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ou don't like my presentation . . .

blame Chelle Batchelor!

(Just kidding)
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Things | learned from Chelle

hat you want to do will determine how
U house your content (e.d., course
agement system vs. wiki)

e the strengths of various tools (your
t doesn'’t all need to look the same
elivered in the same way)

out your strategy in advance!
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Today’'s Agenda

tus quo at Linfield

nale for change

2-D 1o 2.0

ges

ransitioning to interactivity
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Status Quo
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ILL at Linfield (OLC)

infield = OLC & OLL (but today we're only
king at OLC)

010-2011 — just shy of 8900 transactions
2 lending requests

borrowing requests

unfilleds

ms filled locally

rker FTE (/-8 students) =1.75 -2
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Student Responsibilities

t do we ask our students to do?

ALOTHI
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special projects .

g ub ?“r; E% Pro) projects
e . .

\ (600( checking out items

X" backaging items ;Facking ILL jt
for shipping " hold sheyr
’OrOCe '

SS/'



Like | said . . .

ALOTH
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hat did training look like?
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ots of one-on-one (or one-on-two) time-
tensive training sessions

nstant coordination with Evening
ervisor

tition
ty In training all students on some
Nt processes

es in tracking job progress
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hat was our point of
reference?
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Presenting . . .
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The Manual of Last Resort

Linfield College



[he table of contents might help
find what you're looking for . . .
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. . but you might need to refer to
e of these sticky notes, too . . .
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. . . and there sure are a lot of
sticky notes . . .
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.. and how do | know these are
still even valid?
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Rationale
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Length of time since last update

hings we wanted:

Integrate reference materials with training
aterials for student workers

llity to update content more easily
rporate web-based tools
ation/assessment mechanisms in one

tation for new Director of
Sharing
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eeded something better.
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raining looks a little bit
different now . . .
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A |LL-Training (ILL  »
Training)

ILL Basics

Library Basics
Linfield as Borrower
Linfield as Lender
Mail

Clio

Millennium

Ariel

Language Wiki

il

Self-Evaluation

COURSE MANAGEMENT

E E E

# Control Panel

“ Files »
~ Course Tools

* Evaluation

$C Center »

| A

| & Kathieen Sp

"’& Linfield College

ﬁ My Linfield Blackboard Page

i
E ILL Basics

[ & What Is Interlibrary Loan?

-

[ & ILL Software

™

& Filing System

-

& Opening & Closing Procedures
-

OCLC Request Manager Statuses

Click to view

Lending Flowchart
Lending Flowchart

Borrowing Flowchart

Borrowing Flowchart

ng | % My Places ﬁ Home lz' Help @} Logout

ain page of training “manual’
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veraging Existing Content
uce, Re-use, & Recycle)
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ILL Basics

Library Basics
Linfield as Borrower
Linfield as Lender
Mail

Clio

Millennium

:

Language Wiki

Self-Evaluation

LB —
[T BT
o
s e M
[ —
g
e |
S
B WA
————

Example: Time Cards

’ Library Basics

j Finding and Viewing Microfilm and Microfiche
Py

Attached Files: [ Finding and Viewing Microfilm and Microfiche (5.81 MB)

Finding Government Documents
=

Attached Files: [ Finding Government Documents (753.533 KB)

j Finding Journals
- Attached Files: [ Finding Journals (4.86 MB)

B Safety Information

B Sensitizing and Desensitizing
Attached Files: [J (De)Sensitizing.swf (1.92 MB)

r»——] Time Cards and How to Make Sure You Get Paid
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Example: Time Cards
E? Time Cm_u', e - e 5

- R e Pt -n ey

iy o o -
X7 - L0k e [iaenetes T tenre - g [ = GG Moun (e -
oS P etas 8- B - e Drns "
@ How ta £33 TimeSaver E_
Attached | ChangePasswora t

(5.81 MB)

rwoet {
D Vv Faniwont
: Sootem Yiew P et rnare

B How to ,
Attached I
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Interactive Learning &
Reference Materials

