
City of Glendora 
Administrative Policy 
No. 4.06 

Subject: 	GLENDORA PUBLIC LIBRARY VOLUNTEER POLICY 

Effective: 	July 1989; Revised January 27, 1992; Revised February 24, 1997; Revised May 19, 
2003; Revised March 16, 2009; Revised November 15, 2010 

Policy Objective:  

To establish procedures for Library volunteers 

Authority:  

Board of Trustees of the Glendora Public Library 

Assigned Responsibility:  

Board of Trustees of the Glendora Public Library and Library Director and assigned staff 

Policy:  

Individuals interested in volunteering are required to submit a volunteer application. An 
interview will be scheduled to assess the volunteer's skills, interest, and availability. The 
Glendora Public Library reserves the right to make volunteer appointments based upon the 
applicant's ability to perform required duties and upon the needs of the library; some 
applicants may not be placed. 

Every effort will be made to match volunteer applicants with duties that best complement their 
skills and interests. Any volunteer who does not follow volunteer policy and guidelines, or is 
unable to meet the needs of the library, will be asked to terminate the volunteer relationship. 

The Glendora Public Library is a "Drug Free Workplace." A volunteer found to be under the 
influence of or impaired by an intoxicant while on duty or stand-by for duty, shall be asked to 
leave his or her post for the day and may be relieved of volunteer duties altogether. 

Attachments:  
A: GPL Volunteer Program Overview 

B: Volunteers have Heart! Brochure 
C: GPL Volunteer Application 
D: GPL Volunteer Confidentiality Statement 
E: GPL Volunteer Check-in sheet 
F: GPL Volunteer Time sheet 



City of Glendora 
Library Board of Trustees 

Approved and adopted this 15 th  day of November, 2010 

Ayes:  	--a'  
Noes: 

Absent:  1Z5  

Attest:   sa5(,1.0pid2-64.49,e----  
Robin Weed-Brown, Library Director 



Attachment A 

Glendora Public Library 
Volunteer Program  

Overview 

All adult volunteers are processed and coordinated by the Volunteer Coordinator. Youth volunteers, 
ages 12-18, are processed and coordinated by assigned staff in the Adult/Youth Services divisions. The 
Library does not generally accept any volunteers who are court referrals/court appointed. 

1. Anyone interested in serving as a Library Volunteer should complete the interest form 
found in the "Volunteers Have Heart" brochure [attached The completed form should 
then be turned in to a staff member and submitted to the Volunteer Coordinator. The 
Volunteer Coordinator will review the completed form and refer the volunteer candidate to 
the appropriate person for appropriate follow-up and/or scheduled interview. 

2. As needed, volunteer candidates will be interviewed by assigned staff. A volunteer 
application must be completed by each candidate at the time of his or her interview. 

The purpose of the interview is to assess the volunteer's skills, interests, and schedule 
availability. Volunteer acceptance and placement is based on the compatibility of 
volunteers' skills and the needs of the Library — some applicants may not be placed at the 
time of their interview. If a candidate is accepted as a Library Volunteer, every effort will be 
made to match volunteer interests with his or her library assignment. 

3. A volunteer's work assignment and schedule are determined by the staff person conducting 
the interview, and may be changed at any time to meet the needs of the organization. At 
the discretion of the Volunteer Coordinator or the assigned division, a volunteer may be re-
assigned to work on special projects at any time. 

4. Volunteers are to stay in public areas unless their work assignments require access to staff 
work areas as directed by a supervisor. 

5. A volunteer who is unable to work his or her assigned work schedule should contact the 
Volunteer Coordinator or the supervisor in the appropriate division as soon as possible. 
Bookstore volunteers should attempt to find a replacement for their assigned shifts and 
contact the Development Office or Bookstore Manager if they are unable to find someone 
to work their shifts. 

Revised Feb 2013 



Attachment A 

6. Volunteers should sign in and out and record their hours in the volunteer time book located 
in the Circulation Office. Literacy volunteers must record their hours on forms required by 
grant guidelines. Youth volunteers assigned to the Children's room must sign in and out and 
record their hours in the volunteer time book located at the Youth Services desk. Bookstore 
volunteers will sign in and out and record their hours in the volunteer time book located in 
the bookstore. 

7. While not required, we ask each volunteer to make a three-month commitment to the 
Library. Changes in work schedule or concerns about work assignment should be referred to 
the Volunteer Coordinator or Adult/Youth Services divisions as appropriate. Changes in 
address or telephone number should also be reported. 

8. The Library appreciates each volunteer's willingness to help, but asks that they direct 
patrons to a Library staff member immediately if there is a question from the public beyond 
directional questions ("Where is the bathroom?"). 

