
Leesburg Public Library 

TEEN Volunteer Application 

 

     We are glad that you are thinking of volunteering at the Leesburg 

Public Library. Please read the following requirements and fill out the 

application. 

1.  You must be at least 15 years old to volunteer. If you are in high 

school, you may work up to 4 hours per day if your schedule 

permits AND if there is sufficient work for you to do. 

2. You must fill out a volunteer application and be approved before 

you begin your volunteer service. If you have not volunteered for 

us in a year, you must go through the process again, including 

application and background check.  The application must be 

completed and signed, including your social security number. We 

will also need your parent’s signature so that we know that your 

parents have been advised that the city will be doing a thorough 

security check on you. Please also supply us with emergency 

information in case we need to contact your parent or parents. 

3. If you are doing volunteer hours for Bright Futures or similar 

scholarship programs, please let us know. We will keep track of 

your hours, but you should back up our documentation with your 

own recordkeeping. Understand that scholarship eligibility is based 

on grades and test scores, as well as volunteer hours. Your school 

guidance counselor will be able to tell you if you qualify for 

scholarships. 

4. Please note that your hours worked here at the library do not count 

towards fulfillment of court mandated community service hours. 
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5.  If you need a letter of recommendation, please ask the Volunteer 

Coordinator. We are happy to make letters available to our 

volunteers. Please give us enough notice so that we can do a good 

job telling your scholarship source or prospective employer how 

great you are! 

6. Make sure you sign in and out when volunteering. If you take a 

break to visit with friends, have a snack, or put in some computer 

time, you are not working and you will not get credit for that time. 

7. When you are in the library, we expect you to behave 

appropriately. Remember other people are trying to study or are 

engaged in quiet pursuits. 

8. While you are volunteering we will assign you dutires that are 

appropriate for volunteers. This may include shelving books and 

materials, preparing materials for children’s programs, 

straightening or organizing shelves or general maintenance of the 

area. If a library patron approaches you for help please refer them 

to a staff member unless you are absolutely sure you know how to 

assist them. Volunteers are expected to do the work they are asked 

to, not the work they choose to do. 

9. The workroom and office space are not areas for the public. We 

ask that you remain in the Youth Area unless you are given a 

specific (supervised) project that requires you to be in the 

workroom or office. 

10. The library is not a substitute for after school care. Please do not 

bring younger children to the library with you. 

11. Please respect the staff and patrons. We will be polite and 

considerate of your work and feelings, and we appreciate the same 

behavior from you. 
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The City of Leesburg is an equal opportunity employer and does not discriminate on the basis of race, religion, color, 
national origin, age, sex, gender, disability, marital status or any other characteristic protected by law.   

The City of Leesburg is a Drug-free Workplace in accordance with Section 440.102, Florida Statutes.   

Volunteer Position you are applying for: _____________________________________________________ 
If you should require accommodation(s) to any volunteer duties described above due to functional limitations, please explain:  

_____________________________________________________________________________________ 

Name________________________________________________________________________________ 
Last        First   Middle   (Maiden) 

Email Address__________________________________________________________________________ 

Present Address _______________________________________________________________________ 
#  Street   City   State   Zip 

Mailing Address _______________________________________________________________________ 
(if different)  # Street   City   State   Zip 

Phone: (_____)_____________     Cell: (_____)_____________     Work: (_____)_____________ 

Previous states resided in: _____________________________________________ 

Have you ever pled guilty to, been convicted of or involved in any type of crime? _________ 
If yes, explain fully.  Conviction will not necessarily disqualify an applicant from volunteering, but will be weighed 
on its own merit with respect to time, circumstances, seriousness and the position for which you have applied. 
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

CITY OF LEESBURG 
HUMAN RESOURCES DEPARTMENT 

501 West Meadow Street 

PO Box 490630 

Leesburg, Florida  34749-0630 

www.leesburgflorida.gov 

Phone: 

Fax: 
(352) 728-9786 x1200

(352) 326-6616

VOLUNTEER APPLICATION 

In case of emergency notify _________________________________________________________________ 
name      relationship 

Address ____________________________________________________  Phone (_____)_______________ 
# Street  City  State  Zip 

EMPLOYER SUPERVISOR’S NAME 

Name 
______________________________________________________________ 
Address 
______________________________________________________________ 

(____)_______________ 
Phone with area code 

___________________________ 

May we contact the employer you have listed? ________   If no, please indicate why: _____________ 

_________________________________________________________________________________ 
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Do you possess a valid driver’s license?  Yes ____  No ____     Issued by what state?  __________________ 

