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Volunteer Resources at IndyPL

Requirements for Engaging a Volunteer Workforce 
Please visit the Intranet/OSVR Tab for forms and further information.
General overview and volunteer supervision structure 

We believe our differences in age, race, color, disability, ethnicity, marital status, gender identity or expression, language, national origin, physical and mental ability, religion, sexual orientation, veteran status, and other characteristics enhance our understanding of, and service to, the community.

We strive to honor this commitment through staff development and in our recruitment, hiring, and promotion practices, as well as through our volunteer engagement practices.
· Volunteer opportunities at The Indianapolis Public Library will be made available to the public.
· Information about The Indianapolis Public Library’s volunteer opportunities will be current on The Library webpage and will be mailed, e-mailed, or given to interested individuals upon request.

· Each volunteer activity will have a designated coordinator/supervisor on site. 
· Library staff positions eligible for coordinating/supervising volunteer activities are Managers, Supervisors, Librarians, Public Service Associate II, and Library Assistant III. Exceptions to this requirement can be submitted by the area manager to the Manager Outreach Services & Volunteer Resources for further consideration by the Director of Public Services and the Director of Human Resources. 
· The Indianapolis Public Library will maintain on file an up-to-date Volunteer Position Description for all volunteer positions in Outreach Services & Volunteer Resources (OSVR). OSVR will work closely with departments/branches to develop Volunteer Position Descriptions. OSVR has the final approval of all Volunteer Position Descriptions. 
· The required minimum age for an individual Library volunteer is 14. For family volunteering (a parent/guardian and child/children), a minimum of age 6 is permitted. 
· New volunteer coordinators are to be trained by OSVR.

The Volunteer Inquirer/Applicant Experience

· Volunteer Resources will maintain the Volunteer Opportunities page of the IndyPL website. 

· Volunteer inquiries can be made directly to the branch/department or the office of Volunteer Resources. Branches are responsible for assessing their need for volunteers and screening volunteer applicants. VR staff is available for training and support. 
· Each volunteer inquirer or applicant is to receive a copy of the relevant Volunteer Position Description either before or during the volunteer interview. 
· Individuals interested in volunteering for the Indianapolis Public Library must successfully complete the screening process defined for the volunteer position in question before their first shift.
· Criminal background checks are conducted on all adult volunteers applying for an ongoing volunteer position. Parental Permission is required for youth volunteers up to age 18.
· Volunteer library accounts must be in good standing. If an account is not in good standing, once a potential volunteer has made arrangements with a Library Circulation Supervisor to begin resolving their patron account, the potential volunteer can begin their placement. 
· Adult Branch, Indy Library Store, and any other adult volunteer whose placement may result in them being in the same space as youth patrons or youth volunteers must agree to the library’s Youth Protection Policy as outlined in Library Policy 408 of the Library Policy Manual. The Youth Protection Policy Checklist is to be read and agreed to by each volunteer during the online application process. Short-term/group volunteers are also subject to this requirement.
· The Indianapolis Public Library reserves the right to deny an applicant acceptance if expectations for the volunteer placement differ between the volunteer and the library. 
· Volunteers will not be accepted as a Library volunteer if the criminal background report warrants ineligibility, typically conviction of an act of violence or theft. 
· Volunteers must perform their duties within the written parameters of the assigned Volunteer Position Description. 
· Volunteers will be adequately trained by staff or experienced volunteers for the position they are assigned.

· Volunteers are asked to sign in and out each time they volunteer. Volunteer hours are maintained in a volunteer database. For accuracy and timely reporting, electronic time tracking is preferred over paper timesheets.
· Indianapolis Public Library volunteers are not paid for their volunteer work.

· While notice is appreciated, a volunteer may cancel their voluntary relationship with The Indianapolis Public Library at any time. 

· Volunteers are formally recognized annually for their contributions to the library. This recognition is coordinated by the VR team, usually in April during National Volunteer Appreciation Week.

· Volunteers should not consistently volunteer greater than 10 hours per week. Should the volunteer support multiple locations, this is an accumulation of hours in the same role: i.e. 5 hrs. at LAW in collection support + 5 hrs. at NOR in collection support = 10 hours.
Volunteer Activities
At The Indianapolis Public Library, volunteers typically assist in the following ways; however, exploring and creating new ways of engaging volunteers is always welcome.
· Collection Support

· Program Support or Co-leader
· Technology/Public Computer Support 

· Project Support
· Gardening Support
· Storyteller
· Specialty Program Support (like Seed Library or Summer Reading)
· Special Events
· Virtual Activities
· Indy Library Store

· Library Express

· Paws to Read

Types of Volunteers

· Court Appointed Community Service Volunteers:

The Indianapolis Public Library does not accept juvenile or adult court-appointed Community Service volunteers. In a study conducted by VR, a 98% incompletion rate was identified. 
· Ongoing Volunteer (Adult & Youth)
Ongoing volunteers are those individuals who assist on a regular basis within the parameters of one of the library’s defined volunteer activities. 
Ongoing volunteers complete a full screening process: volunteer interview with the branch/department volunteer coordinator, online application through Better Impact, the volunteer management database tool, background check, agreement to the Volunteer Indemnity & Release, Photo Release, as well as the Youth Protection Policy. 

