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Posiion Tite: Leading To Reading Volunieer

Locatons The Leading To Reading Program akes plce at e
followin Toronto Pube Library branches:

Eas Region
For information phone Catby Thomson, 416-396 3601
Auincour, Alber Camphel,Cadarbae, Malvern
Nomingsde, Thomel Park

North Region
For information, phone Denise iper, 416-395.5990
Downsview,Faew, Flemingdon Pak, Humber Sum
e Sheppard, Woodsiew Park, York Woods

South Region
For information phone Trevor Pross, 416-3937652
Annete St Bloor Gladstone, Duffrn S Clar,
Norher Disict, Parkdae, Parfament, Qe Sauler,
Sanderson

Wt Region
For information, phone David Kondo, 416-394-5012
Albion, Eatnvill, Evelyn Gregory, Humberwood,
Jane Dunda, Maris A. Shehuka, Mimico, Mount Deris,
New Torono, Oakowond Villge, Richvew, Wesion

At Toronto Publc Library, o mision it cncoursge and
fostera ntrest i reading and e long leaming Reading
practic volntcesae pared withclementary school sudents
Who hve readin difficulies. Reading pactic vonieers help
buld hidrn's resdin confdence and motivation by providing
 posine reading experience, and promose the cjoyment of
reading by using th Hbary 3.3 resouree.

Responsiilies
Ncet he same stdentone hour per week at he Libarya ey scheduld ime
Encourage reading by reading logether and cngagingin 4 varity ofresding related
gamen and actvities
Asit hee prter i scectin reading mateisl
Keep witn otes cach week rgarding he reading scsion
Keep parns)and program sl s nd up-t-dat o thei partner'srsding
progress
Familaize vourpatnr iththe Libray andencourse the hidtoborow ey
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 Fluent and well-rsed i writenand spoken English

 Able orelate well o cidren and ejoys working cne-0-0ne witha child

+ Can work welindependently

 Conmunicate well withbot il and aduls

+ Abletosc s matrerding e ol

 Teaching exprionce it essnial

+ Placements ar sbjet 1 th et f a sasfcory Plie Refrence Chek (which s
pand for by the arento b Lifrey).

Oricnation and Trsining:
" Traning. provided by Libery staf,covers:

B reading theory

+ Tuoring echniques

+ Problem slvig.

 Time mansgement

+ Behaviour management

+ Biding eionships with hechildrn

 Creating a osiive stude o leming nd reading

+ Program sructure snd procedres

A st st ointton, provided by Libary sl covers:

 Local program procires

Lol ibary snd peogram resourses

Prined matii, ot progrum proseturs and radin s, e providd.

e and Place: One-bourscsions tak place i ey boiings cnce e ek a
gty schaduod timo that 5 oty bl In el esions
e held afer school, i the evning, o on Satrdey

Commitment:

e duration o th clementarysehoo yar (tcbor hrough May st is)
& Ao e e th oo 1 soluneer during th sumee,

A segulary scheduled fme commitment of oa hour e ek s reguied.
 Applcaions may be ceeptd a any time

Onsite Supervison:  Lifery sl provide asssance and ot supervision during e
progran. Thy ar avaiube fo consuliation a odher s by
appoinment.

Privlges Volueers may copy at the s e
Overdue fnes and on-esident fcsar waivdf cuent
Volumoes with S o or ors o sive sevie
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VOLUNTEER CODE OF ETHICS

Toronto Public Library inspires the spiit of exploration, the joy of reading. and the
pursuit of knowiedge for peoples ofal ages and backgrounds, beginning with the
very young.

By volunteering at the Toronto Public Library you help us o achieve this vision
through your dedication and commitment to Library services and programs.

In carrying out your responsibiliies you are dedicated to the following principles

Active Participation - through consistent attendance, regular communication, and
participating in on-going training.

Confidentiality - by maintaining confidentialiy i allyour activities

Non-discrimination - by recognizing the igrity and worth of every person and
abiding by the principles of the Human Rights Code

Co-operation - by working together with leamers, other volunteers, and
Library staffin a spirit of mutual understanding and respect

Vol Name:
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Risky Business – Volunteers and Due Diligence





Orientation





There can be general orientation, such as that offered to all new volunteers. This could include policies and procedures, reporting relationships, facility tours, policies about fire safety, first aid and workplace hazardous materials, emergency procedures, ergonomics, injury prevention to list a few. 





Specific jobs can have their own orientation, with a detailed job description and a job hazard analysis.  Derek provided an example for a snack bar clerk, and gave an outline of the content of the job description, as well as a job hazard analysis. This analysis includes the steps of the job, tools and material needed, a review of health and safety hazards and control measures in place.





