
VOLUNTEERING AT THE ROYAL BURGH OF KINGHORN'S LIBRARY

A Handbook for Volunteers incorporating the Volunteer Agreement

WELCOME 

Thank you for volunteering your time as part of a collective, community effort to 
maintain our library for future generations.

Libraries are about more than the books that are loaned to readers or held in 
trust for reference.  They have been at the heart of communities for generations and 
have sometimes been the only means by which people from poorer parts of our society 
have been able to gain economic and social mobility.  The increased use of the internet 
in the last two decades has not changed the need for a place where people of all ages 
may freely access education and recreation regardless of their current economic worth.

As an organisation, we did not struggle to find a name for ourselves.

As an organisation, we are aware that the spectrum of challenges requiring us to 
evolve and adapt to meet new challenges will be many in the years ahead, and we 
recognise that it will it take the effort of all our volunteers to constantly renew our 
library in Kinghorn.

CONTENTS

1. About Kinghorn Library Renewed

2. The Relationship Between Kinghorn Library Renewed and Volunteers

3. Your Wellbeing and Health & Safety

4. Diversity

5. Fairness

6. Security

7. Ending the Volunteer Opportunity

8. Agreement

Appendix A – A summary of The Computer Misuse Act (1990)

Appendix B – Volunteer's Agreement  (requires your signature)

VolunteerAgreement_draft4.odt 1 February 2017



1. ABOUT US 

Kinghorn Library Renewed (KLR) was formally incorporated on 16 August 2016 as 
a Company Limited by Guarantee (SC542843).  KLR was subsequently recognised as a 
charitable organisation (SC046860) by The Office of the Scottish Charity Regulator (OSCR)
on 23 September 2016.  You may consult our records by visiting the websites of 
Companies House and OSCR at any time.  Our current registered address is: 18 Carlin 
Craig, Kinghorn KY3 9RX

KLR emerged as a consequence of Fife Cultural Trust's recommendation to Fife Council 
that 14 libraries be closed by end of year 2016.  As a result of this recommendation 
being made public, various campaigns compelled Fife Council to continue funding 
Kinghorn Library until 28 February 2017 to give the community the opportunity to 
formulate a business plan.

This business plan was accepted at the end of August 2016 and the process toward 
implementing this business plan began in earnest.  Becoming a volunteer and 
encouraging others to do the same is a vital part of this business plan.

The business plan is two-fold.  Fund-raising from local initiatives will continue as before, 
however, the proceeds from such activity could prove insufficient to cover the running 
costs of the library, let alone granting the community the opportunity to develop and 
grow the current service.  To enhance the current public service, KLR plan to offer a 
book-ordering service alongside the current lending service.  By ordering books on 
behalf of book lovers in Kinghorn and the wider community, we will be able to offer 
competitive prices to those seen online but with the advantage that the proceeds of sale 
will not be to the benefit of a large corporation that uses aggressive tax-avoidance 
schemes but will remain in Kinghorn for our community's benefit.

In our published Articles of Association – our founding constitution – we have also stated
the intent to offer other services that are not currently available from the library service 
managed by Fife Cultural Trust and these are set out below.

Roles & Functions of Kinghorn Library Renewed 

The Articles of Association state that as a non-profit distributing organisation, KLR exists 
“to assemble, preserve and administer, in organised collections, books and related 
educational, historical and recreational materials in order to advance education, 
promote knowledge, enlighten citizenship and the enrichment of personal lives.  In 
furtherance of this, the company will:

a)  Serve as the information centre of the community;

b)  Provide the opportunity for continuous self-education of children, young people and 
adults;

c)  Identify community needs, aim to provide facilities and programs of service to meet 
such needs, and to co-operate with other organisations, agencies and institutions which 
can provide local programs or services;

d)  Provide opportunity for a more advantageous use of leisure time through books, 
audio-visual materials, programs and other art forms and formats; and

e)  Inform the public of library objectives and services, and encourage use and support 
of the library by any means available to them.”
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In other words, as an organisation, we aim to continue providing a public library service 
but one that is managed by the community for the community (with the dials turned up 
to 11).

Our success will be entirely dependent upon the level of support within the community 
and the continuing dedication of everyone who volunteers as a librarian.

