Volunteer Fingerprinting Procedures
All volunteers age 18 and over who work directly with children must be fingerprinted.

Current Volunteers

· Please check your volunteer records to make sure that all current volunteers over the age of 18 who participate in Reading to Children or other positions where they have direct contact with children are currently fingerprinted.  Indicate that they have been fingerprint cleared on their Volunteer Impact software profile (under Qualifications)
Volunteer fingerprinting requests
· Branches and Units send volunteer’s name and email to Library Personnel Manager (Terry Ferrigno) indicating that this volunteer needs fingerprinting.

· Library Personnel Manager emails the volunteer all the necessary paperwork and information.

· Volunteer makes appointment and gets fingerprinted.

· Volunteer sends a receipt of fingerprinting to the Library Personnel Manager.
· Fingerprinting results are sent directly to the Library Personnel Manager.

· Library Personnel Manager contacts branch/unit. Information will only be given as to whether the volunteer is cleared for service. No specific result of the volunteer’s information is shared.

· Coordinator of Volunteer Engagement or other staff member indicates that volunteer has been fingerprint cleared on the volunteer’s Volunteer Impact software profile (under Qualifications)

· Branch/unit Volunteer Liaison contacts volunteer.
All fingerprinting results are strictly confidential.
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