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Step 1: To access the volunteer portal, visit cedarhilllibrary.org . 
You will be taken to the library’s homepage.

Accessing the 
Volunteer Portal
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Step 2: Scroll to the bottom of the page and click on the “Volunteer” button, 

Or visit the “Services & Spaces Tab” at the top of the homepage for the “Volunteer
& Community Service” page. 
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Step 3:  Once you click this button it will take you to more information about the volunteer process.
Depending on whether you are a adult or teen will determine which tab you will choose that has the
individual volunteer processes for each category. Both the “Adult Volunteering” tab and the “Teen
Volunteering” tab have a section that says “Volunteer Profile” click the link to access the portal. 
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4. You have made it to the volunteer portal homepage! 

From here you can either log in if you have already created a profile or sign up to become a volunteer.

PG. 4



Creating Your
Volunteer Account

From the volunteer portal home page you can create your volunteer account by clicking “sign up”. 

It’s important to note that the volunteer account needs to be created for the person who is
volunteering with their email (if you are a parent that is making an account for their teen, please
use the teen’s email address or else completing qualifications later on can be tricky.)

Teen Volunteer Account 
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Step 1: Fill out the required information.
Under the drop down options, make sure that you are signed up as a Teen Volunteer.

To get notifications about changes to volunteer shifts, new shifts,
reminders about what you have signed up for, sign up for notifcations! 
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Step 2: Select your skills!
We would love to know what your interests, talents, and skills are. 
Volunteer opportunities are tied to skills so that way you know what is expected of the volunteer.
Or do you have a skill you’d like to develop? Sign up for a shift that is attached to that skill.
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Step 3: Become a program fan.
There are many areas of the library that you can volunteer in. Becoming a fan of a program means
you will get automatic updates when opportunities are added in that program. 
Both teen and adult volunteers can become a fan of any of these programs. 
All volunteers are encouraged to become a fan of the “Orientation & Trainings at THL” program. 

Programs: 
Youth Services at THL: Helping at youth programs and day-to-day tasks with staff.
Community Events at THL: Helping at outreach events and large cultural/family events. 
Adult Services at THL: Helping at adult programs and day-to-day tasks with staff.
Circulation at THL: Helping our circulation staff with shelving, collection projects, and more.
Orientation & Trainings at THL: Where all training opportunities and orientation events will be
uploaded.
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Step 4: Qualifications
Teens need to complete both the orientation & the THL Volunteer Agreement before they can sign
up for opportunities.

For more information on completing your qualifications, visit chapter 3 for detailed instructions.
Dates for orientation are under the “Events” tab in the volunteer dashboard.
For more information about your volunteer dashboard, visit chapter 4.

You have created your volunteer account! You may now start browsing opportunities & events!
Qualifications must be completed and approved before you can respond to opportunities. 
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From the volunteer portal home page you can create your volunteer account by clicking “sign up”. 

It’s important to note that the volunteer account needs to be created for the person who is
volunteering.

Adult Volunteer Account
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Step 1: Fill out the required information.
Under the drop down options, make sure that you are signed up as a Adult Volunteer.

To get notifications about changes to volunteer shifts, new shifts, reminders about what you
have signed up for, sign up for notifcations! 
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Step 2: Select your skills!
We would love to know what your interests, talents, and skills are. 
Volunteer opportunities are tied to skills so that way you know what is expected of the volunteer.
Or do you have a skill you’d like to develop? Sign up for a shift that is attached to that skill.
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Step 3: Become a program fan
There are many areas of the library that you can volunteer in. Becoming a fan of a program means
you will get automatic updates when opportunities & events are added in that program. 
Both teen and adult volunteers can become a fan of any of these programs. 
All volunteers are encouraged to become a fan of the “Orientation & Trainings at THL” program. 

Programs: 
Youth Services at THL: Helping at youth programs and day-to-day tasks with staff.
Community Events at THL: Helping at outreach events and large cultural/family events. 
Adult Services at THL: Helping at adult programs and day-to-day tasks with staff.
Circulation at THL: Helping our circulation staff with shelving, collection projects, and more.
Orientation & Trainings at THL: Where all training opportunities and orientation events will be
uploaded.
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Step 4: Qualifications
Adults need to complete both the orientation and the background check/drug test before they can
sign up for opportunities.

For more information on completing your qualifications, visit chapter 3 for detailed instructions.
Dates for orientation are under the “Events” tab in the volunteer dashboard.
For more information about your volunteer dashboard, visit chapter 4.

