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Volunteer Point Person Handbook 2026
 (Updated 8/19/26)


Volunteer Resources Mission Statement
The Charlotte Mecklenburg Library seeks to empower volunteers to use their talents in a way that brings them personal satisfaction and contributes towards providing the best public library services in our community. Staff and volunteers partner as a team to implement the mission and vision of the library. 

Volunteer Resources Philosophy
The Charlotte Mecklenburg Library seeks to empower individuals to the productive use of their talents, skills, and gifts to enhance library experiences. Volunteers are members of a team that are dedicated to offering skills, unique abilities, and time without pay to the Library. Volunteers are rewarded by learning new skills and helping the library improve lives and build a stronger community. We recognize our volunteer’s everyday by ensuring that volunteers are given an opportunity that matches with their desires and skill sets, sincere thanks, volunteer events, and by never wasting a volunteer’s time.

Volunteer Opportunities at www.cmlibrary.org/volunteer

Get Connected Log In: https://cmlibrary.galaxydigital.com

Volunteer Rights 
· Receive and review a clear, comprehensive job description
· Be carefully interviewed and appropriately assigned; receive training
· Be seen as belonging, through inclusion at meetings, social functions, etc.
· Be supported in your role and be safe on the job
· Have choices and feel comfortable about saying "no"
· Be informed on matters that directly or indirectly affect you and your work
· Receive feedback on your work and receive recognition for your contribution

Volunteer Responsibilities
· Be reliable, punctual, and trustworthy; sign in and out when volunteering 
· Respect confidentiality
· Respect the rights of people you work with and address areas of conflict with the appropriate staff member
· Carry out the specified job description
· Give feedback (i.e. participate in evaluations when asked)
· Be accountable, accept feedback and undertake training
· Avoid overextending yourself and ask for support when you need it
· Accept decisions made by the staff or the organization
VPP Training   VPPs will receive 5 hours of training annually. In addition, the Volunteer Coordinator (VC) will coordinate a two or three-hour introductory “one on one” session with all new VPPs plus the two VPP training courses during the year. The VC is available anytime if extra coaching is needed or if the staff at their branch would benefit from some coaching or training. 
TIP- Feel free to suggest or present a topic or offer to help with planning our trainings.

Those who consistently do seven of the following nine duties are considered VPPs  

· Meets with location manager/staff to determine volunteer needs/ or complete an assessment.   Then coordinates volunteer involvement at the branch and organizes workflow to support library volunteers.
· Recruits, with the help of the VC- writes descriptions for all volunteer opportunities and develops recruitment plan (if needed) with VC.
· Screens: reviews applications, schedules interviews, determines best fit. Sends criminal background check form to VC and receives the results before allowing anyone to volunteer. Shares with staff only if necessary. Note: Interviewing is very important and has some legal ramifications. VC will send you slides on this topic as well.
· Orients: tour/overview of branch, schedules volunteers, provides training or ensures that someone is responsible for training.  Follows up with volunteer to get feedback and additional training if needed.  
· Supervises: addresses and manages volunteers, is responsible for any undesirable behaviors and dismissals. Discusses and plans best course of action regarding dismissal with the VC. VC will help or dismiss if necessary.
· Communicates: engages with volunteers/parents/caregivers, insures understanding of policies and procedures; is main point of contact for adult volunteers. Schedules volunteers or ensures that other staff are scheduling.
· Recognizes: rewards volunteers and shares their impact with staff and VC; plans and implements day to day appreciation, an annual recognition celebration/National Volunteer Week to aid retention.    
· Reports: establishes and maintains volunteer records as needed and inputs in GC by the end of each month. Manages small budget.
· Grows skills and shares knowledge; attends and/or presents at VPP meetings two times annually
 
Administration of Volunteers    CM Library Administration/ Volunteer Coordinator (VC), located at LAC, will oversee volunteer resources by coordinating the efforts of all locations.  Forms are available on Foreword net and in the VPP Handbook, a database of volunteers and hours will be maintained, and a budget for volunteer recognition will be established. Each branch will designate a “Volunteer Point Person” (VPP) that will supervise aspects of volunteer management for their location. 

TIP – Although we often call it volunteer services or the volunteer program it is technically a resource for capacity building. Volunteer Resources or Volunteer Engagement is a better term.

Volunteer Point Persons   Thank you for taking this opportunity.  This role will polish management skills that you will use for the rest of your career. 

It is incumbent upon VPPs to communicate with the other managers/departments regularly about volunteer engagement and to share information and keep staff updated.  An “inventory of needs” of each department should be taken annually to understand the needs of branch departments.

Your role is to be THE gatekeeper for all volunteers to maximize a positive experience for volunteers and staff.  You and only you are trained specifically for the varied aspects of this role. 

TIP – Clear and consistent communication is especially needed if you are the VPP at a regional library or have two VPPs.

Volunteer Communications   Keep an updated email distribution list of your volunteers at all times in case of inclement weather or other emergencies.  VPPs or someone they designate are responsible for communicating with potential and active volunteers. There should be a “communications hub” at each branch; a place for volunteers to sign in and get any pertinent information.  The VC will sometimes ask that you post volunteer needs for special events on the hub. 

TIP - Occasionally email the entire group to say how much you appreciate them. If it is flu or vacation season you may ask who would be able to volunteer on short notice. This would be an “On Call” list.

Volunteer Badges   All volunteers should have a volunteer badge to wear while they are on duty for security purposes, and it identifies them as volunteers to staff and customers.  It communicates to staff that they have been cleared to be in the workroom. Badges are available from the volunteer office at LAC. Badges should be left at the branch when a volunteer leaves for the day. 
 
TIP- Place a reminder on the sign out sheet to remove their badges before they leave.

Safety and Inclement Weather  VPPS are responsible for reviewing emergency, safety and security procedures with all volunteers Please keep names and numbers of volunteers accessible in case of emergencies. Inclement Weather number is 704-416-0191.

Illness and Covid   We ask that no volunteers come in sick. CML no longer has a Covid policy. If a test shows a negative or if no fever for 24 hours they can return. We don’t require proof. 

Recruitment Information   Volunteers may be recruited from the general population by various means including our web page, signage at various locations, social media, Share Charlotte, and Idealist. The VC should be consulted about external recruitment.

Posting an opportunity in Get Connected    When volunteers are needed; follow the format (located in the forms section below) and enter. Look at another branch’s description and cut /paste.

Applications   All volunteers are required to fill out an application at www.cmlibrary.org/volunteer.  Once in the Volunteer Portal, the volunteer is officially registered with CML and will be covered by insurance. 
Each volunteer must have their own sign-in sheet.  The required information includes date, time in, time out, and job performed. This is required so that hours can be entered.

