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Rules for Volunteering

Overview

• Be welcoming to all patrons and 
enthusiastic to help them.

• Use appropriate language and 
conduct around children.

• Follow directions given by GPL staff.

• Come to your shift dressed in what 
would be appropriate for school.

• Be responsible for your own 
schedule. See the “Self Scheduling” 
section for more info.

Put away any distractions. No 
phones are allowed out during 
your shift, unless in an 
emergency.

The YS Staff is here to help you! 
Please ask questions if you don’t 
know what to do and follow 
staff’s instructions.

Your priorities are to help as a 
volunteer, stay aware of patrons 
and/or the tasks you have been 
assigned.



Rules for Volunteering

You will only volunteer the hours you have scheduled for yourself OR for which you have received 

permission from Youth Services (YS) staff. Maximum of 3 shifts a month allowed.

If you can no longer make it to a shift you signed up for, please remove yourself from the schedule 

on My Impact as soon as possible.

If you miss a volunteer shift without cancelling or speaking to the Volunteer Coordinator, you may 

be removed from the schedule.

If you need to cancel less than 24 hours before a shift, you must contact the Youth Services 

department by email or phone (youthdesk@glenviewpl.org or 847-729-7500 and ask for Youth 

Services).

Scheduling Responsibilities

mailto:youthdesk@glenviewpl.org


Rules for Volunteering

Failure to comply with 
the Rules for Volunteering 
may result in you being 
removed from the 
schedule and suspended 
for an amount of time 
deemed appropriate by 
library staff.

Select "Youth Volunteer 

Login" on the iPad kiosk 
at the Youth Serv ices 

Desk to clock in and 
out for your shift.

Enter your My Impact 

Username & 
Password to start your 

timeclock.

I f your account does 

not load, tell a librarian 
when you arrive and 

leave.

Check with a librarian 

to receive your 
instructions for the day.

Tracking your service hours



Self-Scheduling Online

Better Impact is the software library 
staff use to organize volunteering.

My Impact, is the website or app 
where you can sign up for shifts, 

check your schedule, and view your 
service hour record.



How to Login to My Impact

Go to 
glenviewpl.org/volunteer

(or download the
My Impact app on your 
phone or tablet and skip 

to Step #3).

Click "Approved 
Volunteer Login" in the 

“Opportunities for Kids & 
Teens” section.

Enter the username and 
the password you 
created when you 

applied.

Click “Forgot your 
username or password” 
to begin the password 

reset process.



How to Sign Up for Shifts

Open the 
“Opportunities” tab 
and choose 
Calendar or List 
view. 

1

Volunteers may 
sign up for a 
maximum of 
3 shifts a month. 
This resets on the 
first of the month.

2

Click on the 
activityyou’d like to 
fill, and then click 
“Schedule Me” in 
the pop-up 
window.

3



How to Sign Up for Shifts



How to Sign Up for Shifts

Volunteers may sign up for 

month. This resets on the 

Click on the activity you'd 
like to help with then press 
"Sign Up."

You will automatically be 
assigned and this will add 
the shift to your schedule.
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View Your Schedule Online

activityyou’d like to 

up window.

Any shifts you have 
signed up for will 
show up under the 
"Schedule Tab"
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Remove Yourself from a Shift

• More than 24 hours in advance: Find the shift you want to remove on the 
"Schedule" tab and then click “x Remove”

• Less than 24 hours in advance: Must email youthdesk@glenviewpl.org or call 
the Library at 847-729-7500 and ask for Youth Services or dial extension 2900 
after hours.

mailto:youthdesk@glenviewpl.org


Activity Categories

• On the My Impact Opportunities page, you can view 
different Activity Categories and the form for Teen Book Reviews. 

• All volunteers can sign up for “Program Help” Activities, which allows 
you to sign up for open shifts to help us at different library programs 
or help prep materials for them.

• Computer Gaming Help is the only Activity that requires you to 
complete one training session before you can see and sign up for 
a shift, and we will notify all volunteers when upcoming training 
sessions are available.
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