
West Bend Community Memorial Library 
Summer Reading Program 

TEEN VOLUNTEER MANUAL 
 

Volunteer Requirements:  

 Going into grades 7-12 

 Willing to volunteer a minimum of 10 hours between start and end of Summer Reading 

 Cheerful attitude toward kids, families, and library staff 

 Complete Teen Volunteer Application (available at the library and on the library’s website) including 
contract and release form 

 Attend information session OR a one-on-one meeting with the teen volunteer coordinator 

 Be on time for scheduled shifts (let us know ASAP if you can’t make it) 

 An email address that the volunteer or a responsible adult checks once per day 
 
Important Info: 
 
West Bend Community Memorial Library – where the magic happens 

 630 Poplar St. West Bend, WI 53095 

 262-335-5151 

 http://westbendlibrary.org  

 https://www.facebook.com/WestBendCommunityMemorialLibrary/  
 
Library Hours:  
Monday-Thursday 9 a.m. – 9 p.m. 
Friday 9 a.m. – 6 p.m. 
Saturday 9 a.m. – 1 p.m. 

 
Hannah Kane – teen librarian/teen volunteer coordinator, should be your first point of contact. 

 hkane@west-bendlibrary.org 

 262-335-5151 x 5235 

 Typically at the library Monday, Tuesday, Thursday and Friday 9-5:30, Wednesday 1-9 p.m. 
 

Terika Koch – children’s librarian, kind of a big deal. Contact Terika if Hannah is unavailable. 

 tkoch@west-bendlibrary.org 

 262-335-5151 x 5253 
 
Email is the best way to get in touch with librarians, as we are often at a desk or running around. If you can’t 
reach us at our office extension, please use extension 5152 to reach the reference desk librarian. This is also 
why it’s SUPER important to give us as much notice as possible if you need the schedule to change. 
 
Acronyms 

SRP = Summer Reading Program  TT = Teen Tuesday 
RB = Reading Booth    WW = Wild Wednesday 
RR = Read with Rover    FN = Family Night 
FF = Friday Fun    ST = Storytime    TB = Task Binder 

 
 

http://westbendlibrary.org/
https://www.facebook.com/WestBendCommunityMemorialLibrary/
mailto:hkane@west-bendlibrary.org
mailto:tkoch@west-bendlibrary.org


How the Summer Reading Program Works 
 
Any youth can participate, including volunteers! We accept readers from newborn babies to students entering 
their senior year of high school. We separate them into the following groups, each with different reading 
requirements: 
 

 Preschool = babies, kids who aren’t yet in kindergarten 

 Elementary = kids in grades 1-4 next fall 

 Middle school = those in grades 5-6 next fall 

 High school = those in grades 7-12 next fall 
 

Each group has a different color registration form, with a reading folder in a corresponding color. Every reader 
fills out a registration form at the Reading Booth. Kids do not need to be present in order to register but 
someone (grandparent, parent, sibling, neighbor, daycare provider, etc.) MUST be present to register them. 
We cannot do registration over the phone or via email, and registration forms remain at the library. 
 
Once registered, each reader gets a reading folder in the same color as their registration form. Have each 
reader put their name and phone number at the top of the front page of the folder. Inside each folder is an 
array of pictures; each represents 15 minutes of reading. Kids can read independently – books, ebooks, 
comics, graphic novels, manga, newspapers, magazines, fanfiction – listen to audiobooks, or have books read 
aloud to them. Those all count!  
 
For every 15 minutes they read, they color in a shape. Once they finish a section and have an adult sign their 
folder, they can bring their folder back in for a prize. Each section gets the reader a coupon or gift certificate to 
a local business (different sections = different rewards), plus a treasure box prize and a voting bead. Readers 
can then use the beads to vote for which stunt they would like to see the youth librarians (Hannah and Terika) 
perform at the end of the summer. IF WE GET 2000 UNIQUE READERS REGISTERED THIS SUMMER, WE WILL 
PERFORM TWO STUNTS!!!  
 
Once the folders are completely filled out, they get turned in one final time and stay at the library. We keep 
finished folders to keep track of how many total hours everyone reads. The reader then receives a paper 
cutout to put on the Wall of Fame, and may pick a book off the prize cart to take home.  
 
Readers can continue to read beyond the number of hours in their reading folder by picking up extra sheets at 
the reading booth. Completed extra sheets are also kept at the library, and the reader receives extra voting 
beads. There is no limit to how many extra sheets someone can fill out! However, readers can only sign up 
once. If someone tries to sign up more than once, encourage them to pick up some extra sheets instead. If you 
notice a duplicate registration, let Hannah know. 
 