TIP- Many teens will ask you for verification of time served sometimes years later as they prepare for college. 

Screening and Interviewing Prospective Volunteers   Individuals who want to volunteer should be interviewed personally by the VPP and/or the department head for whom the volunteer will be working. A list of typical volunteer questions is also located on the intranet and in this handbook. The preferred minimum age for volunteers is 13 and would be directed to the VolunTeen program. Children can volunteer with a parent or guardian if the branch has a need. 

Legalities when Interviewing   We recently learned about “discoverable docs” meaning that your notes on the interview sheet should only reflect what is said, not your feelings or opinions as we recently learned from our attorney. See the slides below for more directions. 

https://mecklib-my.sharepoint.com/personal/cwall_cmlibrary_org/Documents/Desktop/2026%20VPP%20and%20Vol%20Handbooks/Getting%20to%20No%20-%20Volunteers.pptx

TIP- Remember it is easier to say “no” now than to dismiss a volunteer later.

The Criminal History form is completed by the potential volunteer but only if the candidate aligns with our needs. Candidate completes the form, VPP sends to VC. A background check is done on all potential volunteers 18 and older. This form along with a copy of the “Fair Credit Report” should be given. Place the branch name in the upper right hand corner before sending to the VC. VPP’s will be notified by email when the applicant has been approved; if a volunteer is denied the VC will respond to the applicant.

ON-LINE Background Checks
On-Line Background Checks are now available. VPP will send VC an email with the first and last name of volunteer and their email address. Subject line should read On-line check for John Smith UC so we can search by subject if needed. Please remind the applicant to be looking for an email from Charlotte Mecklenburg Library and to check their spam or junk folders. I will share results as I do normally.

Volunteer Assignments and Expectations    Each volunteer should be given a copy of their job description before they begin volunteering and be reviewed with the VPP or the supervising staff. We ask for a 6-month commitment from each volunteer with a minimum of 2 hours a week. This request will minimize any re-training necessary due to absenteeism for weeks at a time. This is a request but for some locations it may be a requirement, and some locations may allow for shorter periods. You have the best knowledge of what will work for your branch’s needs. There is flexibility here for you to make the call.  

TIP- Make no promises over the phone, wait until after the interview. Also, start volunteers slowly; around 2 hours weekly. You can increase their time after they have proven to be an excellent fit with both the opportunity and our staff. 

International Volunteers   Those who have a Visa can volunteer. It is reasonable to expect that the U.S. Government has vetted those with criminal histories. If someone is undocumented and has no Visa or SS#, then complete the International Volunteer Background Form and send to the VC for further vetting.

Supported Volunteers and their Caregivers/Guides/Coaches   Supported volunteers and their helper are likely to inquire about volunteering at the library since many visit us often. The VC has worked with the special needs community and is a good resource should you need it.  When there is a supported volunteer who is accompanied by a helper both the volunteer and the helper will need to complete an application and if over 18 a criminal background check. Both of their hours should be entered in the portal. If it takes two people to help one person volunteer, we treat both as new volunteers.

TIP – Be sure to address our expectation that they always be with their client.

Children and Families   Those under 13 years of age can volunteer with a parent or guardian who must always remain with them. An application for both and a background check for the adult(s) is required. I recommend children be 8 years and up. TIP – Adopt an aisle or book sorting could be a good fit.

Special Event Volunteers    When the Library needs volunteers for events such as Dia or Epic Fest.  The VC may ask you to post a flyer on your volunteer communications hub to help us recruit.  Please help us recruit by making a personal request or pointing out the flyer.  

TIP- It’s preferred that volunteers accept a special assignment in addition to what they normally do so they don’t disrupt their location operations.

Court Ordered Community Service   Court Ordered Community Service applicants are those who are assigned hours by the criminal justice system.  All individuals must be routed to the VC to be vetted.  Only those who have committed misdemeanor offenses are accepted.  Unacceptable offenses may include theft, violence, or any form of child abuse.  When a person completes their hours, the paperwork is to be signed by the VPP or the VC and mailed to the caseworker or attorney.

· Direct interested individual to call me or email me for the vetting process.
· I will ask the hard questions and determine if CML can take their offense.
· If yes, I will say “We can accept your offense however, the branch VPP will determine if they have a need and can merge you into the workflow.
· Now the normal volunteer process goes into effect.
· VPP calls the individual, gathers info and if all is good then asks for an interview.
· If in alignment with our needs, then schedule training and determine their volunteer schedule.
· When they have completed their hours, they will ask for a completion document. 
· See the” Confirmation Letter to Attorney” template in the forms section. You can sign it, or I can sign it.

School Required Community Service    Students seeking to volunteer at the library may have been assigned “community service” hours by their school.  The recommended minimum volunteer age is 13 and will be directed to the VolunTeen process.

VolunTeens   VolunTeens can serve year around (two sessions per year that align with the school semesters).
· For the Summer, applications are accepted on April 15 for the summer and August 15 for the school year.
· Please discuss with teen staff the number of teens the library can take without displacing adult volunteers.

GET Connected (Volunteer Portal)

Get Connected (GC) keeps an account of all volunteers. Please keep it updated with notes on examples of excellent or poor behaviors. Remember Just the facts. 
Hours should be entered into the portal by the 5th of each month.  

Records   Keep a notebook or e-file of all volunteer applicants and make notes as needed. This is necessary for succession or if a VPP is out for an extended time.
Keep track of volunteer items such as your “thank you volunteers!” banner by citing the storage location in the notebook. TIP - Enter hours once a month by the 5th of the following month.

Beverages or Food
Volunteers who require a snack break should discuss options with the VPP.  Breaks are usually reserved for those who work four or more hours at one time. Only bottled water with a cap will be allowed on the library floor. Some branches or departments may have stricter rules. 

Conversations 
The following is in the Volunteer handbook. “We respectfully request that volunteers not enter staff spaces unless directed to do so and to keep conversations to a minimum while in these spaces to ensure an uninterrupted workflow. Our staff is often busy with a wide variety of tasks and sometimes excessive socializing can hinder productivity. We appreciate volunteers being mindful of this. If you need help from the VPP or supervising staff, please ask.” 

Tip: Potential Language for staff when a volunteer seeks socialization.
Note to all staff: Please be mindful of your tone and body language when communicating with volunteers.  Self-awareness is key.  We want to be open, kind and approachable when interacting with volunteers.

· Do you need help with a task? If so, I will get our VPP or your supervisor.
· Do you have an immediate need? If not, I need to finish this project.
· Are you looking for your supervisor? Allow me to finish this task and I’ll make an announcement.
· One moment, I need to finish this conversation or task.
· I am sorry I do not have time to chat now.


