MATHESON LIBRARY STUDENT ASSISTANT

Students interested in employment at Matheson Library must complete a student application form.
After the student is interviewed and if the library is interested in hiring the student, a background check
is performed. Upon approval, the student can be offered employment.

Positions funded by the University Student Account require a minimum grade point average of 2.0.
Persons filling these positions are hired and trained by the immediate supervisor.

Positions that are funded by the WKCTC Work study Program are processed by the Financial Aid Officer.
When library work study students are identified, they are assigned to supervisors who will train them.

Appropriate University forms must be completed to insure payment for services rendered. As part-time
employees, there is no benefit package.

Duties

Circulation Desk - charges, discharges, fines, shelving, patron records, mail

Patron Services - assist students with library catalog, Internet, research databases, and library
orientations

Maintenance — shelves, periodicals, overheads, and equipment

Special projects — as assigned

Qualifications

Cumulative minimum GPA of 2.0
Computer knowledge

Customer service skills

Student Assistant Supervisors
Carol Driver 534-3170
Sandy Farrell 534-3171



LIBRARY TERMS

The following are terms used in your job as Library Student Assistant:

Abstract — a summary of an article

Browse -- patron uses materials in the library; the item is discharged to show statistics

Charge -- patron checks out library materials

Citation -- contains information to be used for citing materials (author, title, and date of publication)

Database -- a collection of magazine, newspaper, and/or professional journal citations and /or full-text
articles

Discharge -- patron returns library materials

Full-text Articles — the text of the article is present in the database

Holds -- patron requests library materials that are already charged to another patron
ILL (interlibrary loan) - - borrowing or lending materials from another library

Item Record -- displays the following information for a particular item: title, author, call number,
location, circulation statistics, and charge information

Patron Registration — add or update patron information. Patrons must be registered before they can
charge materials

Peer-Reviewed or Refereed Publications — scholarly publications written by authorities in their field

Periodicals — anything published on a regular basis — daily, weekly, monthly, etc. such as magazines,
newspapers, or professional journals

Renewals -- patron needs to extend the date due for library materials



CONFIDENTIALITY

Library circulation records are to remain confidential in keeping with the Right to Privacy Act. The
following are examples of requests for library information that are confidential and must not be
honored.

1) Arequest for the circulation records of a faculty, staff, student, or other library card holder
by someone else.

2) Arequest for addresses, phone numbers, or other personal information contained in the
patron database. This also includes information in the student directory.

3) A request for the name of the person who has charged a particular item.



COPY MACHINES

OPERATION

Two vending copiers are located at the Circulation Desk. These coin-operated machines take nickels,
dimes, or quarters. Copies are currently .10 cents a page. A dollar bill changer is available.
Instructions for placement of paper are indicated on each copy machine.

Library copies are made with bypass key located in the key drawer at the desk. Personal copies should

not be made using the bypass key.

MAINTENANCE

General maintenance such as adding paper, toner, and misfeeds are performed by library staff. Student
assistants should check the paper often throughout the day and always add paper at night before
closing.

REFUNDS AND REIMBURSEMENT

If the machine malfunctions and does not give a copy; the staff may use the bypass key to make another
copy. If the correct amount of change is not given, ask for one of the staff.

SUPPLIES
Paper and toner for copiers are ordered from McKeown. Notify the Administrative Assistant when

supplies are low. Do not use printer paper in the copiers, and do not use copier paper in the printer.
They are purchased with different funds.



SUPPLIES

GENERAL SUPPLIES

General office supplies are located in the storage closet in the Conference Room.
The Administrative Assistant is responsible for ordering general supplies.

STUDENT ASSISTANT SUPPLIES

Special supplies for student assistant’s use are located in the overhead cabinet in the
Administrative offices. Please notify the Student Assistant Supervisor if you need additional
supplies to perform your job.



SECURITY SYSTEM

Library materials are secured by CheckPoint Security Systems located at each exit. In the event
materials are not properly checked out, the system will alarm.

Patrons should be asked to return to the Circulation Desk. In the event the patron refuses to
return, do not physically detain the individual. Student assistants should ask a full-time staff
member to assist with alarm situations.

Library personnel should never tell patrons how the security system works. If the alarm sounds
because library personnel failed to place a blocker card in the materials, discreetly place blocker
cards in the materials. When patrons fail to check-out library materials, patrons are asked if
they have forgotten to check out an item. They are never accused of stealing materials.



TYPEWRITERS

A typewriter is provided free of charge for all library patrons. Patrons must provide their own
paper. Malfunctions are reported to the Circulation Desk.

The typewriter is located in the Media Room.



TELEPHONES

Refer to the Campus Directory, located at the Circulation Desk, for extension numbers and directory
assistance. The extension for the Circulation Desk is 534-3321. The library direct line 534-3197 rings in
the library Administrative Office.

