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ABC Library Group Business Plan

What will we do?
The key objective of the ABC Library Group is to support  Ainsdale, Birkdale
and Churchtown Libraries to maintain a high quality library service which
promotes reading and lifelong learning and provides access to information
and services to all sections of the local community.

How will we achieve this?
We will achieve this by:
 Increasing use and understanding of the benefits of the library service

by actively promoting the library within the local communities and
across diverse groups.

 Encouraging community involvement in decisions concerning the
library

 Maintaining a team of volunteers to assist the library staff where
appropriate

 Collaboration with library users, library staff and Sefton Council.

Volunteers organised by the individual groups; Friends of Ainsdale Library
(FOAL), Birkdale Library Action Group (BLAG) and Friends of Churchtown
Library (FoCL) will support the library staff employed by the Council.

ABC Library Group will be the contact point between Sefton Council Library
Service and the FOAL, BLAG and FoCL to ensure consistency, continuity and
efficiency of the volunteers

Where possible the Friends Groups will focus their efforts to enhance the
existing library experience by the use of library premises outside of opening
hours, activities during school holidays, craft events, art exhibitions, talks,
local interest groups and more.

This Business plan will sit along side and in support of the Council Plan and
as such is dependant on steer from the Library Service. Whilst at this point
(2nd May 2013) there has not been an opportunity to liaise with the Library
Service on specifics, going forward we will work together closely to ensure a
sustainable and robust service continues to be provided. To this end this plan
should be viewed as provisional and will evolve as we work together on
transition.

The plan will outline the specific objectives of the ABC group in relation to
volunteering and fundraising to support this. It will also outline the financials
around cost saving to be made by reducing library opening hours.

What will success look like?
The three local Libraries will continue to operate as previously, albeit opening
fewer hours. The volunteer groups will be well organised, a rota, with back up,
will be in place to support the library staff. Training needs will be assessed
and training provided as appropriate. Funds will be raised to support training,
admin and expenses. Additional community services will be provided by the
volunteer groups thereby fully utilising the Library premises outside and during
normal opening times.
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Part A

The Financials

Background

Following consultation and all other due process Sefton Council voted to
accept Option B. By a phased closing of 7 libraries across the Borough a
saving of £400,000 will be achieved. The aim of the ABC Library Group is to
put together an affordable, sustainable and robust plan to show how the
proportion of these savings attributable to Southport can be achieved.

The plan will show how these savings can be achieved and how volunteers
can support the Library Service keeping the Ainsdale, Birkdale and
Churchtown Libraries open.

The ABC Library Group Business plan is to be presented to the Library
Service in early May for consideration. A report on implementation of re-
alignment of the Library Service is due to be presented to Cabinet on 23rd

May for approval.

How will this be achieved?

The basis of the ABC Library Group’s proposal is by reducing opening hours
of the three Southport Branch libraries and providing support to remaining
library staff at those libraries, with some re-alignment of service at The
Atkinson, the financial savings can be achieved.

Savings

ABC Library believes it can produce savings of the order of £140,000 in
Southport towards the required total savings of £400,000.

This saving would be achieved by reducing the opening hours at Ainsdale,
Birkdale and Churchtown Libraries from 30 hours to 24 hours per week, and
by supporting the retained Library staff with volunteers at those three libraries
and at the Atkinson Library.

Appendix A shows how the savings total (of £140,800) is arrived at.

Fundraising

The administration costs incurred by the Library Groups will be fairly limited
and will be met by fundraising and donations.
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Expenses incurred by the Support Groups

Running the support groups costs money. As the groups made up of
volunteers and purely that, we will not need to factor in expenses and any
costs they incur will be at their own expense..

What are these costs?

Some examples are:-

 Stamps
 Paper
 Inks
 Posters
 Promotional materials
 Raffle tickets

How will we know what is required?

The secretaries of each group will review costs incurred so far and estimate
an annual budget using hard facts and their experience. Where groups are
new or haven’t a track record of incurring expenses, by working together
under ABC the individual groups can construct as robust a plan as possible.
As much it still unknown the initial budget should be considered provisional
and will be reviewed quarterly in year one and adjusted where necessary

Assuming we will be working to the standard financial year there is a need to
build in recognition we don’t have a start date so costs are hypothetical. We
have therefore assumed a full year for the purposes of this plan. Some start
up costs may be one offs.
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Part B

The Volunteers

Background

Each of the 3 groups will recruit a team of volunteers to support their libraries.
The aim of the ABC Library group is to oversee this to ensure best practise
and consistency. This will facilitate sharing of resource and sustainability.

