COMMUNICATION

No enterprise can be successful without proper communication.  This is particularly true in the case of the Family History Center since most staff members serve only one shift per week.  For this reason it is vitally important for each of you to check your Communication Center folder when beginning your shift, and regularly attend monthly staff training meetings to get updates on procedures and new items in the library.  Also watch the bulletin board by the staff sign-in notebook for notices to the staff.


When writing a note, or leaving a note for someone else, please always remember to sign your name and date it.  This is very important for the person receiving the note, to let you know the problem was handled or to find out more information from you that they didn't understand.

PERSONAL GROWTH

As explained in the introduction, each staff member is expected to complete the lessons in this staff training manual and attend staff meetings.  The checklist in the front of this manual will help you study this manual in an orderly and logical sequence.


While on duty, staff members should use their time when not helping patrons to become acquainted with the reference books and other material in our library.  A staff member may not do personal family research on his regular shift until all other shift duties have been completed and only when there are no patrons needing your help.  If you do find time to do research on your own family, please keep in mind that you are expected to keep a close eye on the door, computers and desk at all times.  If the phone rings, it is your responsibility to stop and answer it.

WELCOMING LIBRARY PATRONS

All patrons should be greeted upon entering the Family History Center. This is vitally important and should never be omitted, since such a greeting sets the tone for their entire visit.  No one should enter and leave without receiving attention to their needs.
PATRON REGISTER

Encourage the patrons to sign the patron register located at the main desk.  All library visitors should sign the patron register each day that they use the library, except the following:



1.  Patron's children (unless doing research also) 



   
2.  Curious passers-by



3.  Library staff members while on duty



4.  Persons who have signed the register earlier the same day


Occasionally a person may not wish to sign the register.  No one should be forced to sign.  However, this register is used to compile our reports; therefore we desire that it reflect our library activity as closely as possible.  Our funding is related to Center usage.


Encourage L.D.S. members to also note their stake and ward name, so the proper stake can be given credit. A sample register page is on A- 8.

LIBRARY SECURITY

The Family History Center main desk should not be left unattended. If you are assigned to the main desk and must leave the desk momentarily, or for a break, have another staff member take your place.  


All patrons’ bags must be checked upon leaving to be sure that all our books, microfilm and microfiche stay in the library, with the exception of books and audio and video tapes from the check-
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