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Training
Book store volunteers must be trained by a designated trainer.  All new book store volunteers must read and sign a contract.

You will be given a card with names and phone numbers of the Book Store Coordinator and Volunteer Coordinator so you will know who to contact if you can’t make your shift.  Be sure to keep this where it will be handy.

Signing Up for Shifts
Please sign up for shifts on the calendar on the bulletin board at your convenience.  It helps with scheduling if you can sign up early.  Please make note of the day and time of shifts you have signed up for.

WHEN YOU ARRIVE FOR YOUR SHIFT:
1.  Go to the circulation desk and ask for the Friends’ Book Store cash pouch, on the outside of which is the book store key.  Remember to get a parking permit for your vehicle, since book store shifts are longer than 2 hours.

2.  Move the sliders on the signs to read “OPEN” at the top of both sets of stairs and on the door of the Book Store.  Make sure the Open/Closed sign on the window of the book store is correct.

3.  Turn the lights on in both rooms.   The light switch for the first room is located behind the soft cover mysteries on the third shelf down, to the left of the door.

4.  Check the cash pouch.  There should be an envelope containing a $20 float.  Count the float and transfer it to the cash box.  If there is any discrepancy in the float, make a note of that amount on the front of the float envelope.

5.  Greet customers as they enter the book store.  Be helpful.  Mention the bins upstairs and the opportunity to make a request for items in the request book if they can’t find what they are looking for.  Ask them to come again.

6.  Take cash and make change.  NEVER LEAVE THE CASH BOX UNATTENDED.  Don’t forget to give customers a bookmark with book store hours - put this in their bag.

7.  PRICES

1) Book store prices are posted on the wall and on the counter in the book store.

2) For customers buying in bulk  - books or magazines - (e.g. - a box of books), you can give a deal on the price.  Lower the price by a reasonable amount (e.g. - $20 worth of books - charge $18).  Remember people are already getting books at cheaper prices than at any used book store in the city and we want our time and efforts to be well spent raising money for the Library.  The only books we give away free are those in the “FREE” box.


ii) “Nearly new” prices are firm.  

3) Children’s books, some magazines and nearly new books are individually priced.  Audio cassettes, videos, CDs  and DVDs are also individually priced.

8.  Tidy up.  Straighten books on shelves.  Make sure the counter is tidy, with coffee cups or paper scraps put into the garbage.  Make sure there is no litter on the floor.  Tidy plastic bags so that they aren’t overflowing onto the floor - you can fold some and keep them handy.

9.  Encourage people to request a book if they can’t find what they are looking for.  Write requests in the request book.  If there are sorters working in the “dungeon” (the Conservation Room across the hall), don’t hesitate to ask for their help.

See request book procedures.

10.  Washroom Breaks 
Close the door and lock the book store when you take a washroom break.  Take the pouch with the key with you.  Please use the clock on the sign in the window to show when you will return.  Don’t take a washroom break longer than 10 minutes.  Remember to change the sign when you get back. 

11.  Tea, coffee or hot chocolate are free for volunteers.  Make sure you lock up to go for your drink, unless you do so before the volunteer before you leaves.  Let the café volunteer know you are a book store volunteer so he/she won’t charge you for your drink.

12.  Please answer the phone courteously with, for example,  “Good morning, Friends of the Library Book Store” and try to answer the caller’s question the best you can.  If someone wishes to leave a message for another volunteer, write it on a piece of paper and leave it on the counter.

Volunteers may use the phone in the book store.  Dial 9 and then the number.

13. DONATIONS
I) Any donations which come in to the book store should be labelled “Donations” and need to be stored out of the way of customers and volunteers.  If there are many donations which need to be moved out of the way, put them in the hallway beside the Harlequin stand.

ii) Donations are to be sorted by book store sorters only.

14.  In case of an emergency, there is a white button just under the counter at the far end near the window which you can push for help from upstairs.

BEFORE YOU LEAVE:
15.  At the end of your shift, replace the float of $20 (ideally in smaller bills and change) and mark $20 on the float envelope (if not already marked).

16.  If your shift is the last of the day, make sure you record the total cash for the day on the chart in the Daily Record book.

Total the float and put all other money made during your shift into another envelope.   Mark the amount and date on it.  Put this envelope, along with the float envelope in the pouch and return the pouch to the circulation desk. 

17.  Turn the sign in the window of the store to CLOSED.  Turn off the lights and ensure the book store is locked.

18.  Move the slider on the signs at the top of both sets of stairs to read CLOSED.

I, _________________________ have been trained, have read these book store procedures and understand my responsibilities as a Book store volunteer for the Friends of the Library.

__________________________

____________________


Signature





Date

__________________________  

Signature of Trainer

Keep your copy of this contract to refer to.
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