Recruitment

At the moment it isn’t clear exactly what roles our volunteers will undertake at
the libraries. This will become more apparent once we have the opportunity to
talk to Library staff. Until then we can look to ourselves. Roles will include a
volunteer co-ordinator, rota officer, fundraiser, training and development co-
ordinator, all of these with deputies and/or support groups.

We will consider who we want to carry out these roles. Ideally someone with
relevant past experience

We will be able to identify from our pool of volunteers if we already have the
people with the necessary skills. If there are any gaps in the first instance we
can call on our ‘Friends’. Beyond this we can utilise social media, local press,
flyers, poster whichever is the most appropriate for the role.

Ideally the internet would be our first choice for communication but there is a
danger we will miss some keen support in view of the wide age range of our
‘Friends’ group. Once we know the size of what we are looking for we could
use mail or request a meeting to set the ball rolling.

Our recruitment plan
We need to take into account the motives of volunteers and our ability to
select and keep them. We need to present a positive message about
ourselves, what we aim to achieve and the importance of the role of
volunteers. We also need to take equal opportunities into account. We intend
to encourage them to become a team and work professionally together, we
will facilitate this with the help of volunteer co-ordinators.

Advertising?
 Local press,
 Website
 Other social media
 Flyers and posters

o Local shops
o Doctors and Dentists
o Local community centres
o Leisure Centres
o School and College notice boards
o Places of Worship
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Roles for volunteers and Role Descriptions

Library volunteers help with a variety of duties and are invaluable in bringing
new skills, experience and enthusiasm to the service.  They play an important
part in extending the services of the library and enhancing those already
available. Working alongside paid library staff, volunteers are a valued part of
the workforce, complementing and supplementing the services of the library.
Volunteers have the opportunity to make a positive difference to their local
community and to influence the development of the library and its services,
reflecting the needs of its users. Leadership and management of the
volunteers will come from the group in the form of volunteer Co-ordinators.
See ‘specific roles for volunteers’ below.

To ensure we have a successful volunteer group in operation the professional
library staff, at all libraries including Southport, have revised job descriptions
which reflect the volunteer support.

Skills and Qualities Required

Specific qualifications are not required but volunteers need to be committed
and enthusiastic.  As most of the roles are customer facing, communication
skills and an interest in working with the public are important.  Volunteers
need:

• good people skills
• to respect the principles of equality and diversity
• to understand confidentiality
• to be prepared to go undergo basic training

Support for the Volunteer

Following an initial skills audit which will form part of the induction process
volunteers will receive the necessary training for their role in the library
service. Volunteers are offered full support and the opportunity to get
involved in a real variety of tasks that suit them. The aim is for volunteers to
increase their skills and confidence, and, where appropriate, to gain
experience to help them gain employment. Volunteering is also an excellent
way to meet new people and contribute directly to the community.

Specific Roles for Volunteers

Without having the benefit of conducting a full audit of the services currently
available in the library service, it is difficult at this stage to define the various
roles for volunteers.  The needs of the users of the libraries in the local
community may vary, as will the different knowledge and skills of the
volunteers.  In this way, the library services can be tailored to meet the
requirements of its community whilst utilising the various skills and knowledge
of its volunteers.
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To run, train and maintain a force of library volunteers, the following roles are
essential:

Volunteer Co-ordinator
Deputy Volunteer Co-ordinator
Rota Volunteer
Deputy Rota Volunteer
Volunteer Accountant
Volunteer Fundraiser
Volunteer Marketing/Publicity Co-ordinator
Volunteer Events Organiser

Some local libraries already have volunteers who assist with the Home Visits
Service, primarily used by people with visual impairment and/or mobility
problems.   The libraries also run Storytime and Rhymetime activities each
week for children under the age of four.  Reading Groups for Adults and
Teens are also held at the libraries once a month.
Other activities that are cut due to funding restrictions can be taken over and
run by volunteers. New services can be introduced to meet the needs of the
local community, depending on the expertise of the volunteers.  Examples of
such services include:

Summer Reading Challenge
Homework Club
IT Support
Local Studies Research
Family History Research
Health and wellbeing champion
Read and record
Reading and reminiscence support
Reading or listening support

Some libraries may also require volunteers to assist the Library staff with
general duties such as shelf tidying, helping customers search for information,
answering enquiries using available resources and basic stock management
(issuing and returning items for borrowers) and reserving stock for customers.

