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Drafted Jan. 2016 

Volunteer Application 

 

Name:  _________________________________________ 

Address: ________________________________________ 

  ______________________________________ 

Phone: _________________________________________ 

Cell Phone:  ____________________________________ 

Emergency Contact: 

 Name: ____________________________________ 

 Phone: ____________________________________ 

 

Volunteers may assist the Library in a variety of ways, including but not limited to shelving 
books, assisting patrons, checking books in and out, answering the telephone, light cleaning, 
running errands to the post office and City Hall. 

 

 

 

Signature: _______________________________________ 

 

Date: ____________________ 

 



Villisca Public Library Director’s Evaluation Form for Trustees 
 
                                    Date:__________________ 
 
Directions: 

1) Each board member should individually respond to this form. 
2) In responding to the form, board members may refer to the director’s job description, library statistics, service 

report, board minutes, program results or other information sources from the year. 
3) Submit this form to the Board president or Board Committee Chairperson for inclusion in the Summation Form   
4) Any rating of 1 or 2 must include an explanation in the comments section.   

 
Scale: 
      4 = excellent/exceeds criteria   
      3 = satisfactory/meets standards  
      2 = (fair) needs improvement   
      1 = unsatisfactory (did not meet expectation) 
       
Area of Organizational Health Rating 
 
Customer Service & Community Relations 
 1. Level of patron satisfaction 4       3      2    1  
 2. Customer service received by patrons 4       3      2    1    
 3. Consistent application of policies that affect the public  4       3      2    1    
 4. Services are communicated to the public effectively 4       3      2    1    
 5. Working relationships and cooperative arrangements with government officials, 

community groups and organizations 4       3      2    1    

 6. Awareness of community needs 4       3      2    1    
 7. Mechanisms are in place to hear from patrons and the community-at-large 4       3      2    1    
 8. Library is being marketed to the community 4       3      2    1    
 Comments: 

 
CS & CR totals: 4 ___  3 ___   2___  1 ___  

 
Organizational Growth 
 1. The library is making progress on its long-range plan (LRP) 4       3      2    1  
 2. Services to meet the goals and objectives of the LRP are carried out with staff and 

trustee involvement 4       3      2    1    

 3. Goals and objectives are evaluated regularly 4       3      2    1    
 4. Creativity/initiative are demonstrated in creating services/programs 4       3      2    1    
 5. Collection is responsive to community needs 4       3      2    1    
 6. The library is responsive to changes in the community 4       3      2    1    
 7. Staff are aware of library’s long-range plan, policies and activities 4       3      2    1    
 8. There is a working knowledge of significant developments and trends   4       3      2    1    
 9. Building and grounds are kept up and needed repairs/maintenance are done on a 

timely basis 4      3      2    1         

 Comments: 
 
 
 

OG totals: 4 ___    3 ___    2 ___   1 ___ 
 



Administration & Human Resource Management 
 1. Work is effectively assigned, appropriate levels of freedom and authority are 

delegated 4       3       2       1 
 2. Job descriptions are developed; regular performance evaluations are held and 

documented 4       3       2       1 
 3. Personnel policies and state and federal regulations on workplaces and 

employment are effectively implemented 4       3       2       1 
 4. Policies and procedures are in place to maximize volunteer involvement 4       3       2       1 
 5. Staff development and education is encouraged;  4       3       2       1 
 6. Staff understand how their role at the library relates to the mission 4       3       2       1 
 7. Library climate attracts, keeps, and motivates a diverse staff of top quality people 4       3       2       1                 
 Comments: 

 
 

 
A&HRM totals: 4 ___    3 ___    2 ___   1 ___ 

 
Financial Management / Legal Compliance / Fundraising 
 1. Adequate control and accounting of all funds takes place; library uses sound 

financial practices 4       3       2       1 
 2. Budget is prepared with input from staff and trustees; the library operates within 

budget guidelines 4       3       2       1 
 3. Official records and documents are maintained, library is in compliance with 

federal, state and local regulations and reporting requirements (such as annual 
report, payroll withholding and reporting, etc.) 

4       3       2       1 

 4. Positive relationships with government, foundation and corporate funders are in 
place 4       3       2       1 

 5. Positive relationships with individual donors is established 4       3       2       1 
 6. Funds are disbursed in accordance with budget, contract/grant requirements and 

donor designations 4       3       2       1 
 Comments: 

_________________________________________________________________________________________________ 
 
 

FM/LC/F totals: 4 ___    3 ___    2 ___   1 ___ 
 

Board of Trustee relationship 
 1. Appropriate, adequate, and timely information is provided to the board 4      3       2       1 
 2. Support is provided to board committees 4      3       2       1                 
 3. The board is informed on the condition of the organization and all important 

factors influencing it 4      3       2       1 
 4. The board works effectively 4      3       2       1                 
 Comments: 

 
 

BTR totals: 4 ___    3 ___    2 ___   1 ___ 
 
 
Please Write Additional Comments on Back of each page.  
 

