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Assalamu’ Alaikum Dear Volunteers

Welcome to The ICC Library.  Thank you for taking the time and the interest into becoming an ICC Library Volunteer.  It took a great deal of volunteer time, effort and dedication to clean up, organize and put the ICC Library together.  Alhamdulillah, our grand opening was on Friday, April 20, 2007.  

However, our work is not complete.  To keep the ICC Library running smoothly and ensure that the community is benefited by it, it takes the effort and care from volunteers like you !!   Alhamdullilah, the ICC Library has a very broad, interesting and wonderful collection of information (books, magazines, pamphlets) and media (videos, cassettes, DVDs, CDs) for all ages available in Arabic and English. After reading, understanding and agreeing to the rules and regulations of the “ICC Library Volunteer Information Packet”, an application form must be filled out and approved by the ICC Library Administration.

Please visit the library during the library hours and feel free to ask any questions.  We will be more than happy to help, Insha-Allah.  Soon, we will also have the library info and the library database that can be accessed through the masjid website:  www.tempemasjid.com .  If you need to get hold of us, our contact information is as follows:  

ICC Library Administration Contact Information

	Name:
	Phone #:
	Email:

	  Main Office


	  480-894-6070
	tempemasjid@yahoo.com


	Frasha Hussain—ICC Library Coordinator
	  480-786-6515
	justfrasha@msn.com 




Sincerely,

Frasha Hussain

ICC Library Coordinator
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Policies and Procedures for ICC Library Staff

ICC Library has a few rules and regulations that all volunteers need to follow to ensure that the library operates in a smooth and efficient manner.  The following information is crucial so that the library can provide a positive, fair and enriching environment for its members, volunteers and the community.

I.  ICC Library Staff
It takes a very dedicated and caring group of volunteers to make the ICC Library Staff.  Proper behavior according to the Islamic Shariah is required of all staff members.  (Specific definition of “Islamic Shariah” can be given when requested).  The following outlines the roles and responsibilities of all staff members and what is expected of them when volunteering in the library.  The ICC library is part of the education committee of the ICC Masjid.  

ICC Library Administration Contact Information

	Name:
	Phone #:
	Email:

	  Main Office
	  480-894-6070
	tempemasjid@yahoo.com
  

	Frasha Hussain—ICC Library Coordinator
	  480-786-6515
	justfrasha@msn.com 




A. ICC Library Coordinator:  Organizes, coordinates and manages all activities and areas of the library.  Defines the rules, regulations, policies and procedures of the library.  Part of the ICC Library Administration.

B. ICC Library Volunteer:  Help with logging in books into database, check in and out of books via computer.  Help members with basic library duties.  Help with library hours.  Time dedication extremely important--Important to volunteer during your assigned time slot.  Following library rules is crucial for the proper running of the library.
II. Qualifications:  All volunteers must be 18 years and older with basic computer skills.  Special consideration may be given to younger applicants upon approval by the ICC Library Administration.  They should understand that they are required to assume their roles and responsibilities in a professional manner and should have the motivation to work with the ICC Library team.

III. Hiring:  All volunteers will be given a volunteer packet of information they are required to read, understand and follow.  Please feel free to ask any questions or address any concerns.  All volunteers must fill out a “Volunteer Application Form” and have an interview with the ICC Library Administration.  

Once hired, they are required to follow the roles and responsibilities that come with that position.  All volunteers will be assigned a time slot for when they will volunteer at the library.  It is important to volunteer during your assigned time because others are depending on you.  

IV.Resignation:  We understand that due to changing circumstances in our lives, volunteers might resign.  ICC Library Administration requests that all volunteers give a 2 week notice, please.

V.  Compensation:  At the moment, no one on the ICC Library Staff receives compensation for their volunteer time.  However, they do get reimbursed for any expenses that are pre-approved by the ICC Library Administration.  They will also get a letter by the coordinator that gives information about the hours volunteered, and quality and dedication of work done by the volunteer.

VI. Dress Code:  (This information has been given to the library courtesy of ICC Weekend School.)

Staff members and volunteers are required to wear full Hijab according to Islamic Shari’ah, which is based upon Qur’an and Sunnah.
1. The person must be clean of all impurities either through Ghusl or Wudu and must be well groomed.

