ADULT VOLUNTEER POLICIES

The Bozeman Public Library welcomes and encouraggabers of the community to
volunteer their time and talents to enrich and exidérary services. Volunteers can add
immensely to the quality of service that the Lilgraan provide the public. Volunteers provide
specific and selective services and do not reglecmanent, paid staff.

Volunteers are expected to conform to all libraojicies and are selected and retained
for as long as the Library needs their servicedumMeers may be used for special events,
projects and activities or on a regular basis sisa$ibrary staff. Services provided by volunteers
will not be used in place of hiring full or partrte staff. Volunteers may apply for paid positions
under the same conditions as other outside appdican

The Library welcomes the contributions of voluntees for the purposes of

1. Enhancing services to the public by assisting tioéegsional staff.

2. Fostering better understanding and support of theaty by helping to increase
public awareness of services available.

3. Providing volunteers with opportunities to serveitltommunity, acquire knowledge
and experience, receive recognition, and attaisqrexl satisfaction.

Library responsibility to volunteers

Recognizing that people volunteer for many diffénr@asons and have varying
skills and interests, the Library will attempt tmpide a receptive climate and clear
leadership for volunteers by:

1. Supplying meaningful activities that make voluntservice worthwhile.
2. Providing adequate training, supervision and evaloa
3. Expressing sincere appreciation of their efforts.

Volunteer responsibility to The Library
Volunteers will help support the Library by

1. Fulfilling their assignments with the Library ind@pendable manner, arriving for
work promptly and as scheduled, or informing thierary in advance if unable to do
SO.

Completing the training required and following teadership of the Library staff.
Helping maintain the image of the Library in comntymelations.

wn



Eligibility and placement

Any adult sincerely desiring to serve the Library volunteer capacity must fill out an
application form. Every effort will be made to ptacolunteers in positions they will find
rewarding. At the time of application, the StafflMateer Coordinator will explain the positions
currently available and attempt to match one withvolunteer. The Library will conduct a
background check of the potential volunteer toekient of its capacity. If no suitable openings
exist, the volunteer's name will be placed on fidefuture call.

Position descriptions and agreements

Department supervisors will develop position dggians for volunteer projects, and
volunteers will be asked to sign an agreement thighLibrary and record the number of hours
they volunteer at The Library. If the volunteer egfs to be unavailable to work for some period
of time, he/she should notify either the Staff \fdker Coordinator or the volunteer’s supervisor.
The Library in turn will notify the volunteer if @ny time there is no work needed for which the
volunteer is trained.

Orientation and training

Volunteers will be asked to successfully compéaterientation to the Library building
and a training period sufficient to perform thess@nments efficiently. They may continue to
receive on-the-job guidance so that both volurdeer supervisor may be sure that the
assignment is the correct choice for all concerned.

Volunteer Files and Recognition

The Staff Volunteer Coordinator will keep a permatifile for each of the volunteers. It
will include the application form, the signed agremt, the record of service and any other
pertinent information. If requested by volunteéng, Library will provide documentation of their
service from this information for a job applicationresume.

Every effort will be made to recognize, both ins&hel outside the Library, the
contributions and accomplishments of the volunteeesvsletter articles, name tags, displays,
and special social events are some ways that v tha volunteers on a regular basis for all
their help.

Administration

The Staff Volunteer Coordinator, who will be sééztfrom the staff by the Library
Director, is responsible for administering the peog and recruiting volunteers as needed.
He/she will interview, help place, and evaluateubkinteers. She/he will maintain files and
records and plan ways to recognize volunteer effditte Coordinator will also report to the
Library Board of Trustees when requested to dd'ke.staff supervisors will be responsible for
training, supervising and evaluating volunteer pemiance.



Volunteer Enrollment
Bozeman Public Library
626 East Main Street
Bozeman, MT 59715

Date
Name Birthday /
(month) (day)
Address
Home Phone Cell Phone Work Phone

Person to be called in case of emergency

Are you currently employed? Yes No Hours per week

Previous work experience: (You may attach a copy ofour resume if you wish)

Previous or present volunteer jobs:

If you have volunteered in the past, what experiergs have you enjoyed the most?

What, if anything, have you enjoyed least?

What would be the ideal volunteer position for you?

Why are you interested in volunteering? What are yaor objectives at the Library?

Do you prefer to work alone or with others?

What kinds of people do you work best with as co-wkers?

Are there kinds of people you’'d be unable to work wh?

(Please complete the other side)



Availability: Mon. Tues. Wed. Tins. Fri. Sat. Sun.

Mornings Afhoons Evenings

What kinds of volunteer work at the Library current ly interests you? Please review the skills and
interests below and check the appropriate spaces.

Skills:
Computer (if you check here, please Imtftware programs you are familiar with)
Typing/Keyboarding Calcular
Writing/Publicity Filing
Copy Machine Fax

A/V Equipment (please list)

Other (please explain)

Interests:
Storytelling Maal Theatrical
Art/Computer Graphics Photography
Clerical Gardening Bulletin Boards/ Displays

Mending and Maintenance of Library Cdection

Planning and Managing a Special Projéc

Other (please list)

The Bozeman Public Library makes reasonable accomndations for any known disability that may
interfere with an applicant’s ability to compete inthe recruitment and selection process or in oneability to
perform the essential duties of the job for the cit to consider any such accommodation, the applicambust
make known any needed accommodation.

The Bozeman Public Library does not discriminate orthe basis of race, color, religion, creed, sex,
age, marital status, sexual orientation, national gin, political ideas or disability in employment or the
provisions of services. This policy does not pradle discrimination based upon bona fide occupationa
qualifications or other recognized exceptions undethe law.

Can you perform the essential functions of this vaeinteer position with or without reasonable
accommodation? With Without If “with” please explain.




