STAFF TRAINING CHECKLISTPRIVATE 

I.  INTRODUCTION  and General Information                          put check mark in circle when completed
   
Meet with Staff Trainer, Patron Services Coordinator or Director


۝

Read the Section on "Introduction" and do the Exercise on page 11


۝
Look through 1st 5 tabs in Training Manuel, read the INTRODUCTION

۝
III. MEET WITH STAFF TRAINER ON YOUR SHIFT

    
 Go over with your trainer:                                     
         

Any questions you have about the above reading



۝
       

How to give basic information to patrons about library


۝       

           

Go over OFHC hours and what to bring to the library during shift

۝
 



Do you know where to put your exercises when finished?


۝


Have you been familiarized to where things are behind the counter?

۝


Do you know where the supply of paper is kept?



۝
A Section: DESK PROCEDURES  


Read section 'A' on Desk Procedures






۝                            Go over with the trainer the procedure to begin a shift

A-10

۝

Go over with the trainer the procedure to open & close the library 
A-12 & 13
۝     


Exercise on Shelving Books 





A-16 

۝

Go over how to use a credit slip 




A - 17

۝

Go over with the trainer the use of the Daily Finance Sheet 

A-18

۝       


Exercise for Daily Finance Sheet on page 



A-20

۝

Balance the cash drawer on your shift




A-21

۝    


Make sure you understand how to check out our CD's 

A-22 & 23
۝      

Make sure you understand how to check out a Book, Video & Audio tape A-26
۝

Exercises on ordering Microfilm on




A-31

۝

Exercises on ordering Microfiche on 




A - 31

۝

Exercise on renewing microfilm on 




A - 36

۝

Can you physically identify to the trainer where our 2 film collections are?

        

 l. Patron Loan Microfilms






۝
        

2. Microfilm in our regular collection ("extended loan" films) 

۝

     
Do you understand how to check the status of a film order? 

     A-37-39
۝
     
Go over with trainer how to locate a microfiche that has been ordered     A-41
۝



Give the trainer a 'tour' of our library as if she were a new patron


۝

CONGRATULATIONS!  YOU HAVE DONE ALL THE EXERCISES UP TO THIS POINT AND YOU WILL RECEIVE A BLUE STAR FOR YOUR BADGE

B Section: COMPUTERS


Read section 'B' on Computers







۝ 


Exercise for Section B on Computers




B- 23

۝

Do you know how, and have you done these at our center:



The PAF Program?







۝


Made a copy of microfilm or microfiche?




۝


Know how and have made a copy of something onto a floppy disk?

۝


Know how and have made a copy of something onto a CD?


۝


Used one of our data CD's to find information on your family?

۝


Have you used the 'Family Search' program?




۝


Helped a patron learn how to use PAF?




۝


Used one of our scanners to copy something?




۝


Refilled a paper tray on one of our machines?




۝


Learned when to use readers with 42x or 65x lens



۝
    

Demonstrated correctly how to load, position and focus each type of 

      


microfilm and microfiche on readers?




۝


Learned what to do if a reader doesn't work or a bulb is burned out

۝


Started a pedigree chart for your own ancestry?



۝


Have you been taught how to 're-boot' the internet?



۝


Are you comfortable on the floor and on the computers?


۝


Can you now work at the desk, the computers and out on the floor?

۝
C Section: CATALOGING AND FILING

Read Section C









۝
 1. Go over with the trainer how to identify, shelve and check the proper order of the books from the following locations:

Regular book stacks








۝              

Index shelves and Census Index shelves





۝
Reference table








۝               

Check-out shelf








۝  

Special Collection








۝
Oversize Books








۝ 

EXERCISE: Card Catalog





C - 12              ۝
EXERCISE: Federal Census Registers



C – 13

۝
EXERCISE: Passenger lists





C – 22

۝
EXERCISE: European Passenger Lists



C – 25

۝
EXERCISE: Film Registers for Countries



C – 26

۝
EXERCISE: Online FHLC





C – 30

۝
 2.  Go over with the trainer how to identify, shelve and check the proper order of the microfilm from the following locations:

1. Microfilm in our 'indefinite' or 'permanent' collection




۝
2. Patron Ordered Microfilm (show the difference in regular and HOLD film)

۝
3. Asian Microfilm Catalog 







۝
4. National Archives Film and film with F numbers 




۝         

5. 3 & 4 Generation Family Group Records (orange dots) 



۝ 

3.  Know how to remove and refile microfiche correctly




۝

D Section: REFERENCE AIDS

    
Become familiar with the welcome packet for new patrons    



۝


EXERCISE: Resource Guides 




D – 2

۝


EXERCISE: Gazetteers, Maps & Atlases



D – 15)

۝
CONGRATULATIONS!  YOU HAVE FINISHED SECTIONS B, C, & D.  AT THIS POINT YOU GET A SILVER STAR FOR YOUR BADGE.

E Section: COMPILED SOURCES


Read and become familiar with Compiled Sources


E-1

۝


Read and assimilate the Compiled sources on the Computers 

E 3-5

۝

Read and understand the compiled sources on the internet

E – 6

۝

Discuss with your trainer the various compiled sources to make sure you understand
۝

EXERCISE: Compiled Sources 




 E -7

۝
F Section: INDEXES


Read and learn to understand PERSI




F – 1 & 2 
۝

EXERCISE:  PERSI






F – 2

۝

Learn what the BGMI is





F-3

۝

EXERCISE: BGMI






F -3

۝

Learn about the California Information File   



F -7

۝

EXERCISE: CFI





 
F – 8

۝
G Section: LDS SOURCES


Read about how to Trace LDS or Mormon Ancestors (to help patrons)   G – 1-5
۝
EXERCISE: Marriage License Index




G – 16

۝
EXERCISE: Obituary Card Index




G – 18

۝
EXERCISE: Mormon Diaries





G - 20

۝
EXERCISE: LDS Emigration & Immigration Indexes

G – 24

۝
H Section: RECORDS BY TOPICS

Read and Understand about the periodical holdings of the ORFHC 
H 1 & 2
۝
EXERCISE (Periodicals)





H – 2

۝
Read and understand the section on US Military Records 

H – 3

۝
EXERCISE: Frontier Conflicts & Indian Wars


H – 14 

۝
EXERCISE: U. S. Civil War





H – 18 

۝
EXERCISE: Military Records




H – 28

۝

            EXERCISE: Naturalization Records



H – 37

۝
CONGRATULATIONS!  YOU HAVE FINISHED SECTIONS E, F, G & H.  AT THIS POINT YOU GET A GOLD STAR FOR YOUR EFFORTS & BADGE
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