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Introduction and Purpose of Volunteer Program for 

Long-Term Volunteers 

This handbook has been prepared to provide a foundation which includes information on policies, procedures, 

goals, mission, program responsibilities and general guidelines as they relate to the volunteer experience.  

 

The handbook answers basic questions about volunteering with Stillwater Public Library (SPL), but it also 

serves as a motivational tool to inspire individuals within the community to get involved with volunteerism.  

 

SPL asks that you become familiar with the information presented in this handbook. Should a situation occur 

that is not specifically addressed in this handbook, please contact the Volunteer Coordinator.  

 

 

The goal of this handbook is to: 
 Assist staff members in the management of volunteers. 

 Serve as a reference tool for current and potential volunteers.  

 Expand the knowledge, understanding and mission of the Stillwater Public Library Volunteer Program.  

 

The volunteer handbook will be reviewed periodically by the SPL Volunteer Coordinator and SPL 

Administration to ensure that all information is accurate and current.  

 

 

The Volunteer Program provides a basis for the community of Stillwater to actively support the Library’s 

mission.  

This program seeks to: 
 Give community members fulfilling opportunities to use their skills to enhance lifelong learning. 

 Assist the library staff in providing services and service-enhancements that otherwise could not be 

achieved. 

 Further the relationship between the public library and the community it serves. 

 Increase effectiveness of paid staff. 

 

 

 
 

 

 

Questions, comments, and concerns regarding the Volunteer Program or Volunteer Handbook, may be sent to 

the Volunteer Coordinator or Library Director.  
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VOLUNTEERS ARE OUR MOST VALUABLE ASSET! 

 

Why become a volunteer with Stillwater Public Library? 
 

Volunteers work side-by-side with City of Stillwater employees to strengthen customer service and programs, 

and, in effect, enhance and emphasize SPL’s relationship with the local community. Our volunteers make a 

difference in the quality of life for residents and visitors!  

 

The Stillwater Public Library is a diverse, interactive and resourceful tool serving the community of Stillwater 

as well as all of Payne County.  

 

Benefits of Being a SPL Volunteer 

 

 Training with hands-on opportunities 

 Experience in working with the public and diverse public service professionals 

 Opportunity to get to know new people and help those who need you 

 An opportunity to share your skills 

 A way to keep busy and be involved 

 Explore a new career and do something different 

 Related volunteer work may be counted as experience on resumes and job applications 

 Potential reference letter for a job application 

 Volunteer recognition and appreciation 

 FUN and EXCITEMENT! 

 

Becoming a SPL Volunteer 

 

Volunteers are recruited, screened, selected, trained and evaluated much like paid staff. Their skills and abilities 

must match departmental needs. Therefore, we do not accept everyone who applies. We have the responsibility 

to ensure that our volunteer force fully supports and supplements SPL staff performance. Acceptance of an 

applicant is at the volunteer coordinator’s discretion. The completion of the volunteer application, and the 

library’s acceptance of volunteer services, does not create an employment contract between the volunteer and 

the library. 

 

Potential volunteers must complete and submit a volunteer application. Once the Volunteer Coordinator 

receives the application, the application review process will begin. Applicants will be contacted to discuss 

volunteering at SPL and to review the information submitted on the application.  

 

Because all volunteer positions may include work with vulnerable populations, a criminal background check is 

necessary for completion of the application process. Volunteers will also complete a library orientation, 

confidentiality and computer usage agreement, and a safety review. 

 

Responsibilities 
 

Volunteer Coordinator 

 Provide volunteers with an Orientation to SPL (which includes a review of the Volunteer Policy and 

Volunteer Handbook). 

 Maintain and keep file of all records (applications, time sheets, evaluations, etc.) and prepare statistical 

reports. 

 Coordinate recognition events for volunteers. 

 Act as a resource in handling volunteer concerns and problems. 
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 Coordinate all recruitment, interviewing, and selection of volunteers. Selection of placement will be 

determined in coordination with the Volunteer Supervisor. 

 Maintain and make changes, if needed, to the Volunteer Handbook as well as implement Policies and 

Procedures. 

 Have a designated area for volunteer information (Timesheet Binder, Volunteer Handbook, and Badge 

Station). 

 Select and insure there is a designated Volunteer Supervisor to train and oversee each volunteer. 

 

Volunteer Supervisors 

 Be the volunteer’s immediate Supervisor. 