Role Descriptions

We are unable to draw these up yet as they will have to be discussed and
agreed with the Librarian in charge of each Library

We will look to utilise the strengths brought to the group by individual
volunteers.

Roles such as Volunteer Co-ordinator and others, noted above, will specified
and their responsibilities defined. This will ensure clarity and remove any
confusion regarding lines of referral.
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Selection process

This section will be simple and straight forward to ensure consistency. We are
looking for committed volunteers and not career librarians, co-ordinators,
fundraisers. Initial thoughts are undernoted.

 Interview / Meet / Chat over a coffee?
 Where?
 Who? The volunteer co-ordinator for each group plus another person
 This a an opportunity for the volunteer to find out about us
 Manage expectations – may not need you just now
 Say no

See
Appendix B – Volunteer Registration Form
Appendix C – Volunteer Induction Checklist (to be finished)
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Sustainability, Retention and Support

This is a key area. It is important all volunteers know where they stand, that
they are valued and supported and they need to have easy access to
someone when things aren’t going well. We will work as a team, supporting
each other as well as library users. Volunteers flourish and develop when their
roles are challenging but that doesn’t apply to all.

 Must be clear to the volunteer who they refer to
 Induction
 Ensure the volunteers understand our aims and their part in achieving

them
 Where does the volunteer fit
 Who will they be volunteering alongside (library and other volunteers)
 Trial period? Works both ways
 Opportunity to change volunteer role
 Guidelines, stating the obvious, will appear in a volunteer hand book. This

protects both sides
o Don’t give out personal details
o Don’t buy, for example alcohol or cigarettes for underage
o Do not accept personal gifts

How do we know how thing are going?

See sections on supervision
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Training and Development

 We need to ensure our volunteers have the right skills to perform their
roles well.

 Don’t forget the importance of personal development.
 We need to think about what the roles are and start from there.
 How do we do this? Train trainers and cascade?
 What training is required?
 Training will need to be tailored to each volunteer
 Some training will be core and all volunteers will need to undergo

This is being thoroughly investigated. What is needed, where can we get it,
how much does it cost? Could we pay for half a dozen to be trained and then
cascade down? Much training is available online/workbooks/self assessment.
FREE? HSE website contains a lot of material.
Training needs to be prioritised planned, recorded and monitored.

1st thoughts:

Manual Handling,
Health and Safety,
Cash handling,
Customer service (managing conflict, bullying and harassment etc etc)

ID Core Volunteers
ID Core training needs
Ensure core volunteers received training before opening up
Core volunteers can then cascade
Rota staff to ensure a Core Vol is in place for all sessions in the 1st rota
Use library facilities for cascade
Could cascade 121 on the job if teamed with an untrained volunteer.
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Supervision and Sustainability

Each Library group will develop a Supervision and Sustainability Policy which
will play to the strengths of the volunteer group. It is vital that this is a robust
plan as retention of volunteers is key to the success of the project. Ideally this
could be the role of the Volunteer Co-ordinator but as a volunteer position this
could make the role too onerous. Sharing the responsibility would be an
alternative but there needs to be well managed to ensure consistency and
efficiency. The roles and responsibility of this group will needs to be well
defined. The extent of involvement from the Library staff will be dependant on
the individuals but should be limited to the flagging of potential issues. It is
important a good two way relationship is maintained.

How will this look? One model could be:

A Supervision and Sustainability Group be formed consisting of the Volunteer
Co-ordinator and their deputy, the Rota Officer and their deputy plus two other
members selected to their skills and ability. All the members of this group
should ideally take a session at the library to ensure they are close the
volunteer roles and have first hand knowledge of the challenges experienced
by the volunteers at ground level. It will also instil credibility in their position as
supervisors.

The group will build a plan to supervise the volunteers. There should be an
emphasis on support rather than supervision. This will assist sustainability as
there will be clear lines of support for the volunteers. The aim should be to
ensure the volunteering experience is good. Nip any potential issues in the
bud.

