OPENING AND CLOSING OF THE OFHC LIBRARY

TO OPEN THE LIBRARY PRIVATE 
All Staff:

1. Store all your stuff in the workroom

2. Sign in the staff notebook on this week's page under your day and shift.  There is a separate page for each week.  (Tuesday morning starts a new page for the week.)  

3. Put on your name tag (from the name tag book or from back of door)

4. Gather in the workroom for Morning Prayer.

5. Look in your folder in the communication center in the file cabinet.

If you are working at the main counter:
1. Date the daily finance sheet.

2. Unlock the cash drawer and count the cash in it, using the cash count sheet. (The placement of the key will be shown to you)  There should be $20.00 cash to start the day. Count the cash drawer as there may not be exactly $20.00 to start due to a lack of correct change on the shift previously. Write the amount of cash in the drawer at the bottom of the daily finance sheet, in the space for beginning of shift, and sign your name. If there are items already recorded on your daily finance sheet, take that amount of money out of the drawer before you count the cash, and treat those items as having been paid for on your shift.

3. Check the counter forms to make sure you have started with today's sheets

If you are a reference librarian:
1. Be sure the patron sign-in sheet is dated. (More forms, if needed, are found in the file cabinet in a folder labeled "Patron sign-in forms." If not, use the master and copy some.

2. Unlock the front doors for the patrons.

3. Unlock the door leading to the hall, and turn on the hall lights.

4. Replace the key on the hook.

If you are assisting at the computers:
1. Turn on the computers.  They should remain on until closing. Make sure the area around each computer is neat and clean and that each computer is brought to the proper screen, the Windows Desktop Screen.  Be sure the computer sign-up sheets from the day before have been removed and put in the computer sign-up sheets notebook.

TO CLOSE THE LIBRARY AT THE END OF THE DAY
If there are not three staff members on duty, those on duty should divide the duties of the absent one.

If you are working at the main counter:    

1. Balance the Daily Finance Sheet with the cash drawer using the procedures starting on page B-17, "TO BALANCE THE CASH DRAWER." 

2. Be sure all film and fiche orders have the patron's surname recorded on the finance sheet in parentheses.

3. Put the Microfilm & Microfiche Order Forms from the cash drawer in the drawer labeled "orders to enter" under the back counter. 

4. Leave an even $20.00 cash in the cash drawer for the next day the denominations of what to leave are posted in the cash drawer.  A suggested combination of currency and coin is listed on the cash count sheet.  If this particular combination of cash isn't available, leave any combination that adds up to $20.00 if possible. If not possible, leave as close to $20.00 as you can.  

5. On the cash count sheet, subtract the amount of cash left in the cash drawer.  This should equal the amount of money to deposit in the bank from today.  Put the deposit money in a fiche envelope, found in a drawer to your far left.

6. Staple the cash count sheet to the Daily Finance Sheet. Fold both sheets and put them in the envelope. 

7.  Put in any fee slips (including credit slips) from the cash drawer paid today.  Put a large rubber band on the envelope and drop it into the safe.

8. Lock the cash drawer and replace the key.

If you are a reference librarian:

1. Lock the front doors.  Close any open windows in the classroom. Lock the side door leading to the hall. Check the emergency exit to be sure it isn't blocked open.

2. Check to be sure film and fiche readers and their reading lights are turned off.  The little red lights on the surge protectors stay on.

3. Check to be sure all copy machines are turned off (including film copiers).

4. Begin a new patron sign-in sheet for the next day.

If you are assisting at the computers:
1. Return stations 1 – 5 to the logon screen (white screen), shut off using the start menu then turn off at the surge protector strips.

2. For the rest of the Windows computes (station 6 through ?), close all programs then use the shut down procedure on the start menu.  Turn off at plug strips.

3. Straighten chairs and pick up litter.

4. Remove the computer sign-in sheets for today and put them in the notebook of sign-in sheets for a record of usage.

All staff:
1. Put your name tag away in its place.

2. Deadbolt the front doors. Turn off lights at the ‘master’ switch only, and leave through the side door to the hall and out the foyer doors.  Be sure to take your things with you when you leave.  If you  have a key to deadbolt the front door, then you can leave through the front door.

 BEFORE VACATIONS:

If the library will be closed more than over the weekend, open all the microfilm drawers several inches to allow for air circulation. On the drawers with a gang lock, open one of the middle drawers. This avoids gas buildup that causes the boxes to become brittle and fall apart.
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