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Paola Free Library New Employee Orientation Checklist
Facility Tour -
   
   
Meet Staff               Shelf designations & special areas
Payroll - 


Timesheets

Pay Schedule  
Emergency Procedures-
Review Emergency Plan and location of SDS binder




Location of fire extinguishers and emergency exits




Location of flashlights for power outage

Job Description-

Director will review




Continuing Ed – opportunities vary
Policy Handbook-
Location (review loan periods, checkout limits, and patron categories), other policies as needed. 
NEXT Member-
Explain NEKLS and NEXT systems
Service Priorities - 
PATRONS COME FIRST!  There are always other tasks for you to perform while covering the desk, but be prepared to be interrupted frequently. Refer to the “Daily Duties” sheet.

Greet public with a smile and eye contact.


Be friendly to patrons.  You are the face of the library.  Get out from behind the desk and help patrons find an item or a section they want to browse.


CONFIDENTIALITY is important – shred all slips & documents with personal info that you come across. ALWAYS restart computers after a patron has used one.
Identifying items - 
All items have a barcode and property stamps.

Watch for other library’s markings and ILL paperwork

Review genre labels, color dots & tape meanings, and call numbers.

Circulation- 

Checking items in & out (including what is required from patron)

Assessing damaged items


Locations of forms

Daily Cash Receipt

 Prices for library services (copies, etc.)
Prices & locations of earbuds, flash drives, etc.
Prices and location of Friends’ items for sale.
Cabinet schematic
HOLD shelf area - 
Alpha by patron, held 1 week

Calling patrons about holds procedure
NEXT shelf area - 
Alpha by library

Closing/Opening Procedures -Go over with staff assigned to close or open or who will work on Saturdays.

Programming - 
Review the library’s newsletter (upcoming & regular programs).
Digital Resources-
Learn the basics of State Library Resources & Digital resources specific to Paola Free Library.

Review the library’s website and social media pages.
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