We have summer reading for all ages! Adult Summer Reading is a little different than the program for kids and 
teens, and it’s run from the Reference Desk upstairs. If people have questions about Adult SRP, send them to 
the librarian at the desk.  
 
 
 
 
 
 



What Happens At Your Volunteer Shift 
 

 BE ON TIME!! Early is on time, on time is late, and late is not acceptable! If you’re not there for your 
shift, Hannah will contact your parent/guardian to make sure you are okay. As you may have noticed, 
Hannah is super chill, and prefers not to have to worry (PLEASE DO NOT MAKE ME WORRY!) Two no-
call, no-show shifts and we’ll find someone to cover your shifts for the rest of the summer.  

 Sign in!! The Summer Volunteer Binder is located at the Information Desk. Record your name and the 
number of hours you’re staying. At the end of the summer, Hannah tallies up these hours – not the 
ones on the schedule, but the ones you were actually here for – to get a final count. This count goes on 
a certificate to prove you volunteered, so you want to keep the count as accurate as possible! 

 Wear a nametag!! Nametags are available inside the Summer Volunteer Binder. If you notice we are 
running low on nametags, let Hannah (or another librarian if Hannah is unavailable) know right away. 

 
Reading Booth Volunteering 

 
You’ll be scheduled with one other person for your reading booth shift. Available shifts are: 

 Mondays – Thursdays 
o 9:00 a.m. – noon 
o Noon – 3:00 p.m. 
o 3:00 p.m. – 6:00 p.m. 
o 6:00 p.m. – 8:00 p.m. 

 Fridays 
o 9:00 a.m. – noon 
o Noon – 3:00 p.m. 
o 3:00 p.m. – 6:00 p.m.*  

 
The Reading Booth opens at 9:15 a.m. Opening volunteers will retrieve the prize and supply carts from the 
back (by Hannah’s office) before opening the booth. Closing volunteers can start putting everything away 
(back by Hannah’s office) 15 minutes before the end of their shift. *The library closes at 6 on Friday, so plan 
accordingly! 
 
Registration begins after the West Bend School District finishes school for the summer. The first week is our 
busiest time, and we often have lines of families waiting to register. You’re probably the first person people 
see when they walk in, so smile!  
When a family or reader approaches the Reading Booth, here’s what you do! 

 Ask each non-adult, “What grade are you going into this fall?” or, “have you finished K-5 
Kindergarten?” (You might be directing these questions to parents. That’s fine.) 

 Hand them the grade/age appropriate registration form. We NEED to be able to read these! If the kids 
can’t write yet, or their writing is not clear, PLEASE have an adult fill out their form. If you can’t read 
something, please ask!  

 Have them fill out the form – first and last name, phone number, age/grade. 

 File the form ALPHABETICALLY in the box. 

 Hand the reader a folder that’s the same color as the registration form they just filled out. Walk them 
through the folder, explaining the shapes, the sections, and the prizes as outlined above. Even if 
they’ve done the program before, it changes a little bit every year! 

 Encourage the family to visit our Program Table for information about various events, contests, etc. 

 “Happy reading!” 



 
Checking Folders: Once kids are registered and reading, they can return to the library to have their folders 
checked and receive prizes. There are no restrictions to how often they can come in to collect prizes, or how 
many sections they can have completed per visit – so basically, they could come in with the whole thing filled 
in, or just one section, or anywhere in between.  
 
At the reading booth, there will be stamps and ink available. Stamp their folder to indicate they’ve received 
the prize for that section. There will be a list at the booth explaining which prizes correspond with which 
sections. Hand out the appropriate prize, then hand the folder back and encourage them to keep reading 
(UNLESS IT’S TOTALLY COMPLETED, then keep it).  
 
Finished Reading Folders stay at the library. We keep track of every single minute read over the summer, so 
we can tell everyone how awesome our community is. When someone brings in a completed folder, do the 
following: 

 File the folder alphabetically in the box 

 Offer the reader an extra sheet to keep reading/earning stunt votes 

 Give the reader a paper cutout to put on the Wall of Fame. Have the reader write their name on the 
cutout, then spread glue on the back and let them pick a spot on the Wall.  

 
Miscellaneous Reading Booth Things  

 Inventory is important! If there’s a lull, see if anything is running low. It’s extremely inconvenient to 
have families lined up, and be out of something. Please restock anything you can. There’s a table 
behind Hannah’s office (through the Business Office) with extra supplies of prizes, coupons, forms and 
folders. We keep an eye on these, but if you take the last of something or notice something is running 
low, NOTIFY HANNAH OR TERIKA IMMEDIATELY, either in person, by email, or by telling the librarian at 
the desk. (If we’re not available and you send a robot with a holographic image of yourself saying “Help 
us, Hannah-wan Kaneobi, you’re our only hope, we will be EXTREMELY impressed.) 

