
WELCOME TO THE  
SPARK CENTRAL VOLUNTEER TEAM! 

The Spark Central staff strives to facilitate an enriching experience for our volunteers. We value the 
time and energy you contribute to making Spark Central a welcoming, safe space for creative 
exploration! 

As a Spark Central volunteer, you are a key part of what it takes to achieve our mission: To ignite the 
creativity, innovation, and imagination necessary for people to forge the path to their best 
future. Thank you for sharing your time, skills and energy with your community in this way. 

At the orientation, you will complete a Volunteer Registration form. By signing this form, you 
acknowledge our Pledge and Media Release, and authorize us to conduct a background check. This 
handbook has been developed to help acquaint you with your volunteer role, so please read it 
carefully and keep it for your reference. 

MISSION & PURPOSE 

Our mission is to ignite the creativity, innovation, and imagination necessary for people to forge the 
path to their best future.  

Here’s how you can explain that to patrons: 
Spark Central is our community's connection to creative destinations of all kinds. We offer imaginative 
and innovative programs for all ages that center on creative junctions — coding and storytelling, for 
instance, or comic art and character creation. All of our programs have a unique twist you won't find 
anywhere else.  

Community members can drop in during regular open hours and access creative resources: 
• Technology, including high-speed Internet, computers, tablets, and tech gadgets 
• Our collection of books and DVDs 
• Educational toys for creative play 



• Friendly and supportive atmosphere where learning can blossom 

OUR SPACE 
Spark Central is a public space and patrons can be in the center without becoming members. Anyone 
can use the space during open hours to work quietly, read, play or chat. Patrons must become 
members to borrow an item or use our computers. 

• The Front Desk: The hub of Spark Central's Station Volunteers, where patrons can sign up for 
membership, check out items and get information. 

• The Maker Area: A community-operated workspace for projects and experimentation. 
• The Office: A private office to allow our staff to focus without distraction. When the door is closed, 

please respect the staff's time by sending non-emergency questions in an email or leaving them a 
note. 

• The Big Screen & Stage: An elevated platform for lounging, performance, and events. 
• The Children's Area: A space or infants, toddlers, young people and their parents. 
• The Tech Wall: Data ports, study spaces and computing devices. 
• The Library & Reading Area: Books, DVDs and computers to lend. 

PROGRAMS 

Playshops for grades 1-12 have a distinct aesthetic: playful, hands-on, and community-oriented.  
100% free, our playshops focus on playful themes that engage youth with literacy, the arts, 
technology, and the community.  Through meaningful play, students grow in their interests, 
imaginations, and ability to express themselves. 

Workshops for young adults (16+ years old) and adults are whimsically creative, pushing the 
boundaries of innovation and mixing groups in our community that may not otherwise meet. Unlike 
our other programs, these workshops often have costs to register that help fund our programs. 

Community Events are open to the public with no registration required.  Focused on creativity, 
innovation and imagination, each community program encourages us to inspire one another, spread 
ideas, and celebrate the talent among us. 
  
We invite our volunteers to participate in any of our programs, classes and workshops at no fee when 
there is space available. 



EXPECTATIONS FOR ALL VOLUNTEERS 

WE DEPEND ON YOU!!! If your schedule changes or you cannot make it to your scheduled shift or 
program, let a staff member know right away! It deeply affects our programs, patrons, and staff team 
when a volunteer doesn’t show. After two no-shows, you will be removed from our volunteer list. 

 STATION SHIFTS:  Larry O’Neal     larry@sparkwestcentral.org 
 PROGRAMS:           Erika Simonds     erika@sparkwestcentral.org 

Dress (and Smell) Like Your Work Here 
The dress code for Spark Central is “casual." The way staff and volunteers dress reflects the expertise 
and professionalism of Spark Central and the services we provide.  Please do not wear items with 
generally offensive statements, slogans, or inappropriate language or images.  

Attitude & Customer Service 
Treat our center and our patrons like they are guests in your home. Smile, greet everyone who walks in 
with welcome and respect, and be eager to help with what they need. Stay visible and make yourself 
available to help. 