Confidentiality   The Volunteer Handbook goes into depth about confidentiality, and the last page asks for their signature ensuring compliance. Please retain this form in your records.

Training   Volunteers are to be trained by the VPP or other designated staff at each location.  While working they must always have a staff person available to them. Training should include an overview of the location, opportunity description, and the volunteer handbook, as well as a review of security/emergency plans/inclement weather procedures.  

TIP-Good placement and training deter the need for corrective action and dismissal.
                                                 
Corrective Action 
Corrective action may be taken if a volunteer’s work is unsatisfactory. Corrective action is within the discretion of the Library Manager, VM, or VPP and may include: 
1. Additional supervision 
2. Reassignment 
3. Referral to another agency
4. Dismissal 

If a volunteer misses the first scheduled day or if two absences occur without notification that is grounds for dismissal. You can make the decision based on the reason.

 If a volunteer’s behavior becomes problematic you may need to conduct one or more coaching sessions, perhaps more training or a different placement within the branch to correct the issue.  It is recommended that you have at least two coaching sessions with a volunteer before dismissal. In a coaching session you may need to re-visit the job description or share any concerns that have been brought to your attention. Please contact the VC for support and/or if dismissal looks eminent.  

TIP- The library is unique in that we are likely to see the individuals we refused or dismissed. It is imperative that we handle each with great sensitivity so that they continue to use the library. 

Discontinuation of Volunteers   CML staff has the right to refuse any person as a volunteer, whether they are court assigned or community service. However, the candidate can still claim discrimination. Don’t write anything negative or your feelings on the “interview sheet or notes.” These items are “discoverable” if legal action is taken. Specifics such as “answers were vague”,” showed low enthusiasm” is OK.

Please review this HR slide presentation on interviewing.
 https://mecklib-my.sharepoint.com/personal/cwall_cmlibrary_org/Documents/Desktop/2026%20VPP%20and%20Vol%20Handbooks/Getting%20to%20No%20-%20Volunteers.pptx

CML staff have the right to dismiss an active volunteer if there is a violation of any CML policy or if duties are not competently fulfilled after a reasonable amount of training and supervision. Volunteers who do not adhere to the policies and procedures of the program or who fail to satisfactorily perform their volunteer assignment are subject to dismissal. Dismissal is at the discretion of the VPP, VC, and Branch Manager only. 

Volunteer Recognition    Recognition plans will depend on the budget. Generally, each branch has $12 per adult volunteer who is currently active. Personal accolades from staff colleagues are the most desired. 

Each location is encouraged to recognize their volunteers in a way that is tailored to best suit their volunteers. Giving time and attention is one of the best ways to recognize and retain a valued volunteer. The VC can help you plan and implement your volunteer recognition.  GIFT CARDS - are not allowed.

National Volunteer Week (NVW)

Our volunteer recognition philosophy is “Do It Daily” but during NVW, CML formally expresses our
appreciation.  NVW is usually the third week in April.

The best practice for making people feel special is to "personalize"; reflect who they are, what they contribute, and the impact they have.

Do you have a volunteer you would like to highlight? Is there someone from the Board of Trustees or the
Foundation Board that we want to recognize? The VPP and/or other staff can complete a “Shout Out” form. (See the Forms section) These will be highlighted on the CML website and our social media accounts. 

Also, start taking a few pics now of our volunteers in action in your department or perhaps with their favorite book. We always need pics of volunteers and action shots are preferred.

As a system during NVW please do some/most of the following:

· VPPs will place our “Thank you volunteers!” banner for all to see in each library
· A display of our volunteer’s favorite books with their name and picture
· Appreciation stations with treats
· Perhaps a card or poster signed by the entire staff
· A paper banner showing the volunteer hours given at your location
· Small gifts of appreciation should be given to our volunteers; I will oversee this portion
· Please remember volunteers belong to all of us and want staff involvement for NVW
·  This should be a fun week with games and raffles and the like
· When NVW ends, please send me pictures.

TIP- Our philosophy is “Do it Daily” with special or more formal events once a year.


[bookmark: _Hlk34732888]Budget   Your budget is determined by how many active adult volunteers you have at the time you need to buy. Maybe you have 10, 10 x $12 = is $120. This should be the total spent for the year. We sometimes have some money leftover at the end of the year; and I will notify you. 

Whether it be a large event or several small ones throughout the year.  Call me to adjust your budget if your volunteer number increases or decreases. An active volunteer is one who has given us 2 service hours in the last two months.
 
Reimbursement   If you have a P-Card, complete your monthly log as normal and cite the volunteer budget number 56042. You can send to finance and make me aware of your expenditures. 

If you have a personal credit card or cash, then go to “Forms” and find and complete the “Expense Form” (NOT program expense form) sign and send to VC for signature.


References for Volunteers   You may verify the volunteer’s hours and time served only. You can only provide a reference for educational purposes.  Staff cannot provide professional references.








VPP Contact info, Forms, Resources, Calculating Hours and Checklists

VPP Contact List (updated 081726)
	Location
	       VPP
	Manager 
	Email
	Phone
	Budget Code        Object is 56042

	
	
	
	
	
	
	
	Object 56042

	AWR
	Cam-Tu Berg
	Alesha Lackey
	cberg@cmlibrary.org
	3036
	Fund 03 
	Dept 126
	Object 56042

	COR
	George Peterson
	Tyler Wilmouth
	gpeterson@cmlibrary.org
	3800
	Fund 03
	Dept 116
	Object 56042

	DAV
	Gina Petrie
	Marie Harris
	gpetrie@cmlibrary.org 
	4013
	Fund 03
	Dept 118
	Object 56042

	FH
	Kristin Rodriguez 
	Mike Wozniak
	kwilkins@cmlibrary.org
	0300
	Fund 03
	Dept 134
	Object 56042

	HG
	Michelle Burkheimer
	Greyson Keller
	mburkheimer@cmlibrary.org
	4412
	Fund 03 
	Dept 119
	Object 56042

	IRL
	Hamida Suliman
	Darrien Holloway
	hsuliman@cmlibrary.org
	4800
	Fund 03 
	Dept 121
	Object 56042

	IMG
	Darcy Patai
	Maryann O’Keefe
	dpatai@cmlibrary.org
	4607
	Fund 03
	Dept 136
	Object 56042

	MH
	Andrea Scott 
	Sheila Moore
	ascott@cmlibrary.org
	5200
	Fund 03
	Dept 123
	Object 56042

	LAC
	LAC
	
	LAC
	LAC
	LAC

	Special Events
	Chauna Wall
	Krystel Green
	cwall@cmlibrary.org
	0711
	Fund 03
	Dept 113
	Object 56042

