REQUEST FORM
WLS SUBSTITUTE LIBRARY ASSISTANT PROGRAM
Please submit this completed form to the Winnefox Administrative Office.  Forms can be sent on the delivery van or emailed to winnefoxoffice@winnefox.org.
	Information

	Library
	
	Phone
	

	Contact
	
	Email
	

	Date of Request
	

	Date(s) Needed
	

	Hours Needed
	

	duties to be assigned

	
	Charge out and check in library materials

	
	Collect service charges on overdue, lost, or damaged materials

	
	Manage patron accounts – issue library cards, pay fines, assess damage, renew items, etc.

	
	Route returned materials to proper locations

	
	Handle reference questions and readers’ advisory requests

	
	Aid patrons in locating and reserving material

	
	Answer phones

	
	Sort and shelve materials, shelf read, move materials as necessary

	
	Open and close library – turn on/off lights, secure building premises

	
	Turn on/off computers, copy machine

	
	Assist library customers on use of library equipment

	
	Other:  describe

	OTHER INFORMATION

	Will the Substitute Library Assistant be working alone in the building?
	  Yes
	   No

	Request for a Specific Substitute Library Assistant?
	Name:


	for WINNEFOX use

	Substitute Assistant Assigned
	

	Confirmation Form Complete
	

	Job Tracking Form Complete
	

	Initials
	
	Date
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