The Shepherd’s Door

Volunteer Guidelines
Thank you for your willingness to serve by volunteering at The Shepherd’s Door!  We are very excited about this ministry opportunity that the Lord has blessed us with.  As with any business, it will present us with both challenges and rewards in more ways than one.  A huge part of this store’s success will depend upon you, the volunteer.  It is our desire that The Shepherd’s Door become an asset to our neighbors in the North Boroughs by providing spiritual “food”, love and support.  

Please look over these basic guidelines carefully and talk to Kelly Hill if you have any questions or concerns.  
VOLUNTEER SCHEDULING
· If you are unable to work your scheduled shift, please contact Kelly Hill ASAP so she can attempt to find another volunteer.

· Please make every attempt to arrive at least 10 minutes before your shift begins so our other volunteers can leave their shift on time.  Bellevue can get a little “crowded” in the afternoon with traffic and parking, so please plan accordingly for your shift.
· If you are planning a vacation or certain days you will not be available, please make Kelly aware of it so she will not contact you about working those days.  This basic information will help a great deal when it comes to monthly scheduling.

MERCHANDISE AND INVENTORY
· Please DO NOT rearrange the merchandise on the shelves or the inventory in the back storeroom or basement.  Everyone may have different ideas on how things should be displayed in the store, but careful consideration and time has gone into the current layout.  If you feel strongly about moving an item, please discuss your concerns with Kelly, but please do not take it upon yourself to move that item without approval.  There are several volunteers and if we are continually rearranging and moving our merchandise, it will become very confusing for everyone.
· If you notice that an item is broken or damaged, please remove it from its display and leave it in Kelly’s office with a note.  We only want our customers to see quality merchandise and items that are in good condition.
· If you notice that we are out of a particular item, please let Kelly know.  The easiest way to keep track of this is to put that information in the special orders book and simply state that we are out of an item and need to order more, etc.
PHONES AND MESSAGES
· We have two main lines for the store, but only one phone number is provided to the public.  Those phone calls will arrive on line one.  If you need to make an outgoing call, please make sure you place that call on line three.  

· If someone calls in and needs to speak with Kelly or has a question about placing an order, you may take a written message and call Kelly on her cell phone.  If Kelly is in the store, let her know that a customer has a question and she will pick up the line.  

· Under no circumstances is Kelly’s personal cell phone number to be given out to ANYONE, even if someone calls in claiming to be a family member or they have an emergency.  All family members will already have her number, and if there is an emergency, take that person’s name and number and tell them you will call Kelly and relay the message.
· There are many telephone scams out there who will call trying to sell advertising or products.  Do not accept any “trial offers” or products.  Offer to take a message and if they refuse to leave information, end the phone call.  DO NOT even provide them with information on the store, address, etc. because some scammers have claimed that by giving them our contact information that we have committed to their product.  If they refuse and try to get some sort of answer from you or start asking more questions, hang up on them.
DRESS CODE and PERSONAL CONDUCT
· We want you to be comfortable, and if you are busy with several customers you could be on your feet for a while.  Please dress appropriately.  Jeans and tennis shoes are accepted if they are not torn or stained and are in good condition.  Please DO NOT wear sweatshirts and/or sweatpants, jogging pants or other fitness wear.  During the summer Capri pants can be worn, but do not wear short shorts or tank tops.  Please dress modestly.
· Do not wear any t-shirts that display foul language, alcohol or drug references, nudity or other offensive material.  If you are not sure if what you are wearing is appropriate, chances are that it’s not if you have to ask or have second thoughts.  So err on the side of caution and choose something else to wear.

· If you have purchased a t-shirt that we sell in the store, feel free to wear it when you work at the store.  There’s no better way to advertise our products than to wear them!

· Please do not wear any heavy perfumes, colognes or lotions.  Many people are very sensitive to perfumes and other scents.
· Do not us any profanity or foul language of any kind.  Also, be mindful of your conversations around others.  Avoid gossip, negativity, making fun of others, etc.  You represent the Body of Christ and many times our customers are only exposed to Christianity because of our store.  
FOOD AND DRINKS

· We have a small refrigerator and a microwave in Kelly’s office for our volunteers to use.  Smells of food can bother sensitive customers, so please do not eat any food at the cash register counter; use meeting room instead.  If there is a meeting taking place during your meal time, then it’s ok to eat at the cash register.  Please just be sure to clean up crumbs, and try to keep the food out of view when assisting a customer. 
· Please do not drink anything at the cash register or merchandise area, unless it is in a plastic bottle or has a lid that will not spill if tipped over.  

· Please be sure to clean out your items in the fridge at the end of each day.  

LOCAL MINISTRY BOARD
· If anyone stops by the store asking to display information about their church or charity, ask them to leave the information for Kelly to review.  As a general rule we will display most items, but as the board starts to fill up around certain holidays, we can only start advertising for events a couple weeks in advance.  If you have any questions, just ask Kelly.
REMEMBER WHO WE REPRESENT
Remember who you represent.  It is not just The Shepherd’s Door or the local church you attend.  But you represent the body of Christ.  We have a responsibility to be courteous and kind in every situation, especially to those who are not kind to us.  There will probably be a time when you deal with a customer who is rude or upset about something.  If Kelly is in the office, feel free to have her speak with the customer to resolve the situation.  But if she is not, do your best to resolve the situation on your own, always smiling, being courteous and not raising your voice or getting frustrated in any way.  If the customer is not happy with the way you choose to resolve the situation, take their name and number and let them know the manager will contact them.  Then provide Kelly with the details of the situation.
