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2022 Sale Days Volunteer Training Manual  

 

Shifts:  

Wednesday October 12 6:00 pm - 8:30 pm 

Thursday October 13 6:00 pm - 8:30 pm 

Friday October 14  2:00 pm - 4:30 pm  

6:00 pm - 8:30 pm 

Saturday October 15 10:00 am - 1:00 pm 

1:00 pm - 4:00 pm 

Sunday October 16 10:00 am - 1:00 pm 

1:00 pm - 4:00 pm 
Please arrive 30 min before your shift and be prepared to stay  

a few minutes after it. 

 
Welcome to the 2022 Guelph Community Booksale. Thank you for volunteering to work. This Training Manual 

gives advice for all Sale Days volunteers and specific instructions for each position. 

Safety: It is not possible to guarantee the safety of belongings in the building. Please do not bring in any 

valuables that you cannot carry on your person. Lock items in your car. 

Clothing: Our space is clean and warm. Nonetheless, we suggest you bring a sweater or jacket in case you are 

posted near the entrance or exit doors. Comfortable shoes are a must. 

Parking:  Please avoid bringing a car to the sale. We have a limited amount of parking, even if it looks like a big 

parking lot. Every volunteer (about 50 on each shift) who brings a car deprives a potential customer of a parking 

space. Carpool, have a relative or friend drop you off or take a bus if at all possible. 

Signing in: Come in the front door; bypass the line and tell the Door Monitor that you are a volunteer.  

 Arrive about 30 minutes before your shift begins and go to the Sale Days Coordinators’ table (just inside the 

entrance on the right).  Sign in (initial the list on the table) and get your assignment for the session.  

 Collect your blue scarf, which identifies you as a volunteer. Please wear it as a sash so customers can see it. 

Please remember to turn it in at the end of your shift. 

 Walk around the floor to familiarize yourself with the space so you will be able to direct customers who ask 

for directions. If it is the first session of the day, then head for your post. If it is the second, wait until it is 

time to start and then introduce yourself to the person you are replacing.  

Break: Bring a drink and a snack with you if you like; however, because of our smaller space, there is no place 

allocated for breaks. Take a short break for the washroom when you need one.  If you leave your position for a 

few minutes, let another person in your area know.  

Volunteers requiring seating: The number of positions for volunteers who would like to be seated is limited. We 

may not be able to accommodate all volunteers who would like this. 
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DUTIES 

 

Table Monitors 

The role of the table monitor is to supervise an area of tables, to assist customers and to sell books. Table 

Monitors wear a blue scarf to identify themselves as volunteers. 

1. Your responsibility is to keep the tables in your section in good order and to encourage customers to buy. 

 Keep the tables tidy and the books in straight lines, titles facing in the same direction.  

 The books on your tables have been deliberately set up the way you find them. Do not attempt to sort 

them in a different way.  

o Small paperbacks are in fruit boxes on the tables.  

o Larger soft-cover books (“trade paperbacks”) and hard cover books are on the table surface or may 

be in boxes.  

 Do not remove empty fruit boxes on the tables – they are supporting other books.  

 Replenish books on the tables from the boxes under the tables. 

o Place small paperbacks in the fruit boxes on the tables. 

o Place trade paperbacks and hard cover books on the table surface. 

 Customers may shop for books in the boxes under your tables. Keep these boxes from becoming 

tripping hazards. 

 You have several tables and topics or author names under your management. Make sure, when adding 

books, that you put them into the right sections. 

 Keep a good number of hardcover books on the tables. 

 If there are many copies of one book on your tables, exchange most of them for other titles from the 

boxes under the tables. 

 If you run low on books, contact an Overflow volunteer (with a red scarf) to have them check the 

Overflow area for books suitable for your tables. They will bring boxes from overflow and place them 

under your tables (and collect empty boxes later).  

 

Door Monitors 

1. Entrance Monitor – Traffic Control. Location – by main entrance.  

 After the designated number of people have entered (from Entrance Monitor – Counter), maintains 

liaison with Exit Monitor. Allows more people to enter as other customers leave.  

 Helps customers that need assistance to take books to their cars. 

2. Entrance Monitor – Greeter. Location – by main entrance. Welcomes customers and gives them a map and 

price list. Gives each child and young adult (up to age 15, but do not take a hard line on this) a ticket that 

gives them a free regularly-priced book from the Children’s and Young Adults’ collection. Points out the 

location of hand sanitizer and masks. 

3. Entrance Monitor – Counter. Location – by main entrance.  

 Counts the number of people who have entered. Informs other Door Monitors when the set number of 

people have entered.  

 Resets counter each hour and continues to count. Records hourly counts on sheet provided. 

Entrance Monitors should organize themselves to share tasks. Dress appropriately for the weather. 
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4. Exit Monitor.  Location – by Exit door.  

 Collects black & white tickets that verify that customers leaving with books have paid for them. 

 Collects blue tally sheets from Special Books.  