2. THE RELATIONSHIP BETWEEN KINGHORN LIBRARY RENEWED AND VOLUNTEERS 

The Role 

KLR does not place restrictions on who may be a volunteer but ask that each volunteer 
make it known not only what skills and experience they bring to the role but any 
difficulties that may be experienced while offering their services.  A volunteer agreement
is not legally binding but attempts to clearly set-out what is required from both KLR as 
an organisation and the volunteer.  Neither does the volunteer agreement function as a 
contract of employment and there will be no payment or salary made for the tasks 
undertaken. The tasks which you may be asked to undertake are outlined in a separate 
document, 'General tasks for Volunteer Librarians'.

Expenses 

As KLR manages a library based in the same community it serves, no volunteer should 
incur any additional expense.  However, where volunteers have incurred out-of-pocket 
expenses in the course of conducting business for and on behalf of the library, those 
expenses will be repaid on production of all receipts but only where approval has been 
previously granted with a majority vote by the trustee-directors as per the Articles of 
Association.  These expenses will not include usual travel to/ from home to Kinghorn 
Library.

Time

Prior to assuming management of Kinghorn Library, KLR proposed a minimum number 
of opening hours per week, allotted across five days, Tuesday afternoon to Saturday.  
The ability to open the library is dependent upon a minimum of two volunteers being 
available at any time the library is open to the public.  Regular attendance by volunteers 
who have declared themselves available is critical to the future success of the library.  To
ensure the smooth running of the library service, volunteers are initially asked to declare
when they are available and are then placed in one – or more – of the 'day teams'.  
Volunteers are entrusted with the responsibility of contacting other members of their 
'day team' when they will be unavailable.

Volunteer Supervisor 

The Volunteer Supervisor is Alana Fraser, and can be contacted at 
kalanafraser@btinternet.com.  Alana is the first point of contact for any volunteer who is 
unable to find cover from another member of their 'day team' on a day of absence.

As one of the four current trustee-directors, Alana is the volunteer's champion and will 
ensure that all who volunteer are given sufficient guidance, training and support for the 
role you play in your community.  If you feel that you need more training and perhaps 
feel too embarrassed to ask then please ask Alana – she's very nice.
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Training 

KLR may arrange additional training throughout the opportunity as required, for 
example if you will be handing documents that contain the private information of other 
volunteers and/ or members of the community.  If you feel you need any training at any 
time, please discuss this with the Volunteer Supervisor.

Theft 

Thefts from the library or personal property will not be tolerated.  If theft occurs the 
volunteer opportunity will end immediately and you may be subject to criminal 
prosecution.

Confidentiality, Copyright and Data Protection 

As a volunteer you may become aware of confidential information about members of 
Kinghorn's community, other volunteers, stakeholders and suppliers. You must not 
disclose this information or use it for your own, or another’s, benefit without the consent
of the party concerned.

Please be mindful when posting material about the library using social media that you 
obtained permission from the person(s) featured in your post and that you don't 
contravene the terms of The Equalities Act (2010) – see section 4. Diversity below.

KLR will store and maintain Volunteers’ personal data with appropriate safeguards for 
confidentiality.  Please let Alana, Volunteer Supervisor, know of any changes in your 
personal details so that we can keep our records up to date.

Your responsibilities as a 'Volunteer Member'

When Fife Council was first considering the transfer of the library to community 
ownership, the council's representatives insisted that all members of the community 
could direct the library's affairs.  What was clear from the advice given by Fife Voluntary 
Action is that incorporating the library's management as a SCIO would limit the ability of 
the community to fund the future operations of the library in a manner that was legally 
compliant.  The community group attempting to save the library was therefore advised 
to form a Private Company Limited by Guarantee and then to seek recognition as a not-
for-profit charitable organisation by The Office of the Scottish Charity Regulator (OSCR).

As the direction proposed by Fife Council that all members of the community be allowed
to determine the affairs of the library (or, at least the management body responsible for 
the library) was in contravention of The Companies Act (2005) which requires that only 
the members of an organisation be allowed to nominate members to the board of 
directors and to vote generally, we have had to constitute ourselves in such a way that 
voting can only be undertaken by those members of the community who volunteer to 
work as librarians in the library.  That means you.

