
NEW MEMBER/VOLUNTEER 
ORIENTATION/ONBOARDING



Presented by Judy Hills

▪ President of Friends of the North Carolina Public Libraries

▪ VP of Friends of the New Bern-Craven County Public Library

▪ Maintains two nonprofit websites

▪ Editor of four monthly newsletters and one bi-monthly newsletter

▪ Former college adjunct faculty—taught business education

▪ Taught grant writing, grant management, and other nonprofit courses

▪ Former Executive Director of a quasi-governmental regional organization that 
provides planning, aging program oversight, and other services to nine counties and 
62 municipalities in central eastern North Carolina

▪ Contact info:  jahnbnc@gmail.com

mailto:jahnbnc@gmail.com


Characteristics of a Great Member/Volunteer

• Energetic/Enthusiastic

• Flexible

• Imaginative and Creative

• Reliable and Committed

• Selfless

• Passionate

• Team Player



Member/Volunteer Rights

• Perform meaningful work in a healthy and safe 
environment

• Have personal information about them kept 
confidential

• Be treated fairly and without discrimination

• Be fully informed and trained about job duties 
and expectations

• Be recognized for their contributions to the 
organization

• Provide suggestions for improvement



Why Orient a New Member?

▪ Success of your group depends on the work of enthusiastic, 
informed, prepared volunteers

▪ Best way to empower your new volunteer is through effective 
orientation

▪ Orientation objectives:

▪ Makes your new volunteer feel welcome and valued

▪ Acquaints volunteer with your mission and goals

▪ Acquaints volunteer with what the Friends expects from a member



What are Benefits of an Orientation?

▪ Benefits of Orientation:

▪ Increase confidence of volunteer

▪ Decrease risk of future issues with volunteer

▪ Strengthen public image—volunteer represents the Friends in the 
community

▪ Improve retention—maintains excitement and enthusiasm



What Decision Do You Have to Make?

▪ How formal will your program be?
▪ Informal

▪ Lacks consistency—key points may be missed
▪ New member could be overlooked and not receive orientation

▪ Formal—helps ensure consistency and provides guidance to whomever 
conducts the orientation

▪ Appoint a Membership Coordinator?  
Role/responsibilities? Personality?

▪ Develop a written orientation program?

▪ Develop an orientation PPT?

▪ Conduct the orientation in person or virtual?

▪ How to engage the new member?



How Do You Make First Contact?

▪ Identify a personable member to make the first contact
▪ Connect ASAP after receiving membership application—preferably 

by phone
▪ Thank them for joining
▪ Ask them to tell you about themselves 

▪ where they live
▪ life experiences
▪ Interests
▪ why joined

▪ Briefly explain Friends mission/goals



How Do You Make First Contact?  (Cont’d)

▪ Provide synopsis of current volunteer opportunities (e.g., sorting, 
working bookstore, stocking Little Free Library, coordinating 
StoryWalks®, etc.)

▪ Refer them to your website for more information

▪ Email them a copy of most recent newsletter and 
most recent annual report (if any)

▪ Set a date and time to complete the orientation 
process

▪ Publish a short bio of new member in newsletter



Explain the Friends’ Structure

▪ Explain the Board Structure
▪ President
▪ Vice-President
▪ Secretary 
▪ Treasurer
▪ Directors
▪ Other positions

▪ Explain the committee structure
▪ Standing Committees
▪ Ad Hoc Committees

▪ Explain current and upcoming
▪ Programs
▪ projects



Basics

• Communication—email is preferred method, followed by text

• Ignore spam email from what looks like a member (dead giveaway is usually the 
email address of the sender)

• Personal and contact information gained through membership 
is not to be shared—maintain confidentiality

• Explain any written manuals or guidelines

• Keep abreast of changes



Newsletters—Keeping Friends Informed



Suggestions From Volunteers

• We invite your comments

• Send email to the President

• If suggestion is for the library, best to 
discuss it with the President first
• S/he may have pertinent historical 

knowledge
• The idea may or may not fit with 

Friends’ philosophy or plans



What’s Next?

• Criminal Background Checks (recommend if working with children)

• Assignment as Trainee to a Mentor (task requiring skill/judgment)

• Complete Training—Assign regular volunteer status

• Complete Orientation Evaluation—Feedback

• What was most valuable?

• What questions do you still have?

• What would you add, delete, or change?

• Thanks for Volunteering!!!



Questions?