 Thanks customers. 

 Once the designated number of people have entered (from Entrance Monitor – Traffic Control), informs 

Entrance Monitor – Traffic Control regarding the number of people exiting so more customers can be 

allowed to enter. 

 Asks Entrance Monitor to help a customer needing assistance in taking books to their car. Customer 

should talk with the Parking Coordinator about where to park their car temporarily. 

 Dress appropriately for the weather. 

 

Floor Monitors 

1. Overflow Volunteers 1 and 2.  Location – overflow book area. These volunteers wear a red scarf to identify 

themselves. Visit each room/area on a regular basis to check on the needs of the Table Monitors. As tables 

run low on books, if more books are available, brings boxes of books from Overflow and place under the 

tables. Take empty boxes from the tables to the storage area.  

2. Tally Line Monitors keep the Tally and Cash lines moving. 

Tally Line Monitor 1 - at front of Tally line. Directs customers to the next free Tally person.  

Tally Line Monitor 2 - between Cash and Tally tables. Directs customers to the next free Cash person.  

Tally Line Monitor 3 - along Tally line. Keeps Tally line in order. 

3. Floor Monitor offers bags to customers who look as if they need them, subject to availability. May assist 

with the tally line when there are large crowds in the cash and tally area. They may keep an eye on the 

tables and offer assistance in any area in which there appear to be problems for customers or for table 

monitors. Other tasks as assigned. 

 

Tally 

Volunteers for Tally should be able to do calculations quickly and accurately. 

1. Tally volunteers total up, using the tally sheets, the customers’ purchases. Consult the price list on the 

table.  

Book descriptions  Definition  

Paperback Small (standard size) paperbacks no matter their thickness  

Large paperback Larger cover size than small paperbacks, trade paperbacks (any soft covered books)  

Hardcover  Hardcover books cost the same no matter the size 

 For books with coloured stickers on the front, the number on the sticker is the price for that book, no 

matter its size or cover.  

 Do not arbitrarily change the prices on books. If there is a price dispute, refer the customer to a Sale 

Days Coordinator. 

2. Fill in the tally sheet up to and including TOTAL Tally Sheet.  

 Customers may have a coupon for a set dollar value in free books. Tally these books. Include the 

coupon with the tally sheet to be given to the Cash person, who will subtract the value of the coupons. 

 All children who come to the sale will have been given a ticket worth a free regularly priced book. Tally 

these books (same as for coupons). Tell the child/parent that the value of the book will be subtracted 

at the Cash table.  

 Use templates for children’s books (on the Tally tables) to price them. 
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3. A customers may bring you an initialed blue tally sheets that has already been completed in the Special 

Books area; the customer has already paid for these books. Make a new tally sheet for any additional books 

they have. Send them to the Cash table with all the tally sheets.  

4. Initial the Tally sheet beside TOTAL Tally Sheet. 

5. Customers will reject books. Place rejected books in the large box under the table.  

Note: Plastic bags are provided for waste.  

6. Some Tally volunteers will be roving – they will carry a clipboard with Tally sheets and walk down the Tally 

line. Tally books for any customer who has 5 or fewer books and send them to the Cash line. 

 

Cash 

Volunteers for Cash should be able to do calculations quickly and accurately and to handle cash discreetly. 

1. Customers must bring with them a completed tally sheet. If they don’t have one, send them back to Tally.  

 Subtract the value of the Coupons from the TOTAL Tally Sheet. This is the final cost to the customer.  

 If a customer tells you to keep the change, add the difference to Donations.  

 Arrive at the Grand Total. Initial the Tally sheet beside Grand Total. 

 Keep the tally sheet(s), coupons and the tickets for the free children’s book. The Treasurer will 

collect these from you periodically.  

 Some customers may have a Blue Tally Sheet from Special Books; they will already have paid for 

these books. Collect the blue tally sheets. 

2. Payment is by cash only. Receive payment.  

 Ask if exact cash or a smaller bill is available to help maintain the supply of change (Loonies, Toonies, 

smaller bills). 

 Try to accept larger bills only for large purchases and only if sufficient change is available.  

 A list of ATMs with addresses is posted by the Tally area, on the Entrance door, and at Sale Days 

Coordinators table. 

3. Give every customer a ticket after their purchase is completed. This is their receipt that they give to the Exit 

Monitor. 

4. Someone with many bags of books. Contact a Sale Days Coordinator to determine the best course of action 

so the lines don’t get impossibly blocked. 

5. Always be discrete about handling cash in front of customers. Put large bills into zip-lock bags and keep it 

away from the eyes of the customers 

6. Give the money to the Friends’ Treasurer periodically. If change will be needed for the next shift, arrange 

with the Treasurer. 

7. All sales are final. 

8. Thank the people for coming to the sale. 

9. If you need to take a short break, give your cash box to a fellow Cash person. Never leave a cash box 

unattended.  

 

 

Thanks for volunteering! 