 You are welcome to bring a book or another quiet project (craft, puzzle, etc.) to work on, with the 
understanding that you put them down immediately when someone approaches the booth. However, 
phones and electronic games are NOT allowed. This is a professional courtesy. If a librarian has to ask 
you to put your phone or game away, they will report back to Hannah. If it is an ongoing issue, we may 
find someone else to cover your shifts for the summer. 

 Reading Booth volunteers are our MVPs. Please be a little early so the people you’re relieving know 
they’ll be able to leave on time. If someone doesn’t show up for their scheduled shift tell Hannah (or 
Terika, or another librarian). If someone doesn’t show and you need to leave, let us know and we’ll 
cover it. Once again, two no-call no-show shifts and you’ll be disqualified from volunteering. 

 

Weekly Program Volunteering 
 
DON’T FORGET TO SIGN IN AND GRAB A NAMETAG! The times you’re scheduled for are a little longer than the 
programs themselves, so we can set up and tear down. These can be heavy on the kid interaction, so come 
with an awesome upbeat attitude! 
 
Read with Rover happens on Monday mornings from 9:15 – 10:45 and Monday afternoons from 3:00 – 4:30. 
Volunteers from the Washington County Humane Society come in with therapy dogs. Kids can sign up in 
advance for a 15-minute time slot during these hours. Your job as a Read with Rover volunteer is to keep track 
of who shows up. Find the kid who’s registered and have them ready to go when it’s their time, to keep the 
program running smoothly. If someone does not show up, make a note for Hannah. If there’s a no-show or 



nobody’s signed up for a certain time slot, you can ask the kids playing in the children’s area if they would like 
to read to the dog. (None of the dogs are actually named Rover, but they are all extremely good dogs.) 
 
Storytimes happen every week. Preschool storytime volunteers show up at 9:30 on Tuesdays and Wednesdays 
and stay until 11; baby storytime volunteers get here right at 9:00 on Wednesdays to help get things ready. 
Preschool storytime involves setting up crafts, helping Terika with any props, taking a headcount, and telling 
kids how awesome their projects are. Baby storytime mostly involves taking a headcount and helping Terika 
set out and clean up toys. 
 
Teen Tuesdays 4:00-6:00 p.m. each week. Some involve setting up the projector, some involve setting out 
craft supplies, some involve very little effort at all. 
 
Wild Wednesdays 1:00-4:00 p.m. each week. Help Terika set up, run program, take a headcount, clean up. 
 
Family Nights Weekly on Thursday. This involves moving furniture, potentially helping performers carry things 
and set up, keeping a headcount, and putting furniture back when the program is over. Everything happens 
under Terika’s direction. Times vary. Between setup and teardown, volunteers may elect to work on the task 
binder, leave and come back, or hang out at the library. 
 
Friday Fun 12:30-2:30 Fridays. Help Terika set up, run program, take a headcount, clean up. 
 

Task Binder Volunteering 
 

The Task Binder lives at the Information Desk and is full of projects for volunteers to work on. These projects 
can be done anytime, so the hours are very flexible, but we NEED to know IN ADVANCE that you’re coming in, 
so we’re ready. Projects might include: preparing for future programs, slicing fliers/other library materials, 
counting, alphabetizing, shelf reading (making sure books on shelves are in order), data entry, light cleaning, 
putting recently returned books on carts, making die cuts, etc.  
 
When you come for your task binder shift, SIGN IN AND GRAB A NAMETAG, then check the task binder and get 
started with whatever you need to do independently. Once that task is complete, cross it off the list, and move 
on to the next item. You can leave whenever your scheduled time is up, or when you finish all the tasks listed. 
IF YOU’VE DONE EVERYTHING IN THE TASK BINDER, PLEASE LET HANNAH KNOW. There is almost always 
something to do!  

*** 

Questions? Comments? Concerns? CONTACT HANNAH ASAP!  
 
The rest of this manual includes a copy of the Teen Volunteer Contract for your records, and a sample of the 
schedule. A live version of the calendar is available online. Each week, Hannah sends an updated schedule 
email. IF YOU DON’T EMAIL HANNAH FOR A SCHEDULE CHANGE, YOUR SCHEDULE WILL NOT CHANGE. In the 
weekly email, Hannah highlights any upcoming openings or new opportunities to volunteer. Open shifts are 
first come, first serve, and if you respond saying you can work a shift, Hannah will confirm with you ASAP. 

