TITLE: 
Library User Skills Training Course
PREAMBLE:


The Library information provision has been limited by budgetary constraints. The welcome sponsorship from a charitable foundation has allowed the purchase of a new Library Management system, with state of art hardware and peripherals. The 1993 DOS based system, previously in use, was available on only one computer, with access restricted to the Librarian who is employed for 28 hours each week. All Library staff, across the state of NSW, now enjoy OPAC (Online Public Access Catalogue) access at their individual desktops. It is surmised that the number of borrowers and loans will increase. These Service users require training in order to give them the knowledge and skills to make best use of the service. With the release of the OPAC, the librarian has been approached to provide training to teams. The development of a formal Information Skills Training Course:  Library User Skills Training Course is a logical step. Delivery of course sessions to individual teams (Small Group training) is considered the choice option as staff work closely within their teams. The length of a session will be three hours. There is variation in the information needs among teams. Bearing in mind, Booth’s warnings in Countering the training half-life, participants will be asked at time of enrolling to create and bring topics to the sessions that have relevance to their individual and team needs. Additionally, the course will include an explanation of the range of specialist services provided by the librarian and an overview of the physical holdings of the library and the historical archive.  
AIM:
To provide a comprehensive training on the OPAC, to create an understanding of what its content means for Library users and to provide a complete understanding of library services. 
OBJECTIVES:


By the end of this training course, participants will be familiar with:

· How to access and use the Library OPAC  
· Resources held by the Library (Books, AV resources, journals, journal articles, websites, Resource Folders, Toys) and the historical archives (Timeline, Foundation Papers, Minutes, Oral histories, Writings, Photos, Press Clippings, Memorabilia)  
· How to physically locate these holdings 
· How to borrow items and of any restrictions to borrowing
· Specialist Services that may be requested from the Librarian (Inter-library loans, Literature searching, Topic research, Display support, Training)  
· The importance placed on the Library’s 75+ year history

· The days and hours that the Librarian is available
LEARNING OUTCOMES:



On successful completion of this training course, library users will be able to:

· Demonstrate competency in the use the Library OPAC
· Identify resources to meet their needs

· Physically locate these resources

· Borrow resources and record those borrowings

· Understand and select from the range of specialist tasks that may be requested of the Librarian

· Evaluate which items from the history collection may support their current work

· Select and use library resources independently, particularly outside of the Librarian’s scheduled hours
TRAINING COURSE SCHEDULE 

Library User Skills Training Course

	TIME
	KEY POINTS
	DELIVERY METHOD
	RESOURCES
	DURATION

	9.30am
	Registration & Welcome
	Informal head count
	Tea, coffee and juice in Café la Cott
	15 Mins

	9.45am
	Introduction – Summary of morning’s program including statement of learning objectives
	Verbal – Trainer/Librarian

 
	Booked training room, close to library, set up with one computer for each participant. The OPAC is web based and access is via a URL – icon on desktop. Username/Password at each station – checked prior to 9.30 for each PC.
	15 Mins

	10.00am
	Introduction to OPAC user screen and applications
	Show & Tell – Trainer/Librarian


	Trainer/Librarian PC, linked to screen for viewing as a group. Theatre seating.
	15 Mins

	10.15am
	Check your searching competence on OPAC
	Individual searching.

Select items to physically view in the library. 
Note call numbers.

Roaming Trainer/Librarian is available to participants.
	Each trainee at own   computer.  Pre-prepared individual topics and Course handout of suggested search topics. Paper and pen for note taking.
	30 Mins

	10.45am
	Move to library for tour and to locate chosen items.
	Guided view of shelves and Central Records Room – 

Locate selected items

Dummy borrowing

View pre-selected archive items 
	Note location signage and OPAC signage, book and journal returns. View indexed articles, restricted borrowing items and items in archives storage.
	30 Mins

	11.15am
	Refreshments
	Available in library

Questions encouraged
	Tea, coffee and juice & Librarian’s own cookies
	15 Mins

	11.30am
	Review of available services that may be requested of the Librarian.
	Show & Tell – Trainer/Librarian
	Trainer/Librarian tour of the OPAC (linked to screen) in relation to Inter-Library Loans, Topic research and where future training in Literature Searching can lead. Online view of where Display Support may assist.
	15 Mins

	11.45am
	Practical exercises in use of the OPAC
	Directed searches to experience range of applications both individually and with neighbouring buddy.
Roaming Trainer/Librarian is available to participants.
	Handout of search topics with space to write findings and questions.
 
	30 Mins

  

	12.15pm
	Recap on training content including statement of learning outcomes. Invitation for extra one-on-one training.
	 Verbal – Trainer/Librarian


	OPAC will continue to evolve. Please keep in touch.
Evaluation sheets
	15 Mins



	12.30pm
	Close
	Close
	Close
	Close
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