Confidentiality & Privacy 
As a Spark Central volunteer, you may have access to sensitive and private information.  Please protect 
this information and do not share this information with others. Names, records, files, and personnel 
materials are confidential.  Do not reference this confidential information unless specifically 
authorized by Spark Central staff. 

Resignation 
Please inform your designated staff if you leave your volunteer position. We appreciate your feedback 
at all times and ask that upon leaving, you complete our feedback and evaluation form. 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WAYS TO VOLUNTEER 

Station Volunteers 
As a station volunteer, you commit to volunteer at Spark Central for 2.5 hours once a week—any shift 
you choose. You’ll welcome people who come in, run the station so that staff can focus on their duties, 
be a resource for those seeking help with a project, or share with those who just want to chat about 
who you are and what you know.  It's a great way to help others, connect with like-minded people, and 
hang out in a space where exciting connections will be happening all the time. 

Station Volunteer Duties 
• Log in and out in the orange Volunteers binder. 
• Be a host: Greet everyone & offer a smile. 
• Keep the entrance area and center clean. Pick up, or straighten, anything out of place. 
• Answer the phones, by third ring, if possible (the caller can hear the smile in your voice). 
• Be prepared to answer, in your own words, “What is Spark Central?” 
• Offer membership to each new visitor and donation information when appropriate. 
• Be clearly visible to patrons (not sitting and reading) so that they can see who to ask for help. 
• Learn Librarika software and use it to check out, check in, and manage our collection. 
• Tally every patron who walks in the center on our Center Tracking sheet. 
• Keep the Pandora music playing and linked with our bluetooth sound system (it auto-stops every 

30 minutes). 
• Our staff need protected time to work, so please don’t enter the office unless you have an urgent 

issue. When a patron or phone caller asks for staff, please take a message. Larry is the exception: 
He is usually available take phone calls and talk with patrons while in the center. 

• Listen to instructions from staff, ask how you can help, or find things to do by checking the 
Volunteer Board in the kitchen area. 

• If you are have committed to completing a certain task, do your best to complete it or 
communicate where you are leaving off with the center staff so another volunteer can take over. 

• Be accountable and dependable. Know what shifts you have volunteered for and be on time. Let 
Larry (volunteers@sparkwestcentral.org ) know as soon as possible if you can’t fill your shift so we 
can find a sub.   

Participate in Spark Central’s mini-community: 
• Get to know the other volunteers. 
• Share knowledge — teach and be taught. 
• Invite others to join you at Spark, as guests or volunteers, and invite your friends to follow us on 

Facebook. 
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• Start conversations with and get to know our visitors. Learn the names of regulars and ask how 
they are doing when they come in. Engage any rowdy kids in games or puzzles. 

Program Volunteers 
Program volunteers get to dive right into the fun by helping set up and run our many dynamic 
programs. Youth playshops and community events are the two programs types that require program 
volunteers. If you’re interested in becoming a Program Volunteer, let us know and Erika Simonds will 
contact you about how you’d like to volunteer. 

Playshops 
• 1-4 sessions of (usually) two hours that involve imagination or creativity. Each student 

walks away with something they created, even digitally. 
• Students (and volunteers) attend all sessions. 
• Each playshop requires 3-6 volunteers 
• Volunteers guide activities, keep students engaged and on-task, act as typists, scribes, or 

small group leaders, and give feedback or revision coaching to students. 

Playshop volunteers are expected to arrive 30 minutes early and plan to stay 15 minutes 
afterward to debrief and help clean up.  Please let Erika (programs@sparkwestcentral.org) 
know as soon as possible if your plans change so we can find a sub. 

Our teaching approach: 
• Keep students engaged. 
• Teach by asking questions. 
• Have students read you their work (don’t read it for them). 
• Look for unengaged students and engage them. 
• Be flexible. 
• Ask for help anytime! 
• Discipline with kids is NOT your problem—get Brooke or Erika. 

Safety basics for kids:  
• As you may be interacting with children and teens, it's critical you understand how to keep 

them safe and to protect yourself as well. 
• Do not be alone with a student. There’s no reason to unless it’s an emergency. 
• If a child brings food, make sure they are the only ones eating it due to food allergies. 

