
Vestavia Hills Library in the Forest 
Volunteer Policy 

 
 
Definitions 

• A volunteer shall be considered as any individual, fourteen (14) years or older, who 
assists with work done at Vestavia Hills Public Library, without remuneration. Exceptions 
to the age requirement may be made by the Library Director. 

• A student intern shall be considered as any middle school, high school or college 
student who performs volunteer work, without remuneration, as part of an authorized 
school program to earn academic credit. Individual Boy Scouts working on advanced 
awards are also classified as student interns. 

 
Statement of Purpose 
Vestavia Hills Public Library shall use the services of volunteers to: 

• Supplement the efforts of paid library staff in meeting demands for quality public service.  
• Serve as a method for encouraging citizens to become familiar with their library and the 

services being offered.  
• Staff or support fundraising activities sponsored by the Library.  
• Vestavia Hills Public Library shall make use of the services of interested volunteers to 

supplement and not replace the work done by library staff. 
 
Recognition 
Recognition is an important component of a volunteer program and is often the only way in 
which the Library can say "thank you" to a volunteer. Although individual, informal recognition of 
volunteers should be ongoing, it is important that volunteers be recognized formally as a group 
on a regular basis, at least annually. The Library staff and Library Board shall find ways of 
recognizing volunteers throughout the year. 
 
General Provisions 

• Nothing in this policy shall be deemed to create a contract between the volunteer or 
intern and the Vestavia Hills Public Library or City of Vestavia Hills. Both the volunteer 
and Vestavia Hills Public Library have the right to terminate the volunteer's association 
with the Library at any time, for any reason, with or without cause. 

• Neither the City of Vestavia Hills nor Vestavia Hills Public Library will provide any 
medical, health, accident or worker's compensation benefits for any volunteer. 
Volunteers will not be eligible to receive any worker's compensation benefits for any 
injuries sustained while functioning as a volunteer. 

• Prior to engaging in any volunteer activity, each volunteer will be required to submit a 
Library Volunteer Application form for volunteer work, and visit with a supervisory staff 
member.  

• Volunteers may be asked to work on projects that are supportive of staff efforts. 
Examples include: shelving books, returning books, processing new materials, 
storytelling, helping to prepare for programs, assisting with maintenance of the vertical 
files, discarding materials, maintenance of periodicals, or public relations activities. 

• Hours of volunteer service will be determined by the supervisory staff member in 
discussion with the volunteer. Volunteers are expected to arrive at the library in time to 
begin work as scheduled or call the library if they will be absent. All volunteer work must 
be completed within normal library hours. Exceptions may be made by the supervising 
department head. 

 
 



 
Recruitment and Supervision of Volunteers 

• Volunteers will be sought through a variety of methods (newspaper announcement, in-
library publicity, requests through volunteer coordination organizations), to meet specific 
as well as general project needs. Recruitment shall be the responsibility of the Adult or 
Teen Services Librarian. 

• Volunteers will work directly with library staff members to receive training and complete 
projects. All volunteers will be assigned one primary staff member to guide them in their 
work; however, staff members may offer guidance to any of the volunteers. 

 
Recruitment and Supervision of Interns 
Student interns will be sought by the Library through educational contacts in area schools and 
colleges. A job description will be tailored for each school program that may offer student 
interns. The job description must stress the value of the project for both student and Library. A 
representative of the school or college will usually be involved in developing the job description 
and outline of the project. 
 
The Adult Services Librarian or the Teen Services Librarian will be responsible for the training 
and supervision of the student intern. Interns can be very valuable to the Library, but the Library 
must also offer a genuine educational opportunity. Because much staff time will be required, 
each project must be carefully planned and approved by the Library Director before the intern is 
accepted. Participation in student internship programs shall be considered a privilege which 
may be revoked at any time by Vestavia Hills Public Library or the student intern. All schedules 
will be worked out between the student intern and the supervising librarian and should not 
conflict with school schedules. 
 
A method and schedule for evaluation will be agreed upon between the supervising librarian 
and the school or college representative before the student intern is accepted. The supervising 
librarian will follow this schedule and report student progress to the representative.   
 
The following guidelines have been established to provide consistent information to volunteers 
and to assure that volunteers fully understand the commitment they are making: 
 

• A volunteer represents the Library to the community while actively serving as a 
volunteer. 

