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Volunteer Policy

The Shorewood-Troy Public Library Volunteer Program allows the public to contribute their unpaid
time, energy, and talents to the community through service at the library. Volunteers assist with
general library activities, such as providing support to library staff and working on special projects as
assigned. Volunteers are expected to act in accordance with library policies and to reflect positive
customer service attitudes to all library patrons.

General Provisions

Nothing in this policy shall be deemed to create a contract between the volunteer and the
Shorewood-Troy Public Library. All reasonable care will be taken to ensure the safety of volunteers.
The Shorewood-Troy Public Library will not provide any medical, health, accident or worker's
compensation benefits for any volunteer. Volunteers will not be eligible to receive any worker's
compensation benefits for any injuries sustained while functioning as a volunteer.

Requirements

To be eligible for volunteer hours, persons must be at least 13 years old or currently enrolled in
middle school/high school and in good academic standing. Students may use these volunteer hours
to complete required community service for graduation, National Honor Society, or other academic
requirements. At this time, we are not offering volunteer hours to individuals who have been
assigned community service by any other outside agency (e.g. court-ordered community service).

Selection of Volunteers

Volunteers are selected based on their qualifications in relation to the needs of the library at any
given time and their ability to commit to a consistent schedule of volunteer hours.

Prospective volunteers will need to register for our teen program “Saturday Volunteers”. Limited
seats are available, but a waitlist is provided. The program will adhere to our Program Policies.



Roles and Responsihilities

The library depends on its volunteers for a wide variety of tasks which otherwise need to be assigned
to library staff. We therefore ask volunteers to be reliable in their commitment to the library and to
notify the library in advance if they are unable to attend the program. In turn, volunteers will be
notified immediately on any given day when the library opens late or closes early for any reason.

Individuals are asked to wear a name tag that identifies them as a volunteer while they are working at
the library. Volunteers are expected to refer all requests for information to the library staff, other
than purely directional questions (e.g. where is the bathroom, where are the children’s books, etc.).

Volunteers will receive specific training in their assigned duties from the library staff member who
directly supervises their work.

Volunteers are asked to check in with staff at the reference desk/"Ask Here" desk at the beginning
and end of their shifts in order to keep an accurate record of the hours they work each week.

Work Schedules and Duration of Volunteer Service

Volunteers shall only work during hours when the library is open and when adequate supervision is
available. Typically, a volunteer works a 2 hour time slot once a month. In the event that a volunteer
misses three consecutive scheduled shifts without any formal notice, the volunteer may be removed
from service.

Both the volunteer and the Shorewood-Troy Public Library have the right to terminate the
volunteer's association with the Library at any time, for any reason, with or without cause.

By signing this form, | verify | have read and understood this form, and agree to comply with
its contents.

Volunteer Name (print)

Volunteer Signature Date

Parent/Guardian Signature Date (if under 18)

Email H.S. Graduation Year


Jennifer Mills
Line
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