The Amazing (Teen) Volunteer Race

or
How the library can benefit from teens needing community service hours

Teen Volunteer programs take on different shapes and sizes in any organization that offers such a program. Teen Volunteer programs among libraries greatly vary too, often based on the size of the library and what is available for them to do. Deciding how and why Teen Volunteers can function in your library may be difficult to pin down, but there is no question that any library can benefit from having Teen Volunteers, from the smallest to biggest libraries.

Now, we, by no means, have a perfect program, but it is by sharing our experiences, good and bad, that we feel we can help other libraries to help teens and help themselves by implementing or improving their teen volunteer program. There is no doubt there are programs out there that are much more advanced, but our growing pains will hopefully give you hope in getting your teen volunteer program going.

Every semester allows us (and our volunteers) to change and evolve. Things change a little bit with every new group of volunteers and we continue to learn what works and what does not.

One of the best parts of having teen volunteers is that it is like having extra staff members without having to pay them! At the same time, the worst part is that the kids know they are not getting paid so they often don’t see it as a “job”, but as another activity they are involved in and some have a hard time concentrating and focusing because of this.

The Manhattan Public Library has embraced teen volunteers since ____. (Jennifer provide information: how many, what they did, how much they worked, etc.)

How It Started

The Early Years

Changes

How Jennifer advanced and changed the program over the years

How Janene continued to streamline the program

Because it is my job to handle the teen programming and issues, I now take care of the Teen Volunteer Program. We consider this an on-going program for teens in our community. Yes, it is a selective program, but it is something we offer to all interested applicants.

Not that Jennifer was not doing a good job with the program, it is just that I am able to dedicate more time and effort into creating things like schedules and dealing with issues that come up.

The children’s staff is in charge of giving the volunteers things to do, but I try to visit with each volunteer at some point during their shift to make sure everything is going okay and that there are no issues we need to address. This not only helps me to know them better and them to know me better, but it helps them to know that we have an open line of communication so they are more comfortable letting us know when something isn’t working out the way we would all like it to.

How the Teen Volunteer Program works now


For several years, we had 6 to 7 volunteers in the fall and spring semesters and during the summer had around 20; Over the past year we have expanded, not only the duties and  responsibilities of the volunteers, but the number of volunteers has greatly increased. In the summer of 2006, we started with 29 volunteers and ended with 27 (one quit and one dropped out with our encouragement), in the fall of 2006, we had 9 volunteers, and this spring we have_____. 

With the increased number of volunteers, we were able to have evening and weekend shifts during the summer, and a Saturday shift during the fall and spring (during Saturday storytime). Staff has been especially receptive to this, as it gives them some extra help during busy periods when there is not many paid staff in the building. 

Our volunteers work 2-hour shifts once a week with a minimum number of required hours for the semester. If they are not able to do 2 hours, we can accommodate, but those who can work the preferred number of hours get preference when we select our volunteers.

The Fall 2006 semester was the first time we did several things:  The first was to put together our “Volunteer Directory”. This is just a binder containing all of the crucial tidbits about our volunteers. Each one has a page containing their contact information, parents’ names, emergency contacts, their pictures, scheduling information, and an area for “Missed Shifts” information. There are also areas where staff can write in information about what tasks that volunteer likes to do, what they don’t like to do, what they have been trained on, and other information we staff might want to share about them. This binder is stored behind the children’s desk, so it is only accessible to staff. It has been helpful, not only in helping to keep track of our volunteers, who they are and what they can do, but it will likely be helpful when they start coming back to us and requesting letters of reference.

Handouts, Visual Aids

How we train:  Our volunteers go through a 1-hour orientation session at the beginning of the semester. I have asked that everyone (even returning volunteers) be present for these sessions, so everyone can be on the same page as the semester starts and issues that will concern everyone can be addressed right away. We also let them know what they will and won’t be doing. What they won’t be doing is just as important as what they will do.

What our volunteers do not do: Shelve, check in/out, or recommend books; Answer questions from library customers; Assist children on computers; Answer phones; Deal with upset children or parents.

They do, however, have many, many other responsibilities.