PROPER ANSWER

Pick up the receiver and say, “Matheson Library, this is “Your name.”
ANSWER ANOTHER EXTENSION

Pick up the receiver, press More then Pick Up. Transfer the call or take a message if the person is not
available.

TRANSFER CALLS

To transfer a call to another extension, tell the caller you will transfer to ext_. If that person is on the
phone, they will then be transferred to that person’s voice mail. To transfer, press Transfer then press
the party’s 5-digit extension number. The call will connect when you hang up.

PORTABLE PHONE

The extension number for the circulation cordless phone is 534-3321. It is treated as an outside line.
The portable phone cannot be used to pick up or transfer calls to another phone. You can transfer calls
to the cordless phone by hitting More, Transfer, then

9-534-3321.

PLACE OUTSIDE CALLS

Dial 9 and wait for the dial tone to place local calls. The portable phone is a direct line and does not
require you to dial 9.



AlL

Library mail is placed in a basket at the circulation desk. Student Assistants are scheduled to take the
mail at approximately 8:30 am and 2:30 pm (see mail schedule located at circulation desk). Special
deliveries may be requested in addition to the posted schedule.

Campus mail should list the person’s name, department, and building. Full-time faculty, part-time
faculty, and staff mail will be delivered to Graphics located in the Gym.

UPS mail is delivered to Graphics. A form is filled out with name, address, zip code, and weight of
package. Graphics department personnel will assist with UPS mailings.

INCOMING

Student Assistants should pick up the library’s mail in Graphics and bring mail to the library. Distribute
mail within the library to each person’s mail basket. Mail for Stacey Nickell, Director of Library Services,
should be placed in the Administrative Assistant’s mail basket. The maintenance department also
delivers mail to the library each day around noon.



GRAPHICS

Notice: All times are estimated based on the special demands placed upon the Graphics &
Maintenance personnel. Times should be within 30 minutes of those listed.

8:00 am Delivery @ PCCT, Allied Health
9:00 am Mail leaves for Post Office
9:30-10:00 am Mail returned for sorting

10:00-11:00 am UPS, Mail, & Fed-Ex etc. Sorted by building
11:00 a.m. UPS, Mail, and other items are delivered on campus.

11:00 am- 4:00 pm Continuous Processing of Mail & Parcels. (If you need to bring mail over during
dinner hours, a mailbox is provided outside the door to place mail.)

3:00 pm All Fed-Ex shipments must be in Graphics prior to this time!

3:00 pm Fed-Ex pick-up

4:00 pm ALL OUT GOING MAIL MUST BE IN THE MAIL ROOM BEFORE 4 TO GUARANTEE
PROCESSING.

4:30 pm Mail leaves for the Post Office for final delivery of the day.

Should you have any questions hours will be posted on the door outside of the mailroom.

Should you have any additional questions, Please call the mailroom at 534-3200.



OPENING PROCEDURES

Turn on lights.

Unlock doors for Conference Room, Equipment Room, and Media Room. Unlock stairwell doors and
door going to the elevator.

Use the WK/DATER TEST card to check for correct due dates. Scan the patron barcode on the front of

the card, then scan the 3 weeks barcode and the 5 day barcode for the correct due dates. Set daters to
those dates. Discharge the 3 weeks and 5 day barcodes.

CLOSING PROCEDURES

Student workers assist full-time staff with the following closing procedures. Begin procedures one hour
before the library is scheduled to close.

BOOK DROP

Check the book drop at the bottom of the stairs on the Student Center side and the two book drops at
the circulation desk. Discharge the items, check the Item Record on each item to make sure that it has
been checked in, then shelve.

PAPER SUPPLY

Check paper supply in both copy machines. Check paper in all of the computer printers. (Remember to
check the printer located in circulation.) Do not use copy machine paper in computer printers or
computer paper in the copiers.

QUADS

Remind patrons of library closing time.

Push up chairs.

Pick up any items left on tables.

Browse (Discharge) library materials used in the library.

CIRCULATION PROCEDURES
Shelve materials (Check the /tem Record of items to be shelved to make sure items have been checked

in.)
Use the orientation schedule on the clipboard to post orientation times for the next day.

TURN OFF

Turn off any equipment that is left on in AV room
Close any programs that are open and log off patrons



Turn off lights in each quad. (Not earlier than 5 minutes before closing.)

LOCK

Lock library doors including stairwell, elevator, Administrative Offices, Conference
Room, Equipment Room and Media Room.

Lock cash drawer at Circulation Desk.

BREAK ROOM

Make sure the door to the Break Room is closed, the coffee pot is turned off, and the lights are turned
out.

DOUBLE CHECK BEFORE LEAVING

Lights are all off, cash drawer is locked, and doors are locked and pulled shut.