Resources





A number of resources were highlighted during Derek’s presentation:





H&S and the Volunteer Publication of the Education Safety Association of Ontario ESAO. Price  $10.00 (http://www.esao.on.ca/scriptcontent/index.cfm > Resource Books)�


WSIB site - description of health and safety orientation:


http://www.oshforeveryone.org/wsib/osh_pgm/training/orientation.html


	 


The Ministry of Labour provides an excellent site for general information.  It provides guides for understanding the Occupational Health & Safety Act, a guide for JHSC, smoking in the workplace, etc. This is one site that is useful as a resource  - http://www.gov.on.ca/LAB/ohs/ohse.htm


 


The Canadian Centre for Occupational Health and Safety is also an excellent resource site especially for JHSC guidelines and formation as well as having a large inventory of very good safety material.


http://www.ccohs.ca/





The Education Safety Association of Ontario, links to other sites, safety information http://www.esao.on.ca  “Resources”, “Related , Links”











Visit the FOCAL website for full-text documents and PowerPoint presentations of the full presentation. In addition, the website links to many resources, sample documents, policies and related topics:





Risky Business: you and your volunteers - http://www.friendsoflibraries.ca/volunteer.htm

















Risky Business – You and Your volunteers





Derek Zulesky of the Education Safety Association of Ontario and Greg Kelner of the Toronto Public Library worked together to explain why volunteers in libraries need a health and safety orientation program, and provided an example of an established program 





An orientation program has a number of benefits, relating to providing services and public relations. A health and safety system which is part of your orientation program is used to recognize, access and control hazards in order to reduce or eliminate injuries.





A question at the end of the session confirmed what many had come to realize – Can a Friends group be sued? The answer is yes.





A good orientation brings a good return on investment. Your volunteers come to believe that you are concerned about their safety, by making them aware of health and safety issues, providing consistent information and wanting them to be part of a productive and profitable team.





Due Diligence





The concept of “due diligence” means that the organization’s Board members understand their duties under the law and take reasonable steps to carry them out, being proactive in taking all reasonable care. 





Due Diligence requires you to:�


develop specific procedures & practices


train the volunteers in the procedures/practices


monitor adherence


enforce compliance


communicate the procedures/practices






































Toronto Public Library – Volunteer Management Planning





Greg’s presentation went on to describe the volunteer management program at the Toronto Public Library. There are over 1000 volunteers involved in key programs such as reading, homework clubs and adult literacy. They experience a  40% turnover of volunteers every year.





Greg shared with us a volunteer manual, and documents from a training program that took one to two years to develop. Each volunteer position has a profile, outlining their responsibilities and qualifications. The profile also describes orientation and training sessions, the supervision and assistance provided by the library, and the location of volunteer-client meetings.





Volunteers fill in an application form and provide references. An interview is conducted, and a police records check takes place. One listener asked how to turn down a volunteer, and a number of strategies were suggested:


offer opportunities in other locations


explain qualifications do not match skills in the job description


describe other volunteer opportunities


be objective and fair


suggest training they could easily get





The training program for volunteers at Toronto Public Library contains elements of due diligence and includes steps to show reasonable care as described by Derek. A volunteer does not receive a placement until they have completed the training program. Onsite supervision and ongoing training continue after the placement.








Visit our website (http://www.friendsoflibraries.ca/volunteer.htm) to find volunteer management ideas and documents, including those handled out at this presentation.  The Southern Ontario Library Services maintains a comprehensive resource list on this topic -  www.sols.org/links/clearinghouse/hrresources/index.htm#Volunteer





Barrie Public Library - Volunteer Policy�Camrose Public Library - 18.0 Volunteers Page 43-44�Chatham-Kent Public Library Policy: VOLUNTEERS�Chinook Regional Library Role of volunteers�Cobourg Public Library Volunteer Program �Hamilton Public Library. Secondary School Students Volunteer Commitment Guidelines.�Kingston-Frontenac Public Library. > About Us > Volunteering Volunteering at KFPL.


Lacombe Public Library Personnel Policies - Library Volunteer Job Description Page 23-14�Medicine Hat Public Library - Policy Volunteers�Ontario Public Library Guidelines - 5.2 Links with other organizations and individuals�Salt Spring Public Library Association Volunteer Handbook�Surrey Public Library Policy Manual - 1.6.0 Volunteers


Trillium Public Library (fictional library)- Volunteer policy�Wainright Public Library 4.5b Library Volunteers


Whistler Public Library Policy Manual -�HYPERLINK "http://www.whistlerlibrary.ca/pages/aboutlibrary/policy-manual.shtml"�� �1003.1 Friends of the Whistler Public Library Society


Woodstock Public Library. Policy Manual. Section 11.Volunteers

















Sample Documents from Toronto Public Library  volunteer program.
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