ﬁ,&

Linfield College



SoftChalk™

-learning authoring tool

IS you create interactive web content

g a WYSIWYG interface (no

ramming or HTML knowledge

ired)

are content via traditional web
course management systems, CD-
d various learning object

es
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Why SoftChalk™?

elatively inexpensive and easy to use

ws for easy chunking of content that
be reused In training materials for
library departments

es Interactivity to help student
retain more of the initial training
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Softchalk™ Features

teractive self-check questions, activities,
ames

annotation

to embed media files (images,
& video) & widgets

S with accessibility standards
add metadata to lessons

oring options
'&%
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Old ILL Lending Flowchart
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eractive ILL Lending Flowchart

We don't lend everything in our
collection: reference and special |
collections items are non-
circulating, as are full issues of
journals and microfilm.
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Comprehension Check

f_

Review Details
. Title:{CHoe Shaw
Num req this StafiD
title: this year: | I— pfA'
(-3
Publication Date: {2010 TransactionlD: [202374 Ready To Send ¥
Place of Publication:[Cuiver Ciy, Calf. - . Supplier: [IBEE |+
OCLC Numbe: [607553842 Verified: | OCLC Service: [Drect 1o Review = |
. Locations(max 5}
Book Request Pation Info E'm"’ o
Author: |&tom Egayan Patton Name: [Sping. Kathleen el
Publisher: [Sony Pictures Home Entertainmen Status: [admn  Dept: [UBR
Edition: | ID: 0270607
Series: | Email: |[ksprog@inhicld.edu
| ISBN: | = Phone: |2534
Article Request Emai Patron I
Adicle Title: Copssioht:
Patron Addiess: ' !CCG E
Urit Nurber - 8522 Bulding - Nickelson Borrowing Note:
Article Author: Lbray Foom103 ClalD. 20237407 //Free lender. Member of LA
| & Surmit, Prefer Ariel biansmissions.
Volume: | Issue: | Pation Notes/Pick up location:
P M 3 |IFM
Date:| PickUpLoc=/7// T o
Pages: | Max Cost:
3 Need Before: 2/7372m
ISSN: | .
Ship Via: |
Previous | MNext | Print Bib Details Ch:;l;#;al Delete Record Close
Record: 4 < 10f2 | » M [ &licFiter | Search

Hum Lock lﬁ
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Comprehension Check

O False

The patron's name is correctly entered in this example.

( Check Answer )
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Timelines with Pop-ups

LINsm s il =a.

: - "\I

2. In Process

When we read in the new lending messages in Clio, the request moves from the
Pending to the In Process gueue.
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Order of Processes

So do you know the order to process Summit rejects? Drag items

[ﬂ from the left column to the right column and put them in the correct
order. You won't be able to place an item in a slot unless it is the
correct one.

Check to see whether the patron already has
an active request for the item

Check item availability from Summit

Make a new ILL request from a blank
workform

Check for equivalent editions that are
available from Summit

If available from Summit, attempt to request
via Staff Mode in NRE

Indicate SUMMIT REJECT or SUMMIT
FAILED in the Notes field

Madify lending string based on whether
request is a SUMMIT REJECT or SUMMIT
FAILED request

ﬁ,&

Linfield College



Order of Processes

So do you know the order to process Summit rejects? Drag items
1 from the left column to the right column and put them in the correct
order. You won't be able to place an item in a slot unless it is the

correct one.
Check to see whether the patron already has
an active request for the item
Check item availability from Summit
heck for equivalent editions that are | [If available from Summit, attempt to request
vailable from Summit via Staff Mode in NRE

Indicate SUMMIT REJECT or SUMMIT
FAILED in the Notes field

Modify lending string based on whether
request is a SUMMIT REJECT or SUMMIT
FAILED request

Make a new ILL request from a blank
workform
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Reference Material

@ International Loans

Occasionally we berrow and lend materials outside the United States. When this happens, we need to fill out the appropriate customs form.
The small customs form (see below) is used for packages weighing less than 4 Ibs. Use the scale near the mailboxes in the workroom to determine the weight of the package you will be sending so you

know which form to use. Then, follow the instructions on the form, using the image below as a guide. A completed sample of each form is also posted on the bulletin board above the ILL mailing table.
Tape the completed form to the package (don't tape it down entirely, as the Post Office will need to remove it for processing). You will still need to include an address label on the package.