Peanuts are not a good idea! 
• It is the responsibility of parents/guardians to transport young students to and from Spark 

Central. Never offer children or teens rides. 



• We want our volunteers to build supportive, mentoring relationships with young students. 
That said, there is a line between being friendly and being a friend. Hanging out with 
students outside of Spark Central is a BIG no-no unless you know the family personally. 

• Do not give students your personal contact information without parent permission. 
• Finally, don’t take any pictures or video of young students for personal use, as only Spark 

Central has a media release from parents.  
  

Community Events 
• Usually evenings (Tuesday and Thursdays, sometimes Fridays) 
• Requires 2-4 volunteers 
• Target various age groups 
• Volunteers set up chairs or activities, run activities, pour drinks (adult events), answer 

questions, act as hosts and ambassadors of Spark Central, clean up afterwards, vacuum, 
and put chairs away. 

Community event volunteers are expected to arrive an hour early and plan to stay 15 
minutes afterward to help clean up.  Please let Erika (programs@sparkwestcentral.org) 
know as soon as possible if your plans change so we can find a sub. 

Special Projects Volunteer 
There are many ways to support and participate in the learning community at Spark Central. Help us 
with media projects, office work, IT support, outreach, hosting special events or other jobs that make 
our work possible. Whatever your talents, whatever you time, we'll appreciate you and your 
generosity. 



EMERGENCY PROCEDURES 

Your safety and well-being are very important to us.  This handbook should not be considered a 
substitute for informed decisions and common sense.  Emergencies come in many forms and may 
require a number of different actions.  

Fire and Medical Emergency 
In case of fire or any emergency, or if you see a crime in progress, call 911.  If appropriate, direct 
patrons to use the nearest exit to leave the center and do the same yourself. Become familiar with the 
two exits in Spark Central: one in the front and one in the back.  A fire extinguisher and the fire 
evacuation route are located near the bulletin board.  

First Aid 
Take action within your ability and scope of training. Use common sense and contact 911 in any 
medical emergency.  First Aid supplies are available in the back closet and a mobile kit is also 
available.  

Disruptive Behavior 
When an individual or individuals become disruptive, the following guidelines should be 
implemented. Safety is the first priority for our staff, volunteers and members. Safety for self and other 
should govern all decisions.  

Out-of-Control Behavior 
When an individual becomes disruptive but is not physically aggressive, a staff member should 
attempt to intervene by speaking calmly and firmly with the disruptive person. If there is more than 
one disruptive person, another staff member or volunteer should attempt to speak separately with the 
other. Disruptive individuals should be moved as far from each other as possible, but staff and 
volunteers should remain in the main section of the Center. The conversation should attempt to 
defuse the situation and restore calm.  

If the staff or volunteer feel physically threatened or the situation is escalating, Crisis Response should 
be called at 509.838.4428. The Crisis Response program is part of Frontier Behavioral Health. Their 
response may vary depending on the situation. At times, they speak with the disruptive person and 
ultimately may call 911 themselves if they feel that is most appropriate.  

Physical Aggression 
Any person demonstrating physical aggression, including physical threats, should be asked to leave. 
911 should be called immediately if the person refuses to leave or if they damage property or make 



any physical attacks. Volunteers should handle the situation as they are able and notify staff of the 
incident in writing (if staff not present) as soon as possible after the situation is resolved. Persons who 
cannot calm down or are physically aggressive will be banned from Spark Central for a period of 30 
days.  

CENTER CLOSURES 

Inclement Weather 
Spark Central recognizes the inclement weather decisions made for the Spokane School District. We 
will make every effort to notify you when the center has an unscheduled closure on a day you are 
scheduled to volunteer.  

If there is inclement weather, please check appropriate news and schools closure information in the 
event that we are unable to reach you.  

Holiday Closures 
Spark Central is closed on: 
• New Year’s Day 
• Martin Luther King, Jr. Day 
• President’s Day  
• Memorial Day 
• Independence Day 
• Labor Day 
• Thanksgiving Day & the day after 
• Christmas Day