What does the support plan look like?
Things to consider:
 One to one? How often? Every month or more frequently if needed?
 Over the phone? How often?
 In person? How often?
 It could be simply ‘how are things going? Any problems?’ or it could be

much more.

Each volunteer will require or want a different level of support.
Things to consider:
 What does the volunteer do
 How long has the volunteer been with us
 What does the volunteer want, (some may not want any at all!)
 Does the volunteer have and particular supervisory need
 For consistency of recording, simplicity it would be better to adopt the

same process for all.

How is supervision recorded?
A simple form will be completed by each member of the group to be shared
with the volunteer. The Volunteer co-ordinator will keep these records.

Appendix D – Volunteer Supervision Form
Appendix E – Leavers Form (to be finished)
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References

It is strongly recommended we ask for and take up references – protects both
parties. Once a system is in place it must apply to everyone.

References should be provided in writing and specific questions asked as this
makes it easier for the referee to provide us with the relevant information

There is a specimen letter and Reference form in the Appendices

Appendix F – Specimen Letter (to be finished)
Appendix G – Reference Form (to be finished)

Volunteers will not have unsupervised access to children or other vulnerable
people. In view of this it will not be necessary to undertake Criminal Record
Checks (now DBS)

Cash Handling Policy

Cash Handling and Administration

Procedures for handling cash break down into two separate spheres:-

In-house (Library) cash handling
This may be regarded as generally low volume – reservation fees, fines, DVD
hire, etc. with Sefton Council running the libraries on the proposed new basis
it can be assumed that the existing automated cash handling system would
continue. In this event all that would be necessary would be to train all the
volunteers how to handle this system, and we would hope to rely on the
permanent library staff to provide on-going supervision and instruction for the
volunteers. This would be supplemented by ABC Group provided training in
such items as actual cash handling – checking amounts proffered in payment,
offering correct change, etc.

Extraneous income
This arises from general fund-raising events which would involve larger sums
of cash. These would be outside the control of Sefton Council and an
independent system of handling and administration would, therefore, be
necessary. Overall management would be undertaken by a permanent
treasurer who would be responsible for proper record - keeping, banking,
payments, etc. Here again, the ABC Group would provide training of
volunteers in safe and accurate cash-handling at all functions.
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Working with children and vulnerable adults

Children and young people

As a volunteer group supporting Library Services we do not fall within the
definition of a ‘childcare’ organisation defined in law. We need to recognise,
however, there is the potential for abuse and allegations of abuse to occur.
We need to follow good practise guidelines in all dealings with children and
young people.

 Volunteers should not have private one to one contact with children or
young people. Any one to one contact should take place in the vicinity
of at least one other volunteer or a member of library staff.

 Volunteers should not work with a group of young people, there should
be at least two volunteers present. Where the group is mixed gender it
is preferable at least one female volunteer is present. Children should
never be left unsupervised.

 Physical violence should never be used on a child. If it is necessary to
restrain a child for their own safety, or for that of another, then
minimum force should be used for as short a time as possible. The
incident should be reported to library staff straight away and a note be
made in the volunteer diary.

 A witness, where possible, should be in attendance for anyone giving
first aid. This should be noted in the volunteer diary

 Should any unknown adult in the library hanging around the children
library staff should be alerted.

Vulnerable Adults

A person can be vulnerable due physical and/or mental ability. Who is
‘vulnerable’? Anyone who could be described as having:

 A substantial learning or physical disability
 A physical or mental illness including an addition to alcohol or drugs
 A substantial reduction in physical or mental capacity due to advanced

age.

The situation with vulnerable adults is not as clear as with children. It is good
practise to adopt a policy that volunteers do not fraternise with vulnerable
adults no matter what their age.

 Volunteers, wherever possible, should avoid one to one contact with a
vulnerable adult. If unavoidable this should take place where other
volunteers are present or within sight of other volunteers or library
staff.
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Health and Safety

Groups using volunteers have a legal duty of care towards their volunteers.
The Health and Safety at Work Act, 1974, ensures that every organisation,
regardless of its size, must have a health and safety policy.

Whilst the Library Service will already have a Health and Safety Policy of their
own it is important the volunteer groups undertake their own assessments as
roles will differ.

The Management of Health and Safety at Work regulations, 1999, make risk
assessments a legal requirement. The Health and Safety Executive (HSE)
have drawn up a five step approach which sets out the procedure to be
followed.