You have created your volunteer account! You may now start browsing opportunities & events!
Qualifications must be completed and approved before you can respond to opportunities. 
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Completing Your
Qualifications

Orientation (Teens & Adults)
Orientation is a qualification that is for both the teen and adult volunteers. 
Dates for the orientations are under the “Event’s” tab in your volunteer dashboard.
We do not offer one-on-one volunteer orientation for teens. If you miss an upcoming orientation
you will need to wait until the next one.
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All the upcoming orientations with their dates and times will appear and are labeled by “Teen Volunteer
Orientation” or “Adult Volunteer Orientation” if you are an adult sign up for an adult orientation. If you’re
a teen, sign up for a teen orientation. From this page you can RSVP to the orientation.

If you signed up for notifications when you first created your account you will be reminded of the event
that you RSVP’d for or if the event has been cancelled.
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To find out more information about that orientation click on the event. 

Each orientation has the date/time, location, description of what will be discussed, the program this
orientation is apart of, and your contact person for that orientation. Orientations may be led by the
volunteer coordinators or program managers.

PG. 17



Teen Volunteers ONLY

During your account creation you are able to submit your portion of the Volunteer Waiver and agree to
go to an orientation. You must complete both before you can respond to opportunities.
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THL Volunteer Agreement (TEENS) 
Step 1: Click the link that says “THL Volunteer Agreement (TEENS)
A window will pop up to input your parent’s information. Submit that information. 

Step 2: Read the agreement in it’s entirety and sign  & submit the document. 
Signing the document means that you have read the agreement and will abide by it. 
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Your parent’s email

Your parent’s name

Teen’s name

Step 3: After submitting your portion of the volunteer agreement, an email (as shown below) is sent to
your parent. They will be prompted to sign the same document.

Make sure that your parent checks their inbox, as well as the spam/junk folder in their email.
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Adult Volunteers (ONLY)

During your account creation you will be prompted to agree to go to orientation as well as
complete a background check & drug test. You must complete both before you can respond
to opportunities.

Once you submit you will be given instructions at your orientation about how to
complete your background check and drug test. 
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Your Volunteer
Dashboard

Welcome to your volunteer dashboard! This chapter will go over it’s
features. Let’s break it down section by section.
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Volunteer Hours: Pending and approved hours show up
here. Hours that have been logged are manually
approved by the volunteer coordinators.

Impact Value: We love to see how our volunteers impact
our library and community. This section shows how much
money you have offset from the library. The rate is set at
minimum wage for one of starting positions at the library.
(Please know that volunteering is free, you are not paid)

Opportunity Responses: Keep track of how many
opportunities you have signed up for!

Events RSVP’D: Keep track of how many events you
have rsvp’d for!

Programs Fanned: Keep track of what areas of
programs you are a fan of! Programs are the different
areas of the library you can volunteer in. Becomming a
fan means you can keep track of 

The tabs on the left side of your dashboard
take you to: 

Opportunities: View the shifts that you can
sign up for!

Events: Library events may be featured here
that you can attend. Orientations & Trainings
will be found here as well.

Programs: View the areas of the library that
you can volunteer in. If you need to go back
and become a fan of a program you can do
that there.

Announcements: Announcements will be
below the programming tab. 
Example: “Welcome to our volunteers!” &
“Volunteer Connection App”
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Opportunities

You can view opportunities in the default grid, list view, or by a calendar view. 

There are different ways to filter out the opportunities. Feel
free to experiment witht the “sort by” and “filter by” fields. 

You can even filter by the skills so that you know what
opportunitys align with your current skills or the skills that
you’d like to build upon.
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When you view the details of an opportunity you will see
something like this. 

Description: The description will let you know what to expect during your shift, if there is a training shift associated with the
shift, if there is specific clothing you should wear (if it’s a messy craft you may want to wear clothes to get messy in)

Shifts & Duration: Before you respond to an opportunity pay attention to the date and duration of the shift. Opportunities
may have multiple dates so please decide if you can make dates before responding to all or one of the shifts. More
information on this can be found in chapter 5. 

Open Spots: We only allow a certain amount of volunteers for each opportunity. If a shift is full you may enter the waitlist.
More information on this can be found in chapter 5. 

Site Supervisor: The contact information of the library staff member that you will be working with for your shift. You will also
ask for them at the main desk when you come in for your shift.

Location: Always double check the location of your shift. 
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Events

You can view events in the default grid, list view, or by a calendar view. You can also use the filter feature. 

Trainings, orientations, and volunteer apprecation dates can be found in this tab. 

Pay close attention to all the details indicated for this event when you’re deciding to attend or not. 
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Programs

Visit this page to see what ares of the library you can volunteer in. 

Programs: 
Youth Services at THL: Helping at youth programs and day-to-day tasks with staff.
Community Events at THL: Helping at outreach events and large cultural/family events. 
Adult Services at THL: Helping at adult programs and day-to-day tasks with staff.
Circulation at THL: Helping our circulation staff with shelving, collection projects, and more.
Orientation & Trainings at THL: Where all training opportunities and orientation events will be
uploaded.