What our volunteers do:  Assist staff with preparations for storytimes and clubs; Make nametags and crafts including cutting, coloring and pasting tasks; Use the die-cut machine to cut shapes; Prepare copies and handouts; Straighten and dust shelves; Clean books; Sort book carts alphabetically and numerically (but not shelving); Shelf reading (making sure books are on the shelf in order); Assist with programs/clubs; Help change bulletin boards; Assist in other areas of the library; Any other tasks as assigned.

What volunteers get (stuff):  our summer volunteers get a Summer Reading T-shirt as their “gift” for working. In the past, Fall and Spring volunteers have gotten gift certificates, other gift-y items, and this past semester, a “Personalized” mug that all of the staff signed with personalized notes. We try to give them something, not just for the sake of giving them something, but as a “thank you” gift to let them know how much we appreciate them. At the end of the semester, we also give every volunteer a certificate signifying the number of hours they have worked. We also give them a copy of their time sheet. This is something the high school students have to attach to their community service form when they turn it in at school. We also have to sign their community service forms to verify their hours and if they have the time sheet in their hands, it is much easier for me to sign the form (since they come in a month or two later, after I forgotten how much they were here).

What our volunteers get out of the program (intangibles)/What our staff get out of the program (talk about it & video):  Volunteers are offered several things in working at the library – professional contacts; community service hours; work experience; a sense of pride in the work they do; interaction with adults and kids; and a friendly, safe and comfortable work environment; along with all of the intangibles such as pride in themselves, an increased sense of responsibility, time management skills, a creative outlet, 

How we run the program: Application & selection process, Scheduling, Training:  Some volunteer programs run on a continuous schedule – they perpetually take applicants and begin new volunteers whenever they have an opening. We do applications and begin a new crop 3 times a year. A couple of months before we want the volunteers to start, we put out informational brochures with applications, we put them around the library, get them to the schools, and take them to any community event we attend that may involve teens or parents of teens. 2-3 weeks before we want them to start, we go through the applications and find the most suitable candidates. Luckily, so far, we haven’t had to do any interviewing, however, I have had to turn some away. Mostly the ones I have turned down have been because of scheduling conflicts, they have been volunteering for several semesters (and we want to give someone else a chance), or they haven’t followed directions. (When it comes to them getting this stuff turned in to me, I am a stickler for getting the forms filled out right and getting it all in on time! This is a responsibility/skill they are going to have to use when they get a “real” job, so I want them to get used to doing it now.)

What they do when they are volunteering:  where they work, what their tasks are, how we decide who does what, Special Jobs vs. Routine Jobs

What the Future Holds


Without question our Teen Volunteer program will continue to change and grow. 

How the Library can “Win Out” over all those other places in your community where the teens can volunteer or spend their time

One of the things I have to continuously keep in mind is that not every kid that applies to volunteer with us actually wants to be here (shocking, I know). Parents can be a powerful influence in “making” their kids come to the library to volunteer. Those kids are usually the ones who are harder to convince that they can have a good time and not be bored!

Know that you won’t be the most exciting option for most of the kids in the community. But by offering little incentives, you can make your position known. Examples: T-Shirts, end-of-semester gifts, certificates of completion, food!, fine amnesty or reductions, first priority on new materials, special programs just for them – anything that will make them feel special, wanted and needed.

Make sure they understand what they will and won’t be doing. This will make a difference in what they expect from their experience and whether or not they have a positive experience.

Keep on top of them without being a tyrant. Allow your volunteers some creative license, without complicating your job. Treat them as not just a worker, but a resource.

Appeal to your current patrons! Grab those kids that are in all the time – they will likely not only be more interested, but more entrigued, dedicated, etc. to doing a good job.

Handouts:  Timesheets, Application, Acceptance Flyer, Brochure, Routine Jobs list, Special Jobs list, Shelf Reading Assignments, Volunteer Training checklist and Teen Volunteer Handbook, Photo Permission Slip, Volunteer Agreement

Video: volunteers and staff commenting on the program

Volunteer questions:  Why did you decide to volunteer? What have you gotten from the program? What is your favorite part? What is your least favorite part?

Staff questions:  How does having volunteers around effect your time/efforts? What are the ups and downs of having Teen Volunteers around?