Look for hazards – make an assessment of anything that could cause harm.
Concentrate initially on major hazards.

Decide who may be harmed – which volunteers or members of the public
might be at risk.

Evaluate the risks – are existing precautions adequate or could more be
done? Consider if the probability of each hazard causing harm is high,
medium or low. Aim to make all hazards low risk. Prioritise high risk hazards.

Record your findings – assessments must be suitable and sufficient, they do
not have to be perfect. Assessments show:

 A proper check has been made
 Those who may be affected have been consulted
 Obvious hazards have been dealt with
 Precautions taken are reasonable and the remaining risks are low.

Review your assessment and revise if necessary – risks need to be
regularly reviewed. Any new equipment or service needs to be assessed.

The groups should take every step to protect ourselves from failing to meet
our health and safety obligations. Each group will appoint a volunteer to draw
up a Health and Safety policy, with close reference to the HSE website,
www.hse.gov.uk , and be responsible for its implementation.  The three
groups will work together for mutual support to ensure consistency and the
sharing of best practise.

Part of the policy should include the circulation of Health and Safety leaflets to
volunteers. This can be achieved by including them in a volunteer handbook
and discussed as part of the volunteer induction process. The H & S
volunteers will keep up to date on any changes and ensure clear
communication to volunteers.

Checklists and Charts are in the appendices (To be finished)
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Lone Working

Lone working is a situation where tasks undertaken by the individual lone
volunteer may be more risky, either because of the task itself, or due to the
lack of support should something go wrong.

This situation should be rare as we intend to have two or more volunteers in
place at all time in support of library staff. However in some circumstances
may lone working may arise where volunteers undertake tasks separately
from others or outside normal opening hours. In view if this we have a policy
to protect our volunteers.

If a volunteer is planning to undertake a task alone consideration should be
given to have another volunteer present. If this is not possible then a full H&S
risk assessment must be undertaken. This should follow the same procedure
as any risk assessment and should focus on if the task can be done safely by
one person.

Points to consider:
 Safe access
 Safety equipment for individual use
 Method of communication in an emergency
 Personal security
 Specific risks to female volunteers
 Health of the volunteer

Data Protection Act

How does the Data Protection Act apply to us? This depends on the type of
tasks undertaken in support of library staff. In the main the act will only apply
internally. That is to say the groups own ‘Friends’, members and volunteers.

Compliance with the act ensures we will:

 keep accurate and up to date records
 records are kept only as long as they are needed
 information held will only be used for the purposes given whilst being

collected, and
 the information will be secure.
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Equal opportunities and Discrimination

POLICY STATEMENT

1. ABC Library Group recognises that discrimination and victimisation is
unacceptable and that it is in the interests of the group to utilise the
skills of all volunteers. It is the aim of the group to ensure that no
volunteer or volunteer applicant receives less favourable facilities or
treatment (either directly or indirectly) in recruitment on grounds of age,
disability, gender / gender reassignment, marriage / civil partnership,
pregnancy / maternity, race, religion or belief, sex, or sexual orientation

2. All volunteers will be treated fairly and with respect. Selection for
training or any other project will be on the basis of aptitude and ability.
All volunteers will be helped and encouraged to develop their full
potential and the talents and resources of the volunteer group will be
fully utilised to maximise the efficiency of the organisation.

3. This policy and the associated arrangements shall operate in
accordance with statutory requirements. In addition, full account will be
taken of any guidance or Codes of Practice issued by the Equality and
Human Rights Commission, any Government Departments, and any
other statutory bodies.

OUR COMMITMENT

 To create an environment in which individual differences and the
contributions of all our staff are recognised and valued.

 Every volunteer is entitled to a working environment that promotes
dignity and respect to all. No form of intimidation, bullying or
harassment will be tolerated.

 Training, development and progression opportunities are available
to all volunteers.

 We will review all our practices and procedures to ensure fairness.
 The policy will be monitored and reviewed annually

RESPONSIBILITES ABC Library Group

Responsibility for ensuring the effective implementation and operation
of this policy lies with each individual library group. Each group will
ensure that:

 all volunteers are aware of the policy and the arrangements, and
the reasons for the policy;

 grievances concerning discrimination are dealt with properly,
fairly and as quickly as possible;

 proper records are maintained.
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Responsibilities of Volunteers

Responsibility for ensuring that there is no discrimination rests with all
volunteers and the attitudes of volunteers are crucial. All volunteers  should:

 comply with the policy and arrangements;
 not discriminate in their day to day activities or induce others to do

so;
 not victimise, harass or intimidate other staff or groups who have, or

are perceived to have one of the protected characteristics.
 ensure no individual is discriminated against or harassed because

of their association with another individual.
 inform the volunteer co-ordinator if they become aware of any

discriminatory practice.

