GENERAL STAFF INFORMATION

A.
ADDRESS, PHONE AND LIBRARY HOURS

674 S. Yorba, Orange   Phone 997-7710

Regular hours: Tues thru Thurs 9 am - 9 pm except 2nd Thurs. 9am - 7pm;  

Fri and Sat 9 am - 5 pm.   

Holidays: See annual schedule posted.

B.
PERSONAL BELONGINGS

Your personal belongings should be stored in a cabinet in the workroom, while you are on duty.
C.
STAFF SIGN-IN NOTEBOOK

Before you begin your shift, sign in the Staff Sign-in Notebook on the back counter in the space for the week under your shift time.

PATRON SIGN IN SHEETS
Please try to encourage patrons to sign in on our "Patron Sign in Sheet" A-9.  We get our funding from Salt Lake City depending on the number of Patrons that use our center.  We do not keep track of a person's personal data.
D.
COMMUNICATION CENTER

The communication center is in the file cabinet behind the main desk.  Please check your folder each time you come on shift.  You will receive library staff memos, updates for your training manual, and messages in your folder. You may use the communication center to send messages to other staff members as needed. 

E.
CHILDREN PRIVATE 

We discourage the bringing of small children into the library as they may disturb patrons and damage machines.  Children under twelve must be kept under the control of their parents.

F.
GENEALOGICAL SUPPLIES

Supplies that are sold in the library are in the cabinet near the drinking fountain and on the counter at the main desk.  A list of prices is posted on the counter and also in a folder near the telephone.  Record sales on the daily finance sheet. (Example on page A - 13)  One pedigree chart and three family group sheets may be given free to a patron on their first visit to the library.  
G.
MAGNIFYING GLASSES

They are kept in a box under the counter and may be loaned to patrons.  Write down the name and phone number of the person borrowing them in the sign out book and be sure they are returned before the patron leaves the library.

H.
TELEPHONE

Patrons may use the free telephone located off the North foyer for  calls to the immediate area.  For short calls to other areas within the 714 area, they may use the library phone at no charge.  The telephones in the library need to be kept clear for library business. No long personal calls are appropriate.

I.
TYPEWRITERS

Our typewriters are for the use of the library staff only.

J.
LOST AND FOUND

Items left in the library should be put in the lost and found section, located on the shelves as you come into the library.  If items lost are valuable, they are to be put in the diagonal drawer next to cash drawer.
K.
COMPUTERS

Use of computers is available for patrons willing to follow the computer rules posted above the computers. Patrons may sign up for one hour computer time up to three days in advance.  If, after the one hour is up, a computer is available, they may sign up for an additional hour.

L.
BOOKS

Our books are shelved using a modified Dewey Decimal System. Books are not loaned out except those books with book pockets and cards, shelved on the CHECK-OUT SHELF. Check-out procedure is found on A - 26
M.
SPECIAL COLLECTION BOOKS

These books are marked “Spec. Coll” in the card catalog.  They are in the cabinets behind the main desk.  Many of them are very old and irreplaceable.  They must be retrieved by the librarians and signed out to the patron in the sign out book.  Only one book at a time may  be signed out.  The patron should leave something such as a driver's license, which is returned when the book is returned to the counter. Paper clip the driver's license to the sign-out book until book is returned. These books are not to be taken out of the library. 

N.
MICROFILM

Film numbers beginning with F and NA are filed in the left film cabinets.  Films from Salt Lake follow, filed by Salt Lake film  number starting with 1 in the left microfilm cabinet.  Three and four generation family group records films are in the far left film cabinets, filed by year of filming. The beginning surname on each film is listed on the box.  Patrons are asked to use only one film at a time to avoid film being returned in the wrong box.  Film from our collection should be returned to the “film return” box on the  top of the film cabinets after use. Film on loan from Salt Lake should be returned to the 3 week or 6 month loan cabinets. 

O.
MICROFICHE

Microfiche are filed by SLC number in the microfiche cabinets on the back wall under the microfiche sign.  If they are not SLC numbers, they are filed by the alphabet with which they start.
P.
MICROFILM AND MICROFICHE READERS

Instructions for using readers are in the Standard Operating Procedures Manual on the back counter.  Report any problems with the  readers by filling out an equipment repair request form (from the far left drawers under the main desk). Fill in the bottom of the form, tear it off and put it in the “machine repair” basket in the workroom.  Readers are numbered so you can indicate which machine needs attention.  Tape the top of the form on the machine so patrons won’t use it.
Q.
PHOTOCOPYING FROM BOOKS AND PAPERS

A photocopier is available in the alcove by the drinking fountain. The charge per page is posted on the copier.  No more than 100 copies should be made at one time, as the machine overheats and causes black to be deposited on the rollers, leaving black marks on the copies.  Also, do not make 2-sided copies. Copies may be made for patrons by the staff on the copier behind the main desk if the  other copier is too busy, or if enlarging is desired.

R.
MICROFILM AND MICROFICHE COPYING

Photocopies from microfilm may be made at 25 cents per copy. If a larger or smaller magnification is needed, the reference librarian can change the lens.  The reference librarian should assist patrons to make copies. Only trained librarians should add paper or toner to these printers.

S.
AUDIO AND VIDEO TAPES

Audio and video tapes to listen to at the center are in the reference area.  An audio tape player with earphones may be signed out at the main desk and used at the table in the alcove. Video tapes may be viewed on the player in room 23. There are some audio and video tapes with pockets that may be checked out at the main desk for home viewing. For checkout procedures see page A - 26
T.
REFERENCE GUIDES


    Reference guides (red notebooks) on the reference table, contain information about research sources and procedures for the states in the United States and foreign countries.  Many patron questions can be answered in these guides. Become familiar with them. Some of the research outlines in them are available for purchase in the forms cabinet.

U.
GENEALOGISTS

This library does not do research for patrons, but does have a list, in a folder on the reference librarian’s desk, of genealogists accredited by Salt Lake, and other local genealogists.

V.
BAG INSPECTION

Bags and purses must be inspected as the patron leaves, for films, fiche, books, etc. that belong to the library.

W.
PATRON PICKUP 

If materials are left for a patron to pick up, they should be left in the Patron Pickup File in the file cabinet behind the main desk, these files are in front of the Staff Communication Files, they are in Alphabetic order.
X.
MISCELLANEOUS

Rest rooms are located through the South door, down the hall to the left and around the corner.  The pencil sharpener is located on the table by the eating area and one is behind our counter.













PAGE  
Oct – 05
 
                   A - 1