Volunteers will track their hours through the Better Impact timeclock or downloaded mobile app. Paper forms are available should a volunteer not wish to use these online tools.
· Youth Volunteers (who have not graduated from High School)

The Indianapolis Public Library accepts youth volunteers (age 14 and over) if adequate supervision by Library staff is available. Wage and hours laws (which volunteers must adhere to as well) are in place for individuals age 14-17. Youth Age 6 and up may volunteer with an adult (parent, guardian, Big, etc.). Each location’s Manager is responsible for determining if their location will accept youth volunteers, or at what minimum age volunteers will be accepted. 
Youth volunteers must have a signed Parental Permission on file with VR before volunteering may begin. This document is collected during the online screening process. 
A 13-year-old can participate in Teen Advisory activities if a branch chooses to accept youth of that age, but 13-year-olds cannot cross over to other volunteer activities. 
· Supported Volunteers
These are volunteers who have a designated representative advocating for their volunteer placement and who are seeking work-related experience through volunteering. Volunteers who fall into this category usually have a physical or cognitive disability that will require consideration in making a successful placement. The volunteer’s skills and abilities must specifically match the tasks available. 

A volunteer support person (coach, advocate, social worker, teacher, etc.) is present at all times when the volunteer is present. While the volunteer’s support person may indicate they feel a volunteer can perform duties without being present, the placement site can require the volunteer’s support person to stay on-site to directly supervise their consumer. 
As with any volunteer placement, tasks performed must be of value to the library and the volunteer. Creating makeshift work to solely fulfill the need of a volunteer is not appropriate.

The location is responsible for discerning if they have an appropriate level and quantity of work for each request.
· Short-term Volunteers (individuals)
Placements are considered “short-term” if the volunteer hour requirement is 10 hours or less.

The Indianapolis Public Library accepts individual short-term volunteer placements for youth and adults needing to fulfill an academic or service organization requirement. 
Requests for short-term placements are referred directly to the branch/department volunteer coordinator who will decide if the individual placement is accepted based on work availability, capacity to supervise, and appropriateness of the volunteer. 

Usual volunteer screening procedures can be abbreviated in these circumstances since tasks of a short-term placement are generally basic in nature and must be well supervised. A brief in person or phone interview will satisfy the initial interview requirements. 
A Short-term Volunteer Application is to be completed through Better Impact, the volunteer management database, or the short-term volunteer paper application. Parental Permission for youth volunteers must be obtained before volunteer service may begin.
Volunteers will track their hours through the Better Impact timeclock or mobile app.
At the completion of short-term placements, the volunteer will take all pertinent documentation they need with them (confirmation letter, signed “proof of hours”, etc.). Volunteers can use MyImpactPage to generate an hour’s report.
· Volunteer Groups (corporations, service organizations, etc.):
The Indianapolis Public Library frequently engages with organizations and corporate entities whose members wish to volunteer at The Library. Often these engagements are tied to corporate donations through the Foundation. The library welcomes and engages such groups in meaningful activities, usually one-time opportunities (3-4 hours). The Volunteer Resources Supervisor will assist with coordinating such activities. 
Legal Liabilities & Issues / Risk Management
· General Liability: Volunteers are covered under The Library’s liability policy (just as paid employees) in their service as representatives of the library.

· Personal Injury: The library maintains coverage for Library volunteers if they are injured while on duty. An Accident Report Employee/Volunteer (found on the Intranet / Forms / Human Resources) must be completed and sent to HR and VR. Follow procedures for staff injury by directing the volunteer to a designated clinic.
· Wage & Hours Law: Individuals cannot volunteer in a position with The Indianapolis Public Library for which they are paid as an employee.  (Example: Library branch staff cannot volunteer in any volunteer capacity within a branch). Other library volunteer activities in programs such as Indy Library Store or during Foundation events can be appropriate for Library employees.
· A volunteer will not volunteer more than 10 hours a week routinely. Volunteer positions requiring a volunteer to work more than 10 hours a week routinely will be reviewed for appropriateness. Time-limited projects can be an exception, though volunteer activities and volunteer time requirements in these situations must be pre-approved by VR. 
· The Library is responsible for due diligence when screening and supervising its unpaid workforce. To this end, The Library is committed to the following practices: Completion of The Indianapolis Public Library Volunteer Application, a screening interview complete with summary notes, a criminal history background check for designated volunteer positions, proof of vehicle insurance & Driver’s License for those interested in volunteering for the Library Express program, and a completed Youth Protection Checklist for designated volunteer positions. 
· Developed, written volunteer position descriptions minimize liability/risk to the organization and are to be maintained for every Indianapolis Public Library volunteer position. Volunteers must work within the parameters of the written Volunteer Position Descriptions. 

· Defined training protocols for volunteers minimize liability/risk to the organization and will be conducted for each volunteer placement. 
· Bookmobile Ride-Along: Volunteers are permitted to ride-along on IndyPL Bookmobiles to support the bookmobile staff. This may include regular stops, fairs & festivals, or special events. The volunteer must sign a Bookmobile Release prior to their scheduled activity.
· Protection of Library Assets: Volunteers have limited access to Polaris through the Volunteer login provided by IT. This login restricts access to patron accounts and cash management tasks, though basic circulation functions such as check-in and trapping holds are permitted. Volunteers are to never access Library assets through a staff log-in. Note: passwords for the volunteer login, such as CENVOL or DECVOL, expire every 6 months. Contact IT Helpdesk to have the password reset.
· Occasionally, and with approval, a skills-based volunteer can help with a project that necessitates the volunteer accessing Library assets to a greater level. In this event, approval for this level of access must be pre-approved by the department’s Director and the volunteer must sign a Protection of Assets document before beginning the project. 

· Because staff members become personally liable in the event of an automobile accident, Library staff members cannot transport volunteers in staff’s personal vehicles for Library business. 
· Volunteers can and should be terminated from their volunteer position if circumstances warrant. Warnings and documentation are required and are to be completed by the volunteer coordinator, branch/department Manager, and the Manager of OSVR or the Volunteer Resources Supervisor.   
Questions about any aspect of The Library’s engagement of volunteers should be directed to the Manager of Outreach Services or the Volunteer Resources Supervisor.
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