9. The Library is a public service organization, and asks all volunteers to act in a professional, 
business-like manner. This includes dressing in an appropriate attire for their work 
assignments and wearing their volunteer badge whenever working in the Library. 

10. Jackets, purses and other personal belongings can be kept in the volunteer's assigned work 
area, if appropriate, or check with a Library staff member. The Library is not responsible for 
any lost or stolen personal items. 

11. The Library does not cover any volunteer with any form of an insurance policy, including 
Workers' Compensation. Homebound delivery drivers must be covered under their own 
private insurance policies. Any injury incurred by a volunteer while conducting their 
assigned duties must be reported to management immediately. 

12. Adult volunteers requesting to work in the Youth Services area or programs may be 
required to be fingerprinted prior to assignment. 

13. All volunteers must read the Glendora Public Library Volunteer Confidentiality Statement 
and agree to abide by it, upon signing the Statement. 

14. Divisions within the Library may have additional procedures that relate to specific volunteer 
assignments. 

Revised Feb 2013 
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Attachment C 

Glendora Public Library 
Volunteer Application  

 

NAME: 

 

TODAY'S DATE: 

ADDRESS: 	BIRTHDATE: 	  

CITY/ZIP: 	❑ Adult 	❑ Teen 	❑Youth 
(18 & older) 	(14 - 18) 	 (10 - 13) 

E-MAIL: 	PHONE: 	  

♦ I want to help: ❑ where the library has the greatest need ❑ Friends Plaza Book Loft (adults only) 

❑ Public Computer center ❑ Community programs ❑Adult Literacy ❑Children's Services (adults) 

❑ other 

♦ In case of an emergency, please contact: 	  

Relationship:   Phone: 	  

♦ Present or previous Jobs (Please include any volunteer work): 	  

♦ Computers /other equipment experience: 	  

♦ Do you speak any other languages? 	  

♦ Do you have any physical conditions, which may limit your ability to perform some tasks? If yes, please explain: 

♦ It will be necessary to make regular work assignments in or order to set up a schedule. Volunteers are asked to 
make a minimum commitment of one month. 

MON. TUES. WED. THURS. FRI. SAT. SUN. 
MORNING ##### 

AFTERNOON ##### 

EVENING ##### ##### ##### ##### ##### 

I hereby apply for work as a Volunteer in the Glendora Public Library. I understand that if I am accepted, I 
will be expected to follow a mutually acceptable work schedule, and to notify my supervisor promptly if I am 
unable to work as scheduled. I also understand that I will be expected to perform my assigned tasks in a 
business-like and efficient manner. I have read and agree to follow the Glendora Public Library Volunteer 
Confidentiality Statement. 

DATE: 	 SIGNATURE OF APPLICANT: 	  



- Page 2- 

IF APPLICANT IS UNDER 16 YEARS OF AGE: 

School: 	 Grade: 

I give my consent as a parent/guardian to my child to volunteer his/her services at the Glendora 
Public Library. My child and I have read the Glendora Library Volunteer Policy and agree to abide by 
it and his/her assigned schedule. 

Date: 

Parent/Guardian Signature: 	  

OFFICE USE ONLY 

INTERVIEWER'S NOTES & COMMENTS: 



Attachment D 

Glendora Public Library Volunteer Confidentiality Statement 

The Glendora Public Library supports the Library Bill of Rights with free and confidential access 
to all materials by patrons. 

• Do not release or share information about what materials have been checked out, 
requested or reviewed except to a cardholder (i.e. someone who has permission to use 
a card). 

• Do not give out names or addresses from registration files to individuals or unauthorized 
agencies, per state and federal law. 

• Do not release information regarding minors, except to parents or legal guardians if they 
have a library card, a library overdue notice or if the minor is present. 

• Do not pass on information overheard from staff member conversations to others. This 
information must remain in the library. 

Volunteer Responsibility 

All library employees and volunteers are required to protect each library user's right to privacy. 
According to California Government Code Section 6254(j), this applies to library circulation 
records kept for the purpose of identifying the borrower of items available in libraries as well as 
library materials presented solely for reference & information purposes. 

Library circulation records are strictly confidential and are disclosed only to the library 
cardholder or parent or legal guardian of a minor who is a cardholder, unless a valid subpoena 
or warrant is presented. If a subpoena or warrant is presented, the Library Director or a Library 
Manager should be notified immediately. 

Volunteers who are granted access to the library's online computer system in the course of 
their work are asked to strictly maintain the privacy of library customers by not divulging any 
personal information, including titles and subject matter of materials used or borrowed, to 
anyone other than library personnel. 

Revised Nov 2010 