• A volunteer is expected to follow approved policies and procedures of the Library    
during the time of volunteering within library buildings and at library events elsewhere; 

• A volunteer is oriented, trained, and supervised on a continual basis concerning those 
policies and procedures necessary for the activities carried out; 

• Of special importance in carrying out volunteer activities is observance of the Library Bill 
of Rights, adopted by the Vestavia Hills Public Library of Trustees. Under the Library Bill 
of Rights, the Library must protect the confidentiality of each library user, and assure 
equal access and the freedom to read and inquire of each user regardless of age, 
religion, race, gender, sexual orientation, disability, ethnic group, nation of origin, 
background and views. 

• In carrying out the requirements of the Library Bill of Rights, volunteers actively working 
in the Library may not express their religious, political, social or other personal views to 
members of the public. They must protect the confidentiality of each library user. 
Violation of these special trusts, policies, or procedures is reason to discontinue the 
volunteer services. 

• In light of the time and expense involved in training and supervising volunteers, the 
Library may decide to discontinue or change a volunteer’s service assignment, which it 
determines is not beneficial; 



• Volunteers fill out an information form, which is used by the Library to assure that the 
volunteers are involved in activities appropriate to their skills, experience, and interests. 

 
 
Orientation for Volunteers 
1.  Introduction of person doing orientation and introduce volunteers. 
2.  Review volunteer policy, Library Bill of Rights, and confidentiality. 
3.  Discuss specific job description and parameters of that job. 
4.  Inform volunteers of dress code. 
5.  Inform volunteers about breaks. 
6.  Discuss with volunteers the seriousness about the Library Bill of Rights,   confidentiality, and 
policies and procedures and what constitutes dismissal. 

Example of actions that warrant dismissal: 
• Giving out a patron’s address or phone number to another person. 
• Not letting a person check out a book of their choice (it does not matter what the 

volunteer thinks about the book). 
• Discussing with anyone what someone else has checked out. 
• Violating Library policies. 

7.  Hand out volunteer badge. 
8.  Be sure volunteer has filled out Volunteer Information Form, has been given Library  Bill of 
Rights, has been given the procedures for the job they are to do. 
 
 

 
 

RIGHTS AND RESPONSIBILITIES OF STAFF 
WORKING WITH VOLUNTEERS 

 
Responsibilities 

• To provide an accurate job description. 
• To prepare professional staff. 
• To prepare all participants – through an orientation. 
• To offer a well-planned program of training and supervision. 
• To be ready to place the volunteer. 
• To treat volunteers as co-workers with acceptance and trust. 
• To avoid confusing jargon. 
• To give the volunteer a significant task. 
• To continue to inform the volunteer. 
• To give the volunteer proper recognition. 
• To evaluate with the volunteer. 
• To provide opportunities for the volunteer’s personal growth. 
• Annual appreciation day. 
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Vestavia Hills Library in the Forest  
Volunteer Application (Adult) 
 

Contact Information 
 
Name  
Street Address  
City ST ZIP Code  
Home Phone  
Work Phone  
E-Mail Address  

 
Availability 
During which hours are you available for volunteer assignments? 
 
___ Weekday mornings ___ Weekend mornings 
___ Weekday afternoons ___ Weekend afternoons 
___ Weekday evenings ___ Weekend evenings 

 
Interests 
Tell us in which areas you are interested in volunteering 
 
___ Administration 
___ Events 
___ Field work 
___ Fundraising 
___ Deliveries 
___ Phone bank 
___ Newsletter production 
___ Volunteer coordination 

 
Special Skills or Qualifications  
Summarize special skills and qualifications you have acquired from employment, previous volunteer 
work, or through other activities, including hobbies or sports. 
 



 

 
Previous Volunteer Experience  
Summarize your previous volunteer experience. 
 
 

 
Person to Notify in Case of Emergency 
 
Name  
Street Address  
City ST ZIP Code  
Home Phone  
Work Phone  
E-Mail Address  

 
Agreement and Signature 
By submitting this application, I affirm that the facts set forth in it are true and complete. I understand 
that if I am accepted as a volunteer, any false statements, omissions, or other misrepresentations 
made by me on this application may result in my immediate dismissal. 
 
Name (printed)  
Signature  
Date  

 
Our Policy 
It is the policy of this organization to provide equal opportunities without regard to race, color, religion, 
national origin, gender, sexual preference, age, or disability. 
 
Thank you for completing this application form and for your interest in volunteering with us. 
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