V.  THE STAFF TRAINING PROGRAM


The staff-training program consists of three parts.  The first part is the systematic study of this manual.  This includes completion of the exercises, which accompany each part, as well as consultation with the staff-training supervisor when necessary.  Turn in each exercise as you complete it by putting it in the red folder for exercises in the Communication Center.   It will be returned to you to place back into your manual.  When you have completed studying the Introduction and Section A and finished all the exercises in those sections, you will receive recognition and a Blue Star * to be worn on your staff badge.  When you have studied the Manual sections B, C & D and completed the exercises, then you will receive recognition and a Silver Star * to be added to your Blue Star on your staff badge.  When you have completed studying the sections E, F, G & H you will then receive recognition and a Gold Star * to be worn on your badge.  This is the highest honor a staff member can earn while on staff at the Orange Family History Center.  This means that you have covered the entire manual and done all the exercises, and you will receive a certificate stating that you have been duly trained by the Staff Training Coordinator of the Orange Family History Center.


The second part of this training program consists of monthly staff meetings conducted for the entire staff.  These meetings are designed to: (1) emphasize those parts of this manual which need review; (2) introduce new materials, procedures, and ideas from the Family History Department; (3) provide an opportunity to explain and discuss local Family History Center policies, operational procedures, new materials, and other matters pertinent to the local center. It is important to attend these meetings to remain up to date, as the procedures and availability of resources in the field of genealogy and family history are constantly changing.  Always notify the staff training supervisor or the Director, Beth McCarty if you are ever unable to attend.
     
The third part is on the job training by actually helping patrons.  You will learn more by applying what you have learned from the manual and from information and training you receive in Staff meetings.

VI.   PRINCIPLES OF LIBRARIANSHIPPRIVATE 

DRESS STANDARDS AND PERSONAL APPEARANCE

The dress standards of the Church should always be observed by all staff members.  Proper personal grooming is also very important since each staff member has constant interaction with the public, and is representing the Church.  

RESPONSIBILITY

It is very important that each of you take the proper action whenever you find that you will be late for your shift.  Please call the Family History Center and let the librarian on duty know that you are coming and will be late.


If you must be gone from your regular shift, arrange for a substitute. You can trade shifts with another librarian, or get a substitute from the substitutes listed on the Family History Center Staff Roster or shift schedule. If you desire to ask someone not on the roster, get approval from the Director or Patron Services Coordinator before asking them.  This is to ensure the quality of service.  If you can't find a substitute, please let the Patron Services Coordinator know.  If you can't reach the Patron Services Coordinator, call the Director.


Please write on the calendar above the counter, the date(s) you will be gone, your name and your substitute's name.  Also, inform the Patron Services Coordinator of the dates and the substitute's name.  We appreciate your faithfulness in this matter.  You have no idea of the service you will be rendering to those whose responsibility it is to keep the center running smoothly.
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