USPS® Customs Declaration — CN 22
IMPORTANT. The fterrvparcel may ba opened officially, See
VNI~ =====——===
e SPRING
B e e o NEIELD (OLLEBE
Detalled descripon of conteats (1) [ T2 ‘:‘ng’ S Tarit 4 (8) EQ $ E& 522
TIILE OF ITEM [ 2 115)75.00 - ,LLKE:ST./L
LA 12355618 MCMINNYILLE DR 97128 USH
* AR = |LL Jbocymenr benes
1110 RUTHERARD LIBRARY NORW
2517540 UNIVERSITY of ALAERTR-
%&amdmmﬂmgmmnn 0 noee1 § 30370
'uwhmmuzummnw This em ww,wfm

does not contaln any dangerous article, or arficles prohibited by kglelation of by

Coder e Porogn T ot i CANADA TG 2JY |
18}

Suncers Spaature and Dot (6)
SIEN YOUIR NAME HERE ééz;zu LLH# | 2345678
PS Form 2976, December 2009 PSN 7530-01 Do not dupicate without USPS approvel 1-8can Copy
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IS, Videos, & Other Tools
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Problem

ow do we keep track of which
rons read another language so
hat we don't have to keep
mailing them to verify?
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Solution

Ild a wiki accessible to all
nt workers and supervisors
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My Linfield Blackboard Page

O
o

BlOWd g
Training)
:
d
Arel

Self-Evaluation

*'K Linfield College

& My Places iy Home [2] Hele @) Logout

coe

ILL-Training ILL Training =L [EGIRTE

ﬁ Language Wiki

(P

Patrons Who Read Another Language

Edit Mode is:

If a patron requests an item in another language, please email to ask if they can read this language (see template in ILL email). Add that, and any

other languages they can read to this wiki.

Please add new patrons to the list in alphabetical order by last name.
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#3 My Places &y Home [2] Hele | [ Logout
*'& Linfield College

My Linfield Blackboard Page Courses
Language Wiki Edit Mode is:

BEOdg

2 |LL-Training (ILL | » E Language Wiki
Training)
m Patrons Who Read Another Language

If a patron requests an item in another language, please email to ask if they can read this language (see template in ILL email). Add that, and any

LL B
Linfield as Borrower other languages they can read to this wiki.
Linfield as Lender =| Please add new patrons to the list in alphabetical order by last name.
1
<
i |

o mm—|
C—

Language Wiki
Self-Evaluation

P
|
T

easy instructions to follow
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Patrons Who Read Another Language Edit Wiki Content

Created By Justyne Triest on Tuesday, May 10, 2011 5:06:55 PM PDT
last modified by Justyne Triest on Monday, July 25, 2011 1:04:37 PM PDT

Denise [ - Spanish

Jennifer I - Spanish, French

Thierry [N - French

JaeLyn 0 - French

John [0 - CGerman

Arminda [0~ French, Spanish

Juan | - Spanish

Sarah i - Swedish

Olivia| - French

Gudrun| - German

JesGs |- French, Spanish
Masayuki T - Japanese

Christopher [ - Japanese

Katie - Spanish, Catalan

Violeta [ - Spanish

Peter | |- Cerman

Jade " - German

Sonia| - Spanish
Tonya|  (has a student collaborator who reads Chinese, Summer/Fall 2011)
Fatima [ - Spanish

_Comment |

Linfield College

¥ Comments: 0



Problem

W can we share information that
student workers need to know,
specially If there is a visual
ponent to the information?

