
The Moray Council

Libraries & Information Services

Volunteer Information
1.  Moray’s Public Libraries
· There are 15 libraries, 2 mobile libraries and a Local Heritage Centre serving Moray.  More than 90% of  Moray’s population are library members and over 620,000 visits are made to libraries every year.

· The service issues over 600,000 items and deals with 100,000 enquiries each year.

· All of our libraries have free internet access and 5 of our libraries are Learndirect Scotland centres.

· Our Local Heritage Centre at the old East End School, Elgin, holds a wealth of material on Moray’s unique past.

· We also provide a Housebound and Homes Service to those unable to visit in the traditional way.

· Increasingly, we are delivering services direct to people’s homes via The Moray Council’s website www.moray.gov.uk.

2.  Services Available
Moray’s Libraries offer a wide range of services, including:

· Books for all ages

· DVDs for all ages

· Music and spoken word CDs

· Storytimes, Bookbug sessions, children’s book groups, activities and summer reading themes for children

· Reference and information

· Exhibitions, activities and events

· Book discussion groups

· Library services to housebound readers and those in residential homes

· Free internet access

· Basic to ECDL ICT courses

· Local history

· Community and council information

· . . . . . and much more

3.  Why We Need Volunteers
No matter what can be done by our staff there is always so much more that can be achieved by volunteers adding value to the service.  Those aged 16 or over can be a volunteer.

Your input will make a difference, but we will not ask you to do tasks that are normally done by our permanent staff.
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4.  How Can Volunteers Help?
Volunteers can become involved in many aspects of the service.  Typical tasks might include:

· Indexing local heritage material including photographs, newspapers and gravestone inscriptions

· Visiting housebound readers

· Children’s storytimes and activities

· Giving talks or craft demonstrations

· Technical tasks such as digitising or photography

· Supporting reading groups

· Reminiscence and oral history projects

· Assisting with market research and user surveys

5.  Your Role
As a volunteer you are a representative of the Moray Libraries Service.  We consider it important to set down clear guidelines for volunteers to ensure your contribution is valuable, valued and in the interests of library users, Moray Libraries Service and yourself as a volunteer.

Volunteers will be provided with clear guidelines and induction training, and given support and guidance in accordance with Libraries procedures.

6.  What You as a Valued Volunteer Can Expect From the Libraries Service
· A clear definition of the tasks you will be asked to carry out

· Training and support from library staff to enable you to carry out these tasks

· A safe environment and clear guidelines about the standards of service which you will be expected to provide

· Regular meetings to give you a chance to put forward your ideas for the library service

· Benefits/discounts eg gym membership, training courses
· Awards for over 45 hours service per year for three consecutive years

· A record of volunteer involvement that may enhance your CV

· Employer references
· Moray Council volunteer badge
7.  What the Libraries Service Expects from Volunteers
· To operate within The Moray Council’s procedures and policies including health and safety and equal opportunities

· To carry out the tasks allocated in a reasonable and responsible manner

· To undertake the training required for the role of volunteer as arranged and funded by the Libraries Service

· To inform the appropriate Libraries Officer in advance if you are unable to meet your commitment to the Libraries Service

· To carry an ID card issued by the Libraries Service at all times when acting as volunteer

8.   Volunteer Agreement
The loyalty and commitment of volunteers is crucial to the delivery of library services.  Every volunteer will be asked to sign a form of agreement to confirm commitment between themselves and Moray Libraries Service prior to undertaking any tasks.  This form of agreement does not constitute any form of contract nor is it a statement of terms and conditions of service between Moray Libraries Service and the volunteer.

9.  Selection and Placement
· Selection - We aim to attract volunteers from all sections of the local community

· Commitment - We would like new volunteers to be willing to make a commitment to a period of at least three months for a set amount of hours each month.  These will be agreed between the volunteer and the appropriate Libraries Officer.

· Application - Volunteers need to complete the essential information section of the application form and provide the names of two referees who are not related to the applicant and who have known them for at least one year.  One of these should be in a professional capacity.