[Return this form to the Board President or Board Committee Chairperson for inclusion in the 
Summation Report.] 

 
 
 



 
Summation Totals: 
4______ 
3______ 
2______ 
1______ 
 
 
 
 
 
Director Comments: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
____________________________ _________________ 
Signature of Director                                            Date 
 
________________________________________   _________________________ 
Signature of Board President     Date 
 
 
 
 
  

Director  Agrees:____________Disagrees___________ 
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Employee Performance Evaluation 

Date: ________________________ 

 

Employee:  _______________________________________________________ 

Title:  ____________________________________________________________ 

Each of the evaluation elements should be rated according to the following rating scale: 

4  Exceeds Standard: Clearly and consistently above what is required 

3  Fully Meets Standard: Consistently meets the requirements of the job 

2  Partially Meets Standard: Sometimes acceptable, but not consistent 

1  Unacceptable: Does not meet the minimum requirements 

Enter the number corresponding to the performance level of each evaluation element. 

 

 
Evaluation Elements 

Staff 
Rating 

Director 
Rating 

 
Comments 

Job Knowledge: 
Proficient in skills, methods, and 
knowledge required for position. 

   

Productivity: 
Produces a volume of work acceptable 
compared to expected results. 

   

Quality of Work Produced: 
Work is accurate, neat, and thorough; work 
and behavior exhibits commitment to the 
library. 

   

Initiative: 
Self-motivated – consider amount of 
direction required; seeks improved 
methods and techniques consistent in 
trying to do better. 

   

Use of Time:  
Uses available time wisely – is punctual 
reporting to work, accomplishes required 
work on or ahead of schedule 
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Planning: 
Sets realistic objectives – anticipates and 
prepares for future requirements – 
establishes logical priorities. 

   

Adaptability: 
Employee is able to adjust to a variety of 
situations; maintains flexibility. 

   

Staff Relationship: 
Interacts effectively with coworkers, acts 
as a team player in terms of cooperative 
spirit. Exhibits effective and positive 
communication skills. 

   

Patron Service: 
Manages patron interactions in a polite 
and professional manner. Is proactive, and 
provides excellent patron service; 
anticipates what the patron might need. 
Exhibits effective and positive 
communication skills. 

   

Problem Solving & Decision Making: 
Anticipates and identifies problems. Uses 
logic and sound judgement to solve 
problems and make decisions. Applies and 
works in accordance with policies and 
procedures. 

   

Final evaluation score: add all of your 
ratings and divide by 10 to find your score. 

   

 

Training obtained by this employee during the evaluation period year. 

Title/Subject Hours Type Instructor 
 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

Goals: 
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Describe your progress toward the goals established at your last evaluation (new employees 
skip to next line): 

 

 

 

Goals for next year:  List 3 goals for your work in the coming year. Describe the measurable 
steps you will take to attain each of your goals. 

 

 

 

 

 

Comments: 

Briefly describe any major accomplishments that you feel you have achieved during the 
evaluation period year: 

 

 

 

Briefly describe any frustrations or concerns that you have experienced during the evaluation 
period year: 

 

 

 

 

Any other comments: 



Date 
Shown

Trainer 
Initials TRAINING ITEM Date 

Proficient
Director 
Initials

Employment Paperwork
Receiving Keys/Signing Policy/Contact Info & Email
Tour of Facility:
 Location of Keys
 Security Cameras
 Computers, iPads, and Kindles
 Emergency Exits
 Basement
 Storeroom
 Museum
 Closets
How to Check In:
 Check materials before scanning (Check for condition, missing DVDs, CDs, etc.)
 Scan the item in at the check out computer
 Place items on carts, with attention to new items, ILL items, etc. 
 Items with special handling (holds, damaged, missing components, items from other libraries)
Adding to Daily Library Stats
Shelving: 
 Children's books
 Junior Fiction
 Junior Nonfiction & Junior Biography
 Young Adult
 Christian Fiction
 Adult Fiction
 Large Print Fiction
 Westerns
 Mysteries
 Science Fiction
 Adult Nonfiction
 Large Print Nonfiction
 Adult Biography
 Large Print Biography
Library Policies - Core
 Circulation
 Confidentiality
 Personnel
 Emergency
 Unattended/Safe Child

