feel free to ask any questions of this person or report any problems or concerns about their assignment. 
Volunteers are expected to perform their assigned duties to the best of their abilities and to be loyal to the mission, values, goals and policies of the library.  All volunteers should keep their supervisor informed of their projects and work status, and of their comings and goings from the library. 
Job Orientation and Training 
Before beginning a volunteer assignment, the supervisor in charge will be responsible for the following:
· Take the volunteer on a tour of the building.
· Introduce volunteer to library staff.
· Review library and volunteer policies.
· Review job duties and expectations.
· Confirm work dates, times, and anticipated duration of the assignment.
· Supply volunteer sign-in and sign-out procedures.
· Provide training on any new skill s needed to perform assigned tasks time permitting.
· Discuss procedures for obtaining, using, and returning nonexpendable needed supplies
· Provide safety orientation and signing of release
· Review locations of restrooms, first aid kits and places for personal items such as purses/coats, etc.
Volunteer Opportunities
Tasks that may be performed by volunteers are listed below, however not all opportunities are available at all times.
· Shelve books and other materials
· Dust books and shelves
· Shelf read
· Clean windows, carpets, restroom, lobby and other library  materials 
· Help with programs and projects
· Process new materials 
· Clerical tasks (labeling, installing ISBN (tags or similar) developing posters, replacing outdated information on display boards.




Guidelines for Volunteers
1. Volunteers work hours at the library when staff is readily available.  The number of volunteers accepted is based on the amount of work and time available.
2. Volunteers should notify their supervisor as soon as possible if they know they will be late or absent.
3. Volunteers must sign in and sign out of the volunteer notebook.
4. Volunteers are ambassadors for the library and need to present a positive image to the public. Each volunteer’s dress and grooming shall be appropriate for a business environment and in keeping with the work assigned. If dressed in an inappropriate manner, they may not be able to work their shift.
5. Volunteers shall maintain a professional, demeanor at all times and are asked to direct all questions to the staff.  Staff members are trained to deal with questions.
6. Volunteers are responsible for updating personal data, such as change of address or phone with staff.
7. Volunteers who are family members of staff may or may not be placed under the direct supervision of a family member.
8. Volunteers will be familiar with and agree to abide by the library’s confidentiality of records policy, as well as all other rules and policies.
9. Volunteers agree that the library may at any time, for any reason decide to terminate their relationship with you or to make changes in the nature of the assignment.
10. Library owned equipment and supplies are for library use only and may not be used for personal gain.
11. Volunteers are asked to be always alert for safety hazards and to report unsafe acts or conditions to staff. You should also notify staff of any assignment which could lead to personal injury or discomfort.  All injuries should be reported directly to the supervisor or staff.  Accident/incident report must be filled out.
12. Volunteers who are interested in employment should apply and will compete with all other applicants who respond to a notice of available positions.
13. Volunteers, who fail to meet the requirements of the job description, violate library policy, procedure, or any law while working at the library are subject to dismissal.
14. To end hour commitment, please notify your supervisor and staff of the decision with the effective date.
15. Use of alcohol or illegal drugs in the workplace is prohibited. (except for special programming where limited alcohol is allowed).
16. All library personnel including volunteers are strictly prohibited from sexually harassing or making improper advances towards anyone. Sexual harassment includes but is not limited to (graphic pictures, unwelcome or unsolicited verbal, physical conduct; that is made a term or condition of service, employment, or advancement decision). Conduct used as the basis of employment, or advancement, or has the effect of unreasonably interfering with work or creating an intimidating, hostile, or offensive environment. Any sexual harassment needs to be reported immediately to the supervisor, staff, or board member.



Ripley Public Library VOLUNTEER Application
Name *                                         						Date:________________
First _________________________  Last_________________________________
Email *
Address *
Telephone *
Are You Over 18 Years Old? *
    Yes		    No 
Volunteers under 18 years must obtain a parent/guardian consent. (Volunteers under 14 may only volunteer with a parent or guardian present.)
If under 18 what is your age?
What events would you like to volunteer at? Check all that apply.
Shelving books ___		General Cleaning inside ____		Lawn mowing ____
Gardening/ weeding ____	Dusting_____  	Vacuuming ____
Working craft fairs ______		Setting up for sewing/ knitting/ painting ______
Working Bake sales ______		Fund raising events sponsored by BFF _______
Helping with reading events ______   Craft events for youth ______ 
OTHER activities:

Emergency Contact Name *___________________________  Emergency Contact Telephone # *
Emergency Contact Relationship to Applicant *
How did you hear about the Ripley Public Library's Volunteer Program?
I certify that the information made in this volunteer application is true and correct and has been given voluntarily. I am volunteering my time for personal reasons. I understand that I will not get paid for my services as a volunteer and I expect no compensation. Please enter sign your name in the space below. *
If under 18: I give my child permission to volunteer at the Ripley Public Library. Please enter Parent/Guardian name in space below.
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