
Summer volunteering 
officially begins 
Saturday, June 16th 
and ends Saturday, 
August 18th.

Teen Summer Volunteer Info Sheet
Summer Volunteering is, quite frankly, the best part of the summer at Hartland’s Cromaine Library. Teen 
Volunteers will meet new friends, help the community, learn valuable skills, and have a blast doing it! 
Volunteering gives teens the chance to build skills necessary for the workplace so we expect them to be 
independently responsible for every aspect of their experience. Volunteers are expected to check their 
email often. This is the main form of communication because it is the most efficient way to reach dozens of 
volunteers at one time. Teen volunteers must be going into 8th grade or higher (college students not included, 
sorry!). Even if you have volunteered before, you must fill out a new application at the start of each season.

If you wish to 
volunteer, applications 

will be accepted beginning Wednesday, May 
1st. Please fill out the attached application 
(keep this info sheet) and return by Monday, 
June 11 at 9pm*. You will receive an email to 
verify that your application was received.

applications

All volunteers are REQUIRED to complete three training 
sessions. These sessions are designed so that the 

volunteer will learn how volunteering works at Cromaine, what is expected of them, and what they can 
expect from the library and the librarians. Volunteers will be trained on how to accomplish many of the 
tasks they will be doing on a day-to-day basis. New volunteers and returning veterans are all expected 
to attend all sessions. Veterans who have volunteered for more than 4 sessions may be asked to help 
with training newer volunteers (Carolyn will contact them with more specifics in early June). Failure to 
complete the training sessions will result in the loss of your volunteer spot. If you decide after the training 
sessions that volunteering is not for you, or that your schedule is too full this summer, please let Carolyn 
know immediately so that someone else may volunteer.

Volunteers 
must know their 

summer schedule. Please write 
down the dates and times you:
- will be on vacation or at camp
- have practices for summer/fall 
sports
- will (not) have a ride to the library
- work or have other obligations

schedule

dates

Volunteers will sign up for the 
programs, days and times they wish to 

help, known as “volunteer slots,” using Sign Up Genius. An email 
with the link to the SRC Volunteer Sign Up Genius account will be 
sent to all volunteers who complete training on Thursday, June 21st 
at noon. The later you sign up for slots after the link is sent out, the 
fewer choices you will have. If you have not signed up for a slot 
before July 1, we will assume you are not volunteering this summer 
and your spot will be given to someone else. We will discuss 
signing up for slots and using Sign Up Genius much more in depth 
during volunteer training.

volunteer slots

If you have 
any questions 

about volunteering before the 
training sessions, please contact 
Carolyn at cmccullough@
cromaine.org or (810) 632-
5200.

questions?

*While late applications may be accepted until June 16th, there is NO GUARANTEE there will be spots available. There will be a wait list 
that is first come, first served to fill needed open slots or replace any volunteers who leave. No applications will be accepted after June 16th 
regardless of circumstances. You will have to wait until August to apply for School-Year Volunteering. 

volunteer training sessions
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TEEN



- Help out your community
- Looks great on job 
resumes
- Looks great on college 
applications
- Letters of recommendation
- Recognition
- New Scholarships (for 
Seniors only)

Benefits of 
Volunteering:

- Please treat library staff, patrons, and your volunteer job with respect. Consider the library staff, 
particularly the youth librarians, as your bosses.
- If you will be late or cannot make it in, please call the library as soon as possible.
- Let us know the days you will be on vacation so you will not be scheduled.
- There is a “three strike” policy. After the first offense, you will receive a warning. A second offense 
will require a talk with Carolyn and the Youth Department Manager. After the third offense, you will be 
removed as a volunteer. Offenses include but are not limited to: a patron, volunteer or staff member 
complains about your behavior, rudeness, being unhelpful and/or unwilling to participate. While this 
sounds very scary, we have not removed anyone due to the extremely high levels of awesome typically 
found in our teen volunteers.

Treat Summer Volunteering Like a Job

- Be professional, courteous, punctual, and kind.
- Come ready to assist patrons and staff, not socialize. 
It’s fine to talk and work at the same time when you 
are completing most tasks as long as it does not 
interfere with your work.

- Eat your snack before or after your shift, not during (except special 
programs that require a lunch/dinner break). 
Feel free to make use of the Volunteer Snack 
Cupboard, just make sure you don’t bring your 
food into public areas. 
- If you have any problems, are unsure of the 
requirements for a task, or need help, please talk 
to a librarian.

- Help kids during programs 
- Time commitment depends 
on the program
- Can choose the programs 
you want to volunteer for
- Can volunteer as often as 
desired
- Advantages: more flexibility 
with your schedule, perfect 
for people who prefer to 
work directly with kids
- Disadvantages: schedule 
can be erratic

Programs

Three Types of Volunteers
- Make crafts ready for kids 
programs
- Help run weekly craft station
- Make artwork for Youth Room 
and programs
- Volunteering on a weekly basis 
encouraged but not required
- Advantages: more consistency 
in schedule, flexibility on 
whether or not you want to work 
with kids
- Disadvantages: not as much 
flexibility in schedule

Artists & Craft Prep

- Organize books on bookcarts
- Shelve picture books
- Find books for librarians
- Keep track of reading statistics by grade
- Help keep Youth Room neat
- Volunteering on a weekly basis highly 
encouraged
- Advantages: perfect for those who don’t want 
to work with kids, perfect for people who love 
organization, more consistency in schedule
- Disadvantages: not as much flexibility with 
scheduling

Page Assistants

When You 
Are at the 
Library…

- Think School Dress Code 
(Sleeveless shirts are fine!)
- No inappropriate slogans 
or images (you will work in 
the youth room)
- Flip flops and open toed 
shoes can be dangerous-
wear at your own risk!

Dress Code:
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