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Galaxy Directions – Teen Volunteer Application 
 

Galaxy Application Overview:  
 

Welcome to Teen Volunteering! Teen Volunteers can now apply for school-year volunteer opportunities via 

Galaxy Digital. S.A.I.L will remain a separate application on the website in the summer. To find out how Teens 

and Parents can complete this application, please follow the directions below or watch this video. 

 

 
  

Quick Links to Directions within this Document: 

 Sign up directions – teen volunteer application on galaxy 

 Teen volunteers – selecting specific volunteer opportunities 

 

 

 

 

https://theoceancountylibrary.galaxydigital.com/
https://oclib-my.sharepoint.com/:v:/g/personal/pubweb_theoceancountylibrary_org/EVBlvu7efBpHmQ6uaeOvfdUB6CA9MH2gmi7Yy56GLYdp9w?e=XHge5Y
https://oclib-my.sharepoint.com/:v:/g/personal/pubweb_theoceancountylibrary_org/EVBlvu7efBpHmQ6uaeOvfdUB6CA9MH2gmi7Yy56GLYdp9w?e=PODd7b&nav=eyJyZWZlcnJhbEluZm8iOnsicmVmZXJyYWxBcHAiOiJTdHJlYW1XZWJBcHAiLCJyZWZlcnJhbFZpZXciOiJTaGFyZURpYWxvZyIsInJlZmVycmFsQXBwUGxhdGZvcm0iOiJXZWIiLCJyZWZlcnJhbE1vZGUiOiJ2aWV3In19
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SIGN UP DIRECTIONS – TEEN VOLUNTEER APPLICATION ON GALAXY 

 

First, you must go to Galaxy and click Sign Up, which can be found on the top right navigation bar.  

 
 

A “Create an Account” screen will appear. Where it says, “I am” and “Select track” you will click the drop-

down menu and pick “[Branch Name] Teen Volunteer” 

 

 

 
Once you pick your local branch, the form will populate below. This is Step 1 of 5, of the application process. 

Teens should NOT sign up via Facebook. You MUST simply fill out the application underneath this button.  
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The Teen Volunteer will then fill out the application in its entirety, including your “Availability.” You will need 

to create a password for Galaxy and select the “I have read and agree to Privacy Policy” before selecting 

“CREATE YOUR ACCOUNT” (see below).  

  
Step 2 of 5 of the application is filling in your Grade, School, the volunteer statements, allergen information, 

and volunteer status. Once filled out, you will select “Continue to Next Step.” 
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Step 3 of 5 is “Select Interests.” These have nothing to do with specific volunteer assignments. If you don’t 

want to answer, you can simply hit “Continue to Next Step.” 

 
Step 4 of 5 is Select Skills. Here you can select volunteer specific skills such as Teen Advisory Board, Teen 

Book Reviewer, and Adopt a Shelf. These will appear on your profile. Once completed you can hit “Continue to 

Next Step.” 
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Step 5 of 5 is Qualifications. This section is the Parent Permission section of the volunteer application. It 

MUST be signed for all volunteers under the age of 18. The Parent or Guardian must click the “Parent 

Permission Required” link to sign the Parent Permission section, Not “Continue to Next Step” 

 

 

 
Once the link is selected, a new window will appear for the Parent or Guardian to add their First Name, then 

Last Name, followed by their email address. An email will send to this email address with the electronic form to 

sign. Once they input the below data they must click, “SUBMIT INFORMATION.” 
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After, an additional “eSign Confirmation” screen will appear. The Parent or Guardian should hit “Continue” 

 
Hitting “Continue” will bring up the Parent Permission Waiver. The Parent or Guardian will NOT be able to 

sign this document. They will need to hit “Complete Signing” and a link to an electronic signature version will 

be sent directly to their email address as well as your Inbox on Galaxy. 
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An additional consent window will appear. The Parent or Guardian should hit “Yes” 

 
The Qualification screen will reappear informing the teen their “waiver has been submitted.” 

 
Once you hit “Continue to NEXT STEP” a Congratulatory screen will appear. You will hit “Continue.” 

 
 

 

 

Now, there are two ways the Parent or Guardian can sign the waiver.  

 

The quickest way is to go through your Galaxy inbox. The link with electronic signable waiver will appear 

there. The Parent or Guardian can sign it there, directly in Galaxy. 

 

The second way is for the Parent or Guardian to find the link from their email. If there is nothing from <OCL 

Volunteer Services no-reply@galaxydigital.com > in their Inbox, they should be sure to check their Spam 

Folder.  
 

Wherever they click the link they will hit continue on the “eSign Confirmation” screen. 

mailto:no-reply@galaxydigital.com
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The Parent or Guardian must type in their full name in the signature section under both the “Parent Permission” 

and “Media Permission” descriptions. Then hit “COMPLETE SIGNING” 
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Lastly, they must click “YES” when the “Are you sure” screen appears.  

 

Once signed, you, the teen volunteer, will then be informed via your Galaxy inbox that the waiver has been 

signed by their Parent or Guardian. 
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TEEN VOLUNTEERS – SELECTING SPECIFIC VOLUNTEER OPPORTUNITIES 

 

Once the application is complete, (even before the Parent Permission Waiver is signed), the Dashboard screen 

will appear where you will be given options, including the ability to “Respond to a Need.”  

 

NOTE: Responding to Needs will NOT go through until after you are in “Qualified” status. This will not 

occur until after the Parent Permission Waiver is signed and submitted and your local librarian changes 

your status on your account. 

 
When you click “Need” you can filter by your local Branch” 

 

 
You can then search for the volunteer opportunities you are interested in. You will have to click “View Details” 

on one of the opportunities to “Respond to the Need.” 
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Once clicked, you can hit “Respond.” 

 

 
If you are not in the system as “Qualified,” a “Submit Qualifications” screen will appear informing you that 

your status is pending. Your waiver must be signed before you can begin volunteering. And your local librarian 

must change your status to “Qualified.”  

 
If you are in “Qualified” status, a green banner will briefly appear saying “You have responded to this need.” 

Off to the right of the screen an “Unregister” button will appear in green. They can also unregister for volunteer 

opportunities from their dashboard.   
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You can then view your “Dashboard” to track your volunteer activity. 

 
In the “Need Responses” section, it will alert you to how many opportunities they have applied for.  

 

 

 

 

 

If you have any further questions or it has been longer than 1 week (or 5 business days) and you have not 

heard back from your local librarian, please reach out to them!  

 

 

Until then, thank you for joining us on Galaxy and becoming a Teen Volunteer!  

 

 

 

 

 

 

 

 

 

 

 

 

 

 


