
How	to	Volunteer	
1. Email	plsn_nyc@protonmail.com	to	join	PLSN’s	event	listserv	and	learn

about	the	next Volunteer	Orientation	for	our	Reference	Project

2. Attend	a	volunteer	orientation	event	to	join	PLSN’s	Reference	Volunteer
Mailing	List

3. When	PLSN	receives	a	reference	question	from	library	staff,	a	call	for
volunteers	will	be sent	to	the	volunteer	listserv.	If	you	are	available	to
answer a	request	by	the	due	date specified,	reply	to	the	email.

4. Assemble	your	response	using	the	response	guidelines:	https://plsn-
reference.tumblr.com/how2ref		and	resources	on	the	subject
resources page: https://plsnref.tumblr.com.

5. Compile	your	material	into	a	pdf	and	send	it	to	the	coordinator	who	got	in
touch.	If	you aren’t	able	to	access	programs	to	make	a	pdf,	save	the	files
and send	them	with	your	cover sheet	so	someone	can	put	it	together
when	it	is received

6. The	coordinator	who	got	in	touch	with	you	is	available	throughout	the
week	to	respond to	questions	that	come	up	and	issues	you	run	into.	This
person	is	also	available	to	finish your	response	if	you	aren’t	able	to
complete it	by	specified	due	date.

Note:	Please	be	mindful	of	the	scarcity	of	resources	for	incarcerated	people.	It	is	a	priority	to	
avoid	offering	a	service	we	cannot	provide.	In	order	to	ensure	that	our	volunteer	work	
generates	a	useful	and	reliable	resource	it	is	critical	to	be	accountable	to	deadlines	and	
communicate	when	you	need	support.	We	understand	that	a	major	challenge	of	volunteer	
powered	work	is	that	it	often	has	to	take	a	back	seat	to	vital	things	like	jobs,	family,	health	etc.	
To	account	for	this,	we’ve	established	a	group	of	volunteers	who	are	scheduled	to	be	on	call	
throughout	this	process	in	order	to	act	as	a	backup	or	tap	in	at	any	point



https://plsn-reference.tumblr.com 

How	to	Answer	Reference	Questions	
1. Read	the	request	carefully	to	pinpoint	the	question(s)	being	asked	in	as	much	detail	as
possible.	Count	the	number	of	questions	you	find.	If	it	contains	more	than	one	question,
assess	your	capacity	to	make	sure	you	are	comfortable	answering	all	of	them	in	full.	If	you
feel	overwhelmed,	it	might	make	sense	to	ask	for	help!

2. Identify	the	type	of	material	you	are	looking	for	and	brainstorm	a	list	of	resources	lists	of
to	consult.	Think	creatively	about	the	information	resources	and	types	of	resources	you
have	access	too.	Take	a	peek	at	the	subject	resources	for	suggestions	about	where	to	start.

3. Search	the	resources	you	choose	and	identify	the	best	material	for	your	response.	If	you
are	faced	with	many	options,	revisit	the	question	for	clues	that	help	identify	the	best	source
for	a	patron.	For	example,

• requests	that	ask	about	a	topic	generally	could	call	for	introductory	information	like
that	which	you	would	find	in	an	encyclopedia	or	Wikipedia.

• requests	for	in	depth	research	might	call	for	academic	articles	which	review	literature
on	a	subject.

• requests	that	ask	for	resources	that	can	be	used	to	develop	a	skill	–	e.g.	drawing
tutorials	or	language	learning	–	may merit	scaning	textbooks	at	the	public	library.

If	you	aren’t	sure	how	to	accurately	match	someone	with	a	specific	resource,	try	to	
do	what	you	can	to	give	the	patron	an	idea	of	what	exists	so	they	can	make	a	more	
informed	choice.	

4. Decide	how	it	makes	sense	to	structure	your	response.	Examples:

• copies	of	something	from	one	source	e.g.	scans	of	a	language	textbook,	a	book	chapter,
sections	of	Connections

• excerpts	from	multiple	sources	e.g.	a	compilation	of	encyclopedia	entries,	news	articles
and	academic	articles,	a	series	of	worksheets	and	exercises	from	various	website

• a	table	or	list	e.g.	information	about	college	degree	programs	available	to	people	while
they	are	incarcerated	in	NYS,	a	list	of	electrician	apprenticeships	near	Albany

5. Create	a	cover	sheet	that	includes	the	request	you	are	answering,	the	sources	you	used
and	any	important	information	about	how	you	chose	them,	and	the	date	the	response	was
complete.	You	can	use	this	template:	[insert	URL]	to	start.

6. Compile	your	material	into	a	pdf	and	number	the	page.

7. Send	it	to	the	coordinator	who	got	in	touch.	If	you	aren’t	able	to	access	programs	to	make
a	pdf,	save	the	files	and	send	them	with	your	cover	sheet	so	someone	can	put	it	together
when	it	is	received.



Request:� <---Write the request you are responding to
Information on things mentioned in The Da Vinci Code: witches hammer, Council of 

Nicaea, Knights Templar, hieros gamos, invincible sun 

Contents:  <--- /ist the resourFes you
Ye inFOuded �if you
Ye made 
something OiNe a tabOe inFOude the sourFes of the information you 
used�

1. "Malleus Maleficarum” in ​The Historical Dictionary of Witchcraft, ​Scarecrow Press,

pages 131-33, 2012.

2. "The First Council of Nicaea Codifies Christianity." ​Global Events: Milestone
Events Throughout History​. Cengage Learning, Volume 5, pages 91-94, 2014.

3. “The First Council of Nicaea” by Mark Edward in​ The Cambridge History of
Christianity, ​Cambridge University Press, Volume 1, pages 552–67,  2006,

4. “Knight Templars” in  ​Encyclopedia of Historical Warrior Peoples and Modern
Fighting Groups​, Grey House Publishing, Third Edition, 2016.

5. “Forget The Da Vinci Code: This Is Real Mystery of the Knights Templar.” by

Dominic Selwood. ​The Telegraph Online​, 2013.

6. “Hieros Gamos”​ Britannica Encyclopedia Of World Religions​. Encyclopaedia

Britannica, 2006.

<ou Fan use this spaFe to inFOude any important notes about a sourFe or
aOternatiYes you Zeren
t abOe to inFOude

Date Complete <---'ate you sent your response to the Foordinator
06/10/2019 

Number the pages of your pdf --> 1

4BNQMF�3FTQPOTF
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Thank you! 
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