 Remind volunteers about tracking time in the appropriate binder. 

 Train, evaluate, and commend volunteers. 

 Address any concerns or new ideas relating to the volunteer program with the Volunteer Coordinator. 

 
Volunteers 

 Be prompt and reliable in reporting for scheduled work. 

 Keep accurate records of your hours worked. 

 Communicate personal limitations—transportation needs, time constraints, etc. 

 Respect current agency policies (i.e. confidentiality, computer/internet use, etc.) and the ability of the 

staff.  

 

Conduct 
 

Attitude is a little thing that makes a big difference. Volunteers must show exemplary customer service skills to 

the general public and SPL staff members.  

 Be punctual and consistent in your assigned area when expected, and work as a member of the team. 

 Refrain from personal use on the computers while on duty.  

 Please do not listen to portable audio devices in public areas while on duty; the library asks that you 

place your cell phone on silent or vibrate.  

 Volunteers are not permitted to bring their children along with them while volunteering on duty.  

 

Absent and Late Procedures 
 

SPL relies on you to do the work prepared for you, and if you are not there then we need to make other 

arrangements. If you must miss a work session:  

 Notify your designated Volunteer Supervisor directly and as soon as possible. 

 Inquire with your supervisor about work missed before coming to your next scheduled shift. 

 Please inform Volunteer Coordinator of any upcoming extended absences or changes in schedule. 

 

Binder System (Timesheet and Communication) 
 

The Timesheet Binder will contain time sheets that each volunteer is required to use for tracking hours worked. 

The Volunteer Coordinator will periodically check and file the timesheets in order to keep records for reporting 

purposes. It is essential for volunteers to report hours each time they complete a volunteer shift. This 

information is used for volunteer recognition, budget purposes, and program promotion. Volunteer hours 

accumulated in orientation and training will be included in your service hours.  

 

The Communication Binder will hold a hard copy of the Volunteer Handbook as a reference resource for 

volunteers, the general public, and SPL staff members.  
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Identification 
 

Volunteers will be given a Volunteer Badge to be worn whenever on duty and returned to the Badge Station 

before leaving. Volunteer Badges must be worn when working in public areas. 

 

Dress Code 
 

Take your lead from the staff at SPL and dress appropriately for the job you are doing. It is best to neither 

overdress nor underdress. Casual clothing is fine, but we ask that your attire be neat and clean. 

 

Confidentiality and Computer Use Agreement 
 

A volunteer may come in contact with confidential materials, such as patron records. Such information is 

strictly confidential and should be protected. Therefore, a Volunteer Confidentiality Form will need to be signed 

by all volunteers. If the volunteer is not certain information is confidential, he/she should assume that it is 

confidential or ask the immediate SPL Supervisor for clarification. Please be advised that if any volunteer 

changes or alters library records without supervisor clearance, it will result in immediate termination from the 

library volunteer program. 

 

Emergency Procedures 
 

Volunteers are to IMMEDIATELY report every job-related injury, regardless of severity, to their designated 

Volunteer Supervisor. In case of emergency, the Volunteer Coordinator will maintain volunteer applications 

that contain personal information to be used in case of emergency. Volunteers are responsible for making sure 

this information is up-to-date with Volunteer Coordinator’s records. 

 

In case of a fire alarm, all persons should proceed to the nearest exit. Do not use the elevator in emergency 

situations. If city sirens sound indicating a tornado, those present are led into the bathrooms. 

 

Ending of Volunteer Service 
 

Volunteers may end their library service at any time. In case of dissatisfaction with current placement, 

Volunteers are encouraged to speak with the Volunteer Coordinator regarding reassignment. Available positions 

may be limited. Volunteers who have not worked in over one year may need to reapply to Volunteer Program.   

 

If a volunteer decides to leave the program, we ask that they: 

 Inform their designated Volunteer Supervisor and the Volunteer Coordinator of their leave. 

 Complete an (optional) exit survey of his/her library placement. This will assist SPL in evaluating the 

Volunteer Program. 

 

Termination Policy 
  

The volunteer agreement can be terminated for behavioral and performance misconduct. Volunteers can be 

dismissed from volunteer service by the Volunteer Coordinator or the Volunteer Supervisor either by verbal or 

written means. Failure to adhere to the Volunteer Policy is cause for immediate release. 
 


