SIERRA Library Training Checklist

For______________________

Hire Date_________
Topics to be covered in training:

Basics

	Staff Initial
	Trainee  Initial 
	Staff Initial
	Topic

	
	
	
	Building Tour: Building security, workrooms, break rooms, emergency exits, etc…

	
	
	
	Library Policy: read manual, review circ, location of print and online manual.

	
	
	
	Opening Procedures

	
	
	
	Closing Procedures

	
	
	
	Reports: paging lists, expired/cancelled hold list, statistics (gate counter and internet use).

	
	
	
	Daily Money: Cashing out register before opening, regular transactions

	
	
	
	Phones: standard greeting, transfers, voicemail, intercom, all call, call screening

	
	
	
	Copy Machines: how to use, problem solving

	
	
	
	Basic Customer Service 

	
	
	
	Breaks and Lunches

	
	
	
	Timesheets

	
	
	
	Calling in

	
	
	
	Pertinent Numbers

	
	
	
	Turning phone system on/off and retrieving messages/checking voicemails

	
	
	
	Cash Register—Fixing mistakes/no refunds

	
	
	
	


Using the Catalog (Sierra & WebPac) to find items

	Staff Initial
	Trainee  Initial 
	Staff Initial
	Topic

	
	
	
	Placing Holds for patrons (title vs. item)

	
	
	
	Assisting Patrons in using the WebPac

	
	
	
	Finding Items in Sierra (staff mode)

	
	
	
	Additional Hold information—how many copies/how many holds

	
	
	
	Narrowing searches to Antigo

	
	
	
	


Check-in
	Staff Initial
	Trainee  Initial 
	Staff Initial
	Topic

	
	
	
	Normal Check-in Sierra

	
	
	
	Bookdrop Check-in Sierra

	
	
	
	Checking AV & all materials returned

	
	
	
	“Hold” or Request Items

	
	
	
	Damaged Materials

	
	
	
	Lost Books Returned

	
	
	
	Donations and other non-Antigo Public Library items

	
	
	
	Courier

	
	
	
	Interlibrary loans

	
	
	
	Sorting items onto shelving carts/cart arrange.

	
	
	
	Items returned w/ missing parts

	
	
	
	Noted Damage vs. Billable Damage

	
	
	
	Ck in/Ck out failures (recording info)

	
	
	
	Waiving fines when our error

	
	
	
	


Patron Registrations
	Staff Initial
	Trainee  Initial 
	Staff Initial
	Topic

	
	
	
	Searching

	
	
	
	Required info

	
	
	
	Identification/address requirements

	
	
	
	PCode4 field (geographic location)

	
	
	
	Seasonal property owners—using alt. address

	
	
	
	Linking family members

	
	
	
	Updating patron records

	
	
	
	Youth under 18

	
	
	
	Duplicate records/Teacher Cards

	
	
	
	SMS Alerts and Reading History-- options

	
	
	
	Why email/phone notices preferred

	
	
	
	Text Alerts – how and duplication

	
	
	
	


Internet Sign-Up


	Staff Initial
	Trainee  Initial 
	Staff Initial
	Topic

	
	
	
	Basic sign up with TimeIt Software

	
	
	
	Registered patrons w/o card

	
	
	
	Non-registered/Out of town users - Guests

	
	
	
	Juv. Over 12/under 18

	
	
	
	Keeping a waiting list – wait list kiosk

	
	
	
	Extending time (juveniles and adults)

	
	
	
	Kid’s computer rules

	
	
	
	Printing: Kyocera & Sharp procedures

	
	
	
	Checking out headphones – adult & juv

	
	
	
	Ck out game discs for juv. computers

	
	
	
	


Patron Privacy
	Staff Initial
	Trainee  Initial 
	Staff Initial
	Topic

	
	
	
	Hold shelf privacy

	
	
	
	Privacy if calling about holds (rare)

	
	
	
	Giving out info. about someone else’s account (over/under 18)

	
	
	
	Picking up holds for someone else

	
	
	
	Checking out on another person’s account

	
	
	
	Paying fines on someone else’s account

	
	
	
	SO (sex offender) message

	
	
	
	


Check-Out

	Staff Initial
	Trainee  Initial 
	Staff Initial
	Topic

	
	
	
	Accessing Patron record: barcode, name, Sierra i.d.