"DAY 1" Training



Date 
Shown

Trainer 
Initials TRAINING ITEM Date 

Proficient
Director 
Initials

How to Check Out:
 Scan the library card
 Scan each item, one at a time
 How to collect a fine
 How to add/delete a note
 How to add a fine
 Special handling (ILL special dates, magazines, newspapers)

Money Handling Procedures (use pen on sheet)
How to issue a new library card/renew

How to use/search the Catalog
 Series Search, Refine by Material Type, etc.
How to Place an item on Hold 
Phone Procedures
 How to place a call on hold
 How to call holds (confidentiality, length item will be held, etc.)
 Directory List 

"DAY 2" Training



Date 
Shown

Trainer 
Initials TRAINING ITEM Date 

Proficient
Director 
Initials

Copy Machine
 How to fax
 How to scan a document
Computers
 Printers
 Passwords for users
 Computer usage rules

Access/search for documents on the internet
Lost/Damaged Books (payment process)
How to Check Staff E-mail
How to check "Reserve Search List"
CD Cleaning
Replace Receipt Paper
Resources
 Library Talk
 Monday Morning Eye Opener
 State Library of Iowa

"DAY 3" Training



Date 
Shown

Trainer 
Initials TRAINING ITEM Date 

Proficient
Director 
Initials

How to Use/Print Outlook Calendar
What is a Reference Question? 
Library Policies- Complete
Opening the Library
 Passwords
 Checklist AM/PM
Processing Materials
  AV: Library name, barcode, rating sticker
 Polyfit covers
 Clear adhesive covers
 Book pockets, date stamp, library stamp
Book Repair
Electronic Resources: Know how to navigate and use them.
BRIDGES
Learning Express
Gale Pages
Credo Reference
Gale Virtual Reference
Transparent Languages
Villisca Review Digital Archives
Goodreads
Lexile Levels

"DAY 4" Training



Date 
Shown

Trainer 
Initials TRAINING ITEM Date 

Proficient
Director 
Initials

Employment Paperwork
Receiving Keys/Signing Policy/Contact Info & Email
Tour of Facility:
 Location of Keys
 Security Cameras
 Emergency Exits
 Basement
 Computers, iPads & Kindles
 Museum
 Storeroom
 Closets
How to Check In:
 Check materials before scanning (Check for condition, 
missing DVDs, CDs, etc.)
 Scan the item in at the check out computer
 Place items on carts, with attention to new items,  ILL 
items, etc. 
 Items with special handling (holds, damaged, missing 
components, items from other libraries)
Adding to Daily Library Stats log
Shelving (see handout)
Library Policies - Core
 Circulation
 Confidentiality
 Personnel
 Emergency
 Unattended/Safe Child
How to Check Out:
 Scan the library card
 Scan each item, one at a time
 How to pay a fine
 How to add/delete a note
 How to add a fine
 Special handling (ILL special dates, magazines, 
newspaper)
Money Handling Procedures 
How to give a new library card/renew



How to use/search the Catalog
 Series Search, Refine by Material Type, etc.
How to Place a Hold
Phone Procedures
 How to place a call on hold
 How to call holds (confidentiality, length item will be 
held, etc.)
 Directory List
 Contact List

Copy Machine
 How to fax
 How to scan a document
Computer use:
 Printers
 Passwords
 Computer usage rules

Access/search for documents on the Internet
Lost/Damaged Books (payment process)
How to Check Staff E-mail
How to check "Reserve Search List"
CD Cleaning
Replace Receipt Paper

What is a Reference Question? 
Library Policies- Complete



Opening the Library
 Passwords
 Checklist AM/PM
Processing Materials
  AV: Library name, barcode, new sticker with date
 Polyfit covers
 Clear adhesive covers
Book Repair
Electronic Resources: Know how to navigate and use 
them.
BRIDGES
Learning Express
Credo Reference
Gale Pages
Gale Virtual Reference
Transparent Languages
Project Gutenberg
Goodreads
Villisca Review Digital Archives
Lexile Levels
Resources
 Library Talk
 Monday Morning Eye Opener
 State Library of Iowa
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EMERGENCY CONTACT INFORMATION 

 

Employee First Name:     Last Name: 

Address: 

 

Home Phone:      Cell Phone: 

 

• Emergency Contact Person 

Name: 

Relationship: 

Phone: 

Address: 

• Alternate Contact Person 

Name: 

Relationship: 

Phone: 

Address: 

 

Any allergies to  FOOD OR MEDICINES?   NO  YES  

Explain YES answer: 
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