	Logistics
	Kim Arlia 
	Harold Escalante
	karlia@cmlibrary.org
	0751
	Fund 03
	Dept 108
	Object 56042

	NCR
	Chauna Carr 
	John O’Connor
	ccarr@cmlibrary.org
	0137
	Fund 03
	Dept 137
	Object 56042

	Outreach
	Amrita Patel
	Barbara Cantisano
	apatel@cmlibrary.org
	4621
	Fund 03
	Dept 138
	Object 56042

	Tech Serv.
	Jasmyn Walker
	Traci Prizzi
	Jwalker@cmlibrary.org
	0363
	na

	Education
	Rose Smith
	Chantez Neymoss
	rsmith@cmlibrary.org
	0145
	na

	SPK
	Debbie Gwinn
	Walker Doerman 
	dgwinn@cmlibrary.org
	5412
	Fund 03
	Dept 124
	Object 56042

	MPK
	Immanuel Eggers
	Lonna Vines
	ieggers@cmlibrary.org
	5812
	Fund 03
	Dept 125
	Object 56042

	MS
	Georgette Sandoval
	Angela Adams
	gsandoval@cmlibrary.org
	5812
	Fund 03
	Dept 122
	Object 56042

	MS
	Kiya Jackson
	Angela Adams
	kjackson@cmlibrary.org
	5000
	Fund 03
	Dept 122
	Object 56042

	MTI
	Kaleena Woodruff
	Susan Lyons
	kwoodruff@cmlibrary.org
	5603
	Fund 03
	Dept 117
	Object 56042

	NCO
	Kay Cochran
	Jammie Lambiotte
	kcochran@cmlibrary.org
	6000
	Fund 03
	Dept 120
	Object 56042

	NCO
	Kenya Sloan 
	Jammie Lambiotte
	ksloan@cmlibrary.org
	6000
	Fund 03
	Dept 120
	Object 56042

	PINE
	Kate Hill 
	Cameron Smith 
	khill@cmlibrary.org
	3212
	Fund 03                  
	Dept 149
	Object 56042

	PM
	Kerry McCoy
	Catherine Haydon
	kmccoy@cmlibrary.org
	6212
	Fund 03
	Dept 128
	Object 56042

	SBL
	Ana Robles
	Beatrix Guevera
	arobles@cmlibrary.org
	6400
	Fund 03
	Dept 129
	Object 56042

	SOR 
	Barbara Gwynn
	Laura Highfill
	bgwynn@cmlibrary.org
	6622
	Fund 03
	Dept 112
	Object 56042

	SOR
	Randal Walton
	Jennie Secrest 
	rwalton@cmlibrary.org
	6600
	Fund 03
	Dept 112
	Object 56042

	ST
	Amy Hilton 
	Angela Allen
	aghilton@cmlibrary.org
	6823
	Fund 03
	Dept 130
	Object 56042

	SUG
	Teo Tem
	Amy V. McCleave
	stem@cmlibrary.org
	7000
	Fund 03
	Dept 127
	Object 56042

	UC
	Adriana Ortega
	Everett Blackmon
	aortega@cmlibrary.org
	7221
	Fund 03
	Dept 131
	Object 56042

	UC
	Thanh Diep
	Everett Blackmon
	Tdiep2cmlibrary.org
	7211
	Fund 03
	Dept 131
	Object 56042

	WBL 
	Zack Ward
	Jose Barahona 
	zward@cmlibrary.org
	7411
	Fund 03                  
	Dept 132
	Object 56042





Location Needs Assessment 

 Location: 		Submitted by:	 	Date:


1. What are the goals for your location that require more people, expertise, money, or tools? 

2. What are the problems and challenges that your location is currently experiencing? 

3. What are you currently doing that you would like to increase, replicate, or expand? 

4. What is an area or department this is underutilized or understaffed or seems constantly overloaded? 

5. What specific skills and resources would your location’s personnel need to fulfill your goals/challenges? 

6. What three assignments would be an asset to you and your locations?

7. What library services would you like to provide the community that you cannot because of time commitments?

8. What library services would you like to provide to the community that you cannot because of a lack of individuals with specific skills or training?

9. What concerns or questions do you have about involving volunteers in your department?

10. In what other areas or departments of the library do you think volunteers would be most effective? Why?

11. Other Comments:

Opportunity Description Format  

Use the following format to maintain consistency among locations. Enter in Get Connected for recruitment.

Title: West Boulevard Shelf Reader (Always start with the location name)

Qualifications: Volunteers aged eight years and up are eligible. Volunteers under the age of 14 must always have a parent or guardian with them when volunteering.
 
Hours: 6 Month Commitment; 1 hour weekly or every 2 weeks minimum (flexible schedule).

Responsibilities: You are assigned a shelf in the library that you are responsible for keeping in numerical and/or alphabetical order. 
 
Knowledge: Basic understanding of the Dewey Decimal System-must possess excellent alpha-numeric skills. Ability to understand and follow directions, accuracy, patience, and a tolerance for meticulous work, good vision, ability to get along well with others, and communicate pleasantly and effectively with patrons and library staff. Neat appearance.

Training: Training is provided.

As Volunteers: You will acquire new skills and gain recognized work experience while helping the Library achieve its goals. You can add any perks you have such as free parking or chocolate, etc.

Sample Volunteer Interview Questions  

Questions to uncover motivations:
· Why did you decide to become a volunteer at this time?
· What attracted you to the Library. Is there any particular aspect of our work that most interests you?
· What would you like to get out of volunteering here?  What will make you feel that you have been successful?
· What kinds of volunteer work have you done before?  What did you like best about that work?  What did you like least?

Questions to determine skills or work habits:
· What skills do you have to contribute here?
· What do you like doing?  What types of work would you rather avoid?
· What types of experience or training have you had in your work or other volunteering?

Questions to determine alignment with our needs?
What have you enjoyed most or least about your previous volunteer work?  About your paid employment?
· Describe the ideal supervisor.  How do you prefer that your supervisor relate to you?
· Would you rather work on your own, with a group, or with a partner?  

Questions to verify or obtain more information:
· Could you give me an example?
· Could you tell me more about that?
· Why do you think that was the case?