	
	
	
	Checking out

	
	
	
	Interlibrary loan (ILL)

	
	
	
	How long different items circulate

	
	
	
	Renewals:  Phone/in-person

	
	
	
	Information in patron record: history, payment info, blocks

	
	
	
	Messages vs. Notes

	
	
	
	Overdue items: Lost, Claims returned

	
	
	
	Miscellaneous charges/fees

	
	
	
	Taking Payments

	
	
	
	Hold items

	
	
	
	Checking out without a card

	
	
	
	Patron not on file

	
	
	
	Lost/Stolen library cards

	
	
	
	Resolving patron blocks

	
	
	
	Overriding or deleting blocks

	
	
	
	Canceling existing holds

	
	
	
	Collecting fines/waiving fines

	
	
	
	

	
	
	
	


Adult Materials
	Staff Initial
	Trainee  Initial 
	Staff Initial
	Topic

	
	
	
	New Items

	
	
	
	Fiction

	
	
	
	Nonfiction

	
	
	
	Computer 

	
	
	
	Spanish

	
	
	
	Oversize

	
	
	
	Holiday

	
	
	
	Magazines—New and back issues

	
	
	
	Newspapers—New and back issues

	
	
	
	CD’s/Spanish

	
	
	
	Reference

	
	
	
	Wisconsin Reference

	
	
	
	Large Print—fiction and nonfiction

	
	
	
	Mysteries

	
	
	
	Mystery paperbacks

	
	
	
	Westerns & Western paperbacks

	
	
	
	Paperbacks – regular fiction

	
	
	
	Romance and lt. romance paperbacks

	
	
	
	Science Fiction/Fantasy & SF paperbacks

	
	
	
	Audiobooks—BCDs

	
	
	
	Dvds

	
	
	
	Microfilm

	
	
	
	Playaways

	
	
	
	Mp3s

	
	
	
	Puzzles

	
	
	
	Cake Pans

	
	
	
	


Juvenile/YA Areas
	Trainer

Int.
	Staff

Int.
	Date
	Topic

	
	
	
	Easy Readers (E books)

	
	
	
	Easy nonfiction

	
	
	
	New Easy Readers

	
	
	
	New Picture Books

	
	
	
	Board books / New Board Books

	
	
	
	New Juv. Nonfiction & New Juv. Fiction

	
	
	
	Juvenile Series

	
	
	
	Juvenile Fiction

	
	
	
	Juvenile nonfiction

	
	
	
	Juv. DVDs and New Juv. DVDs

	
	
	
	Juv. Audiobooks (BCD) & Playaways

	
	
	
	Picture books (X books)

	
	
	
	Kits (including computer games in kits)

	
	
	
	Juv. CDs

	
	
	
	Juv magazines

	
	
	
	Juvenile graphic novels

	
	
	
	Juv. Spanish collection

	
	
	
	YA graphic novels

	
	
	
	YA Paperbacks (now in with regular YA fiction)

	
	
	
	New YA books

	
	
	
	YA BCDs, Playaways & new YA BCDs

	
	
	
	YA Fiction

	
	
	
	YA Nonfiction

	
	
	
	YA Playaways

	
	
	
	YA Magazines


Miscellaneous

	Staff Initial
	Trainee  Initial 
	Staff Initial
	Topic

	
	
	
	Shelf Reading

	
	
	
	Baby’s First Books

	
	
	
	Microfilm Readers—Use/Paper refilling

	
	
	
	Posters in hallway

	
	
	
	Reserving the Meeting Room or Conference Room

	
	
	
	Renting equipment

	
	
	
	ILL Requests

	
	
	
	New Book/DVD Requests

	
	
	
	Library Databases

	
	
	
	Novelist

	
	
	
	eBooks & OverDrive

	
	
	
	Book purchases from sale shelf

	
	
	
	


Training Dates: ______________________________________________________________________________________________________________________________________________________
Notes:
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