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Welcome to Ealing Library
Welcome to Ealing library. Thank you for generously volunteering your time with us. We sincerely hope that you find your volunteering enjoyable and a valuable experience.  We have written this guide so that you will know what is expected of you as a volunteer at Ealing Library, and also what you can expect from us. 

We have tried to include a lot of useful information to help you volunteer successfully at the library, but it is not possible to include everything, so if you have any questions, please do not hesitate to speak to your volunteer supervisor or Ealing Community and Voluntary services.

If volunteering at Ealing library is not suitable for you, you will be referred to Ealing Volunteer Centre to find something that matches your reasons for volunteering and skills more neatly. This may be a friendship group, further study or alternative volunteering opportunities.

Why do we have volunteers at Ealing Libraries?

Volunteers make a meaningful contribution to the operation of the library. They build public awareness of services provided and compliment staff in all the work they do. 

Volunteer’s rights and responsibilities

As a volunteer you can expect:-

· Volunteering to be open to everyone regardless of age, ethnic origin, gender, disability, sexuality, faith, economic status, carer commitment or  work life balance

· To be reimbursed for travel and any agreed out of pocket expenses

· To be introduced to the work and ethos of the organisation

· Identified needs are met with relevant training and development opportunities.

· Recruitment procedures are fair, efficient and consistent.

· The organisation to expresses it’s appreciation of your contribution.

· Risks of volunteering are identified, minimised and covered by insurance.
· A named supervisor to provide appropriate support

· To be treated as part of a team and encouraged to give feedback

· To supplement the work of paid staff and not be a substitute for paid employment or replace paid staff

· To respect the policies and procedures of the organisation

What will be expected of a volunteer:-

· To be responsible and reliable (if you are unable to attend let us know as soon possible)

· To respect the code of confidentiality at all times

· Not to take on more than you can handle

· To notify the organisation in advance of any absences

· To follow the organisations policies and procedures

· Keep your details together with information about the medication you take regularly up-to-date with your supervisor or Volunteer Coordinator

General information
Refreshments -------- to be completed by Library manager
Parking----------------to be completed by Library manager
Personal Belongings-----to be completed by Library manager
Code of Conduct
Confidentiality 

It is likely, while volunteering in the library, that you will see and hear things of a highly confidential nature. Such matters must not be discussed with anyone other than senior staff or the Volunteer coordinator. All volunteers are required to sign a Confidentiality Agreement. 

Privacy

Volunteers should refrain from discussing their personal affairs, religious, political or personal convictions. You should not make any private arrangements with any clients you may be helping, nor disclose personal details, such as your telephone number or address.  If a client is someone you know, you should respect their privacy and maintain a professional manner. If anyone needs to contact you, they can do so through the Voluntary Services Department. This is for your own protection and privacy.  

Equal Opportunities Policy

Ealing Library is committed to the principles of equal opportunity for all its volunteers. It is our policy that everyone should be treated with respect. Volunteers are valued for who they are and what they contribute, regardless of their age, race, social background, gender, sexual preference, disability, nationality, ethnic origin, marital status, religion or Trade Union membership. Equally, volunteers should treat all clients and staff with respect, irrespective of their age, race, social ground, sex, sexual preference, disability, nationality, ethnic origin, marital status, religion or Trade Union membership. 

Disciplinary matters

In the case of a disciplinary matter, such as breach of confidentiality, inappropriate behaviour or disregard of library policies and procedures, the Voluntary Services Department may implement the Library policy for volunteers. Voluntary Services reserves the right to terminate a volunteer’s placement without notice if it felt to be in the best interest of the Library.

          STAYING SAFE

Your health

If you have any concerns about your health that could affect your voluntary work, speak to the Volunteer Coordinator. Do not volunteer if you are not feeling well.

 

Fire safety

There are fire notices around the library with clear instructions of how to act in the event of a fire. Please familiarise yourself with these. 

Smoking

Ealing Library has a non-smoking policy.  This means no smoking on the premises, or outside while wearing your volunteer’s badge. Your co-operation is appreciated.

Criminal Records Bureau checks

Volunteering roles with “vulnerable” people, such as children, the elderly and people with disabilities will be required to apply for a Criminal Records Bureau disclosure before starting to volunteer – this is for the safety of both service users and volunteers. Your disclosure certificate will be sent direct to you, and a copy will be sent to the library.

Security

Security is a key issue and every effort is made to ensure the safety of everybody on the premises. Volunteers who find themselves in a situation that feels threatening or uncomfortable should always seek advice from staff, or dial 999 to call the police in an emergency.

Insurance

Volunteers who have been accepted will be supported in the event of any accident caused by them, providing they are working within the limits of their role.

Unsuitable tasks

There are a number of tasks that volunteers should not undertake. When you start volunteering at the Library, you will be given a role description, and if you are not sure about anything, please check with your supervisor. Avoid taking on additional or different tasks from those set out in your role description. This is for insurance and health and safety reasons. You should never perform a task or technical skill for which you are not trained, nor perform a task if you feel it is not safe to do so. 

    DEALING WITH DIFFICULTIES

Handling concerns

While volunteering at the library, you may face problems or difficulties from time to time. Please don’t hesitate to consult your supervisor, or the Voluntary Services Manager, who will do everything they can to help.

If someone else has a concern about your voluntary work, your supervisor will discuss the matter and offer advice and support to resolve the issue. If necessary a further meeting involving the Volunteer Coordinator will be arranged. The aim of this meeting would be to resolve concerns and reach an agreement about a satisfactory way forward e.g. further training, or changing your tasks or placement.

Accidents and ‘untoward’ incidents

If you have an accident while on duty, however slight, or experience an incident which has disturbed you, you must inform your supervisor or the Volunteer Coordinator.  Supervisors will ensure that the relevant paperwork is completed. It is advisable to make as full a report as possible, in case of repercussions at a later date.

Complaints

Any complaint made should be referred to the senior member of staff on duty at the time. 

Complaints about Voluntary Services

If you wish to complain about another volunteer, please talk to the Voluntary Coordinator. If you wish to complain about the Volunteer Coordinator, talk to him/her first if possible. Alternatively, write to:
To be completed be Library manager
……………………………..

……………………………..

…………………………….
Thank you for volunteering at Ealing Library!