In short, the future direction of KLR can only be determined by those people who 
volunteer at least two hours per month.  Any one of the volunteer librarians can stand 
for election as a director-trustee – and we hope you will – and all volunteer librarians are
entitled to vote.

We will provide you with a printed copy of The Articles of Association.  We have 
endeavoured to make it readable but it sets out the unusually extensive powers of every 
voting member of KLR but please remember, to retain your vote, you need to volunteer 
for at least two hours every month.

A copy of all volunteer librarians with the right to vote at meetings is retained by the 
Volunteer Supervisor and is available on request.
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3. YOUR WELLBEING AND HEALTH & SAFETY

We place great importance on ensuring that health and safety standards are maintained 
in the library.  Everyone in KLR has responsibility for health and safety – whether trustee-
director or volunteer – but training will be given.

Fire 

You will be shown where the fire escape routes are to be found during your orientation 
session.  You should make sure you are familiar with the nearest escape route and are 
able to direct library users in the event of emergency.

It is the responsibility of the trustee-directors to ensure that all fire equipment is 
regularly tested by accredited professionals where necessary.

First Aid 

If you feel unwell please let another volunteer know as soon as possible. A list of the 
trained NRS first aiders should be displayed in the office.

Absence due to ill health or unforeseen circumstances 

If you are unable to attend because you are unwell, or for any other unforeseen reason, 
please let another member of your 'day team' know and where possible: the expected 
length of the absence; whether there is any piece of work requiring urgent action; and, 
most importantly, whether there is anything we can do to help. 

Smoke Free Policy 

A smoke free policy operates throughout the library, in accordance with The Smoking, 
Health and Social Care (Scotland) Act 2005 and the Prohibition of Smoking in Certain 
Premises (Scotland) Regulations 2006.  If you are a smoker then please remember that 
smoke and fumes can still enter the building through common entrances and that some 
library users will find this unpleasant, so please consider standing further from the 
entrances.

Eating & drinking facilities 

There are no facilities for eating and drinking food, however, KLR believe it is 
unreasonable that a community facility that is primarily provided for education and 
social activities should not allow food and drink on the premises.  We encourage 
volunteers to support Kinghorn Community Centre and its fund-raising activity by 
purchasing from the café next door but otherwise, flasks and bottled liquids are OK.

Public Holidays when we are closed: 

~ Good Friday; 

~ Easter Monday; 

~ May Day Holiday;

~ Christmas Day; 

~ Boxing Day; and 

~ 1st & 2nd January

Where these days fall on a weekend, the following opening day will be classed as holiday
and therefore closed Monday and/ or Tuesday.
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Insurance 

All Volunteers engaged in KLR activities are indemnified under KLR's public liability 
insurance.

 

4. DIVERSITY 

KLR is committed to ensuring that all who work with or for us are treated equally 
irrespective of their gender, marital status, age, race, ethnic origin, sexual orientation, 
disability, religion or belief, working pattern, employment status, pregnant or on 
maternity leave, gender identity (transgender), caring responsibility or trade union 
membership.  We aim to be an organisation that is broadly representative of the 
community we serve, values the contribution of everyone involved and is committed to 
equal opportunity and this commitment is especially extended to members of our 
community.

We are committed to increasing the diversity of those who work with or for us and will 
positively value the different perspectives and skills of all staff and make full use of these
in our work except where an opinion expressed is opposed to those common, ethical 
values already outlined.  The volunteer opportunity will be immediately suspended 
where any of the above values are contravened, regardless of perceived provocation.

5. FAIRNESS 

We aim to treat all of our volunteers fairly. If you have any problems concerning any 
aspect of your work as a volunteer librarian, please speak to Alana, Volunteer Supervisor,
or one of the trustee-directors at any time. 

If this does not result in a mutually acceptable resolution of the issue, further advice 
should be sought from Volunteer Scotland.

