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Tel:

Other contacts:
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LA LOGO

YOUR BOROUGH LIBRARY VOLUNTEERS

INFORMATION

Introduction

This should tell you all that you need to know about volunteering at ______________________ Library. It tells you about your importance to us as a volunteer, your roles and responsibilities, who you report to, what you need to do, the benefits and advantages of being a volunteer as well as the standard advice on insurance, health & safety.

If, after reading this, there are any queries on doubts that you would like to raise, then please contact your supervisor or NAME or NAME, Volunteer Coordinators. 
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Changing Roles and Stopping Volunteering
During your time as a volunteer within the Library Service, you may wish to change to a different role. This is perfectly acceptable.

Some volunteer positions have a fixed duration, and ideally we encourage changes and transfers to take place upon completion of a set period. However, you are able to change to an alternative position mid-term if you have strong grounds to support your request.

If you wish to change from one role to another you simply need to discuss your request with your supervisor to reach an agreement.

If, for whatever reason, you wish to stop volunteering, you should contact your supervisor as soon as possible. 

They will ask for your feedback. There is no obligation to give any feedback, but it is valuable for evaluation purposes and your input will be highly valued.
In the case that your supervisor has cause to be dissatisfied with your volunteering, your supervisor will discuss the problem with you. If the problem persists, the Library Operations Manager will discuss the matter further with you. If the matter cannot be resolved it maybe necessary for you to stop volunteering at the library.

Whistleblowing

London Borough of ?????? operates a whistleblowing policy. If you become aware of activities that give cause for concern you should notify your supervisor straight away.

If it is not appropriate to speak to your supervisor, then the following officers can be contacted:

Chief Executive




Leader of the Council



Head of Audit and Support



Head of Civic and Legal Services


Head of Human Resources



Expectations: You of us, and us of you


What you can expect from us 

The people that work with us are our main asset and resource. As a volunteer with the borough Library Service, you are a part of the team and form part of this invaluable resource. We hope to give you the support and encouragement that you need to develop in your role. 

· Firstly, you can expect to carry out a role that contributes to the aims and objectives of the library service. You can expect to have a clear role description and you can expect clear instruction on what is required of you. 

· Training needs will be identified in your induction and you can expect the appropriate training to do your role well. At regular periods you can expect evaluation where you can assess your role together with your supervisor.

· On a day-to-day basis, you can expect support and encouragement and to be kept informed. You can expect to become an additional member of the team of library workers, each with their own role and function. You can expect people to be grateful and appreciative of the work you do.

· You can expect to have a voice, and to have a space for your comments and suggestions to be heard. 

· And you can expect to volunteer in an environment that is safe, secure and non-discriminatory. 

What we expect of you

In return, we also have expectations of you. We expect you to carry out your role to the best of your abilities. 

We expect you to honour your commitment of time and to take your volunteering seriously, building a firm relationship with your supervisor, and referring to him or her whenever necessary. 

In your role as a volunteer you represent Borough Library & Heritage Service and we expect you to reflect this body positively. 

We expect you to understand and apply all aspects of Borough’s Equality & Diversity Policy in your volunteering.


Problem solving

As well as suggestions, it is possible that during your time as a volunteer you may also wish to make a formal complaint. 

A complaint is a criticism of the Library Service to which you expect a specific and personalised response, and hope for some action to be taken. It could be a complaint against a member of staff or another volunteer, against a certain procedure or against personal treatment received by you from a Library Service staff member or a fellow volunteer

Every supervisor has a specific complaints form that you can request and complete at any time. This can be returned publicly or anonymously. However, you may also register a complaint in person, on the phone, by email or in writing.

If you want to make a complaint, there are a number of people you can talk to:

Your supervisor- 


Volunteer Coordinators – 

Library Operations Manager – 

Library Performance & Operations Manager – 

We suggest that in the first instance you should always address your complaint directly to your supervisor. They will then refer it on if they are unable to deal with it directly. 

Evaluations
The programme for your evaluation sessions will be discussed when you start your volunteering. There will typically be a one-month trial period after which evaluations will be set periodically. The evaluation sessions are for you and your supervisor to discuss together the nature of your role, how you feel within your role, any difficulties you face and areas in which you could develop. 
Evaluations may be carried out as an informal one-to-one meeting, a phone call, email, or occasionally a written feedback form.

You, your role and your supervisor
Your role description

You have made a voluntary commitment to the Library Service and we are extremely grateful for your time and support. We want every volunteer to be able to make a clear contribution to the Library Service, and in turn to the local community that it serves.

Your role description will tell you the:

· Title of the role

· Location, address and contact details of volunteering placement

· Time commitment required

· Duration of the placement

· Name and contact details of your supervisor

Your supervisor
Your supervisor is the member of staff responsible for supporting you in your volunteering.   They are the first person you go to with any questions.  Also they will arrange with you regular sessions to discuss how you are doing in your role, and any issues relevant to your role. When you have questions or queries, always ask your supervisor first of all. 
Your Responsibilities

We want you to take pride in your role as a volunteer. Your role will have clear areas of responsibility and we want you to commit to that and enjoy carrying out your role. 
Be respectful

As you represent the Library Service we ask you to present a good image to the community. Please dress appropriately for the nature of the role you are volunteering in. Should you need any special clothing in order to carry out your role, it will be provided for you. If you are in doubt about what is appropriate, please talk to your supervisor who will be happy to help.