Class (check one): A  B  C  E  Number: ________________________ Exp. Date_________ 

List any endorsements ____________________________________________________________________ 

Social Security Number: _______________________  Birth Date: ___________________ Sex: M  F 

NAME RELATIONSHIP DAYTIME PHONE 
WITH AREA CODE 

___________________________ _____________________________________________________ ( ____ ) ______________ 

____________________________ _____________________________________________________ ( ____ ) ______________ 

_______________________ _____________________________________________________ ( ____ ) ______________ 

PERSONAL REFERENCES 

Notice:  This form contains a release, indemnity and waiver of liability in favor of the City of Leesburg.  When signed, this 
form is a contract with legal consequences.  Please read it carefully before signing. 

WORKDAY VOLUNTEER STANDARDS OF CONDUCT 

City of Leesburg volunteers are personally and professional obligated to serve the public with honesty and integrity.  It is 
essential that all City of Leesburg volunteers maintain the trust of the public, the commission, and co-workers.  All City of 
Leesburg volunteers must abide by the policies which govern the conduct for employees in the following areas: 

1. Conflict of interest.  Avoiding the appearance or reality of a conflict of interest forms the basis for the City of
Leesburg’s ethics policies.  Public employment (including volunteering) is not to be used for unauthorized personal
gain.

2. Accepting or soliciting gifts.  Volunteers are not to accept or solicit gifts.  A “gift” is a thing of value to the recipient  and
can include such items as a cash payment, loan, gratuity, honoraria, service, favor, or promise of future employment.
This policy is not meant to apply when: a gift is of nominal value of $5.00 or less; a gift is given or exchanged by em-
ployees/volunteers on occasions such as birthdays, retirement, marriage, service anniversaries, etc.; a professional or
public award is given, reflecting positive performance or community service; a gift is exchanged or given by a relative
where a family relationship, rather than business relationship is involved; food is consumed at a public, professional,
or community reception; trade discounts or inducements are offered to the general public or to private groups such as
professional, religious or service organizations that are not limited in membership only to City of Leesburg employees/
volunteers.

3. Code of ethics.  Central to the standard of ethical conduct is the board of City of Leesburg commissioners’ policy that
no officer, employee or volunteer shall have any interest, financial or otherwise, direct or indirect , or engage in any
business transaction, or professional activity or incur an obligation of any nature which is in conflict with the discharge
of his/her duties in the public interest.  Since the confidence of the citizenry is the very foundation for effective govern-
ment, even an unfounded appearance of unethical conduct by a public employee/volunteer can significantly impair the
capability of government.

4. Nondiscrimination.  It is the policy of the City of Leesburg that all employees and volunteers should be able to enjoy a
work environment free from all such forms of discrimination, including sexual harassment.  No employee or volun-
teer—whether male or female—should be subjected to unsolicited and unwelcomed sexual overtures or conduct,
whether verbal or physical.  Sexual harassment does not refer to occasional compliments of a socially acceptable na-
ture.  It refers to behavior, which is not welcomed, which is personally offensive, which debilitates morale, and which,
therefore, interferes with work effectiveness.  Such conduct, whether committed by supervisors or non-supervisory
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personnel or volunteers, is specifically prohibited.  Copies of the City of Leesburg’s full policies (and expanded poli-
cies) on sexual harassment and anti-harassment are available upon request. 

5. Policy opposing workplace violence.  The City of Leesburg is committed to the goal of maintaining a work environ-
ment free from violence or the threat of violence.  As a City of Leesburg volunteer, you have a personal and profes-
sional responsibility to be aware of the City of Leesburg policy, to review and understand it, and to comply with the 
workplace violence prevention and intervention policy.  A copy of the City of Leesburg’s full policy opposing work-
place violence is available upon request. 

6. Equal opportunity policy.  It is the policy of the City of Leesburg as established by the board of commissioners, to 
provide equal opportunity in, and equal access to, City of Leesburg government employment and volunteer assign-
ment for all qualified persons regardless of race, color, religion, national origin, gender, age, disability or sexual ori-
entation.  A copy of the City of Leesburg’s full equal opportunity policy is available upon request. 

