GAvese Clinton-Macomb Public Library (CMPL)
[ Fseary Community Service Application & Agreement

This application is only for persons requesting a specific and limited number of community service hours. Incomplete

applications will not be responded to or processed. Please note the following requirements:

1. Applicants must be residents of Clinton Township or Macomb Township with a valid CMPL card in good standing;
Applicants are responsible to personally complete the application and make contact.

2. Court ordered service applicants must attach a copy of the court record/order that cleatly states the court
address, probation officer name and contact information, number of hours required, date by which service hours
must be completed and written court disclosure of the offense. Applications received without this documentation
will not be responded to or processed.

3. After a properly completed application is received, a response will be given within 10-14 days. If accepted, you are
responsible to keep your own record of all services dates, as well as to use the library’s sign in-sign out sheets.
Service hour verification may take up to 10 days and, therefore, must be requested in advance.

4. Typical projects include general cleaning of collection items, fixtures and library grounds.

5. Applicants under age 14 must be accompanied by a parent or legal guardian during all service hours.

0. Failure to perform project duties or to comply with the service schedule set by library staff and general library
policies may result in immediate termination of community service.

Applicant Name

Address

City Zip Code
Phone Email

Library Card Number Age if under 18
Number of service hours required Service Deadline

Reason for Service (circle one): Court Ordered ~ School — Other

Organization Requiring Service

Preferred Service Location(s): Main Library (40900 Romeo Plank)  North Branch (16800 24 Mile Rd)
South Branch (35891 Gratiot)

I understand and accept the terms and conditions for community service and scheduling as described here
and in CMPL Personnel Policy No. 33.

Applicant signature Date

Parent or Legal Guardian Signature if under 18 Date

Submit to: Attention: Phyllis Elam, Volunteer Coordinator, Clinton-Macomb Public Library, 40900 Romeo Plank Road,
Clinton Township, MI 48038 pelam@cmpl.org fax 586 226-5008
Staff Use Only:  Assigned Facility: CMM CMN CMS

Library Supervisor’s Name(s)
Beginning Service Date Ending Service Date
Scheduled Shift(s)
Notes and comments by Library Supervisor or Staff:




Volunteer Policy
1. CMPL has established a volunteer program that strives to reach a
maximum level of public service to the community. Volunteers give
support services to paid staff and provide assistance with special,
unusual or supplemental services and tasks that further the library’s
mission.
2. The library director shall designate a volunteer coordinator to over-
see the volunteer program. The volunteer coordinator may enlist other
CMPL staff or volunteers to assist in volunteer training and volunteer
program administration.
3. Library volunteers with the Clinton-Macomb Public Library (CMPL)
are identified as persons who regularly perform duties or tasks for the
library for a period of six months or longer without wages or benefits
other than Workers” Compensation. Community service workers who
are requesting a limited or specific number of service hours shall serve
under the same guidelines as all CMPL volunteers. The Friends of
the Library volunteers are governed by their own policies and bylaws
and, as such, are not regulated by this personnel policy. Any conflicts
between the policies or practices of the Friends and CMPL will be
resolved by the library director and the Friends Board.
4. Applicants, who must be age 12 or older with a valid CMPL card
will complete one of the following applications and submit it to the
volunteer coordinator:
A. CMPL Volunteer Application & Agreement — For those request-
ing to serve as a library volunteer for at least six months and, typi-
cally, at least once each week for two to four hours. Specific terms of
service may depend on the area of volunteer interest.
B. CMPL Community Service Application & Agreement — For those
requesting a limited or particular number of service hours to satisfy
a specific obligation, such as a court order, school honors program
of service organization requirement. Community service applicants
must be residents of either Clinton or Macomb Township.
5. Persons under 18 years of age must have written permission from a
parent or legal guardian to serve in any volunteer or community service
capacity with CMPL. Any volunteers under the age of 14 must be ac-
companied by a parent or legal guardian at all times during volunteer
orientation or service hours.
6. If there is no suitable volunteer service match with the applicant’s
skills and interests or location, schedule and transportation requests the
applicant will be notified. The application will be kept on file for one
year and the applicant will be contacted if there is an appropriate open-
ing during that time.
7. Volunteers and community service workers must have a valid resi-
dent or guest library card in good standing,
8. When CMPL accepts a volunteer’s offer of service per application,
volunteers will be required to attend an orientation session. Community
service applicants may be exempt from formal orientation attendance.
At an orientation the volunteer coordinator will:
A. Supply an orientation packet and name tag.
B. Review the volunteer policy.
C. Provide instruction about sign-in and sign-out procedures.
D. Conduct a tour of the library with introduction to library staff at
that time.
E. Review duties and confirm volunteer commitment.
F. Discuss personal and building safety matters.
G. Specify appropriate responses to other library customers.
H. Initiate or schedule training as needed and define task responsi-
bilities.