6. SECURITY 

According to Volunteer Scotland, it is not a legal requirement that volunteer members of 
KLR submit their details to Disclosure Scotland to obtain a Basic Disclosure certificate.  
The only contact between volunteer librarians and children (and people of other 
vulnerable groups) should be incidental .ie. unplanned, unscheduled and usually, in the 
presence of a parent/ legal guardian.  However, KLR is putting in place a number of 
measures to better protect volunteers and members of the community:

~ all volunteer librarians are reminded that they must not open the library to the 
public unless at least two volunteers are present.  This is in line with Fife Cultural 
Trust's original recommendation during the Alternative Business phase of library 
development (April 2016) that there be one librarian per hour of opening;

~ during orientation, volunteers will be given guidance on how to avoid 
inappropriate communication with vulnerable groups;

~ last, volunteers are reminded that cameras will be placed in the library for 
security purposes.

KLR recognises that some volunteers may feel more comfortable if, when challenged, are
able to produce a Basic Disclosure Certificate, particularly when volunteering at events 
on library premises at which children and vulnerable adults may be present.  Any 
volunteers wishing to obtain a Basic Disclosure certificate may do so from: 
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http://www.disclosurescotland.co.uk/basicdisclosureonline/index.htm

Each certificate currently costs £25 per volunteer but as this is not legally required, no 
additional funding is available to support this cost.

6.1 Cash handling

As part of the business plan that KLR originally submitted to Fife Council, KLR outlined a 
proposed book-ordering service.  This service does not currently exist at the library but 
will in the future require volunteers to handle payment by cash and cheque for all books 
ordered.  All volunteers will be trained in how to accept payments in a secure manner 
and to record these sums on a daily basis.  No orders will be placed for customers who 
have not pre-paid for their items, so it is important that all money is in place at the time 
a cashier's deposit is made at the bank.

6.2 ICT Security 

If your volunteering opportunity requires you to have access to our computers and 
systems, you will be required to adhere to the general principles laid down in law by The 
Computer Misuse Act (1990).  A summary of this law is provided in Appendix A but in 
general, provides protection for systems and data, attempting to maintain the 
confidentiality of records held on those computers, the integrity of those computers, and
their availability.

As an organisation, we trust that all volunteers will show sensible levels of discretion and
not allow access to the computers used by volunteers to anyone who is not also a 
volunteer.  This is not only to better ensure the security of all library users but is 
required by The Data Protection Act (1998).  For more information about this legislation, 
please visit: https://www.gov.uk/data-protection/the-data-protection-act

Where computers are provided for public access, two forms of proof of identity must be 
shown before any computer is used regardless of whether a library user has previously 
made use of this service.  One form of identification must include a recent photograph.

Where a library user has been prohibited from using a computer they may not be 
allowed use of a public computer.  Should that individual persist in their attempt to use 
a computer then the time they began using the computer should be recorded and the 
individual reminded that their access to the computer and their use of that computer 
will be recorded.  The individual should also be informed that the information collected 
by our internet servers will be shared with the police.

7. ENDING THE VOLUNTEER OPPORTUNITY 

You can end the volunteer opportunity whenever you wish.  Similarly, should the 
circumstances of Kinghorn Library or KLR change, we will aim to let you know in 
advance.

8. AGREEMENT 

You must sign and adhere to the Agreement contained in this pack and return one copy 
to the Volunteer Supervisor, Alana Fraser, keeping the counter-signed copy for your own 
records before you begin working as a volunteer.  Though this agreement is not legally 
binding, it demonstrates that you agree with defined principles and legislation.
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APPENDIX A

A summary of The Computer Misuse Act (1990)

For the full legislation, please visit: 
http://www.legislation.gov.uk/ukpga/1990/18/introduction

The Computer Misuse Act 1990 came into force on 29 August 1990 and specifies offences for 
attacks against computer systems or data. It provides protection for systems and data, 
attempting to maintain their confidentiality, integrity, and availability. The Act provides for 
three distinct offences: 

Section 1 - Unauthorised access to computer material
It is an offence to cause a computer to perform any function with intent to secure unauthorised 
access to any program or data held in any computer (section 1a). It is necessary to prove that 
the access secured is unauthorised (section 1b), and the suspect knew that this was the case 
(section 1c). 

