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KCPL Staff Members: Sign Up Now to Work

at the West Virginia Book Festival
Saturday, October 19, 2024
Charleston Coliseum & Convention Center
www.wvbookfestival.org
The West Virginia Book Festival will be October 19, 2024, at the Charleston Coliseum & Convention Center. KCPL and The Library Foundation are extensively involved in this event. The festival offers something for all ages. Authors conduct readings, writing workshops and book signings. Other activities will include the Used Book Sale on Saturday, a Festival Marketplace, and the Word Play area with children’s programs and activities.  

We are recruiting staff and volunteers for a variety of activities throughout the Festival and KCPL staff members are crucial to making the event a success.  
· If you are interested in working at the event, please discuss your schedule with your supervisor to determine the times that you are available to work. 

· After receiving approval from your supervisor, complete this form by checking the box beside the date(s) and time(s) you can work at the festival.

· Have your supervisor sign this form and then return it to Lois Payne, no later than Sept. 20, 2024.  
               You will be assigned to work an area as needed.  
Full time employees (both exempt and non-exempt) will earn one and one half (1.5) hours of comp time for each hour worked at the West Virginia Book Festival provided they have worked a thirty-seven and one-half (37.5) hour schedule in their regular position during the week of the festival. Overtime pay is not authorized for this event. Please contact Marsha Alford at 304-343-4646, ext. 1252, with questions regarding comp time. 

Part-time employees will receive their regular hourly rate for each hour worked at the Book Festival.  Total part-time hours (including those worked at the Book Festival) may NOT exceed 29 hours for the entire work week. 
Parking Information

Staff members who work at the Book Festival and who DO NOT already have a monthly parking pass at the Charleston Town Center parking lot: Your parking expense will be covered under the guidelines for SW 1108, Part-Time Staff Monthly Parking Reimbursement Request. In order to claim this expense, you must park in the Charleston Town Center Mall lot and obtain receipts. Your full $1.75 per day expense will be covered for the Book Festival weekend only. To claim this expense, fill out SW 1108 and turn it in to your supervisor.

On the next page are times and areas where help is needed.  If you have any questions about the schedule, please contact Lois Payne at 304-343-4646, ext. 1283 or lois.payne@kcpls.org. Remember to consult with your supervisor before signing up for any of these shifts.

Used Book Sale Set Up on Friday, October 18. Please note that this job is quite strenuous and requires not only lifting and unpacking large boxes of books, but also walking and standing for long periods of time. 

Staff and volunteers are greatly needed and appreciated, but please keep these physical requirements in mind.  


 9:00 to 11:30 a.m.

 11:00 a.m. to 1:30 p.m.

Used Book Sale on Saturday, October 19. Most staff and volunteers will assist in the checkout process by tallying items and bagging/boxing. Most, if not all, of your shift(s) will be spent standing and lifting. Determining how to charge items is necessary, and a training session may be required for new recruits (more info to follow). Other duties include carry-out service for multi-box purchases, assisting in the Collector’s Corner and straightening books on tables.


 7:30 to 10:30 a.m.
 10:30 a.m. to 1:30 p.m.         1:30 to 4:30 p.m.         4:30 to 7:30 p.m.

Word Play (children’s activities) on Saturday, October 19. Duties: Helping children with simple crafts; assisting with children’s programming such as set up, counting attendance, etc.  

 8:30 to 11:30 a.m.  
                   11:30 a.m. to 2:30 p.m.                                  2:30 to 5:30 p.m.

KCPL Teen and IDEA Lab Booth in the Marketplace on Saturday, October 19. Duties: Assisting with KCPL Teen Booth and IDEA Lab activities.



 7:30 to 10:00 a.m.             10:00 a.m. to 12:30 p.m.              12:30 to 3:00 p.m.             3:00 to 6:30 p.m.                 
Programs, Readings and Workshops on Saturday, October 19. 
Duties: Assisting in the meeting rooms in various ways, such as taking attendance, distributing book signing tickets, assisting with book signings or serving as a contact for audience inquiries. 


 8:30 to 11:30 a.m.                11:30 a.m. to 2:30 p.m.   2:30 to 5:30 p.m.                  5:30 to 7:30 p.m.           

Information Table in Grand Lobby on Saturday, October 19. 
Duties:  Greeting and helping people with directions within the Charleston Coliseum & Convention Center
and around Charleston; answering questions about the festival schedule. 


 7:30 to 11:00 a.m.    
       11:00 a.m. to 2:30 p.m.                                     2:30 to 6:00 p.m.

Please return to Lois Payne, no later than September 20, 2024.  

Name: __________________________________________________________________________________________
Dept. or Branch: _______________________________________ Work Phone or Extension: _____________________

Email address: ____________________________________________________________________________________ 

Supervisor’s signature: ______________________________________________________Date: ________________

Please check your e-mail frequently to receive information about working at the festival, especially during the two-week time period prior to the festival. Thank you!         