L C Easy

L C Easy is a Library of Congress training program located on CIRC 1.

To access the program, click
Start,

Programs

LC Easy 3.0

The program provides basic information on shelving materials in the Library of Congress classification
system. Upon completion of the basic information, training drills are provided to practice LC shelving.



Library of Congress Classification System

The books in the WKCTC Matheson Library are arranged on the shelves according to the
Library of Congress Classification System, which separates all knowledge into 21 classes, as
outlined below. Each class is identified by a letter of the alphabet, subclasses by combination of
letters, and subtopics within classes and subclasses by numerical notation.

A General Works G | Geography, Anthropology, Folklore,
etc.
General encyclopedia, reference books, G Geography (general)
periodicals, etc.
B Philosophy-Religion GB Physical Geography
B-BJ Philosophy, including BF, GC Oceanography
Psychology
BL-BX Religion GN Anthropology
C Auxiliary Sciences of History GR Folklore
CB History of civilization (general) GV Recreation
cc Archeology H | Social Science
CcD Archives HA Statistics
cl Numismatics HB-HJ Economics
CR Heraldry HM-HX Sociology
cs Genealogy J | Political Science
CcT Biography (general) JA-JC Political science
D History: General & Old World JF-JQ  Constitutional history and public
administration
Including geography of individual countries. IS Local government
D World history, including world IX International law
wars.
DA Great Britain K Law
DB Austria L | Education




DC France Music
DD- Other individual countries M Scores
E-F | History of America ML Literature of music
Including geography of individual countries. MT Musical instruction
E 1-143 America (general Fine Arts
E 151-857 United States (general) NA Architecture
F 1-957 United States (states & local) NB Sculpture
F 1001-1140 Canada NC Graphic arts
F 1201 Other countries. ND Painting
NK Decorative arts
P Language & Literature Agriculture
P Philosophy and linguistics SB Plant culture and horticulture
PA Classical language and SD Forestry
literatures
PC Romance languages SF Animal culture
PD-PF Germanic languages, including SH Fish culture and fisheries
PE, English
PG Slavic language and literature SK Hunting sports
PJ-PL  Oriental languages and Techno|ogy
literatures
PN General and comparative TA General engineering, including
literature general civic engineering
PQ Romance literatures TC Hydraulic engineering




PR English literature D Sanitary and municipal
engineering

PS American literature TE Highway engineering

PT Germanic literatures TF Railroad engineering

Pz Fiction in English TG Bridge engineering

Q Science TH Building construction

QA Mathematics T) Mechanical engineering

QB Astronomy TK Electrical engineering. Nuclear
engineering

QcC Physics TL Motor vehicles. Aeronautics.
Astronautics

Qb Chemistry TN Mining engineering. Mineral
industries. Metallurgy

QE Geology TP Chemical technology

QH Natural history TR Photography

QK Botany TS Manufactures

QL Zoology T Handicrafts, arts and crafts

QM Human anatomy X Home economics

ap Physiology U | Military Science

QR Bacteriology V | Naval Science

R Medicine Z | Bibliography & Library Science

Biography: Lives of individuals, illustrative of any subject are normally classified with that subject, e.g. Albert

Einstein is classified in QC 16.E5. Otherwise they are classified with general biography in CT.




SHELVING

Browses

Patrons using materials in-house are asked not to reshelve items but instead place them on carts located
in each quad. These items, used in the library but not charged to a patron, are recorded as a “browse”
on the circulation terminal before they are shelved.

Student assistants gather these materials left on tables, ends of shelves, on carts, etc., and bring them to
the Circulation Desk to record statistics on the Circulation terminal.

To browse books that have been returned, click DISCHARGE in Voyager Circulation.

Scan the Barcode on the item.

The Material will appear as “browse” on the screen.

Barcodes for magazines and newspapers are kept on rolodex cards located at the Circulation Desk.

Scan the top barcode for paper issues and the bottom barcode for microfilm or microfiche. Scan the
barcode as many times as there are number of issues of that particular title.

Item Record
Items should be discharged (checked in) upon their return. As a precaution before shelving, student
assistants check the system to make sure they were properly discharged before the items are shelved.

Click “Item” in Voyager Circulation.

Enter the shift key and the F2 key at the same time.

Scan the item barcode.

Check under “Item Status” to make sure that “not charged” is displayed.
Check under “Location” to see where the item should be shelved.

If the item was discharged on the system, clear the screen and repeat the above steps to check each
item located on the shelf.

AV Materials such as kits may be housed in a box and have multiple barcodes an each item inside the
box. Check each barcode against the item record and make sure all parts of the kit have been
discharged.

Check the item to make sure the blue information card is not in the pocket.

After checking the item record the materials are ready to be shelved.



