Mattapoisett Free Public Library

7 Barstow Street, P. O. Box 475

Mattapoisett, MA 02739

508-758-4171
Volunteer Handbook
The Mattapoisett Free Public Library welcomes you as a volunteer.  This information has been compiled to acquaint you with library policy and volunteer procedures. It also presents your responsibilities and lets you know the library’s responsibilities to you.

We hope your volunteer service is rewarding and enjoyable!

Mattapoisett Free Public Library
Policies and Procedures
Library volunteers are people who wish to assist the library staff by undertaking tasks they are willing to do without pay.  These enthusiastic volunteers are highly valued for the range of skills they bring to the program and the facility, the collections, equipment, and services to the public.  

Volunteers are critical to the safe and efficient functioning of the library. To that end, professional best practices will be implemented in accordance with town policies and procedures. 
The Volunteer Program is under the direction of the Library Director.  Policies are approved by the Library’s Board of Trustees. The staff will take time to match each person with the appropriate tasks so that the work will be helpful and enjoyable.  Training and supervision will be provided by the library staff.   
Volunteers will be subject to CORI background checks and all applications will be reviewed by the Library Director.
Volunteers and staff work together to provide the best library service to the entire community, guests and other patrons.  To ensure that this relationship is maintained for the benefit of all parties, periodic review and evaluation of the volunteer program will be undertaken by the Library Director.




Volunteer Procedures

1. Record the date and hours you worked in the sign-in book at the Circulation Desk.

2. You are encouraged to use a locker in the staff lounge for your belongings.  A lock will be provided.
3. Please wear your Volunteer Badge when you are here.  It is important for patrons and guests to know that you are donating your time and efforts to the library.  It will also help to know that you are not a visitor but are performing work on behalf of the library staff. 
4. The staff values your time and your service, and the functioning of the library is enhanced by responsible volunteers.  Time will be dedicated to training you.  It is therefore necessary for you to call the library in advance  if you cannot come at your scheduled time.  Please do not drop in at another time, or send someone in your place.  Should the library schedule change in a way that affects your hours, the staff will contact you.
5. We want your volunteer experience to be pleasant and rewarding.  We will do our best to match you with a task that suits your skills and interests.  Please let the library director know if you wish to change jobs or no longer wish to volunteer.
6. If a patron or guest asks you for help while you are working, please refer him or her to a staff member unless the request is simply for directions to another place in the library.
7. By law, all library patron information is confidential. This includes reading interests, computer work, addresses and other contact information, and reference questions.  Please do not reveal any information to anyone while you are here, or outside the library.  You would expect the same privacy with your questions and preferences.
8. Report any injury to the library staff.  First aid supplies are available. An incident or accident report will need to be filled out.
9. Suggestions from volunteers are welcome! You may use the suggestion box behind the Circulation Desk or speak with the Library Director about your idea or suggestion.  This helps the staff to offer quality, efficient and enjoyable services to the public.

10. Please feel free to ask any questions in order to understand the library better, or to do your work, so you can better enjoy your time at the library!

11. Please remember that you represent the library while you are working. We hope that you, like many of our volunteers, will be an advocate for the library in the community. Please also keep in mind, however, that the library can only be officially represented by the Board of Trustees and staff.  Thank you for your understanding.  
Many, many thanks for your time and interest!
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