WHEN A STUDENT CANNOT WORK A SHIFT
(DO NOT LEAVE A VOICE MAIL MESSAGE OR SEND AN EMAIL)
Protocol for Emergencies
Student Worker’s responsibilities
in case of illness or an emergency***

· Call the circulation desk (607-871-2492)

· If Jane or Bev are in the library ask to talk to one of them

· If they are not in the library, ask to talk with the reference assistant or librarian on duty

· If none of the above are available, ask the student worker to do the following

Student Worker at the circulation desk
      if no library staff are available, do all of the following

· Complete an absence (orange) form and post it outside Jane’s office

· Immediately tell library staff in the building there is an unexpected absence

· If a call comes in late at night for the next day, complete an absence form and leave a large, dated and signed note so Jane, Bev or other library staff will know there is a circulation/reserves desk staffing problem

· Call Bev – cell 607-968-9015 and/or home phone 607-587-9015

Note:  if there is a serious staffing emergency and you cannot reach Bev, call Mark Smith, the library director, at 607-324-1521.
***If possible, try to get a substitute for your shift of shifts by calling other student workers or sending an email.
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