VPP Checklist for New Opportunity and New Volunteers

· Create an opportunity description using the template provided. Remember to “publish” and make sure your dates are correct. Let the VC know if you want to recruit from outside resources.
· You will receive an email letting you know that someone has completed an application.
· Review application carefully looking for qualities that align with your needs.
· Chat by phone – make no promises – ask them to review the Volunteer Handbook which is located on the CML Volunteer page, or you can also send by email. 
· If you cannot take on a volunteer, contact them (email) to let them know.  All interested volunteers need a response.
· Schedule an interview – 15-20 minutes with a short tour of the library. VC can conduct your first interview or can be there for support.
· Interview and include other staff if necessary. Review job description and commitment time.
·  Ask if there is anything, they feel they couldn’t do. We want to set them up for success.
· Remind them we have a formally structured volunteer program that requires volunteers to adhere to the agreed upon schedule.
· If all in agreement to start, have them complete the background check form and send to VC, get their signatures on the other forms as well.  You keep all forms except the background check form.
· Send background form to VC with your branch name in the upper right-hand corner.
· You will be notified by email when approved. If the background check is problematic, I will contact the volunteer.
· Set up your volunteer in Get Connected, make sure they are registered for an opportunity (this is needed so you can enter their hours). Add their hours at the end of the month.
· Show them the volunteer communication hub complete with sign-in sheet, badges and any pertinent information to be posted at this hub.
· Give out volunteer badge and remind them to return it as they leave each day. Elesha Rouppe can provide badges for you.
· Introduce new volunteers to staff and other volunteers.
· Share safety and inclement weather procedures.
· Who will oversee their training?    ________________________________
· Two VPPs? It’s crucial that you connect regularly, share all info.
· Follow up with volunteer after first and third weeks. Check in again in another 6 weeks.
·  Say thank you and “Never Waste a Volunteer’s Time.” ______________________________________________________________________________________
GC Reporting Hours in Get Connected


____________________________________________________________________________________
                    
[bookmark: _Hlk1134227]
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CML Volunteer Background Check                                LOCATION ________________________                                                     

I acknowledge receipt of the separate document entitled DISCLOSURE REGARDING BACKGROUND INVESTIGATION and A SUMMARY OF YOUR RIGHTS UNDER THE FAIR CREDIT REPORTING ACT and certify that I have read and understand both of those documents.  I hereby authorize the obtaining of “consumer reports” and/or “investigative consumer reports” by the [Employer] (“the Company”) at any time after receipt of this authorization and throughout my employment, if applicable.  To this end, I hereby authorize, without reservation, any law enforcement agency, administrator, state or federal agency, institution, school or university (public or private), information service bureau, employer, or insurance company to furnish any and all background information requested by InfoMart, Inc., 1582 Terrell Mill Road, Marietta, GA 30067, 800-800-3774, www.infomart-usa.com, and/or Employer itself.  I agree that a facsimile (“fax”), electronic or photographic copy of this Authorization shall be as valid as the original. 

Applicant Information (Please Print) ALL FIELDS ARE REQUIRED TO BE COMPLETED.  

* This information will be used for background screen only and will not be used in making any employment decisions. No financial information is gathered.
THIS IS A SAMPLE DOCUMENT. SAMPLE DOCUMENTS SHOULD NOT BE CONSTRUED AS LEGAL ADVICE, GUIDANCE, OR COUNSEL. EMPLOYERS SHOULD CONSULT THEIR OWN ATTORNEY ABOUT THEIR COMPLIANCE RESPONSIBILITIES UNDER THE FAIR CREDIT REPORTING ACT AND APPLICABLE STATE LAW. INFOMART, INC. EXPRESSLY DISCLAIMS ANY WARRANTIES OR RESPONSIBILITY OR DAMAGES ASSOCIATED WITH OR ARISING OUT OF INFORMATION PROVIDED. EMPLOYERS SEEKING CREDIT REPORTS MUST PROVIDE ADDITIONAL NOTICES PURSUANT TO STATE LAW.


	First Name:

	Current Street Address:

	Middle Name:

	City:                                                          State:              

	Last Name:



	Zip:

	Social Security Number:
	Birthplace:     City                          State:                                  Country

	Date of Birth:
	Phone Number:

	Email:
                                             
	Library Branch:

	Signature:	   
	          
	Date:





The following is the complete background form if someone should request it. However, it tends to confuse them more.


Para información en español, visite www.consumerfinance.gov/learnmore o escribe a la Consumer Financial Protection Bureau, 1700 G  Street N.W., Washington, DC 20552. 

A Summary of Your Rights Under the Fair Credit Reporting Act  The federal Fair Credit Reporting Act (FCRA) promotes the accuracy, fairness, and privacy of information in the files of consumer  reporting agencies. There are many types of consumer reporting agencies, including credit bureaus and specialty agencies (such as  agencies that sell information about check writing histories, medical records, and rental history records). Here is a summary of your  major rights under the FCRA. For more information, including information about additional rights, go to  www.consumerfinance.gov/learnmore or write to: Consumer Financial Protection Bureau, 1700 G Street N.W., Washington, DC  20552. 

You must be told if information in your file has been used against you. Anyone who uses a credit report or another type of consumer  report to deny your application for credit, insurance, or employment – or to take another adverse action against you – must tell you,  and must give you the name, address, and phone number of the agency that provided the information.  

You have the right to know what is in your file. You may request and obtain all the information about you in the files of a consumer  reporting agency (your “file disclosure”). You will be required to provide proper identification, which may include your Social Security number. In many cases, the disclosure will be free. You are entitled to a free file disclosure if:  a person has taken adverse action against you because of information in your credit report;  

you are the victim of identity theft and place a fraud alert in your file;  your file contains inaccurate information as a result of fraud; you are on public assistance;  you are unemployed but expect to apply for employment within 60 days.  In addition, all consumers are entitled to one free disclosure every 12 months upon request from each nationwide credit bureau and  from nationwide specialty consumer reporting agencies. See www.consumerfinance.gov/learnmore for additional information.   

You have the right to ask for a credit score. Credit scores are numerical summaries of your credit‐worthiness based on information  from credit bureaus. You may request a credit score from consumer reporting agencies that create scores or distribute scores used in  residential real property loans, but you will have to pay for it. In some mortgage transactions, you will receive credit score information  for free from the mortgage lender.  

Consumers have the right to obtain a Security Freeze. You have a right to place a “security freeze” on your credit report, which will  prohibit a consumer reporting agency from releasing information in your credit report without your express authorization. The  security freeze is designed to prevent credit, loans, and services from being approved in your name without your consent. However,  you should be aware that using a security freeze to take control over who gets access to the personal and financial information in your  credit report may delay, interfere with, or prohibit the timely approval of any subsequent request or application you make regarding a  new loan, credit, mortgage, or any other account involving the extension of credit. As an alternative to a security freeze, you have the right to place an initial or extended fraud alert on your credit file at no cost.An  initial fraud alert is a 1year alert that is placed on a consumer’s credit file. Upon seeing a fraud alert display on a consumer’s credit  file, a business is required to take steps to verify the consumer’s identity before extending new credit. If you are a victim of identity  theft, you are entitled to an extended fraud alert, which is a fraud alert lasting 7 years.  A security freeze does not apply to a person or entity, or its affiliates, or collection agencies acting on behalf of the person or entity,  with which you have an existing account that requests information in your credit report for the purposes of reviewing or collecting the  account. Reviewing the account includes activities related to account maintenance, monitoring, credit line increases, and account  upgrades and enhancements. 

