HAWN MEMORIAL LIBRARY
Volunteer Policy

The staff and the Board of Directors of the Hawn Memorial Library are very appreciative of your
generous donation of time and talents as a volunteer.

ATTIRE

Casual business clothing is the generally accepted attire when working in the library.

Well kept walking shorts, jeans/sneakers may also be worn. We ask that you not wear tank tops,
or flip flops/loose sandals for safety reasons.

SCHEDULING VOLUNTEER TIME:

We appreciate any time you are able to give us. It is, however, most helpful if a regular volunteer
schedule can be established. This allows us to better arrange our work week and maximize our
program planning. If there is a project that you would like to do, please coordinate with the staff.
We understand that there may be occasions when you are unable to make your normal scheduled
volunteer time. If this should happen, we ask that you let the library know when you are not able
to come in so that we don’t worry about your safety and we can plan accordingly.

LIBRARY DEMEANOR:

As a volunteer you are a representative of the Hawn Library.

We are a friendly group, who pride ourselves on our professionalism when it comes to providing
our patrons with the best customer service.

When approached by an inquiring patron, be sure to be polite; acknowledge the patron’s request;
be positive

If you don’t know the answer, then find a staff member to assist you.

WORKING WITH INDIVIDUALS UNDER 18 YEARS OF AGE
Volunteers working with individuals under 18 years of may be required to be finger printed and
have a background check.

TRAINING:
The Library Director will provide training for volunteers. If you are unsure of a policy or duty,
please seek out a staff member for proper protocol.

VOLUNTEER LOG
Remember to log in and out so that staff may account for volunteer hours.

VOLUNTEER APPLICATION:
Please complete the VVolunteer Application form and submit to the Library Director.
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