Dear Library Volunteer,

It isa special pleasure for me to take thisopportunity to
welcome you. Your generous giftsto the Hauppauge Public
Library of your time, energy, special skillsand concern are
deeply appreciated. Your help asavolunteer allowsthe Library
to provide a higher level of library servicesto the citizens of
your community.

Public libraries are truly for the people. They are aunique
community resource available to everyone for information,
learning, and pleasure. You help usdirectly in the work you do
for usand you also benefit the Library in an indirect way. The
concern for and knowledge of the Library that you carry into
the community on our behalf are invaluable. For all of these
gifts, Ithank you.

Sincerely,

Matthew Bollerman, Director



Hauppauge Public Library
Volunteer Handbook

BECOMING A VOLUNTEER

To become avolunteer you will need to complete the following
steps:
e Complete and submit the Volunteer Application Form to the
Volunteer
Coordinator.
e Complete abrief in-person or telephone interview;
e Request, be selected for, and then placed into a particular job
or jobs;
e Receive an orientation including atour of the building,
introduction to library staff and review of the volunteer policy;
e Receive additional job orientation and training relative to
those specific assigned volunteer jobs

VOLUNTEER OPPORTUNITIES

A sampling of library volunteer opportunitiesislisted below. Not all
opportunities are available at all times.

e Assist with children’sprograms - Help children with craft
projects, prepare materialsfor crafts

e Assist with adult programs — prepare refreshments, distribute
programs, reproduce handouts and flyers, make reminder
phone calls

e Prepare materialsfor mailings.

e Put labelsin booksand mediaitems

e Arrange library materialsin a neat manner

e Displays

e Assist with public accesscomputers

e Provide help with resumesand word processing

e Tutor or provide homework assistance

VOLUNTEERS UNDER THE AGE OF 18

Young people aged 12to 17 may apply to volunteer for the Library
in positionsfor which they are qualified, if they have written
parental permission. Young volunteers are expected to abide by all
volunteer program policiesand procedures.



SUPERVISION

You will have an on-site supervisor and are expected to follow the
proceduresestablished by that staff member. Your supervisor is
responsible for day-to-day management and guidance of your work
and will be available for consultation and assistance. Please feel free
to ask any questions of thisperson or report any problemsor
concernsyou have about your assignment. If you are unable to
contact your supervisor, the Volunteer Coordinator is available to
discuss any changesor problems.

JOB ORIENTATION & TRAINING

Before beginning your regular volunteer assignment, your
supervisor will discussthe following itemswith you:

e Receive atour of the building

e Beintroduced to library staff

e Review the volunteer handbook

e Review job dutiesand expectations

e Confirm work dates, times, and anticipated duration of your
participation

e Review sign-in and sign-out procedures

e Provide training on any new skillsneeded to perform assigned
tasks

e Discuss proceduresfor obtaining, using, and caring for needed
supplies

e Provide safety orientation

e Review locationsof parking, restrooms, water fountains, first
aid kits, and placesfor your personal itemssuch as
purses/coats, etc.

ATTENDANCE

Your supervisor and co-workersvalue your contributions and they
depend on you to be present at the scheduled time. If you know you
will be absent or late please notify your supervisor or the Volunteer
Coordinator assoon as possible.



REPORTING FOR DUTY, KEEPING WORK HOURS

You need to report to your assigned supervisor (or person in charge)
upon arrival. Supervisorswill provide instructionsfor storing coats,
bags, and other personal items; we recommend locking valuable
itemsin the trunk of your vehicle. You must sign-in at the beginning
and sign-out upon completion of your shift, noting the total number
of hoursthat you worked. Keeping an accurate tally of volunteer
work hoursisvery important.

APPEARANCE

Volunteersare ambassadorsfor the library and need to present a
positive image to the public. It isexpected that each volunteer's
dressand grooming will be appropriate for a business environment
and in keeping with hisor her work assignment. If avolunteer is
dressed in an inappropriate manner, they may not be able to work
their shift.

CUSTOMER SERVICE

Many volunteerscome into contact with library patronsand may
well be the first official contact a patron haswith the library. It is
important, therefore, that volunteers maintain a professional,
friendly demeanor at all times. Volunteers are asked to direct all
guestionsto astaff member. Staff membersare trained to deal with
guestionsabout the library's collection, services, policies and
procedures.

CONFIDENTIALITY/PRIVACY

All transactionsbetween library usersand staff or volunteers are
strictly confidential. Volunteersare required to uphold thispolicy.
Thisincludesany information about materialsa patron haslooked at,
asked for, requested or checked out, aswell asreference questions
asked by library users. Even law enforcement representatives must
secure acourt order before patron information isreleased.



PERSONAL DATA

Volunteersare responsible for updating personal data, such as
change of address, contact telephone number, etc., with the
Volunteer Coordinator.

TELEPHONE AND EQUIPMENT USE

The Library isa place of business. Ask a staff member if you need to
make atelephone call. Please keep all calls brief and quiet. Long
distant phone callsare not allowed. Library owned equipment and
suppliesare for Library use only and may not be used for personal
business.

HEALTH AND SAFETY

Because safety iseveryone'sjob, volunteers are asked to be alert at
all timesto safety hazards. Unsafe actsor conditionsshould be
reported to your supervisor. Please notify your supervisor of any
assighment that causes physical discomfort or which could lead to
personal injury. All injuries, whether minor or serious, must be
reported directly to your supervisor or the Volunteer Coordinator
immediately. Volunteers are not covered by Worker's Compensation.

DRUG FREE WORKPLACE

Use of alcohol or illegal drugsin the workplace isprohibited, asisthe
abuse of any drug or alcohol, or reporting for duty under the
influence of drugsor alcohol.

SEXUAL HARASSMENT POLICY

All volunteers, employees, supervisors, and members of
management, both male and female, are strictly prohibited from
sexually harassing or making improper advancestowards other
volunteers, guests, employees, supervisors, or members of
management. Sexual harassment includesunwelcome or unsolicited



verbal, physical, or sexual conduct that ismade aterm of condition
of service or employment, isused asthe basisof employment or
advancement decision, or hasthe purpose or effect of unreasonably
interfering with work or creating an intimidating, hostile, or
offensive environment. Any form of sexual harassment should be
reported immediately to the Director.

EMPLOYMENT

Volunteerswho are interested in paid employment with the Library
may request ajob application at the circulation desk. All applications
are held until aposition becomes available and then an interview
may be scheduled.

PERFORMANCE REVIEW

Your supervisor will meet with you regularly to review your job
performance.

Depending on the extent and complexity of your job, the
evaluationsmay be formal or informal, written or oral. It is
important that you communicate clearly and frequently with your
supervisor. Discuss any successes, difficulties, suggestions, or
guestionsyou have.

DISCIPLINARY PROCEDURES

Volunteers, in their capacity asunpaid staff, are expected to meet
the same standards of professionalism required of library staff.
Because an unsatisfactory volunteer isan unfair burden upon fellow
volunteersand library employees,those who fail to meet the
requirementsof the job descriptionsor violate library policies are
subject to dismissal.

LEAVING THE VOLUNTEER PROGRAM

To end avolunteer commitment, please notify your supervisor or
the Volunteer
Coordinator of that decision and the effective date.