2. All garments worn should be clean.

3. All garments should be loose and thick enough so as it is not possible to see through and should not show the shape or color of the body.  There should be no tattoos, but if there are tattoos, please cover them with appropriate garments.

4. The awrah or covering for men is defined as the area between the navel and the knee.  ICC Weekend School requires shirts with sleeves and long pants. The school also recommends avoiding tucked in shirts, and garments without logos, faces, and images of living objects, any jewelry etc.

5. The awrah or covering for women is defined as the whole body except for the face and hands.  Women are required to wear loose, but not thin, clothes.  They must be covered from head, to wrists, to feet.  While wearing a head cover, make sure it covers the neck and the chest area as well.  Safety pins may be required to secure the head cover.
6. A person should feel confident being Muslim and be able to act according to Islamic Shari’ah.  (Specific definition of “Islamic Shariah” can be given when requested)
VII.  Schedule / Library Hours;
A. Library hours / Hours of Operation will be posted on the front door.  These hours are dependant on the volunteers. Sometimes, due to emergencies or life situations, the library might not be open at the specified time. Please forgive us, but we will do our best, Insha’Allah
B. All volunteers will be assigned a time slot for when they will volunteer at the library.  It is important to volunteer during your assigned time because others are depending on you. 
C. If you can not make it during your volunteering hours for whatever reason, please notify anyone on the ICC Library Administration as soon as possible.
D. If the volunteers do not follow these rules, or they miss too many days, they will be reminded of the rules and requested to follow them.

VIII.  Confidentiality Policy
Confidentiality is very important for an organization and is valued by the ICC Library.  All forms with volunteer’s information will be locked away in the filing cabinet in the ICC library which only the ICC Administration and ICC Masjid board have access to.

To avoid any misunderstanding, the ICC library also upholds a policy of confidentiality in conflicting matters.  All staff members and or library members should discuss conflicting matters only with the person who is involved with the intent to solve the problem.  The presence of Administration of ICC Library is always helpful when discussing the conflicting matters.  Above all “Allah (SWT) is the Witness.”

IX.  Communication and Conflict Resolution
We encourage open communication…always!!  We request members to share their comments and concerns with the ICC Library Administration or the ICC Masjid Board. It is extremely important to address and resolve conflicts immediately. However, it should be done calmly, appropriately and most important of all, Islamically!!  Please arrange a meeting with prior notification to the library.

Whatever the topic of this discussion or conflict may be, Insha-Allah, we will all try to resolve it together and learn from it and we should also pray to Allah (SWT) to guide us on the straight path. Good communication and honesty is the key to a successful organization. 

X.  Library Policies and Procedures
The ICC Library has a binder called the “ICC Library Policies and Procedures.”  This binder has information and steps that need to be followed for many different kind of scenarios or circumstances that have been predicted.  Updates will be made depending on changing circumstances.  This is to ensure the proper and smooth running of the library so as to be fair to everyone.
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Volunteer Application Form

Name: ……………………………………………………………Male/Female: ..…….…………………

Date: ………………………………..   Position: …………………………………………………………..

Address: …………………………………………………………………………………….……………….

City: …………………………………………………….…. Zip Code: ……………………………………

Home Phone: ……………………………….… Work Phone: ………………….…………………..…...

E-mail address: ………………………………..Cell Phone: ……………………………………………

Interviewers: …………………………………………………………………………………………………

General Information (please share this info with us so we can know you better):

(1) Where do you work, what do you do and how long have you been working there?…………….....

…………………………………………………………………………………………………………………...

(2) Educational Background:  

	Current Degree
	School Attended 
	Major
	Teaching Certification
	Spoken Language(s)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


(3) Volunteer experience:

	When?
	Where?
	What position?
	How long?

	
	
	
	

	
	
	
	


Personal Profile

Marital Status: (  Single

( Married

( Widowed

( Divorced

Number of Child(ren): ____________

If you would like to share anything else with us about yourself, please feel free to do so on the back of this interview form.  
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Mailing Address:


     Islamic Community Center of Tempe


                  Attn:  ICC Library


                  PO Box 1313


                  Tempe, AZ 85281








Physical Address:


     Islamic Community Center of Tempe


   131 East 6th Street


   Tempe, AZ 85281








Phone Number:  480-894-6070








Web Address:  � HYPERLINK "http://www.tempemasjid.com" ��www.tempemasjid.com�














