Volunteer Guidelines

1. Sign in and out on your volunteer time sheet each time you come to work.

2. Report to your supervisor at the beginning of each work period for your work assignment. (If your supervisor is unavailable, please check your mailbox for messages on what you are to do that day, or continue your ongoing volunteer projects).

3. Please notify your supervisor as far in advance as possible if you are going to be late or absent from work for any reason.

4. Please follow your assigned work schedule (unless your position requires a flexible schedule). If you come to work at a time other than your scheduled time, we may not have work for you.

5. Please wear your volunteer name tag while you are working in the library.

6. Please refer all questions from library customers to library staff, unless the question is purely directional (e.g. “Where is the bathroom?,” “Where is the Children’s Dept.?” etc.).

7. You will receive an annual evaluation of your performance by your supervisor.

8. We appreciate your dedication to your volunteer position. If you have concerns about your volunteer service, or no longer wish to volunteer, please contact your supervisor and the volunteer coordinator. 

9. Please be aware that the library may, at times, release volunteers from service when duties are no longer needed or performance is unsatisfactory.

10. Volunteers will receive recognition for their volunteer service on an annual basis.  

11. Volunteers are welcome to list their library volunteer experience on job applications. 

Thank you again for your interest in becoming a library volunteer!