When you created your account you became a fan of some initial programs, throughout your volunteer
journey you can come back to this page to update your selections or find out about other programs.
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Clicking on the program wil take you to the information about that area of the library. It includes what some
of the usual tasks would be when you volunteer in this area. 
The contact on this page is the “Program Manager”. You can always reach out to them for any questions
about the opportunties associated with their program. 
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Volunteer Resume

Want to print out your volunteer resume for reporting to your school/club? 
Visit the volunteer resume link on your dashboard.

You will be taken to a page where you
can select the time frame in which
you’d like to view your volunteer
resume. You can view it from the start
of your volunteer time at the library or
a portion. Once you hit the “go” button
it will take you to your pretty volunteer
resume!
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Your resume will look similar to this! You’ll be able to see a summary of your volunteer time as well as all the
shifts that you have signed up for. 

It will be a multi-page pdf document that you have the option to download to your computer and print
out or attach in an email to someone. 
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Settings

To view your profile, edit your profile, your volunteer schedule, and more, visit the settings in the upper right
hand corner. 
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If you click “Edit Your Profile”
you can edit your personal
information as well as
update your password, your
availability, and your
notification preferences!
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Signing Up for
Opportunities  

Cancelling Your Sign-Up
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Signing Up for an Opportunity

Step 1: Click on an opportunity and see if it’s something you’d like to do.
You will be able to view the single date or multi date for this opportunity.

If you click “Waitlist” you will be added to the waitlist for this date. In the event someone cancels the person
at the top of the waitlist will get moved to the opportunity. Unless you are moved off the waitlist please do
not show up for the opportunity. You can remove yourself from the waitlist by clicking it again.

If you click “Respond Individually” it will take allow you to sign up for the individual shift.

If you click “Respond” in the upper right corner it will prompt you to pick the dates you want. See the
following page. 
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Cancelling Your Shift:
What happens if I know that I can’t make it to an opportunity or if I accidentally signed up for
something? It is very important to make sure that you are signing up for the right dates & times.

You can cancel one of two ways: 

Visit the opportunity and then click “Manage Responses”

Or you can visit the upper right corner of your 
dashboard and click “Opportunity Responses”. From there you can “Unregister” from the desired opportunity. 
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What happens in the event of an emergency and I’m unable to
make my shift? 

We completely understand that instances that are outside of your
control may happen! For our opportunities we appreciate as much
advance notice as possible if you are unable to show up. 

If you are unable to cancel your sign-up from your computer or
mobile app please do two things: 

1.  Call the library to let them know that you are unable to make it.
2.  It is on the volunteer to then send a follow up email to your

volunteer coordinator after the fact (it could be the next day
even) that you were unable to make it. 

In the event of a total of three no-call-no-shows the volunteer will
be removed from the library’s volunteer program and they will
have to wait three months to re-apply to the program. 



Do we allow court ordered volunteering? 

Adult Volunteering: The library does not offer court ordered volunteering at this time.
Teen Volunteering: Please contact chelsey.randel@cedarhilltx.com to look at eligibility for
court ordered volunteering.

I have a seperate log that needs to be signed for volunteer hours, how do I
get those signed? 

Volunteers that have a separate log for their volunteer hours are responsible for getting
that signed at their shifts by their site supervisor. 

When will my qualifications be approved to volunteer? 

Qualifications are manually approved by the volunteer coordinators, please allow some
time before they are approved. An automatic email will generate will be sent by the site to
let you know they are approved.

Does the library provide recommendation letters? 

Volunteers can obtain letters of recommendation from their Volunteer Coordinators or
Program Managers by reaching out to them by email. Recommendation letters need to
be requested two weeks in advance.

How can I reset my password? 

To reset your password click the “Forgot your password?” link on login page. Follow the
prompts from there.

FAQ’s
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Is there an app that I can download? 

Yes there is a app where you can access your volunteer dashboard,
sign-up for opportunities, etc. 
The app is called “Causer-Get Connected”



Volunteer Coordinator

There are two volunteer coordinators. One for Teen Services and one for Adult Services.
They are your overarching contacts that are responsible for the volunteer program at the
library. 

Opportunities

Opportunities, or other wise known as shifts, are what you as a volunteer will sign up for. 

Site Supervisor

Your site manager is who you will report to for the opportunity that you signed up for.
Their contact information is listed in the opportunity information. They will be the ones to
give you direction on what you will be doing and provide necessary training. 

Vocabulary

Program Manager

Your program manager is the person that is over that volunteer area of the library. Their
contact information can be found in the Program information. 
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Qualifications

Qualifications are requirements to participate in volunteer opportunities. Some
qualifications are not only required by us, but by the City of Cedar Hill’s HR Department.