· Selection - All volunteers will be interviewed by a Libraries Officer.  The decision whether to place a volunteer will be based on information provided in the application form, the interview and the receipt of satisfactory references.

· Declaration of Criminal Convictions -   Given that volunteers may be undertaking tasks which bring them into contact with vulnerable groups such as the infirm, the elderly, mentally ill and young people under 18 years on an unsupervised basis, the volunteer will be required to complete and sign a declaration as to whether they have any unspent criminal convictions or impending charges against them.  If so this will not necessarily exclude them from being a volunteer.  The appropriate libraries officer will, however, want to discuss any such conviction and any other relevant information prior to the volunteer commencing or continuing in these circumstances.   “Spent” convictions need not be declared.
10.  Equal Opportunities & Diversity
In accordance with the aims of the Council, the Libraries Service is committed to promoting equal opportunities throughout all areas of service.

11.  Training and Support
· New volunteers will be required to attend a basic Induction and Training Session

· Additional training sessions will be arranged at regular intervals 

· Attendance at training sessions will be noted on the volunteer’s accreditation record

· Meetings between volunteers and Libraries Officers will be held to allow an exchange of ideas and monitoring of performance
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12.  Insurance

Whilst carrying out their duties within the Libraries Service volunteers are indemnified under the Council’s Public Liability policy.  This policy protects the Council and volunteers against their legal liability to pay claims for compensation from third parties, where the Council or the volunteer has been negligent.

13.  Expenses
· Volunteers are entitled to reimbursement of reasonable travel expenses from their home address to place of volunteering.  These expenses will be based on corresponding public transport charges or where appropriate an agreed mileage rate.

· Volunteers will need to submit an expenses form and return it to the appropriate Libraries Officer.

14.  Confidentiality
Any information gained during your tasks as a volunteer should be regarded as strictly confidential and should, therefore, only be discussed with the appropriate Libraries Officer.

15.  Data Protection

In accordance with the requirements of the Data Protection Act 1998, you are advised that the information provided on the application form is used for the selection and placement of volunteers, that a volunteers database will be maintained and that the information provided may subsequently be used for payroll purposes in respect of expenses reimbursement and for personnel purposes on the Council’s systems.  All personal details will remain confidential and are used solely for administrative purposes.

16.  Health and Safety / Accidents / Volunteers Responsibilities etc
As part of the Council, the Libraries Service follows a health and safety policy which sets out the responsibilities of the Council and those who volunteer.  This policy will be given to and explained to volunteers as part of the induction training.  The training will include information about personal safety, first aid, accidents and what to do in the event of a fire.  Volunteers must inform the library supervisor of situations which are felt to represent a danger to health and safety.  If volunteers are carrying out tasks away from the library, they should inform the appropriate Libraries Officer at the earliest opportunity of any health and safety risks they consider they have experienced.

Volunteers using their own transport for Libraries Service purposes, eg visiting a housebound reader, should ensure they have the appropriate insurance cover for business use.
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17.  Complaints
a)  Complaint by a Volunteer

If a volunteer has any complaints about the voluntary experience, or the way in which they have been treated, they should follow the procedures outlined below.  Wherever possible, the Libraries Service aims to resolve any concerns in an informal manner.  Should the volunteer have a complaint which cannot be resolved informally, volunteers are entitled to follow the Council’s Grievance Procedures, which are available on the Council’s intranet site or from Personnel Services.

b)  Complaint about a Volunteer

In the event of any difficulty arising in the performance of voluntary tasks, volunteers will be asked to meet their Libraries Officer to discuss the concerns.  The procedures will follow the processes set down in the Council’s Disciplinary Policy, details of which are available on the Council’s intranet site or from Personnel Services.

18.  Leaving Moray Council’s Libraries Service
Every volunteer has the right to withdraw from volunteering.  Those no longer wishing to volunteer will be given the opportunity to attend a leaving interview.  This will enable the service to gain valuable feedback from the volunteer and to address any problems which may have motivated the volunteer to resign.
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