'l;%
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Solution

Use short videos or screen
tures to Introduce information
reinforce in-person training
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Example: Millennium Backdating

poium Circulation « Linfield College Library
Blackboard Learn

"HISTENtTWiew Go Tools Admin Help
Check-In (No Patron) @ & ﬁ

Millennium

G

Circulation Desk i

|| Key or Scan item Barcode

by
3
g2 |]

Search

|l Check-in Date N - Fines
(L'_!I E Jun 132007|| Backdate ‘Tdd:f $0.00.
i

Search f Holds [ |
| Call Num [ Title |_PatronName | AmountDue | Status

(@) (>) (@) () () | |

'l;%
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Check-In (No Patron)

_Millspniym, Circulation : Linfistd College Library,
file Edit View Go Tools Admin Help

Example: Millennium Backdating

|| Key or Scan tem Barcode

Backdate
June 13 2007
[<< [[< ] ume 2007 I
Sun  Mon Tue Wed Thu  Fri sat
1 2
3 1 7 8 9
0 | 1 w | s 16
7 | w | 19 | 20 | 21 | 22 23
| 24 | 25 | 26 | 27 | 20 | 20 30
|_ox || cance

I« o (> X ]

'l;%
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Example: Finding Journals

Journal of
Consciousness
Studies

¢ P P
Machine Consclousness

ombocimeant and Imaginaiior

.......

'l;%
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Example: Finding Journals

Finding Journals 7-11-08.swf (application/x-shockwave-flash Object)

Consciousness
Studies

»
o
-
b
2
x

-

-
-
=
-
.

"
; p
Machine Consciousness
OMDOCIMEaN! and IMOogINOion

Journal of |

Newest Issue

'l;%
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Example: Finding Journals

Finding Journals 7-11-08.swf (application/x-shockwave-flash Object) |

Linfield College



Example: Finding Journals

Finding Journals 7-11-08.swf (application/x-shockwave-flash Object) |

T
-

./
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Example: Finding Journals

Finding Journals 7-11-08.swf (application/x-shockwave-flash Object) |

Linfield College



xample: Finding Journals

Record: Prev Next

Finding Journals 7-11-08.swf (application/x-shockwave-flash Object)

Title The New York times

Imprint New-York, [N.Y. : H.J. Raymond & Co.], 1857-
Identity Newspaper

Location McMin Newspaper

LIB. HAS Sept.(1851)-Dec(2007)IIEeRINY; Current issues shels

Latest Recejved:  July 10, 2008 v.CLVII no.54367

Identity Newspaper
Location McMin Newspaper
LIB. HAS Sept.(1851)-Dec(2007)MICROFILM; Current issues shels

Location McMin Newspaper & McMin Microfilm

Descript v. :ill. ; 59 cm

Frequency Daily, 1861-

Descript Daily (except Sunday), 1857-1861

Pub date Vol. 6, no. 1868 (Sept. 14, 1857)-

Note Issues for Sept. 19-26, 1923 published jointly witl
morning newspapers
Suspended Dec. 12-28, 1958; Dec. 20, 1962-Mar.
5, 1978

Issued monthly reduced size publication titled: Lit
Alt title N. Y. times

Combined New York morning newspapers

Combined New York Sunday newspapers
Continues w-York daily t C)s 3074 7
ISSN 0362-4331

| ]r”Ndbu»xi
- e | Dacavde Deac Mawk
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ldeas for More Training Tools

olceover-annotated PowerPoints

alking tour podcast of library locations
our ILL department’'s work space

technology Issues via a blog or
Groups

mail templates for frequently sent
S

'l;%
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Assessment
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rt . Skills Completion
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ILL Training Plan for

Training Area

Tate Identifled

Dhabe Completed

ry Requirements

Libra

Hhudent warker conioe

Confidentality policy

Emergencies manual

WSS manual

Library staff

Friwacy of Nkrary recards

Procedures for [aw

enfnroement

Tmme cards

Terar of collacnons

Coneepts

ILL v=. Summ=

ILL mbox

Hold shelf and resurn shel?