THIRD PARTIES

Third-party harassment occurs where a volunteer is harassed by third parties
such as library users or customers. ABC Library Group will not tolerate such
actions against it’s volunteers, and the volunteer concerned should inform the
volunteer co-ordinator at once that this has occurred. ABC Library Group will
fully investigate and take all reasonable steps to ensure such harassment
does not happen again.

EQUALITY TRAINING

Equality information is also included in induction programmes.

Training will be provided policy and the associated arrangements. Volunteer
co-ordinators who have an involvement in the recruitment and selection
process will receive training.

How this is delivered is to be decided.

MONITORING

A monitoring system will be introduced to measure the effectiveness of the
policy, this will form part of Support and Supervision

Information collected for monitoring purposes will be treated as confidential
and it will not be used for any other purpose.

GRIEVANCES/DISCIPLINE

Volunteers have a right to pursue a complaint concerning discrimination or
victimisation.

Discrimination and victimisation will be treated extremely seriously and may
lead to refusal to allow the individual to volunteer.
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Part C

The Rota

Background

Each of the 3 groups will prepare a rota of volunteers to support their libraries.
The aim of the ABC Library Group is to oversee this to ensure best practise
and consistency. This will facilitate sharing of resource.

How will this be achieved?

By use of the Volunteer registration form and one to one discussion between
the volunteers and the Rota Co-ordinator

What will this look like? –

An example full names and contact details should sit behind the rota.

Churchtown Volunteer Rota

MARCH AM PM Eve
Monday 4th Chloe Dot Elaine

David John
Tuesday 5th Denise

Adele/Geoff
CLOSED CLOSED

Wednesday 6th John David
Pam/Geoff Pat

CLOSED

Thursday 7th CLOSED CLOSED CLOSED

Friday 8th Lesley John
David/Harold Sue

CLOSED

Saturday 9th Barbara/Helen
Sam/Pat

CLOSED CLOSED

Support

Charles, Jemima, Cynthia, Bob
(mornings only and not
Ainsdale because of travelling
time)

Opening times:
Monday 10.00 to 12.00, 13.00 to 17.00, 17.00 to 19.00
Tuesday and Saturday 10.00 to 12.00
Wednesday and Friday 10.00 to 12.00, 13.00 to 17.00

NB The shaded area indicates shared slots
where volunteers are available every other
week, or similar.
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Who will be responsible for the rota

Each group will select a rota officer, and at least one deputy, with one of the
three, or a separate person being a contact for the ABC group.

The rota officer could be the Volunteer Co-ordinator. If there are 2 roles they
need to work together very closely. Once the rota is agreed the Volunteer co-
ordinator can step back and leave the rota officer to manage the rota.

How will the rota be managed ‘day to day’

A diary to be held in the library office noting, on a daily basis, who is due to
attend. If a volunteer knows in advance they will be away they will note the
diary. The Rota officer will check the diary weekly and arrange back up as
appropriate. If a volunteer can arrange a swap they should do so ensuring the
diary is fully noted.

On arrival at the library for their session each volunteer will ‘sign in’. Should a
volunteer fail to arrive for their session the second volunteer should contact
the Rota officer of deputy to check the first volunteer is ok and if necessary
arrange cover.

The diary should contain a contact list for volunteers. Contact numbers can
only be shared with agreement. If a volunteer on the back up group is
unhappy with this the Rota Officer or Deputy will be the point of contact.

Back up

There needs to be back up cover in the event of inability to attend. How this is
managed will vary according to the group.

One option could be a list of up to 6 volunteers who could attend at short
notice with a rotation of the list in place. Eg -  top of the list in week 1 goes to
the bottom of the list in week 2 and everyone else moves up. The same is
repeated each week. If a volunteer is unable to attend their session they
contact the backup person at the top of the list. They are unavailable the 2nd

on the list comes into play.

This would have to be carefully managed as it could lead to difficulties.
Wherever a member of the back up group replaces a person on the Rota they
should let the rota officer know.

