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Harry Potter Intermediate School serves grades 3-5 in Rowlington Central School District.  Because of changes implemented by the new school librarian, the library has become increasingly busy.  As a result, the school librarian is seeking to implement an adult volunteer program that will support the library in providing resources and services to its students.

Why Have Volunteers
An adult volunteer program can provide many benefits to both students at Harry Potter Intermediate School, Library Media Center (LMC) staff, and the volunteers themselves.  Volunteers can take on many of the operational jobs that are necessary for the library to function optimally, such as shelving, straightening shelves, filing, etc.  This allows the school librarian to concentrate on teaching activities, working with teachers and students to teach curriculum-integrated information literacy skills (McGown, 2007, p. 10).  Adult volunteers are essential to many special events the library holds throughout the school year, such as book fairs, literacy events, and reading program awards (Thelen, 2007, Introduction section, para. 2).  

Adult volunteers can also serve another function, that of library “ambassador” (Harvey, 2007, p. 27).  These volunteers can function as advocates on the library’s behalf, using their experiences to influence parent groups, administrators, and school boards (Harvey, 2007, p. 25).  This can result in increased funding and more resources for the library.  Additionally, a volunteer program is an excellent way to increase the connection between the school library and the outside community.  


There are many benefits for the volunteers themselves, which are noted not only for their own merit, but also as potential recruiting tools.  Volunteering can provide a sense of being “useful” (Thelen, 2007,How to Afford Rewards section, para. 3), or a sense of accomplishment.  Volunteers not currently in the workforce such as “homemakers” can gain valuable resume experience (Thelen, 2007, Parents section, para. 1).  Some volunteers will enjoy the experience so much that they go on to pursue a career as a school librarian (McGown, 2007, p. 10).  

How to Recruit Volunteers

Recruiting volunteers is an essential part of any volunteer program.  Communicating the opportunities available to a wide audience can be challenging, but using a multi-pronged approach can yield good results.  

Recruitment strategies to be used include:
· Contacting existing parent organization to let them know of volunteer need.  

· Handing out volunteer brochure at Open House Night.
· Putting a notice on the school and library media center websites.

· Sending letters home in student communication folders.

· Placing flyers on bulletin boards at various locations (e.g.:  public library, senior citizen center, local college or university).

· Giving brochures to school registrar to hand out to newly registered students (Thelen, 2007, Parents section, para. 2).
· Creating a Friends of the Library group that will support library activities, including recruitment of volunteers (Davis, 2004, p. 31).

Harry Potter School Library Volunteer Policy:

Before You Volunteer:

1. All volunteers must fill out a Volunteer Application Form and return the form to the school library.  Please indicate on the application that you would like to work in the Library Media Center (LMC).  This application will be filed with the Main Office.

2. Volunteers should read and adhere to the policies contained in the Rowlington District Volunteer Handbook.  

3.  Please contact the school librarian to schedule your volunteer shift(s) and any necessary training.  Contact information:  mhsquier@rowlingtonschools.org or 555-1234.  
Your Library Volunteer Experience:

1. When you arrive at Harry Potter Intermediate School, you must sign in at the Main Office and take a volunteer badge.  The Library Media Center is located directly across the hall from the Main Office.  
2. The LMC office is open to store your coat, purse, or other belongings.  Please note that the office is not locked during the school day - valuable items should not be brought in.  

3. Please sign in and out on the Library Volunteer Sheet.  This helps library personnel know who is helping out in the library.  Also, if you do any volunteer work at home, please make sure to include this time of the Library Volunteer Sheet as well.
4. Once you have signed in, please report to school librarian for your assignment.
Volunteer Training:

1. Your first volunteer experience will include training on several main tasks.  You will also receive a Harry Potter Library Volunteer Guide.  This book contains helpful information including a library map, shelving guide, a brief overview of library confidentiality issues, and answers to Frequently Asked Questions.  

2. If you encounter something you’re not sure of, please ask library personnel.  We are here to make your experience a positive one!

LMC Volunteer Tasks - tasks may vary from day to day, but these are the main responsibilities of library volunteers.  
1. Shelving books:  books are being returned by students on a daily basis, and need to be reshelved.  To help students find books easily, effort should be made to reshelve books in their accurate location.  
2. Straightening shelves:  books often get misplaced, pushed behind others, etc. during the course of a day.  Straightening different sections periodically helps ensure that students can find what they are looking for.

3. Reader’s Club:  Reader’s Club is a reading rewards program at Harry Potter Intermediate School.  Students will come to the library to record the books they’ve read, and take a short quiz.  Volunteers can listen to students read, help maintain records, etc.  

4. Displays, crafts, etc.:  from time to time, volunteers may be asked to work on different projects.  These can include changing the displays, changing the bulletin board, preparing supplies for library lessons, making bookmarks, or other tasks.  

5. Special events:  the library holds several special events throughout the year that rely on volunteer support.  These include the Book Fair, Family Reading Night, and the Poetry Slam.  

LMC Volunteer Expectations:

1. Attendance:  We value and rely on your commitment to the Harry Potter LMC.  If you are unable to make a scheduled time, please let us know.  Also, if you are available on a substitute basis, please let us know.

2. Safety:  Safety of our students, volunteers, and staff is very important.  For the safety of everyone involved, volunteers should work with students only under direct supervision of certified personnel.  Any activities involving students should take place in the main library room, with a member of the library staff present.  

3. Student discipline:  volunteers are NOT expected to handle student discipline issues.  In the event of any student behavior issues, you should seek assistance from library personnel.
4. Confidentiality:  In accordance with Rowlington School District Policy, volunteers are expected to honor student, staff, and faculty confidentiality.  As a volunteer in the library, this includes library records, book requests, any student behaviors or disciplinary situations, etc.  This is also covered in your Library Volunteer Guide.  If you are unsure about what may or may not be covered by this, please ask the school librarian.
In closing, we appreciate the time and talent of our volunteers, and their contributions to the Harry Potter Intermediate Library Media Center.  
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