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VOLUNTEER 

HANDBOOK

MOTTO

Ideas, Imagination & Information

MISSION

We serve as a foundation for our community by offering welcoming, well equipped and maintained facilities, outstanding collections, and well-trained employees who provide expert service encouraging the joy of reading, supporting lifelong learning and presenting access to information from around the world.

VISION

Books and Beyond

Volunteer GUIDELINES

LIBRARY POLICY:

Volunteers are expected to abide by the library’s Employment Guidelines. These guidelines can be found on our website www.pueblolibrary.org. Select About Us > Policies > Employee Guidelines.
RELATIONS WITH PUBLIC AND STAFF:

Every volunteer represents PCCLD to our customers and to the community we serve. The way we do our volunteer tasks presents an image of our entire organization. The public judges all of us by how they are treated with each volunteer contact.  Nothing is more important than being courteous, friendly, helpful, and prompt in the attention we give to members of the public.
EMPLOYEES/VOLUNTEERS WITH DISABLITIES:

The Pueblo City-County Library District does not discriminate against persons with disabilities at any stage of employment/volunteer process, and will provide reasonable accommodations in the workplace to enable disabled persons to perform the essential function of their volunteer duties and responsibilities.

SEXUAL HARASSMENT/INAPPROPRIATE CONDUCT

The Pueblo City County Library District is firmly committed to maintaining a positive and comfortable working environment.  This refers to a workplace which is free of inappropriate conduct, including offensive verbal and written communication of a sexual nature.

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment.

An employee/volunteer who feels sexually harassed should take the complaint directly to their supervisor, the Human Resources Director, the Associate Director of Public Service, or the Executive Director.  Complaints will receive prompt attention.  The Human Resources Director, Terri Daly, may be contacted at Ext. 632, the Associate Director of Public Services, Amy Nelson may be contacted at Ext. 205 and the Executive Director, Sherri Baca, may be contacted at Ext. 652.

TELEPHONE USE:

Personal calls, while on duty as a volunteer, are to be kept to a minimum and must be made in private locations.  Receiving or making calls on a cell phone should be made during breaks in private.
Those personnel who must make personal long-distance telephone calls from the Library are required to use their own long-distance calling cards/cell phones.  No long-distance personal calls will be made at the Library’s expense.

PROCEDURE FOR VOLUNTEERS:
If a volunteer cannot make a scheduled shift for any reason, they are required to call their supervisor or their volunteer coordinator as soon as possible prior to the start of their volunteer shift.  This provides the library staff some time to find another individual to cover the shift.  Failure to do so may result in losing volunteer privileges.

SMOKING:

Smoking is prohibited at all times in Library buildings. Volunteers must adhere to signs that indicate no smoking areas, including at building entrances.  The Rawlings courtyard is also a smoke-free zone!
PARKING:
Parking should be done in the available employee parking at all branch locations.  Please park around the perimeter of the parking lots at the Rawlings Building.
The Library is not responsible for fire, theft, damage or personal injury involving volunteer/employee vehicles or their contents.  Volunteer/employees’ are encouraged to lock their vehicle at all times.  

IDENTIFICATION:
All Volunteer Staff will be required to wear a PCCLD volunteer badge while on duty.
DRUGS AND ALCOHOL:

It is PCCLD's desire to provide a drug-free, healthful, and safe workplace. To promote this goal, volunteers are required to report to work in appropriate mental and physical condition to perform their jobs in a satisfactory manner.
Failure to meet the above requirements will result in termination of Volunteer Contract and may be subject to criminal charges.
SAFETY/REPORTING OF INJURY:

PCCLD is committed to a safe work environment for all employees. Volunteers are expected to become familiar with and follow safe work practices. Volunteers are also expected to report any unsafe practices, condition or suspicious activity to their supervisor or member of the Supervisor Team.
If you see something that may cause an accident or if you see employees committing unsafe acts, report those to the HR Director, Terri Daly.
In the event a patron, staff member, or anyone else is sick or gets hurt and bodily fluids need to be cleaned up, you are to call the Facilities Superintendent, Alan Rocco, at extension 658 or 719-289-4024 or Facilities Manager, Frank Nash, at extension 628, or the Facilities Staff phone at extension 657. 
The first and primary concern when faced with any emergency is to call 911.  It is extremely important that staff or volunteers DO NOT clean up the area themselves.  The contaminated area should be contained with cones or caution tape in some manner to prevent others from coming into contact with bodily fluids until Facilities can properly clean and sanitize the area.  The Facilities Department has someone on call at all times who is trained to safely manage bodily fluids.
CONFIDENTIAL INFORMATION:

The protection of confidential business information including patron information is vital to the interests and the success of PCCLD. Such confidential information includes, but is not limited to, the following examples: 

· Customer information 

· Personnel matters 

It is important that all volunteers understand the legal basis for the confidentiality of customer records. 

The Colorado Revised Statutes, section 24-90-119 states: 

A publicly supported library shall not disclose any record or other information which identifies a person as having requested or obtained specific materials or service or as otherwise having used the library. 

All volunteers are advised not to discuss or provide any information about library customers to anyone other than library staff & the customers themselves. If you are asked to do so, please inform a library manager.  

DRESS CODE:

Volunteers should follow the same guidelines as employees when it comes to appearance and dress code.
· Each Friday, Saturday and Sunday are designated casual days.
Examples of acceptable casual business wear include: 
· Jeans 

· Casual dresses and skirts 

· Casual shirts and blouses 

· Golf shirts 
· Athletic shoes 

· Dress sandals (no flip flops)
· T-shirts (plain or with acceptable slogans/descriptions only) 

Examples of inappropriate clothing items that should not be worn on casual days include: 
· Sweatpants 

· Tank tops 

· Visible undergarments 

· Swim shoes or slippers 

· Flip Flops

· Sleeping apparel 

· Shorts 

· Mini-skirts 
Volunteers who report to work in violation of these guidelines may be required to return home and change clothes.

SOLICITATIONS:

PCCLD recognizes that volunteers may have interests in events and organizations outside their normal volunteer tasks.  However, volunteers may not solicit or distribute literature concerning these activities while working during volunteer time. (Volunteer time does not include lunch periods, work breaks, or any other periods in which volunteers are not on duty.) 
Thank you for volunteering at the Pueblo City-County Library District!
Blank Page.
As a volunteer, I agree to uphold the guidelines in this handbook as well as:
· Fulfill the duties outlined in my assignment in a professional manner, not taking on the duties of staff.

· Notifying my Volunteer Supervisor or Coordinator as soon as possible when I am sick or unable to make a volunteer shift.

· Complying with established Library District rules, procedures and practices, including following the dress code and behaving in an appropriate, professional manner in the library at all times.

· Taking pride in the role of being a PCCLD Volunteer by serving the community in a friendly and respectful manner.
· Contributing to a mutually cooperative working relationship with staff and other volunteers. 
	ACKNOWLEDGEMENT OF RECEIPT OF VOLUNTEER HANDBOOK AND       CONFIDENTIALITY AGREEMENT:

I have received a copy of the Pueblo City-County Library District Volunteer Handbook.  I understand that I am to become familiar with its contents as it outlines my responsibilities and organizational guidelines.

SIGNATURE: _____________________________________________DATE: _____________

Printed Name: __​_________________________________________________________________

Branch assigned to: _______________________________________________________________
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