Other visual aids:  The Volunteer Directory, Folders & Container 

Things Teen Volunteers have helped with at Manhattan Public Library

Collection
· Shelf-reading a specific area 

· Straighten/tidy-up books on the shelves 

· Checking a list (best books of the year, etc) to see what titles we don’t own 

· Pulling books to be considered for weeding (using a list from the librarian) 

· Pull books for storytimes or clubs (using a list from the librarian) 

· Go through "lift-the-flap" books and tape torn pieces

· Pull items to be taken off “new” status

Bulletin boards and decorations
· Cut out letters for boards 

· Create a scene 
· Put up borders 

· Put together SR mobiles 

· Put up window clings 

· Pinned artwork up around room 

· Taken down bulletin boards or artwork 

· Get bulletin board art or materials from the basement

· Help assemble display boards

· Retrieve books for displays

Preparation for Storytimes or Clubs
· Prepare crafts and nametags ahead of time 

· Set out supplies or carpet squares 

· Copy and staple newsletters 
· Find clip art online to use on nametags or newsletters 

· Color and cut out flannel board characters 

Help during Storytimes, Clubs, Movie Programs

· Write nametags for kids as they arrive 

· Assist younger children with craft projects 

· Go and get something the librarian forgot 

· Help hold a big book up 

· Put up flannel board pieces as librarian tells story 

· Play a role in a puppet show or puppet dialogue 

· Hand out musical instruments or supplies 

· Bag popcorn and hand out to people 

· Pour drinks for kids 

· Help clean up afterwards (put chairs away, vacuum, wipe of tables, etc.)
Help at other Programs or Events
· Set up chairs

· Hand out flyers, food, etc. at a program 

· Welcome people and show them where to sit

· Help set out items for Book Sale

· Assist customers at Book Sale

Other

(including things done for NCKL System)
· Put address labels on bookmarks 

· Stamp books for summer reading prizes 

· Count Summer Reading prizes/charts to see if more need to be ordered 

· Create a spreadsheet for keeping track of program statistics 

· Enter data for summer reading records or stats

· Helped update computers (virus scans, etc.)

· Make copies

· Put together packets for meetings

· Assemble newsletters/mailings

· Fold brochures/flyers

· Count items for Talking Books

· Help put together bags to go out for the Book Van

· Scan die-cuts to be put on web page

Some examples of crafts volunteers helped with that were more elaborate than staff would have probably done on their own:
· Monkey puppets with movable parts 
· Cottonball chicks in eggs 
· Trains with "steam" (stretched cottonball) 

· Pom-pom caterpillar magnets 
· Paperbag bunny puppets for my storytimes 

· Bookmarks with ribbon tassles 

· Added googly eyes to lots of things

Sample Teen Volunteer Interview Questions

1. What do you like to do for fun?

2. What/who is your favorite book or author?

3. Tell me about your favorite and least favorite class in school.

4. In ten words or less, tell me how your friends describe you.

5. Why do you want to volunteer at the library?

6. What do you hope to learn/gain from volunteering at the library?

7. If you have previous experience as a volunteer, tell us a little bit about it. (Where. Your responsibilities. What you did. What you enjoyed. What you did not enjoy.) 

8. Do you know how the Dewey Decimal System works?

9. One of the responsibilities of the librarians will be to talk to you when you have done something incorrectly and show how we would like it to be done.  Have you had experience before where you’ve had constructive criticism from a supervisor or teacher, and how did you handle that situation?

10. Where did you learn about our volunteer program?

11. Read through volunteer expectations.  Do you have any questions about any of the expectations? 

12. Read through the volunteer responsibilities/duties/tasks.  Do you have any questions about any of the responsibilities? What do you think would be your favorite tasks? What parts of the job do you think would be boring or tiresome?
13. How are you dealing with younger children? Give examples of some situations.

14. How do you feel about the things volunteers do not get to do, such as helping people find books, searching on the Internet, or leading storytimes?

15. How did you find out about the Teen Volunteer Program?

16. Do you have any additional questions about volunteering at the library?
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Teen Volunteer Application


Summer 2007



due May 1
(All information must be completed in full for application to be considered.)

