North Branch Volunteer Tasks
Staff may have other tasks first, then use this to fill the rest of the volunteer shift
For Any volunteers
Kids Room
· Disinfect toys in kid’s room
· Copy coloring pages in kids craft area when low. Recycle used pages.
· Check stock and status of kid’s craft.
· Sort through crayons and discard unusable ones. Sharpen colored pencils. Make sure caps are on glue sticks and markers.
· Organize board books
· Pick up toys – check puzzles for correct pieces, make sure storytime area is neat unless items are in use. 
General Library Tasks
· Face books/straighten up shelves.
· Take recycling to recycling bin in trash corral. Break down boxes if necessary.
· Sharpen pencils at each patron computer and at each catalog computer. Cut and restock scrap paper for catalog computers.
· Refill Friends of the Library book sale shelves
· Wipe spots on book spines that may be sticky from new stickers.
· There are three bins around the library for people to return items they use in the library. Also, if there are books in other places (on tables or chairs or in the wrong place in the kids room) please have staff count those for internal use. 
· Please let staff know if magazines or reference materials are used in the library.
· Disinfect computer keyboards and monitors.
· Check that forms and brochures are stocked at the front desk and the computer self-serve area.
· Check community bulletin board – take down any flyers that are past their date of event or past the stamped date on the posting.
· Pull new books at the end of the month. Remove stickers and give books to staff for shelving.
· Stamp books for the transit center
· Check paperback exchange and puzzle exchange and stock if necessary.
· Make sure the puzzle table looks good – check for dropped pieces or start a new puzzle if needed.
· If needed: Windex doors and windows, wipe windowsills, dust tops of shelves, use magic eraser on scuffs on floors/cabinets/shelves. 
· Weather permitting: Walk around outside and pick up any trash or debris.
For those who have passed their shelving test
· Shelve books, DVDs, audiobooks, and anything else on the shelving cart.
· Childrens (E) books have new stickers on the front cover, not on the spine. Double check that they are in the correct place when shelving or organizing books. 
· Shelf read throughout whole library – check in with staff on the status of shelf reading checklist.
· Clean out the free magazine bin – discard old, ripped, or torn copies.
· Check displays, refill empty spots.
· Ask staff if there is a “missing” or “in transit list” of books to look for on the shelves.
