
VOLUNTEER POSITION AGREEMENT
Position:________________________
GOALS/BENCHMARKS
	


RESOURCES & GUIDELINES

	


PLANS & NEXT STEPS

	


COMMUNICATION & COLLABORATION
	


Volunteer Signature______________________________________________________
Library Staff Signature___________________________________________________

Date___________________________________________________________________
VOLUNTEER POSITION AGREEMENT CHECKLIST
GOALS/BENCHMARKS:
Define the position in terms of results.

· What do we want to accomplish?
· What will success look like?
· What will the finished product look like?
· How much time will it take?  
· Establish deadlines 
RESOURCES & GUIDELINES:

· What resources are needed?
· What resources are available?
· What resources will the library provide?
· How does the volunteer access them?
· What resources will the volunteer provide?
· Review relevant City and library policies & guidelines that may impact the project
· What other information does the volunteer need at this point?
PLANS & NEXT STEPS:

· What are the next steps?
· Who is responsible for which activities?
· Is additional recruitment of volunteers needed?
· Who else from the Library may be involved?
· How will it be done?
· How will we evaluate our progress?
COMMUNICATION & COLLABORATION:
· Who is my library contact?

· Who is an alternate contact?

· What is the best way for us to communicate?

· Exchange contact information

· How frequently will we meet?

· When,where, and how will we meet?

· What is the role of library staff?

· What is the role of the volunteer?

· Discuss scope of authority
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