Name _______________________________________________________________________________

Address _____________________________________________________________________________

City _______________________  Zip______________  Phone_________________________________

E-Mail (if checked regularly)___________________________________________________________

Age______  Grade______  School currently attending_________________________________________

Previous volunteer experience:____________________________________________________________

_____________________________________________________________________________________

Please read the following information:

· All volunteers must take part in a Volunteer Training and Orientation  session prior to volunteering.

· Volunteers will be scheduled for specific shifts and are expected to follow this schedule, to call ahead if they cannot make it for a shift, and to work only the hours scheduled.

· The library may not have enough positions to hire all volunteer applicants. Interviews may be scheduled as part of the selection process. If all positions for the requested semester are already full, you will be notified ASAP.

· Volunteers may be limited to one semester of volunteer service during the school year so more teens might have the opportunity to volunteer.

· Volunteers are expected to follow a dress code when on duty; a handout on “Personal Appearance” is given to volunteers at the training session.

· Volunteers are not allowed to have/use electronic gaming devices, music or audio players and cell phones while they are volunteering.

· Teen Volunteer daily duties may include: straightening and dusting shelves, cleaning books, alphabetizing book carts, completing projects for storytime, and other tasks as assigned.

Are these tasks you can complete and guidelines you are willing to follow?

YES

NO





Applicant Initial __________

Please rank the following tasks in order of favorite (1) to lease favorite (8).

(All volunteers may be asked to do any/all of the listed tasks, even those you may not enjoy.)

______ Coloring

______ Cutting

______ Organizing/ Straightening

______ Alphabetizing

______ Dusting/cleaning

______ Counting/Math skills

______ Sorting items (carts)

______ Dealing with young children

Are you involved in other activities this summer? Please list any days/dates/times you know you cannot volunteer because of these activities.

______________________________________________________________________________

______________________________________________________________________________

Schedule Options:

· Indicate the times you could work on each day. Put an X for any times/days you would definitely not be able to work.

· Volunteers may work 1 to 4 hours per week, one or two days per week, a maximum of 2 hours at a time.

· Shifts may take place: Monday through Friday:  9 a.m.-7 p.m.; Friday: 9 a.m.-6 p.m.; Saturday:  9:30 a.m.-5:30 p.m.; Sunday:  1 pm.-5 p.m.

	Mon.
	Tues.
	Wed.
	Thurs.
	Fri.
	Sat.
	Sun.

	
	
	
	
	
	
	


What is the maximum number of hours you will be able to work? _____________

Applicant Initial __________


  Parent/Guardian Initial __________

If I am not selected as a volunteer for the current semester, I would like my application to be kept on file and be considered for future positions.

YES

NO

Not Sure Yet


Applicant Initial __________

If I am selected as a Teen Volunteer, I will abide by all the rules of Manhattan Public Library and the Teen Volunteer program.  I understand that I am offering to volunteer free of charge.

Signed ______________________________________________  Date ___________________

Parent/guardian must complete the information on the attached page. Permission from parent/ legal guardian is required for all volunteer applicants under the age of 18.

Parent/Guardian Information

Parent/Guardian Name _______________________________________________________________

Address ___________________________________________________________________________

Phone: (Home) ________________ (Work) _________________ (Cell) ____________________

E-Mail (if you check regularly) ____________________________________________________

PARENT/GUARDIAN PERMISSION

I, ____________________________________________________, give permission for my son/daughter, _____________________________________________, to be a teen volunteer at Manhattan Public Library.  I understand that my son/daughter will not receive monetary compensation or be insured by the library.  I have read and understand the requirements as outlined in the Teen Volunteer brochure and understand that my son/daughter will receive valuable training and guidance under library staff supervision while providing a helpful community service.

Signature _____________________________________________ Date __________________

                   (parent/legal guardian)

I have checked the information on the application form and approve all information provided by my son/daughter.



                                    Initial __________________ Date __________________

          (parent/legal guardian)

IN CASE OF EMERGENCY, PLEASE CONTACT:

NAMES



RELATIONSHIP


PHONE

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
Does your son/daughter have any medical conditions you would like us to know about (ex: asthma, allergies, sugar-free diet, etc.)?  Please list any medical or other concerns here.

_____________________________________________________________________________
______________________________________________________________________________

Manhattan Public Library


629 Poyntz Ave., Manhattan, KS


785-776-4741 ext. 170


www.manhattan.lib.ks.us











