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Volunteer Policy

The Ogden Farmers’ Library encourages volunteers to supplement the efforts of paid
library staff to provide quality library services. Volunteers are connections to our
community and are advocates for quality library services. The Ogden Farmers’ Library
also hopes that this program will create opportunities for the volunteers to feel personal
satisfaction while preforming a valuable service to their community.

The Library is very pleased that you are considering volunteering!

What is a volunteer?

e A volunteer is a person who contributes time, energy and talent directly to the
library and is not paid by the library.

e Volunteers are used to supplement, not replace, paid library staff.

Who may volunteer?

The library uses 2 distinct groups of volunteers:
e Teen Volunteers are those who are in 6™ to 12" grade.
e Adult Volunteers are those who are over the age of 18 and out of high school.

e While the Board of Trustees are volunteers, they do not fall within the scope of
this policy.

e The Friends of the Library are a separate organization from the library. The
organization does not fall within the scope of this policy, but when individual
members volunteer for the library, they do fall within the scope of this policy.

Volunteers shall be recruited without regard to any individual’s age, race, creed, color,
national origin, religion, marital status, sexual orientation, gender, physical appearance,
socioeconomic level, education level or any other legally protected characteristic.

How do | volunteer?

All volunteers must fill out an application to volunteer. These applications are at the
circulation desk. Teens and adult volunteers have separate applications. Teen
volunteers must have parental approval to volunteer unless over 18.
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After application, the volunteer coordinator for that age group will contact the potential
volunteer. Teen volunteers are supervised by the teen librarian, adult volunteers are
supervised by the volunteer coordinator, who is a library assistant employed by the
library. There will be a brief interview to determine volunteer eligibility and where best
the volunteer may serve.

Potential volunteers are subject to a background check. Ogden Farmers’ Library has the
right to refuse to allow anyone to volunteer. Some examples for refusal include, but are
not limited to:

e Those doing court-mandated volunteer hours.
e Anyone who has been banned from the library in the past or present.

e Anyone who has a library card set to delinquent status for unpaid fines, lost
items, etc.

The library allows volunteers to fulfill other volunteer obligations such as honors society
or class assignments. The volunteer coordinator for the appropriate age group will sign
off on any forms required to receive credit.

All volunteers must undergo a training with their volunteer coordinator. The volunteer
coordinator will arrange this training with the volunteer.

Volunteer tasks

Teen volunteers help run teen and children’s programs, decorate the library as needed,
do light cleaning, serve on our Teen Advisory Board, put together take-home kits, and
other tasks as determined by the Teen Librarian.

Adult volunteers can help keep our shelves in order, do light cleaning, help with
programs or program preparation, or help maintain the garden. Other tasks may also be
developed by the Volunteer Coordinator.

Volunteer expectations

We rely on volunteers to regularly help us, and therefore appreciate such basic job
courtesies as:

e Appropriate dress:

o Volunteers should present a clean and neat appearance.
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o Volunteers should dress comfortably but appropriately for their assigned
tasks.

o Conducting yourself according to library rules and policies.
o Contacting your supervisor if you cannot make a shift.

o Keeping an accurate record of times volunteered.

o Keeping to your schedule as agreed upon.

o Wearing a name tag.

Adult volunteers are subject to the same “employment cycle” as paid positions —
application, interview, training, scheduling, time recording, evaluation, and if necessary,
termination.

If at any time while volunteering you feel harassed or unsafe for any reason, please
report this immediately to the volunteer coordinator, director, or librarian on duty.

While volunteering, the public will recognize your association with the library and it is
imperative that you give a positive, welcoming experience to the public.

All volunteers are supervised by their volunteer coordinator. If their volunteer
coordinator is unavailable and the volunteer needs a question answered, they may ask
for the director of the library. If the director is also unavailable, the librarian on duty at
the desk may also be asked.

Volunteers are expected to keep the volunteer coordinator up to date about any
changes to their contact information.

While volunteers are not usually assigned duties requiring the handling of confidential
information, all volunteers are expected to maintain confidentiality about any library
records or transactions. This includes any information about materials looked at, asked
for, or checked out, as well as any patron reference questions.

Should a volunteer have a grievance with a staff person, another library volunteer or
library patron, every attempt to resolve the situation will be made through their volunteer
coordinator and/or the library director.

Separation from the library
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Volunteers may leave their volunteer position at any time. Notice is appreciated, but not
required.

Volunteers may be terminated from their volunteer position by the library for any reason,
including, but not limited to:

e Disclosure of confidential library material.

e No-call, no show to an expected shift or event.

e Not following library rules and policies.

e Use of, or being under the influence of, drugs or alcohol while volunteering.

The volunteer coordinator will confirm volunteer dates and hours to prospective

employers upon request, and may or may not, at the volunteer coordinator’s discretion,
offer a reference.

Other information

Questions about this policy may be made to the library director.

Adopted by the Library Board of Trustees January 16", 2025
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