Crganization of JLL
workroom

Accesswen

Cla

T um

Firsisearch

OCLL Poliaes Direciory

NRE

Wicslinnelle v PR vs.
DCE

Skills

Library of Comgress call
mamber sysbem

Sillennium: L hecking Aems
in

Y| um: Checking Aems
ol

T HI um: Search/aalds

ST -
Remewing/chenging dos date

Y| um: L pdeting pamon

record info

Sillennium: Placing balds

Ariel Importing ffom scams

Anel: ADF vs. flathed
scanning
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Anel®Cha: Updarmg ta
YesCaopy

Ariel: Papersark Tor
receiving items

Arel- Held smhs

Anel: Adding o address
boak

Anel Amel vs. Odyssey
addresses

E-Delivery: Processing new
Ariel ilems

E-Delivery: Heviewing
deaills

E-Delivery: Delrvering and
v firizeg

ClioHequest: Sending
Tequests

Clio: Reading new messzges
{Linfield as Borrower)

Clio: Beading new messages
(Limfield as Lender)

Clua: Sendmg updates
(Linfizld 25 Bocrower)

Cluo: Sendmg updabes
{Limfield as Lemder)

Clio: Searching the datmbase

Cho: Updating 1o Complete

Clia: Updahng io Returned

Clio: Updating 1o YesCopy

Clio: Updating 1o YesLoan

Clio: Updaiing 1o RecCopy

Clia: Updating 1o RecLoan

Cho: Reviewing new lending
iiems

Clio: Libranes daizhase

FirsdSearch: Searching the
Policzes Drireciory

Firsthearch: Request
Manager categories

Firshearch: Searching for
active requesis

Firsihearch: Searching for
closed requests

Firsthearch: Printng

Fackagmg for USEs

Packagmg for couner

Packagmg for UPEFed Ex

Maling o DCE siudents

Scanmang from copier

ﬁ,&
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*  Desenstizing'sezsiDzng

= Email empledes and protmeol

«  Checking Zfor overdze/not-
vet-picked-up #ems oo hald
shelf

= Phonevoicemail protocal

= Changing soner

= Fax machine operanon

= Microtilm machme operation

= Filling ool customs form

Intermediate Skills
= Mllennium: On-the-dly
record creation

CH um: Damaged seius

= Anel Send to peiron feature

= Anel Sendmg o non 1P
address

= Arel- Duplexing

= Anel Dithering options

= Anel Cleanng the send
qotue

= Arel Non-standard TLLAs
as docurmeni [Ds

= L.Delivery: Waitng sar

Shipped

o E:Delivery: Unmeiched
request 10s

= ChoKequest: Reviewing
patron: info

= ChoKequest: Reviewing
ftemianticle info

= ChoKegquest Reviewing

need before date

= CliaRequest: Copymight
compliance

= ClioRequest: Journzlile
infio for EBECO ¢

= Cloc OCLL & 150 [ems for
Review {Bormower)

= Clo: DL LL & 150 [emns for

Review {Lender)

= Firsthearch: Searching for
hihlxographic reconds

= Tirseearch: Custom
haldings paths

= Tirsthearch: Choosing
lenders and EMST libraries

= Tirssearch: Deleting
doplicmelinvalid regroests
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Hemewal Requesis [Lindield
as Borrower)

Hemewal Bequesis {Lindield
as Lender)

Condxional Messzges
(Linfield 25 Borower)

Condviional Messzges
(Lixifield ax Lender)

Hecalled Bequesis {Lindield
as Borrower)

Hecalls {Linbield as Lender)

nced Skills

Adva

Jummit Kejects v Summit
Frileds

Hequesiing i SizH Mode m
MRE

Checkang smnes 0f Sommr
request m WRE

Undulleds

Srved Hequesis

Lxpired Heguesis

Hetry Hequests

Hecalled Bequesis (Lindield
as Lender)

