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1. Dale @ Cone of experience

Dale @ Cone of experience

reference to Edger Dale’s "Cone of Experience.”
es Question marks refer to the unknown.
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Circulation pop quiz (¥ 1)
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1

Circ. Desk Pop Quiz #1 — the winner will receive

a yummy treat. Each question is worth 10points.

1)
2)
3)
4)
5)
6)
7)
8)
9)

10)

1D

12)

13)
14)

15)
16)

17)

Can patrons look at the terminal screens?
Where can patrons break a 5 dollar bill ?
Where do patrons go for refunds from the
coke machine?

What happens if you don’t say Y to PRO-
CEED? when re-newing?

What do you do when a book comes u>
NOT ON FILE, NEW? when checking in?
What happens when you check-in or renew
when fines are purging?

Can a patron check out a book without a
library card?

What 3 ways can a patron re-new a book ?
What color card does a current grad student
or faculty member from another UC campus
get?

When would the above card expire?

What does it mean when a patron comes up
STATUS S when checking out? and what
should you do?

What does it mean when a patron has an
asterisk next to their name on CLSI?

What does NRLF mean?

Why do you put a date in the NOT NEEDED
AFTER line on searches and holds ?

What do you do if the billing line is busy?
What do you do when you find a damaged
book in the book drop?

How can a patron find out which books they

have checked out?
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BEHAVIOR
or
MOTIVE

SPECIFIC
or
GENERAL | If M or G, REWRITE

(1) You were late to work four
times this week.

(2) You have a negative attitude
toward patrons,

(3) You talk too much during
staff meetings.

(4) Diane was shocked by your

language.

(5) You handled the situation
ingeniously.

(6) You seem rather immature
and unmotivated and are

sloppy to boot.

(1) You deliberately made me
look foolish in front of my

colleagues.

x 3
I. GENERAL ORIENTATION
1. Personnel basics
2. Tour of the library
3. Tour of the circulation area
a. Guidelines for staff conduct
b. Employment & scheduling policies
c¢. Evaluations and student supervisor
II. CALL NUMBERS
1. Call numbers module
2. Sorting onto discharge trucks
III. CARE OF THE COLLECTION
1. Care of collection module
2. Shelving bound volumes
3. Shelving statistics
IV. INTRO TO CIRCULATION
1. Circulation module
A. Circulation files

(1) Practice filing cards

Borrower identification
Loan periods

Filling out charge cards

MO oW

Charging out
(1) Practice charging
F. Discharging
(1) Practice discharging
G. Renewals
(1) Practice renewing
(a) by phone
(b) at the desk
H. Circulation statistics
V. PHONE PROCEDURES
1. Module on phone etiquette

2. Practice answering & transferring calls

VI. SECURITY
1. Module on security taping
A. Tattle tapes bound volumes

B. Tattle tapes unbounds

— 24 —
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2. What to do when alarm goes off 5. Processes material to be returned
VII. UNBOUND MATERIAL XIII, OVERDUES
1. Sorting unbounds into type (display journals, 1. Module on overdues
nondisplay journals, technical reports news— 2. Processes overdues
letters) A. Searches for material
2. Sorting display & nondisplay to be shelved B. Sends overdue notices
3. Shelving display journals C. Overdues statistics
4. Shelving nondisplay unbounds in stacks 3. Procedures for patron responses
5. Shelving statistics A. Billing
VIII. TECHNICAL REPORTS B. Patron claims returned
1. Module on technical reports XIV. PUBLIC SERVICE UNDER PRESSURE
2. Filing mictofiche technical reports 1. Module on problem patrons
3. Shelving paper technical reports 2. Discusses module with supervisor
4. Shelving statistics XV. MARKING
IX. SHELF-READING 1. Module on marking
1. Shelf-reads an assigned section 2. Processes material to be marked
X. STATISTICS XVI. MENDING
1. Module on statistics 1. Module on mending
X1, SEARCH/HOLD REQUESTS 2. Processes material to be mended
1. Module on searches XVII. SNAGS
2. Practice completing searches 1. Module on snags
A. Holds 2. Clears the shelf
B. Recalls XVIII. OPENING
C. Second holds 1. Module on opening procedures
D. Not in shelf-list 2. Walks through opening procedures with
E. Reference books supervisor
F. Reserve books XIX. CLOSING
G. Declared missing 1. Module on closing
H. Storage 2. Walks through closing procedures with
XII. NRLF REQUESTS supervisor
1. Module on NRLF XX. EMERGENCY PROCEDURES
2. Uses FINDLIST 1. Module on emergency procedures
3. Uses elctronic mail to page material 2. Safety tour of the library, including emerg-
4. Processes requested material ency exits and fire extinguishers
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