You have the right to dispute incomplete or inaccurate information. If you identify information in your file that is incomplete or  inaccurate, and report it to the consumer reporting agency, the agency must investigate unless your dispute is frivolous. See  www.consumerfinance.gov/learnmore for an explanation of dispute procedures.  

Consumer reporting agencies must correct or delete inaccurate, incomplete, or unverifiable information. Inaccurate, incomplete or  unverifiable information must be removed or corrected, usually within 30 days. However, a consumer reporting agency may continue  to report information it has verified as accurate.   

Consumer reporting agencies may not report outdated negative information. In most cases, a consumer reporting agency may not  report negative information that is more than seven years old, or bankruptcies that are more than 10 years old.  • 

Access to your file is limited. A consumer reporting agency may provide information about you only to people with a valid need –  usually to consider an application with a creditor, insurer, employer, landlord, or other business. The FCRA specifies those with a valid  need for access.   

You must give your consent for reports to be provided to employers. A consumer reporting agency may not give out information  about you to your employer, or a potential employer, without your written consent given to the employer. Written consent generally  is not required in the trucking industry. For more information, go to www.consumerfinance.gov/learnmore. 
 You may limit “prescreened” offers of credit and insurance you get based on information in your credit report.  free phone number you can call if you choose to remove your name  and address from the lists these offers are based on. Unsolicited  “prescreened” offers for credit and insurance must include a toll‐ opt‐out with the nationwide credit bureaus at 1‐888‐5678688.  

You may seek damages from violators. If a consumer reporting agency, or, in some cases, a  user of consumer reports or a 
furnisher of information to a consumer reporting agency violates the FCRA, you may be able to sue in  state or federal court. 
 Identity theft victims and active duty military personnel have additional rights. For more information, visit  www.consumerfinance.gov/learnmore.    


TYPE OF BUSINESS:  CONTACT:  1.a.Banks, savings associations, and credit unions with total  assets of over $10 billion and their affiliates.  b. Such affiliates that are not banks, savings associations, or credit unions also should list, in addition to the CFPB:  a. Consumer Financial Protection Bureau  1700 G Street NW  Washington, DC 20552  b. Federal Trade Commission: Consumer Response Center ‐ FCRA  Washington, DC 20580  (877) 382‐4357  
2. To the extent not included in item 1 above:  a. National banks, federal savings associations, and federal  branches and federal agencies of foreign banks  b. State member banks, branches and agencies of foreign  banks (other than federal branches, federal agencies, and  Insured State Branches of Foreign Banks), commercial  lending companies owned or controlled by foreign banks,  and organizations operating under section 25 or 25A of the  Federal Reserve Act  c. Nonmember Insured Banks, Insured State Branches of  Foreign Banks, and insured state savings associations  d. Federal Credit Unions  a. Office of the Comptroller of the Currency  Customer Assistance Group  1301 McKinney Street, Suite 3450  Houston, TX 77010‐9050  b. Federal Reserve Consumer Help Center  P.O. Box 1200  Minneapolis, MN 55480  c. FDIC Consumer Response Center  1100 Walnut Street, Box #11  Kansas City, MO 64106  d. National Credit Union Administration  Office of Consumer Protection (OCP)  Division of Consumer Compliance and Outreach (DCCO)  1775 Duke Street  Alexandria, VA 22314  

3. Air carriers  Asst. General Counsel for Aviation Enforcement & Proceedings  Department of Transportation  1200 New Jersey Avenue, S.E.  Washington, DC 20590  

4. Creditors Subject to Surface Transportation Board  Office of Proceedings, Surface Transportation Board  Department of Transportation  395 E Street, S.W.  Washington, DC 20423  

5. Creditors Subject to Packers and Stockyards Act, 1921  Nearest Packers and Stockyards Administration area supervisor 

 6. Small Business Investment 
Companies  Associate Deputy Administrator for Capital Access  United States Small Business Administration  409 Third Street, SW, 8th Floor  Washington, DC 20416  

7. Brokers and Dealers  Securities and Exchange Commission  100 F Street, NE  Washington, DC 20549  

8. Federal Land Banks, Federal Land Bank Associations,  Federal Intermediate Credit Banks, and Production Credit  Associations  Farm Credit Administration  1501 Farm Credit Drive  McLean, VA 22102‐5090  

9. Retailers, Finance Companies, and All Other Creditors Not  Listed Above  FTC Regional Office for region in which the creditor  operates or Federal Trade Commission: Consumer Response  Center ‐ FCRA  Washington, DC 20580  (877) 382‐4357   

________________________________________________________________________________________________________________________________________________________________________________
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“Volunteer Shout Out” Questions for National Volunteer Week in April
VPP Name
Branch Name
Volunteer Name 
· How long have you volunteered with us (approximately)?
· Quote on why they volunteer at the library: 
· VPP: Any special skills or what you or others appreciate about this volunteer: 
· Other comments or story about this volunteer:
· Submit a picture with their name and branch to VC:
Please submit by 3/20 or as soon as possible
_____________________________________________________________________________________
Confirmation of Hours for Court Ordered Volunteers
VPPs can change the dates as needed and add your name and contact info if you prefer. 
 
[image: ]



October 1, 2026

[Volunteer’s Full Name]
Court Ordered Community Service 

To whom it may concern,

This is confirmation that you have served as a volunteer for the Charlotte Mecklenburg Library. Thank you for the ___________ hours served on/during _____________

We appreciate your assistance with [tasks they completed].  

Sincerely,
 
[your name and your contact info or my name and contact info will suffice]

Chauna Wall | Volunteer Coordinator
Charlotte Mecklenburg Library | Library Administration  
Find your new favorite read for free in our catalog. 
O. 704-416-0711 C. 704-249-7486
cwall@cmlibrary.org 

[image: ]
EIN:46-1172548


510 Stitt Road, Charlotte, NC 28215     t 704.416.0600     f 704.416.0677     cmlibrary.org

________________________________________________________________________


Confirmation of hours for volunteers/special events. Can be changed as needed.
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This is confirmation that________volunteered for ____hours at the Charlotte Mecklenburg Library on Saturday, 2/7/26. Thank you! 