Firsihearch: Specal
Sessages (Borrower)

Firsthearch: Specal
Messages (Lender)

Cond=ional Heiry Pendings
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COURSE MANAGEMENT

% Control Panel

* Files »
ILL-Training

I Go

Basic Search

ey s—

# Grade Center

Needs Crading

Full Grade Center Ml

Assignments
Tests
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Skills Become “Assignments”

ing | % My Places .ﬁ Home Help Ij) Logout
*% Linfield College

E@] My Linfield Blackboard Page Courses
—_J

Training)
ILL Basics In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the table cell for the grade. In the
interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to navigate through the Grade Center and the Enter

key to submit a grade. More Help
Linfield as Borrower Create Calculated Column % Filter  Work Offline

eld as Lender

i —
e
Eem
L —
oR—
v —|
A
s —|

Mail 1< -5 [Move To Top | Email Sort Columns By: Layout Position ~  Order: AAscending |

Crade Information Bar ( Packaging for UPS/Fed Ex {}Grade Type: Grade | Points Possible: 0 Last Saved:May 23, 2011 9:36 PM

e -
@ Last Name Enrstuanm :ﬂnmhﬁmlmﬁramhalmforamwauMalllnatoDC!ESunnlnu‘fromB

Clio

Millennium

O v v v v 1.
Ariel Packaging for UPS/Fed Ex
O v v v v P — v
Language Wiki a S 2E = % X %
Self-Evaluation O 3 v v v v v v
O v v v v v v
COURSE MANAGEMENT s
Selected Rows: 0 { (=) Jalr
# Control Panel > Move To Top | Email | Icon Legend;
* Course Tools _Edit Rows Displayed |
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n&

Linfield College



ClioRequest: S " FirstSearch: Se | FirstSearch: Re - FirstSearch

| Feedback to User

! B
w k
N A |
. .
B |
O 5
Crading Motes
]
[
A
b .
=

Text Editor | Cancel | Submit |

Int of Assessment Feedback
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xternal & Internal Feedback

ClioRequest: § ! FirstSearch: Se [ FirstSearch: Re - FirstSea

Feedback to User

Don't forget that you can also search

the policies directory by institution name
- just select that option from the
drop-down menu. -

e

Grading Notes

A
n
o

Text Editor | Cancel | Submit |
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Ills Completion At-a-Glance

Student Details

User ' B J }
Student ID
Contact Phone (Home)

Phone (Work)
_ @linfield.edu

Items Completed 83% (92 of 111)

Category Statistics

Category Average Graded
Survey 0% 1
Library Requirements 0% 9
Concepts 0% 10
Basic Skills 0% 48
Intermediate Skills 0% 20
Advanced Skills 0% 4
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MNAME

DATE OF EVALUATION

15 Wi REFERRAL FORM
JERFLD B NICHOLSON LIBRLARY
ILL STUDENT TRAINING CHECKLIST

SEMESTER HIRED

TASK

TRAINED?

TASK

TRAINED?

LIBRARY BASICS:

- Nood bofece dalc

Cantrscl sigred and undeninod

Hending requesty

Canfsdentality pelicy signed CLICK:
Emergezcics & M5DS OCLC
Library wiafT UL &[S0 ilema for seview
Fe d four Law Searching
Privacy of ikrary records Uipdating
Timc cards - Complelc
Librury =f Ceoegress coll # [LC Eawy) - Reterned
Diesensilizingsenaibizing ibemw - YesCopyWesLoas
ILL int== - RecCopypResLoaz
ILL kodd ahelf - Special calcgorcs
MILLENNIL M: Review new lending ilems
Chech ilema in and oul Librarics Datebasc
RescwingThangng Duc Daic FIRST SEARCH IUI'_‘L'I'_']:
FPatran recornds — updaling s=io Reoguest Manager
Chor-the-ily record cresizen Palacica O
Damaged slabus Scarching
ARIEL: Printing
Scndng ilcms Spocizl calcgorscs