This offence is commonly referred to as ‘hacking’ or ‘cracking’. It covers entering a computer 
system without permission having guessed or discovered another individual’s password, or 
having obtained it through the use of software tools.
Under section 17(2) of the Act access is gained to any program or data in a computer, if by 
causing a computer to perform any function the program or data: is altered or erased; copied 
or moved to any storage medium other than that in which it is held; is used; or is output from 
the computer in which it is held. The offence is punishable on conviction by a term of 
imprisonment up to six months. 

Section 2 - Unauthorised access with intent to commit or facilitate the commission of further 
offences
This offence is committed where a section 1 offence has been committed, with the intention of 
committing a further offence (any offence which may be punished by a term of imprisonment of
five years or more) or facilitating the commission of a further offence. Even if it is not possible 
to prove the intent to commit the further offence the section 1 offence is still committed. The 
offence is punishable on conviction by a term of imprisonment up to five years. 

Section 3 - Unauthorised modification of computer material
Where a person does any act that causes the unauthorised modification of the contents of any
computer a section 3 offence is committed. There must have been the intent to cause the 
modification and knowledge that the modification has not been authorised. The offence does 
not have to be preceded by a section 1 offence. This offence covers the introduction of harmful
worms and viruses to a system, and denial of service attacks. The offence is punishable on 
summary conviction for a term not exceeding five years. 

Under section 17(7) of the Act a modification takes place if by the operation of any function of 
any computer any program or data held in the computer is altered or erased, or is added to its 
contents. Any act which contributes towards causing a modification shall be regarded as 
causing it. Under section 17(8) a modification is unauthorised if the person is not entitled to 
determine whether the modification should be made, or he does not have consent to make the
modification from any person who is so entitled.
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Appendix B – The Volunteer Agreement

(i) Volunteer's copy

We, Kinghorn Library Renewed, will endeavour to:

• Introduce you to our organisation, how we work, and your vital role

• Provide you with a role description and a full explanation of your responsibilities,
including the days/ times when you have said you are able to volunteer with us

• Invite you to regular meetings – no less than three per year – of KLR at which you 
are free to share your experiences and have your say

• Respect your skills, dignity and individual wishes and do our best to help you 
enjoy your experience of volunteering with us

• Consult with you and your fellow volunteers of possible changes that will affect 
you and your library

• Insure you against any injury you suffer or cause due to negligence while you are 
volunteering with us

• Provide a safe workplace

• Apply our equal opportunities policy

• Apply our complaints procedure where appropriate

All our volunteers are asked to respect our guidelines as laid out above, particularly:

• Wellbeing and Health & Safety (section 3)

• Diversity (section 4)

• Fairness (section 5)

• Security (section 6)

I understand that this Volunteer's Agreement is not legally binding and does not form a 
contract of employment but only indicates that I have received information about my 
role as a volunteer and the role of Kinghorn Library Renewed.  I also understand that 
though this agreement is not legally binding, I am required to comply with existing laws, 
particularly those established to protect people, data and computer systems.

Having read all of the above and asked for clarification on any items not properly 
understood, in signing below, I am offering my time as a volunteer to Kinghorn Library 
Renewed so that our community may continue to enjoy the use of a public library.

Signature (of volunteer)

Name (please write in capitals)

Date

Signed on behalf of Kinghorn Library Renewed
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Appendix B – The Volunteer Agreement

(ii) Copy of signatures for the records of Kinghorn Library Renewed

I understand that this Volunteer's Agreement is not legally binding and does not form a 
contract of employment but only indicates that I have received information about my 
role as a volunteer and the role of Kinghorn Library Renewed.  I also understand that 
though this agreement is not legally binding, I am required to comply with existing laws, 
particularly those established to protect people, data and computer systems.

Having read all of the aforementioned Volunteer Agreement and having asked for 
clarification on any items not properly understood, in signing below, I am offering my 
time as a volunteer to Kinghorn Library Renewed so that our community may continue 
to enjoy the use of a public library.

Signature (of volunteer)

Name (please write in capitals)

Date of Birth (if you are over 16 years of age)

Signature of parent/ guardian (if under 16 years of age)

Name of parent/ guardian

Date

Signed on behalf of Kinghorn Library Renewed

Date
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