Chauna Wall
Volunteer Coordinator
Charlotte Mecklenburg Library
Cwall@cmlibrary.org 
704 416 0711 

_________________________________________________________________________________________________________
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Charlotte Mecklenburg Library Volunteer FAQ  2026

Thank you for your interest! Please read the following before you apply.

How do volunteers help? We have a variety of opportunities for people to help. Shelving and checking in materials, assisting in our computer labs, Reading Buddies and Tech Tutors, program helpers, and providing various outreach services. Special Events like Dia and EPIC FEST need your help too! 

You can find a full list at www.cmlibrary.org/volunteer  We have a Teen program called “VolunTeens” and an adult program for those 18 and over. 


Please be aware of the following: 
· Staff aren’t allowed to provide professional references.
· Your social security number is required for our background check.
· Some applicants will not align with our needs or our schedule and/or not all volunteers can be accepted.

Where can I volunteer? All 21 library locations, library administration, outreach programs and special events. 

What is the time commitment for volunteering? Many positions require more training and therefore a longer commitment of six months to a year is needed although it can vary. A typical shift is two hours once a week. 

What if I only want to volunteer for a couple of weeks? Check out these two organizations if you need short term: Idealist www.idealist.com or Share Charlotte www.ShareCharlotte.org

What are the qualifications for adults who want to volunteer?   
· You must be at least 18.
· You agree to the policies in our Adult Volunteer Handbook. 
· A background check is necessary and will require your social security number.
· Certain skills will be needed and are shared in the job description.
· Experience working with the public, patience, and enthusiasm in serving both staff and customers.
Can I work different days and times each week? The library relies on our volunteers to commit to a set schedule each week. We want to be prepared for you, and we also find that coming in weekly helps retain what you have learned. Some opportunities are flexible such as plant care.

Are there age requirements? 12 – 18 for “VolunTeens” and 18 plus for the adult program. 

Can I complete service hours for school?  “VolunTeens” is our primary offering. However, call your branch to see if they have a current need or search our website for Service Saturdays which offers 2 hours of service.

Can I complete community service hours that are court-referred? We can take some court ordered volunteers. A conversation with the Volunteer Coordinator is the first step. 704-416-0711. 

Can my group do a project with a library? The library occasionally has opportunities for community groups. Please contact the Volunteer Coordinator for details. 704-416-0711.

How do I get started? To apply to be a library volunteer click  www.cmlibrary.org/volunteer and search 
opportunities/events by key word or by interest/location. 
Please note- Step 1 is creating an account and agreeing to the terms in the handbook and then staff approval. Step 2 - You may browse opportunities and apply by completing the form and submitting. The Volunteer Point Person (VPP) will call you for a brief discussion or ask for an interview. 

Can teens volunteer with the library  Teens ages 12 to 18* earn service hours by becoming a VolunTeen. For more info, please visit our Teen Services page: https://www.cmlibrary.org/services/teen-services.  Contact your branch and request to speak with the Teen Staff. 

Other questions? Contact the Volunteer Coordinator, Chauna Wall at 704.416.0711 or cwall@cmlibrary.org 
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VOLUNTEER SIGN IN


Name: ___________________________      Month:______________	      Department:____________________

Date                    Time In              Time Out                    Total                             Job Performed
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please return your volunteer badge before you leave. Thank you for helping us Improve Lives and Build    Stronger Communities! 


Volunteer/Customer Injury Incident Report 030326

SUPERVISOR: 

Please email this completed report within 24 hours and no later than 72 hours of the incident to the following: 
1. Jade Evans: jevans@cmlibrary.org 

This will enable a Workman's Compensation Claim to be filed for the volunteer/customer with our insurance company. It is also an OSHA requirement. Thank you! 
1. Name of Supervisor/VPP Completing Report: 

1. Supervisor/VPP Phone Number: 

1. Supervisor/VPP Work Email Address: 

1. Branch of Supervisor/VPP Completing Report: 

Volunteer/Customer Full Name: Volunteer/Customer Personal Email Address: 
Date of Injury or Illness: 
Time of Injury or Illness (Please include AM/PM): 
What was the volunteer/customer doing just before the incident occurred? Please describe the activity, as well as the tools, equipment or material the volunteer/customer was using: 
What happened? Please be as specific as possible on how the injury occurred. (Example: Lucy tripped overstep stool): Click or tap here to enter text. 
Where did it happen? (Example: On the first floor in adult fiction): ￼ 


6. Volunteer/Customer Cell Phone Number: 

Volunteer/Customer Full Name: Volunteer/Customer Personal Email Address: 
Date of Injury or Illness: 
Time of Injury or Illness (Please include AM/PM): 
What was the volunteer/customer doing just before the incident occurred? Please describe the activity, as well as the tools, equipment or material the volunteer/customer was using: 
What happened? Please be as specific as possible on how the injury occurred. (Example: Lucy tripped overstep stool): Click or tap here to enter text. 
Where did it happen? (Example: On the first floor in adult fiction): ￼ 

What was the injury or illness? Specifically, what part of the body was affected and how was it affected? (Example: Lucy bruised and scraped her right arm above her elbow. The area was swollen and painful to move): 
What object or substance directly harmed the volunteer/customer? (Example: Step stool): 
Were there any witnesses? If so, please list name and phone number: 
What treatment did the volunteer/customer receive? (Example: First Aid Only, Urgent Care, Emergency Room, Hospitalization, None): 
If First Aid Only was provided, please list the name of the person who performed the First Aid: 
Was the volunteer/customer transported by ambulance: 
Please send any photos or videos of the incident to Jade Evans. 
. _______________________________________________________________________________

Volunteer Leadership Resources
 
Volunteer management consultants/trainers/webinars

· Get Involved Powered by Your Library, lots of examples specifically from libraries across the U.S.): https://getinvolvedclearinghouse.org/

· Al!ve, Association of Leaders in Volunteer Engagement: https://www.volunteeralive.org/
· Energize, Inc.: https://www.energizeinc.com/
· Minnesota Association for Volunteer Administration:  

· Rob Jackson: https://www.facebook.com/groups/257643191614141/
· Tobi Johnson/Volunteer Pro: https://volpro.net/
· Beth Steinhorn/ VQStrategies: https://vqstrategies.com/vq-team/vq-bios/
· YouTube:  Dana Litwin, #LeadersOfVolunters, #TuesdayTips: https://danalitwinconsulting.com/
 
 
Blogs/News
· Independent Sector: https://independentsector.org/resource/reimagining-volunteerism-service-blog-series/
· #wednesdaywisdom by Tobi Johnson, Facebook: https://www.facebook.com/volpronet/
 