- Scannicg viz copice and mpartsg = Uefilled

- ADF va. flagbed and Zupl - Bawve

- Aiding to sddrens book

- Rezcwal 0K Tenicd

- Send o patren Bealure

- Conditiosmal

- Gending 1o non-10 addman - Reealled
- Clearig the wend quouc - Eapared
- Wpdating lo Yeslapy - Rairy

Recciving #ema

- Special monsgesbormwer

- Paperaork - Candtticzal ety i
- Bleld status - Remewal Reguest
- B dandard [LL&x an d I - Bpecial mesagealendar

CLIO E-DELIVERY:

Processing requests

Froccaing zow Aricd soma

= Custom Raldings patha

Revewing detals

- Chooxemg lenders & EMST

Deliver and natify

- Dieleting doplscales & invalids

Urmatched reguest IDa

Hummil rejects vi. Summs faileds

hemn waiting for Shipped mowage

NRE

Scndng wpdates

Summil regecs = Sl Modc

Acceswch

Chexlong siabus of Summid soqueat

TLID REQUEST:

MACHINES:

Revicwing zow regeerin

Operation [Fax, Photocapicoy, and
Microhilm readcr/prinkes

- Fatran info

Paper & Jama {Fax, FRalocopicrs,
= Micrafilm readeriprinder}

- Hemasticks info

Tozer [Fax, Phetocopicos, and
Microfilm readeriprinter)y

- gkt complmance
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MNAME

DATE OF EVALUATION SEMESTER HIRED

15 Wi REFERRAL FORM
JERFLD B NICHOLSON LIBRLARY
ILL STUDENT TRAINING CHECKLIST

TASK

TRAINED? TASK

TRAINED?

LIBRARY BASICS:

oo before date

Zang roqueaty

Contract sigred and undeniood 10:
Canldentality pelicy signed [T
Emergencics & MSDE Lfl.__& 1540 itermn for seview
Librury wtafT \;-.ir:'
Froccdures for law coforcomomt Tompleic
Reterned

Privacy of hbrary rccorda

Time cards

YesCopy ¥ esLoas

Librazry of Cozgress call d [LC Eavy]

R CopyrRes Leas

Descnnitizizguenaibizing itema

apecizl calcgorcs

ILL intox

srw new lending ilems

rerics Datebasc

ILL keedd sheld

FPatran recands — updaling s=io

| FIRST SEARCH (D07 LC):

Chor-the-ily record cresizen

Reguest Manager

Damaged slabus

Tean] Polscics Direciccy

ARIEL:

Trinl| Seasching

Scndng ilcms

Spec| Frinting

- Scannicg viz copice and mpartsg

- ADF va. flagbed and duplexi

: Special calcgores

- Aiding to sddrens book

- Send o patren Bealure

[1

5

8| - Undilled
Cl -Saws
R

- Gending 1o non-10 addman

- Rezcwal DK Menicd

- Clearig the wend quouc

- Conditiozal

- Wpdating lo Yeslapy

 Focallcs

Recciving #ema

- Paneraoek

CLIY E-DELIVERY:

=

5

T - Enpared
' - Retry

FProcoasing sow Aricl #cma

- Spesial mesagestommwer

Reviowing details

- Condticzal Rctry pendin

Dicliver and notify

- Rezowal Roguost

Uemmiched requeas 1

I - Special memageslendar

Hema waiting for Shipped meomage

Froccaaing roquests

Sendng oedekes

- Cuslom Eoldings patha

]
CLID REQUEST:

- Chooxmg lenders & EMST

P
MA = Diclctmg doplacates & invalids

Revicwing zow regeerin

Dipe: Summil rejecta wi. Summ foileds

- Fatran info

T 7
Paper & Jama {Fax, FRalocopicrs,
= Micrafilm readeriprinder}

- Hemasticks info

Tozer [Fax, Phetocopicos, and
Microfilm readeriprinter)y

- Capynght complanco
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STUDENT EMPLOYEE EVALUATION