 
 
 

 
***The next two pages are copies of the Teen Volunteer Contract and the Volunteer Release,  

for your records ONLY. No need to fill them in.*** 



(required before volunteer may start) 

 

The West Bend Community Memorial Library has developed a program for area teens to volunteer.  Teen 

volunteers provide assistance with various tasks and events at the library. Teen Volunteers are positive 

examples for younger patrons and encourage library usage and a love of reading. Before beginning their service, 

Teen Volunteers must sign this Student Volunteer Contract. 

 

As a Teen Volunteer at the West Bend Library, I, _____________________________, agree to the following: 

1. I will arrive on time and notify a staff member I am here. If I am unable to do this I will call the Library 

(262-335-5151) and notify a staff member. 

2. I will remain at my post until my time slot has ended (except for restroom breaks) unless the librarian 

has asked me to do another task. 

3. I will email Hannah if I need to make changes in my schedule. 

4. I will perform my duties as assigned in a pleasant manner. If I have any questions about what I am 

supposed to do, I will ask a staff member. 

5. I will refer patrons to the librarian on duty when questions arise that are not directly related to my job.  

6. I will be courteous and respectful to the library patrons, staff and other volunteers at all times. 

7. I will use the phone only with the permission of a staff member. 

8. I will NOT eat food while on duty.  

9. I will wear a volunteer nametag on the front of my shirt where people can see it when I am working. 

10. I will wear appropriate attire to the library (no bathing suits, bare midriffs, short-shorts/skirts, clothing 

with offensive or threatening messages – basically school-appropriate; see Hannah with questions). 

11. I will focus on my assignment while working. I will keep socializing to a minimum. Out of town visitors 

and friends are welcome to use the library but may not participate as volunteers unless they’ve 

completed the application and training requirements. 

12. I will not use electronic equipment while on duty, including text messaging, listening to music or 

playing games. 

13. I will keep my cell phone in my pocket on vibrate and will not make or receive any calls that are not 

emergencies. 

14. I certify that the information included in this application is true and complete to the best of my 

knowledge. Any false information may result in the termination of volunteering at the library. 

15. I understand that it is highly important for the library to protect the privacy of patrons who use its 

services and facility. I agree to treat any private information with the highest possible integrity and 

respect. 

16. This application does not serve as an employment contract between the West Bend Community 

Memorial Library, the City of West Bend, and the volunteer. I understand that I will not be paid for my 

services as a volunteer, and I am giving my time freely to the library. 

17. I will never complain that I am bored. 
 

 

 

__________________________________________________   __________________________ 

Volunteer Signature                          Date 

 

 

 

__________________________________________________   __________________________ 

Parent/Guardian/Responsible Grownup Signature   Date 

 



VOLUNTEER RELEASE 
 

 
This person named on this form wishes to participate in volunteering at the  
West Bend Library. 
 
The City of West Bend and its employees wish to ensure to the fullest extent possible that they are not 
sued or held liable for injuries sustained by the participants.  I make this release and agreement on my 
behalf, and on behalf of anyone who would be able to sue if I were injured while using, attending or 
participating in activities.  In return for being allowed to participate in volunteering; 

 

I agree and acknowledge as follows: 

 
1. I assume all risk by participating in volunteering at the library; 
2. I release the City of West Bend and its employees from any and all claims,                      

including negligence claims and claims relating to personal injury or property, arising out of my 
participating in volunteering, except I do not release reckless or intentional tort claims; 

3. I have carefully read this document and understand it.  With knowledge of the risks involved and 
the rights that I give up, I waive the rights I might otherwise have, and I freely sign this 
document. 

 
Date Signed:         ________________ 

 
Volunteer Name (please print):       ___________ 

 

Volunteer Signature:         ____
 

 

Parent/Guardian Signature:         _____ 

 
 
If Participant is under 18 years old then:   
 
1. Signature of Parent or guardian also required, and 
2. The word "I" used above means "I and my parent/guardian.")  
 
 
 
 
 

 
 

 

West Bend Community Memorial Library 

630 Poplar. St. West Bend, WI 53095 

262-335-5151 | westbendlibrary.org 

facebook.com/WestBendCommunityMemorialLi

brary 



Each week, Hannah will email volunteers with the schedule for the rest of the summer, updated to reflect any shift 

changes, open shifts, and new volunteer opportunities. Once you’re scheduled for a shift, that WILL NOT change unless 

you’ve asked for changes. The schedule is also hosted on Google Calendar, which reflects changes in real time. Here’s 

what a schedule looks like: 

 

 