 
I acknowledge that as a City of Leesburg volunteer, I have a personal and professional responsibility to be aware of the 
above referenced City of Leesburg policies, have been given the opportunity to review and understand these policies, 
and I agree to abide by these policies.  I am a volunteer for the City of Leesburg.  I have read and understand the above 
description of my responsibilities as a volunteer and agree to remain within the scope of those responsibilities while vol-
unteering with the City of Leesburg.  I have no known health problems that would hinder or be aggravated by my partici-
pation in this program.  I do hereby agree to release, waive, discharge, and covenant not to sue the City of Leesburg, its 
officers, agents, and employees, from any and all liability or claims for damage or injury that may be sustained by me 
directly or indirectly in connection with, or arising out of my volunteer activities noted above, whether caused in whole or 
in part by the negligence of the City of Leesburg.   
 
I, on behalf of myself, or as parent/guardian of the dependent named herein, do hereby grant full permission to the City 
of Leesburg to use photographs, videotapes, recordings, and any other record of the activity for any legitimate purpose 
whatsoever. 
 
Due to our concern for the protection and welfare of our children/community, it is the policy of the City of Leesburg to 
conduct a criminal background check on all prospective volunteers and contractual personnel.  In providing the infor-
mation above you are allowing us to conduct this background check and in so signing this document have released the 
City of Leesburg, its agents, employees, staff, and any other person from any damages or liability that may result from 
the said check.  I execute this certificate and affidavit of my own free will and accord, with full knowledge of the purpose 
therefore. 
 
I have received the City of Leesburg’s Social Security Number Collection Policy as prescribed by Florida Statute 
119.071(5) 
 
_______________________________________________________________________________________________ 
Volunteer Signature                                                                                                              Date 
Note: signature of parent/legal guardian is required for volunteers under 18 years of age 
 
_______________________________________________________________________________________________ 
Parent/Legal Guardian Signature                                                                                          Date 
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SOCIAL SECURITY NUMBER COLLECTION POLICY 
 
 

I have received the City of Leesburg’s Social Security Number Collection policy as prescribed by Flori-
da Statute 119.071(5) 
 
 
 
 
 
_____________________________________ 
Signature 
 
 
 
_____________________________________ 
Please Print Name 
 
 
 
_____________________________________ 
Date Received 
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CITY OF LEESBURG, FLORIDA 
SOCIAL SECURITY NUMBER COLLECTION POLICY 

 
Florida Statute 119.071(5) provides that a “commercial entity” engaged in performance of a “commercial activity” 
may access Social Security numbers through a public records request under specified conditions. The statute 
provides definitions of “commercial entity” and “commercial activity” and provides a list of requirements the com-
mercial entity must meet in order to access Social Security numbers. 
 
The City of Leesburg, Florida is required to have a written Social Security number collection policy. This policy 
must be provided to an individual when the City of Leesburg collects that individual’s Social Security number. 
 
Social Security numbers collected by an agency may not be used by the agency for any purpose other than the 
purpose provided in the written statement. 
 
All public records requests for Social Security numbers must be referred to the City Clerk. 
 
The City of Leesburg, Florida, collects your social security number for any of the following purposes: 
 

(1)  Classification of accounts, Identification and verification, Credit worthiness, Billing and payments, 
Data collection, reconciliation, tracking benefit processing, tax reporting; 

(2)  To facilitate collection of debts on past due accounts including utility accounts; 
(3)  To conduct credit checks on potential utility customers 
(4)  To verify identity 
(5)  To render IRS Form 1099 to persons for whom Federal law requires the City to issue that form 
(6)  To conduct background checks on possible vendors, employees, or independent contractors 
(7)  To complete fingerprint cards as necessary 
(8)  For arrest warrants or affidavits 
(9)  For issuance of taxi or peddler/solicitor permits 
(10)  For checks and confirmations of warrants 
(11)  For suspect reports 
(12)  For credit counseling 
(13)  For mortgage applications 
(14)  For SHIP applications for down payment assistance through Lake County 
(15)  For the following purposes related to Human Resources Department: 

a.  Applicant Tracking 
b.  Child Support Enforcement 
c. Internal Revenue Service Levies 
d. Savings Bonds 
e.  Insurance coverage 
f.  Payroll deductions 
g  Employee evaluations 
h.  Pension and benefits 
i.  Workers Compensation 
j.  Verification of employment 
k.  ICMA (International City Manager Association) Pension or Benefit payments 
l.  Unemployment taxes and quarterly reports 
m.  Collection and remittance of taxes 
n.  Personnel Identification 
o.  Computer Purchase Agreements 
p.  Family Medical Leave Act paperwork 
q.  General Personnel Matters 
 

Social Security numbers are also used as a unique numeric identifier and may be used for search purposes. 
Social Security numbers will not be disseminated to the public except as provided by applicable State of Florida 
and Federal law as now in effect or as hereafter amended. 
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