We ask you to behave in a manner that reflects positively on the Library Service, especially if you are dealing with the public. We will provide you with training where appropriate.

As part of the library team, you must support our values of diversity and equal opportunity. We will give you a copy of the Equal Opportunities policy which states that it is unacceptable to discriminate against anyone. If you have any doubts about what discrimination is, please consult your supervisor.

Through volunteering with us you may collect or have access to information which is bound by general data protection legislation. You may also, on occasion, receive sensitive or confidential information. Your supervisor will take you through the council’s guidelines on this, which you must follow.  Please check out with your supervisor (or in their absence another member of staff) if you are unsure or have ay questions about this. 

Making Suggestions and Evaluation

All the work of the library is focused towards providing a service to the community. Borough Library and Heritage Service is also committed to putting the needs of the local community at the heart of their services. Constant feedback from staff and volunteers is therefore of great value and we will welcome any suggestions or comments. 

Suggestions
You will have a number of avenues available for making suggestions and providing input into the Library Service. As well as informal and day-to-day avenues, you will also have formal ones. These will include invitations to attend relevant team meetings and regular evaluation sessions with your supervisor.


Health and Safety, Equal Opportunities and Insurance

Equal Opportunities
Borough Library & Heritage Services operates an equal opportunities policy in respect of both paid staff and volunteers. You will be expected to have an understanding of and commitment to our equal opportunities policy. You will have access to the Equal Opportunities Policy and your supervisor will be responsible for showing you where it is kept.

Health and Safety

There is a Health & Safety Officer for every site where there are volunteers. Your supervisor will tell you who that is. 

If you see or suffer an accident of any kind you are required to report it to your supervisor as soon as possible. You will also have access to the site’s Health & Safety Policy. Your supervisor will be responsible for showing you where it is kept. 

Insurance

As a volunteer you are covered by two kinds of insurance: Public Liability and Personal Accident. These provide cover for you should you be injured as a result of your volunteering, or should you unintentionally injure someone else or damage something. 


Be reliable

Arrive on time and respect the time commitment that is needed of you. If you know you are going to be late, you should ring your supervisor as soon as you can so that they are informed. If you are unable to attend (through illness, a medical appointment or similar) you should let your supervisor know beforehand.  In the case of an emergency or unforeseen circumstance, if you cannot tell your supervisor beforehand, please contact them as soon as you are able. Your supervisor will understand, but he/she needs to be informed.

If you need or wish to take leave and will not be able to carry out your volunteering for an extended period (two weeks or more), you need to tell your supervisor beforehand. We need to have this information in advance so that the correct provision can be made either to suspend the work you are doing, or to find a suitable replacement for the time you will be away.

When you arrive at your place of volunteering, please sign the volunteer register. Your supervisor will show you where this is kept. If you do not volunteer in any fixed location, or volunteer outside the library independent of library staff, we would ask you that you record the hours that you volunteer and send them to your supervisor once a month. This will help us to keep a record of the hours that volunteers contribute to the Library Service.


Your Rights and Benefits
As a volunteer you have the following rights:
· As a volunteer for the Borough Library & Heritage Service, you have the right to be given a role that contributes to the Service’s aims and objectives. If you are unsure of where your role fits into this, you can consult your supervisor for clarification;

· You have the right to a clear description of your role, outlining what it entails and what your specific responsibilities are;

· You have the right to be treated as part of the library team along with the other members of staff. You should be supervised effectively and, as any member of the team, you should be included in the running of the library service. This should include equal access to team areas such as common rooms, kitchen and toilet facilities, and invitations to participate actively in meetings when the items for discussion are relevant to your role.

· You have the right to volunteer free from any bullying or harassment from other staff, volunteers or members of the public. Should you encounter the latter you should report it to your supervisor immediately. If you do not wish, or cannot report it to them, you should contact your supervisor. 
 Induction & training
· Before you begin volunteering you have the right to receive the correct induction from a member of staff. Within this induction you will be given all the information you need to start your role. As well as information about your role, it will include health and safety procedures, and instruction in emergency procedures. You will also be given information about the Library Service.
Materials and expenses
· You have the right to expect that your volunteering activity will not cost you anything financially. 

· Any materials which you need to use to carry out your role such as stationery, a computer or, where necessary, protective clothing, will be provided for you by the Library Service.
On request, your supervisor will give you a Volunteer Expenses Claim Form that you can use to claim for all out-of-pocket expenses incurred as a result of your volunteering role. 

This can include travel to and from your place of volunteering and lunch up to the value of £5.00 upon proof of receipt if you volunteer for over 4 hours in any one day. 

Expenses are generally paid once a month and are always paid in arrears.
Recognition
You have the right to be recognised and valued for the unique contribution you make as a volunteer. As a volunteer, or former volunteer with the Library, you have the right to request a confidential reference from your supervisor.
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