4.  IF THE PERSON IS CONSCIOUS AND RATIONAL:

· Ask if medical assistance is desired

· If so, call person's own doctor or dial 911 as desired by the patron.

· Ask someone to drive them home or to get medical aid if the person appears to be incapable of driving safely.  Chapman Medical Center on Chapman Ave. and Yorba Street has an emergency room.

FOR non-medical EMERGENCIES CALL: (such as overflowing toilets)

Facilities Management Office: 
               XXX-XXXX

Director: Beth McCarty


714-998-3408

Physical Facilities Representative:
XXX-XXXX

The above numbers are changed periodically.  This is mounted on the counter by the telephone for your convenience. 

For the Fire Alarm turn off, it is located in the Custodial Closet in our hallway.

VII. OVERVIEW of FAMILY HISTORY CENTER STAFF DUTIES


Each staff member serves at least a weekly shift of four hours in the Family History Center.  His/her duties should include the following list this helps everyone and keeps our library running smoothly.  Thank you in advance for all you do to help our patrons:

· Properly record transactions on the Daily Finance sheet

· Reshelf books, microfilm and microfiche. Put books and film that need repair in their respective repair bins.

· Check books, microfilm and microfiche to be sure they are in the proper order.  This is called "reading the shelves."

· Maintain library security by ensuring that patrons do not remove books, microfilm or microfiche from the premises.

· Clean and dust equipment and reading areas as you see they are needed. Ask a staff member where the supplies are kept.

· Answer the telephone and give assistance.

· Sell genealogical supplies and receive fees for film orders and copies. 

· Be familiar with microfilm and microfiche ordering procedures, and instruct patrons on how to properly complete order form.

· Become familiar with the computers and all their functions.

· Assist patrons to use the film and fiche readers.

· Attend monthly staff meetings.  Learn and upgrade knowledge your knowledge and skills and learn about new acquisitions.

· Instruct patrons in the use of our Family History Center Card Catalog and help them to locate library materials.

· Assist patrons in using the Salt Lake Family History Library Catalog (FHLC), on computer or fiche, to locate additional resources.

· Help patrons to use indexes, including the International Genealogical Index (IGI), Census Indexes (books, fiche and computer CD’s) and the Family Registry.
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