Week 1
1st Apr

Week 2
8th Apr

Week 3
15th Apr

Week 4
22nd Apr

Week 5
29th Apr

Week 6
6th May

Bob :
01704 220123

Bob Alice Carol Ted Barry Jane
Alice: 220226
or 01245 67890

Alice Carol Ted Barry Jane Bob
Carol: : 220226
or 01245 67890

Carol Ted Barry Jane Bob Alice
Ted: 220226 or
01245 67890

Ted Barry Jane Bob Alice Carol
Barry: : 220226
or 01245 67890

Barry Jane Bob Alice Carol Ted
Jane: 01704
220123

Jane Bob Alice Carol Ted Barry
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This arrangement could continue for months as long as it is reviewed
regularly, every one is happy and it works. Contact numbers can only be
shared with agreement. If a volunteer on the back up group is unhappy with
this the Rota Officer or Deputy will be the point of contact.

Compiling the Rota and Back Up Group

This should be compiled at least two weeks before commencement but ideally
as far ahead as feasible.

When compiling the Rota the Volunteer Co-ordinator and/or Rota Officer need
to consider the following:

 Lone working – this should be avoided although there will always be a
member of library staff present

 Personalities
 Skills
 Core volunteers (ones that will be committed to attend each week)

balanced with those who can only attend less frequently.
 Some may be out of term time – allocate specific tasks/events
 Some may be work experience
 How many do we need
 How do we manage back up/hols illness emergencies
 How do we manage emergency volunteers at other locations
 Who is the co-ordinator
 Do they have a deputy
 ABC Library Group rep
 How long should each rota last – we need to think about volunteer

retention and not over committing our volunteers
 What time of year? Term time?

How will success be measured?

The Rota Officer will report to the Volunteer Co-ordinator weekly on
attendance. The diary at the library which will show who is due to be on duty
which will be signed by the volunteer on arrival. A record to be maintained by
the Volunteer Co-ordinator, see a suggested form Appendix I. This task may
be delegated to their deputy but the VC will retain responsibility and will check
it is being maintained.

What will success look like?

The attendance rate can be measured as a percentage. A target should be
set such as 80%. Any trends identified and addressed by the volunteer co-
ordinator. This could be in person or delegated to a member of the Support
Group as appropriate.

Utilisation of the back up group also needs to be noted. A target should be set
such as once per week. Any trends identified and addressed by the volunteer
co-ordinator. This could be in person or delegated to a member of the Support
Group as appropriate.
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Key Performance Indicators (KPI) – ABC Library Group

This is an illustration of how KPIs can be shown and success measured. Will be drawn from
the Business Plan as a whole and will include the financials in Part A and the rota targets in
Part C. The targets will need to be defined/quantified within the Business Plan. Each individual
group will have their own set of KPI’s which will feed in to ABC but will also have KPI’s specific
to them.
Performance Measures Achieved last

year:
Our target for
current year is:

Result: Our target for
2014/15 is:

Rota:
Volunteer attendance
% over the year
Back Up Group usage
Ave per month

n/a 80%

5

85%

2

Fundraising:
To meet training and admin
costs and sundry materials
ABC
Ainsdale
Birkdale
Churchtown

n/a

£1000
£1000
£1000
£1000

£1200
£1200
£1200
£1200

Training:
Percentage of volunteers
successfully undertaking
training n/a

80% 80%

Recruitment:
Maintain the optimum
number of volunteers to
sustain library support.
CORE:
Ancilliary:

n/a
150
75

150
75

Retention:
Keep volunteer drop out to a
minimum n/a

60% 80%

Maximise use of library
premises outside normal
library hours.
10 sessions available

n/a

5 sessions 7 session

Maximise additional use
of library premises
during normal library
hours.
30 Hours available

n/a

5 hours 10 hours

Percentage of library
users aged 16 and over
who view their library
service as ‘very good’ or
‘good’ See Appendix J

n/a

60% 80%
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Appendices

A Savings

B Volunteer Registration form

C Volunteer Induction checklist (to be finished)

D Volunteer Supervision/support form

E Leavers form (to be finished)

F Specimen Letter (to be finished)

G Reference Form (to be finished)

H Health and Safety Appendices (to be finished)

I Rota Performance illustration

J Customer Feedback form (to be done)

K Volunteer Handbook (to be done)