Studert’s Name Semester Hered

Rating Scale: Circle one from Excellent (S) to Unsatisfactory (1)

Attendance
1. Reports to work dily or as scheduled §4321
2. Is punctual 54321
3. Notrfies offico when s'he plans to be out 54321

Performance
1. Work 15 accurate, thorough, acceptable
2. Uses time wisely
3. Shows imtiative, rehability, and wallingness to learn
4. Prioritizes tasks
5. Works effectively with mirimal supervision

wnn a i n
e
P A A
LI I S N )
b o

Communication with Others

1. Is courteaus, cheerful, and interested §4321
2. Takes mstructions well §4321
3. Works well with fellow workers, supervisors, and others §4321
4. Serves the public in an active, responsive manner 54321
Professionalism
1. Acts m a professional manner 54321
2. Has the ablity to make sound judgments and decissons 54321
OVERALL PERFORMANCE RATING:
This empioyee's ovenll performance s judged to be (check ore):
0 Exoellent O Very Good 2 Good 1 Satisfactory 0O Unsatisfactory

Supervisor's Comments:

Studert’s Comments:

Thas evaluation was discussed with me by my supervisor, and I have been gaven o copy.

Student’s Signature Date

: S

Linfield College
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Self-Evaluation

E Self-Evaluation

Build Content ¥ Add Interactive Tool ¥ | Assign Textbook ¥ et

ILL Student Worker Self-Evaluation - =

Availability: Item is no longer available. It was last available on May 31, 2011 8:44 AM.
Enabled: Adaptive Release

This evaluation gives you a chance to let us know how you're doing in interlibrary loan. This isn't something that will be graded - rather this is a
way for you to let us know how you think you're doing and to provide a jumping-off point for a sit-down evaluation with Kathleen and Justyne.
Please answer as thoroughly and honestly as you can.

Each question between 1 and 5 has two parts, a multiple choice section and an open-ended question. The next section lets you rate yourself
overall. Finally, there are some additional open-ended questions to give us a little more information about you as a worker.

The first part is rating what best describes yourself for that category using a scale from 1-5. Choose the answer that fits you best the majority of
the time for questions 1a-5a. You will have a chance to expand on your answers in questions 1b-5b.

The second part of the self-evaluation is where you can expand on the first set of questions and let us know more about how you feel. Please be as
detailed as you can, because this will help shape the discussion when you meet with Kathleen and Justyne. Include any questions/comments
/suggestions/concerns you may have. Please answer each part of the question, but feel free to add more as well (there will also be a short section
at the end of the survey where you can add more general comments as well).

Thanks!
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Sample Question

How knowledgeable do you feel overall about the regular, day-to-day ILL work and daily tasks?
() 1. Not knowledgeable at all. How did | even find my way to work today?

() 2.  Slightly knowledgeable, but feel that there's still a lot to learn about the daily tasks.

() 3. Adecent knowledge base, but there's lots of room for improvement.

() 4.  Quite knowledgeable- regular tasks are not a problem.

O 5.

Very knowledgeable- regular tasks are a piece of cake, bring on the new ones!
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Challenges
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oor choice of tool for self-evaluation

Kills completion assessment tracking Is
nky

iding what Is too complex to try to
In In detall

Ining how big chunks of content
be

way to assess new training
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for Takin’ It to the Web
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K the low-hanging fruit.
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ch the tool to the desired
outcome.
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everything has to have an
teractive component.
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Plan, plan, plan!
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hunk your content.
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-use existing content.
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Revise as you go.

“h

Linfield College



Successes

hort video tutorials seen as super useful

planations for less common processes
excellent point of reference

to include self-testing components
training materials

work In place for new Director of

t for continual updating
5;%
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Questions?

kspring@linfield.edu
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