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VOLUNTEER SCREENING
Once the volunteer form has been received from Library staff, the Book Store Coordinator and Book Store Volunteer Coordinator will check references (if given) and arrange for an interview so that the Friends can best match the volunteer’s interests, abilities and available time with the needs of the organization.  We will do our best to find the right job for each volunteer so that they will have a satisfying and rewarding experience.

Anyone interested in Book Sales will be interviewed by the Book Sale Coordinator.

Student Volunteers 
Since many of our student volunteers help for a limited period of time while they earn their volunteer hours, they are exempt from the interview process.  For the book store and book sales, they will be evaluated during their first shift and if they are having difficulty with their responsibilities, they won’t be contacted again.
BOOK STORE VOLUNTEER TRAINING
Book store volunteers must be trained by a designated trainer to ensure consistency.   An updated list of experienced trainers will be kept with the manual. 

Designated trainers will be trained by the Book Store Coordinator or the Volunteer Coordinator in a Train the Trainer program.   Once their training is complete, they will have their own copy of the contract and they will be competent to train new volunteers on a regular basis.

The trainers will be “walked through” the information in the contract for new volunteers as if they were being trained.  They will need to be familiar with where various categories of books are located in the bookstore.

Following the initial training, if the trainer feels the volunteer requires an additional training session, a second training shift will be necessary.  If a perspective volunteer isn’t a good fit, they will be informed that the Friends can’t use them. 

After training is complete, the trainer will inform the new volunteer about how to sign up for shifts on the calendar on the bulletin board.  Following the training, the trainer will encourage the new volunteer to sign up for a shift right away.  This will make them feel they are important to the success of the Friends’ Book Store.

Upon completion of training, the volunteer will be given their own copy of the contract they have signed.  The duplicate, which is dated,  will be kept on file with the volunteer application in the Administration office.

The Book Store Volunteer Coordinator will ensure that the master list of Book Store volunteers is kept up to date.  New volunteers who have completed the training process will be added to the master list in the Book Store manual only when their written permission has been obtained to include it.

If the person doesn’t want their name in the manual, there will be a separate master list kept in the Friends’ volunteer file in Library Administration. 