9. Volunteers and community service workers are recognized by the
public as representatives of CMPL and shall be guided by the same
work and behavior code as CMPL employees. This will include, but not
be limited to:
A. Dress and grooming appropriate for a business environment and
tasks assigned.
B. Name tags worn at all times while volunteering in the library.
C. Adherence to sign-in and sign-out procedures with advance notice
to the volunteer coordinator or designee in the event of absence or
lateness for a scheduled time.
D. Courteous and proper interaction with other library custom-
ers. All customer questions other than directional (Where are the
restrooms? Where is the computer lab? etc.) should be referred to a
library staff member.
E. Responsibility for updating personal data (such as change of ad-
dress, telephone number or emergency contact information) with the
volunteer coordinator.
I. Observance of the library’s drug free workplace status. Use of
alcohol, illegal drugs or tobacco products in the library is prohibited
as is the abuse of drugs or alcohol or reporting for service under the
influence of these substances.
G. Immediately reporting to a library staff supervisor any occurrence
of injury, minor or serious. If any assignment appears to cause physi-
cal discomfort or could lead to personal injury, the volunteer should,
without delay, report this to the volunteer coordinator or the staff
supervisor in the assignment area.
H. Harassment or improper advances toward another person in the
library or on library grounds is strictly prohibited. This includes un-
reasonably interfering with anyone’s work or creating an intimidating,
hostile or offensive environment. Any concerns or questions about
the behavior of library customers, staff or other volunteers should
be referred or addressed to staff supervision or the volunteer coor-
dinator. Under no circumstances should a volunteer or community
service worker initiate a confrontation with CMPL customers, staff
or other volunteers.
I. Volunteers and community service workers are not allowed to sit
at staff public workstations or use staff computers unless specifically
assigned to an area by the volunteer coordinator or a staff supervi-
sof.
J. Personal telephone calls are prohibited except in the case of an
emergency and then must be kept brief and not made at a public
desk. Long distance calls are not allowed.
K. Libraty owned equipment, such as copiets/printers, fax machines,
computers, puppets, supplies, etc. are for library use only and may
not be used for personal business. No equipment or material should
be removed from CMPL without prior submission of a written
request by the volunteer and prior written approval from the library
director, volunteer coordinator or staff supervisor.
L. All transactions between library customers, staff and/ot volun-
teers and community service workers are completely confidential.
This includes any information about materials a customer has looked
at, asked for, requested or checked out, as well as questions asked by
CMPL customers.
10. Volunteers may participate in a regular evaluation process in a for-
mal or informal manner, written or verbal. Volunteers and community
service workers serve under an at-will status and may be discharged
with or without cause or notice by the library director or volunteer
coordinator.
11. Volunteers and community service workers who wish to end their
tenure with CMPL should notify the volunteer coordinator about the
decision and the effective date. Volunteers and community service
workers may be asked to participate in an exit interview. Volunteer and
community service worker files will be retained for two years.



