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 Recruitment 

 Summer vs. School Year 

 Training 

 Scheduling 

 Tracking  

 Communication  

 Appreciation  

 Retention  

 

 



 There is a Google Drive folder with 

EVERYTHING you will need! 

 

 bit.ly/volunteenwebinar 

 

http://bit.ly/volunteens101


 Posters in the library 

 Send posters to school librarians/teachers 

 Post an ad in the library newsletter 

 Announcement on library website 

 Social media posts 

Discuss in Teen Advisory Group 

 Talk to regulars in Teen Area 

 Contact local service groups 

 School visits 

 Send POSTCARDS to previous VTs! 



What’s so different about Summer VTs? 

 Only EVERYTHING! 

 Schedule 

 Constant coverage = need more VTs 

 Summer VT Jobs 

 Run the kids’ Summer Reading Headquarters 

 Help with kids’ programs 

 Paging/straightening the Children’s Room 

 Formal training sessions 



 Standard jobs = standard training  

Drop in training 

 Less stressful for VTs who are unsure 

 Slightly more stressful for trainer!   

 Vary trainings for availability 

 Both afternoon and evening 

 Include a weekend training 

 Application required 

 Recommend completion ahead of time 

 Available online or for pick up 





 Locked doors? 

 Makes a statement about being on time for shifts 

 Prevent sneak-ins at the very end 

 Slide show with LOTS of visuals 

 Role playing 

Handout with FAQs 

 Collect applications AFTER training! 

 Chance to decline 

 Parent/guardian will be there for pick-up if 

applications are missing information 

 





When can you sign up for this week? 



Slots that have 

been filled will 

include the 

name (first name 

and last initial) 

of the VolunTeen 

who is working 

that shift. 

If there is not a VolunTeen’s name before the description 

of the job, the slot should be available for you to sign up. 













 Important points to remember: 

 This can all be scaled up or down based on the 

needs of your library! 

 VTs need clear guideline 

 VTs like samples/examples 

 Teens will usually work to meet your level of 

expectations… so set them high! 



 Determine your usage of VTs first 
 Will they run your Summer Reading Club? 

 2 VTs per shift, every 2 hours 

 Help at programs? 
 30 minutes before until 30 minutes after 

 Paging and data entry? 
 1-2 hours at most 

 

 Abbreviations for each type of shift  
 Color coding on staff side doesn’t come through to 

shared calendar! 
 Headquarters = HQ 
 VolunTeen Page = VTP 

 



 Another great use of Google Drive 

 Easy to share – VIEW ONLY!  

 Avoid math errors with formulas 

 Include “last updated” field 

 

 I recommend keeping it all on one tab 

 Less to explain to VTs/parents 

 Easier to scroll across for data entry 

 Color coding each month helps separate columns 

visually 



Gmail is AWESOME! 
 Add all your VTs to your contacts 

 Create a “group”  (tutorial on Drive) 

 Email them all at the same time! 

 

 Try not to email more than twice a week 
 For special announcements 

 To beg for help if too many empty shifts 

 

Don’t forget to use BCC!!!!!!!! 



NO EMAIL TO SIGN UP FOR SHIFTS! 

 No guarantee shift will still be there 

 I may be out that day 

 I may not be on email 

 Parents will try to email for their teens! 

 

 Call or stop by to sign up for shifts 

 Practice conversation skills & phone etiquette 

 Parents can notify library for an emergency 



 Showing appreciation is key to happy VTs! 

 At the very least, make some certificates 

 I offer to write letters for VTs who don’t complete the 

program but still want to have proof of their hours 

 I like to have an end of summer party 

 Try to get the Director to come in and say thanks 

 Ice cream sundaes are easy to set up/clean up 

 Party games (Minute to Win It) work well 

 Goodie bags are a fun touch 



Make “save the date” postcards to send to 

former SVTs (sample on Google Drive) 

 Send out a month or two before training sessions 

 Use summer reading clip art to give a sneak peek 

of the theme they’ll be working with 

 You can scan your signature and save it as an 

image to add to all of the postcards without 

having to hand-sign them all! 

 I like to write out the addresses, though, so I can 

combine siblings on one card. 



 Sample application for SVTs 

 (plus a rules overview to provide as a heads up) 
 

 VT training PowerPoint 

 (to use as a template) 
 

Google Calendar tutorials 

 Setting up your calendar 

 How to duplicate shifts with minimal effort 

 Sharing the calendar with your VTs 



 Templates for VT documents 

 FAQ to hand out after training 

 Sample scripts for sub list 

 VT Management Documents 

 Sign in template 

 Sample shift tracker 

 Templates for VT recognition 

 SVT program completion certificates 

 VT reference letter 



 Recruitment methods are basically the same 

 

Work varies quite a bit 

 General craft help 

 Children’s Room maintenance 

 Help with Friends group and/or book sales 

 Help with special events 

 Help other departments 

 

 List of tasks available on Google Drive 





 Recruit groups for special events 

 Book sale set-up/helpers 

 Special Celebrations  

 Star Wars Day 

 Take Your Child to the Library Day 



 Application required 

 Available online or for pick up 

 Drop off anytime 

 Discuss availability/interests at drop off 

 

 “On-the-job” training  

 Depends on the job 

 Often give a quick demo 



DISCLAIMER:  Though I have not tried this style of SYVT 

training, I think it could work very well.  Of course, I thought of 
this idea as I was completing my final training for Summer VTs! 

 

Monthly Trainings During School Year: 

 Standard training for paging, craft prep, etc. 

 Two shift possibilities: 
 Sign up for “regular” shifts (e.g. every Tuesday @ 3pm) 

 Sign in and complete work whenever available 

 Two job possibilities: 
 Set jobs  
(e.g. Lauren shelf reads/dusts the Picture Books, John does J Fic) 

 Jobs assigned as needed  
(e.g. whoever is available helps with craft prep for tomorrow) 



Not as many shifts needed 

 Usually 1 or 2 VTs per day 

 

 Scheduling 

 Can use Google Calendar 

 Paper calendar is sufficient 

 Kept right on YS Ref Desk 

 Easy to see at a glance  



 Spreadsheet for the year 

 Different tabs for each month 

 Track even small bits of help in Teen Area 

 

 “Short term” volunteering is common 

 Participation in government class 

 Religious education classes 

 Martial arts classes 

 Honor society 
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