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Family Literacy Fun Day 
Volunteer Checklist

· Welcome - When your volunteer arrives, thank them for coming, and let them know that we would like them to stay for a total of 3 hours (this includes the 2-hour event itself, plus a half hour before and after the event). 

· Pin – Please have volunteers wear a City of Winnipeg/Winnipeg Public Library volunteer pin.  These should be returned for packing back into your event kit.
· Orientation - Explain what Family Literacy Fun Day is all about!  Tell them what “family literacy” is, and explain that this is an event for the whole family to participate in.  Show them each station, and explain any rules/instructions that go along with station activities.  If they have never been to your branch before, give them a brief tour of the building.  

· Responsibilities - Explain that, as a volunteer, they are responsible for:

-  Encouraging families to participate in the activities together 
-  Helping families with rules and instructions
-  Reminding families to get their passport stamped

-  General assistance to library staff

-  Clean-up and take-down of event materials

· Supervision - During the event, check in with your volunteer and see how they are doing. You can have them accompany you to a few stations and model how to interact with families. Be sure to praise your volunteer’s efforts!
· [image: image3.jpg]itera
""L?J'(e

]
k% 3y



Goodbye & Thank You - When the event is over, and materials have been packed away, be sure to thank your volunteer once again.  Take back the volunteer pin.  
