Teen Volunteer Guidelines

Please read through the volunteering guidelines below.

o VOLUNTEER ORIENTATION: All new volunteers and returning volunteers who have not
completed an orientation since August 2026 are required to attend an in-person orientation.
Returning volunteers from last school year will receive a digital orientation. Please review all
orientation concepts before your first shift. Applicants will receive an email with more
instructions after we have received your application. If you are not available for any of the
scheduled times, you must contact the Youth Services Department to make alternate
arrangements.

e SERVICE PERIOD: This application commits you to volunteering for the Westlake Porter
Public Library from September 2026 through April 2027. While there is no limit on the
number of service hours that you can complete, we do expect you to be an active volunteer
during that entire time.

e SERVICE HOUR SHEETS: We understand that you are likely volunteering your time to fulfill
service hour requirements for school, NHS, or another organization and will need a
certificate or to have forms signed to verify your hours. Official library certificates will be sent
out to all volunteers in April at the end of the service period.

e COMMUNICATION CHANNELS: We use the SignUp service to manage our volunteer
calendar, reminder emails, cancellations, and other communications. You will receive emails
to inform you of volunteer opportunities, openings that we’re eager to fill, or other important
information. You will be given instructions on how to sign up for this service at the
orientation. Unless there are extenuating circumstances, we will direct all communication
directly to the teen volunteer and expect all communication to come from the teen volunteer.

e CALLING OFF & TARDINESS: If you cannot make your shift, we ask you to call or email
the Youth Services Department as soon as possible. While we understand that things do
come up and you may not be able to make a shift, excessive tardiness, calling off, and “no
shows” are not acceptable. When you agree to a shift, we depend on you. If something
comes up and you can’t make it, you need to let us know as soon as possible so that we
can make sure we have adequate coverage. The library requires at least 24 hours’ notice
via phone, email, or SignUp for all cancelled shifts.

e CELL PHONES & DEVICES: Using cell phones or other mobile devices while volunteering
is not allowed unless you are given specific permission from a supervising librarian. Please
silence or turn off all mobile devices when you arrive.

e CONDUCT: Come alone to complete your volunteer time. Babysitting, hanging out with
friends, having parents assist in your tasks, etc. while on duty are not allowed. Respect
everyone — this includes all library staff and patrons. As a teen volunteer, you may have
access to information and spaces that can impact the privacy and security of patrons and
staff. Teen volunteers are expected to keep any such information confidential. If any
problems occur with you or another volunteer, action will be taken to maintain a positive
work atmosphere. Please note that the library reserves the right to dismiss any
volunteer for any reason.
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