Tried and True
· Points of Light: https://www.pointsoflight.org/
· Corporation for National & Community Service: https://www.nationalservice.gov/
· Value of volunteer time, Independent Sector: https://independentsector.org/resource/vovt_details/
 
Associations for volunteer leaders – national scale
· CCVA, Council for Certification in Volunteer Administration:  https://cvacert.org/
· Minnesota Association for Volunteer Administration:  https://www.mavanetwork.org/content.aspx?page_id=0&club_id=286912
· Texas Volunteer Management Conference/Volunteer Now: https://www.facebook.com/texasvmc.org/, https://www.volnow.org/


· www.volunteerpower.com

· www.idealist.org

· www.civicengagement.org

· www.nonprofithub.org

· https://muskie.usm.maine.edu/publications/Volunteer Mgmtcompetencies_Indicators.pdf






Volunteer Inspirational Quotes

My favorites are highlighted

https://volunteerhub.com/blog/quotes-inspire-volunteers

https://www.frontstream.com/blog/75-inspiring-quotes-about-volunteering-to-motivate-your-team

1. “As you grow older, you will discover that you have two hands — one for helping yourself, the other for helping others.” — Audrey Hepburn
2. “The best way to find yourself is to lose yourself in the service of others.” – Gandhi
3. “Volunteering is at the very core of being a human.  No one has made it through life without someone else’s help.” – Heather French Henry
4. “Volunteerism is the voice of the people put into action.  These actions shape and mold the present into a future of which we can all be proud.” – Helen Dyer
5. “Never doubt that a small group of thoughtful, committed citizens can change the world; indeed, it’s the only thing that ever has.”  – Margaret Mead
6. “We make a living by what we get. We make a life by what we give.” – Winston Churchill  
7. “Alone we can do so little; together we can do so much.” – Helen Keller
8. “Too often we underestimate the power of a touch, a smile, a kind word, a listening ear, an honest compliment, or the smallest act of caring, all of which have the potential to turn a life around.” – Leo Buscaglia
9. “Everybody can be great. Because anybody can serve. You don’t have to have a college degree to serve. You don’t have to make your subject and your verb agree to serve. You don’t have to know the second theory of thermodynamics in physics to serve. You only need a heart full of grace. A soul generated by love.” – Martin Luther King, Jr.
10. “Life’s most persistent and urgent question is, what are you doing for others?” Martin Luther King,Jr.
11. “Volunteers do not necessarily have the time; they have the heart.” – Elizabeth Andrew
12. “We cannot live only for ourselves. A thousand fibers connect us with our fellow men.” – Herman Melville
13. “Service to others is the rent you pay for your room here on earth.” – Muhammad Ali
14. “I urge young people to consider public service, whether they do it now by volunteering in their community or prepare for public service as an adult.” – John Walters
15. “Volunteering is an act of heroism on a grand scale. And it matters profoundly. It does more than help people beat the odds; it changes the odds.” – William J. Clinton
16. “Every person can make a difference, and every person should try.” – John F. Kennedy
17. “The quality of your life will be determined by the quality of your contribution. When you work to improve the lives of others, your life improves automatically.” – Kurek Ashley
18. “Volunteers don’t get paid, not because they’re worthless, but because they’re priceless.” – Sherry Anderson
19. “Start where you are. Use what you have. Do what you can.” – Arthur Ashe
20. “Only by giving are you able to receive more than you already have.” – Jim Rohn
21. “You give but little when you give of your possessions.  It is when you give of yourself that you truly give.” – Kahlil Gibran
22. “Unless someone like you cares a whole awful lot, nothing is going to get better. It’s not.” – Dr. Seuss
23.“Because the people who are crazy enough to think they can change the world are the ones who do.” – Steve Jobs
23. “Volunteerism is the voice of the people put into action. These actions shape and mold the present into a future of which we can all be proud.” -Helen Dyer
24. “Volunteers do not necessarily have the time; they have the heart.” -Elizabeth Andrew
25. “The heart of a volunteer is never measured in size, but by the depth of the commitment to make a difference in the lives of others.” -DeAnn Hollis 
26. “Volunteering is at the very core of being a human. No one has made it through life without someone else’s help.” -Heather French Henry
27. “Volunteering is the ultimate exercise in democracy. You vote in elections once a year, but when you volunteer, you vote every day about the kind of community you want to live in.” -Author Unknown 
28. “I slept and I dreamed that life is all joy. I woke and I saw that life is all service. I served and I saw that service is joy.” -Rabindranath Tagore 
29. “In giving you are throwing a bridge across the chasm of your solitude.” -Antoine de Sainte-Exupery 
30. “How wonderful that no one need wait a single moment to improve the world.”  -Anne Frank
31. “Volunteer activities can foster enormous leadership skills. The nonprofit professional volunteer world is a laboratory for self-realization.” -Madeleine Kunin 
32. “How can we expect our children to know and experience the joy of giving unless we teach them that the greater pleasure in life lies in the art of giving rather than receiving.” -James Cash Penney 
33. “Volunteers wear working boots but leave a trail of angel footprints.”  -Terri Guillemets 

Volunteerism is one of the most selfless acts that we can become involved in.  Nonprofits around the world need more volunteers to carry out their missions and make the biggest difference possible.  
Engage your volunteers and remember to demonstrate that their contributions make a big difference.


.
 Role of the Volunteer Coordinator  (VC)

Plans and coordinates the effective use of volunteer talent and services for branches, departments, and programs.

Actively recruits volunteers and provides copy for recruitment materials, develops strategies, and coordinates the planning and implementation of recruitment activities.

Works closely with staff and VPPs to develop job descriptions and determines current and future needs of volunteers.

Develops the library’s volunteer mission statement, policy/ procedural manual, volunteer rules, staff supervision guidelines, and volunteer handbook.  Stays informed of new volunteer approaches and legislative, legal, and risk management issues.

Responsible for content of volunteer services web pages and updates to ensure accurate and timely information is provided to future and current volunteers.

Conducts one-on-one trainings with new VPPs and workshops in effective volunteer management principles.

Reviews prospective volunteer application forms and conducts background checks.

Assesses volunteer/staff relationships, volunteer performance, and satisfaction levels. Coaches the VPPs and their requests for problem solving issues or dismissal of volunteers.

Works with VPP’s to design appropriate volunteer awards and recognition programs.

Establishes communications with VPPs and Volunteers as needed. Works with M&C to engage social networking sites to further communications; primarily messaging to recruit volunteers or thank you messages.

Maintains volunteer databases for files, placement, hours, and submits statistics.

Supports VMS tech training and questions.

Monitors volunteer services expenditures and budget items.
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