The Deep River Public Library

The Deep River Public Library

Policy Type:

Volunteer

Policy Number:

VOL-01

Policy Title:

Volunteer Policy

Initial Policy Approval Date:

March 1997

Last Review/Revision Date:

March, 2022

Year of Next Review:

2026

The Deep River Public Library values the important contribution volunteers make to our
organization. By contributing their expertise, knowledge, and time, volunteers enrich our library
and strengthen our connection to our community.
The library is committed to developing and maintaining a volunteer program in which differing
ideas, abilities, backgrounds, and needs are valued. This volunteer policy provides guidance and
direction to staff and volunteers.
Definition: The term "volunteer" refers to a person who performs services for the library
without compensation or expectation of compensation (beyond reimbursement for preapproved specified expenses) and, who performs a task at the direction of, and on behalf of,
the library.

Section 1: Scope
1. Volunteers are used by the library to enhance library programs and services, or to free
skilled paid library staff for other duties. Volunteers do not substitute for or replace paid
employees.
2. The policies apply to all volunteers in all programs, including activities that take place
outside the library.

Section 2: Responsibility
1. The CEO oversees and coordinates the volunteer program with support from the Library
Assistant: Administration by:
a) planning for effective volunteer opportunities;
b) identifying productive and meaningful volunteer assignments;
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c)
d)
e)
f)
g)
h)

recruiting suitable volunteers;
training staff to supervise volunteers effectively;
managing volunteers;
tracking and evaluating the contribution of volunteers to the library;
recognizing volunteers for their contributions; and
connecting with other volunteer programs in the community.

2. A system of records is maintained on each volunteer. Volunteer records shall be accorded
the same confidentiality as paid staff personnel records.
3. The library will ensure that liability insurance covers volunteers.
4. Volunteer service will be formally acknowledged with a job reference upon request.
5. In the event of an opening for a paid position, volunteers who apply will be evaluated on
the same basis as all other applicants.

Section 3: Tasks that may be performed by Volunteers
1. Volunteers will not perform any task or duty for which a license or certification is required if
the volunteer does not possess such license or certification.
2. Volunteer tasks may include but are not limited to:
a) shelf reading and shelving;
b) book processing and maintenance;
c) care of library gardens;
d) front desk services;
e) program supports and special events;
f) fundraising initiatives;
g) technology supports;
h) home delivery services; and
i) Friends of the Library.

Section 4: Eligibility for Volunteering

1. The service of paid staff members as volunteers is accepted provided that the volunteer
service is:
a) initiated by the staff member;
b) provided voluntarily;
c) involves work that is outside the normal scope of duties and working hours for that
staff member.
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2. The minimum age requirement for volunteers is 14. For positions that require supervision of
children, volunteers must be at least 16 years of age.

Section 5: Recruitment and Assignment
1.

Volunteers are included in our roster as soon as there is opportunity.

2.

Volunteers may be interviewed to ascertain their suitability for, and interest in, specific
tasks. The interview determines the qualifications of the volunteer and their commitment
to fulfill the requirements of the assignment. The interview should also answer any
questions that the volunteer has about the library and the assignment.

3.

A reference check may be made if appropriate for the volunteer assignment.

4.

Volunteers over the age of 18 in certain assignments, including volunteers working alone
with youth or vulnerable adults, may be asked to submit a police record check or vulnerable
sector check. This cost will be paid by the library.

5.

Volunteers shall be supervised by library staff while on duty.

6.

The library strives to meet volunteer expectations and offer a satisfactory volunteer
experience for both parties. However, it may be deemed necessary to explore alternative
tasks or to end the volunteer placement.

7.

The Deep River Public Library reserves the right to, at any time and for any reason,
discontinue a volunteer’s relationship with the library or make changes to the nature of the
volunteer assignment.

Section 6: Orientation and Training
1. Within their first sessions, all volunteers will be given a tour of the library and a general
orientation to our space, our services, and the volunteer program.
2. Volunteers receive training to provide them with information on:
a) the knowledge and skills necessary to perform their volunteer assignment;
b) the operation of the program or service to which they are assigned;
c) the purpose and requirements of the assignment;
d) health and safety protocols; and
e) hazards that may be encountered.
3. Volunteers are required to complete training mandated by legislation. Additional training
relevant to their volunteer assignment may also be made available to volunteers.
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4. All training will be documented via a checklist with signatures from the volunteers and
supervisors.

Section 7: Responsibilities of Volunteers
1.

Volunteers should actively perform their duties to the best of their abilities, and uphold the
mission, policies, and procedures of the library.

2.

Volunteers are responsible for maintaining the confidentiality of all privileged information to
which they are exposed while serving as volunteers, whether this information involves staff,
volunteers, patrons or other persons, or involves overall library business. Failure to
maintain confidentiality could result in immediate dismissal.

3.

Volunteers should understand that the library may at any time, for whatever reason, decide
to end the volunteer relationship. As well, the volunteer may at any time, for whatever
reason, decide to end the volunteer relationship. Notice of such a decision should be
communicated as soon as possible to the volunteer's supervisor.

4.

When expecting to be absent from scheduled duty, the volunteer should inform their staff
supervisor in advance so that a replacement may be found. Continual absenteeism will
result in a review of the volunteer’s placement.

5.

Volunteers must obtain approval from appropriate staff prior to taking any action or making
any statement which might affect or obligate the library.

6.

Volunteers are responsible for presenting a good public image.

7.

Volunteers are expected to submit any timesheets and any other information to the Library
Assistant on duty in a timely and accurate fashion.

8.

Volunteers must be covered by their own vehicle insurance where their assignment involves
the use of a vehicle. Volunteers are responsible for their own parking tickets and fines
incurred during volunteer assignments.

9.

While on Deep River Public Library property and/or while performing volunteer activities on
behalf of the library, volunteers are expected to maintain a professional level of behaviour.
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