SHELVING LOCATIONS

Books and AV materials are sorted by location and Library of Congress call number then placed on a
small cart. Magazines and newspapers are sorted by title and date before being shelved.

Place materials neatly on shelves. Bookends support books and AV. Extra bookends are located on
shelves in front of the Media Room. Books and Media should be easy to pull off the shelf but not so
loose that they lean. Shelves can be adjusted and materials shifted if shelf space is needed.

Books

Circulating books are divided into two sections. A — PR is located in one section and
PS —Zin the other.

Special Collections is located inside the Processing Room door. This is a non-circulating collection.
These items have “SPECIAL” labels.

Reference books cannot be checked out. They are located in the section denoted by the “REFERENCE”
labels.

Be very conscious of filing books in the proper location. If in doubt, check the item record which
indicates the location.

Large books that cannot be shelved upright are shelved with the spine down.

Reserves

Instructors may place library materials, sample tests, research papers, articles, and other class materials
at the Circulation Desk. The instructor determines loan period length. Reserve materials should be
refiled immediately following discharge of the item.

Reserve shelves are in alphabetical order by instructor’s last name. A reserve label is affixed to each
item and includes the instructor’s name, course number, and length of circulation.



Newspapers

The most current newspapers are located on the newspaper stand in the Research Room. The back
issues are located on the back of the last stack outside the Server Room. Newspaper back issues are
kept for 3 months for all newspapers. The Paducah Sun is also available on microfilm back into the
1800’s and is located in the microform cabinets in the Research Room.

Magazines

The most current magazines are located on the periodicals stand in the Research Room. Back issues are
arranged alphabetically behind the Reference stacks. An online listing of periodicals can be found on the
Matheson Library homepage.

AV

Audiovisual materials include audio or sound cassette tapes, compact discs, filmstrips, slides,
videocassette tapes, multimedia software, etc. Specific locations are posted on each shelving unit.
Location signs also match the location shown in the OPAC.

Videos may be filed in one of two areas: Audiovisual Media or Videocassettes and DVD’s depending on
the cost of the video. Those located in Audiovisual Media are circulated for the semester to
faculty/staff. They are labeled “Students May Use in the Library” and are housed in the Media Room.
Other types of AV are housed in the Media Room. Videocassettes are checked out to faculty/staff and
students for 5 days. Faculty may check out the videos longer if needed. Videocassettes are housed
around the stairwell on the Student Center side of the Library.

Music compact discs are shelved in the AV ANSCR section while other CD’s and cassettes are shelved in
the LC Cassette section.

Each section is color coded to help students shelve correctly.



SHELF READING

Daily shelf reading assignments are distributed each semester. Shelves are checked to verify books, AV,
magazines, etc. are filed in correct order. Students should spend part of their work time each day doing
their shelving assignments.

The appearance of the shelves should be neat with items pulled to the front. Book and AV shelves are
supported by bookends. Extra bookends are located on shelves in front of the Media Room. Books and
AV should be easy to pull off the shelf but not so loose the materials lean. Shelves can be adjusted and
materials shifted if shelf space is needed. Pull any materials needing repair.

STRAIGHTENING

Frequently —

Check paper in the printers. Check paper in the copiers. Remember that printer paper is not used in the
copiers and copier paper is not used in the printers.

Push up chairs.

Pick up books, newspapers, magazines, and other materials. Browse.

Close out programs not in use.

Throw away trash left by students. If any “hazardous” or contaminated material is found alert the
supervisor.



PROCESSING PERIODICALS

10.

11.

Stamp labels with the WKCTC Library stamp, then place label on the front and on the back
of magazines. Do not place label over mailing address on magazine. Stamp newspapers
on the front and once on the inside. (It may be helpful to place the periodicals and
newspapers in alphabetical order at this time).

Stick a label on the top left corner of each of the periodicals. (You don’t have to do this
for the newspapers).

Write the date of the periodical neatly on the label.

Check to see if any of the periodicals are listed in the “Route To” folder.

If a periodical is listed in the “Route To” folder insert one of the “Route To” sheets in the
periodical and place the periodical in the individual’s basket who's name is first on the list.

If there are duplicates of a periodical or newspaper, make a copy of their address labels
and place the copy in Colleen’s basket. Make sure you have both address labels, the title
of the periodical, and the date on the copy.

Now its time to put the periodicals and newspapers up.

The current periodicals are located on stands in the Research Room. Replace the old
periodicals with the new periodicals. (Be sure that the periodical you are replacing the
periodical on the stand with is a more current issue).

Stack the older periodicals in a pile until you are through putting up the current
periodicals.

Place the older periodicals in the appropriate Princeton files located in the Periodical
Stacks. The periodical will more than likely be the last periodical in that series because it
should be the most current (besides the one on the stand). If you notice that the
periodicals are not in order please put them in order.

If there is no room in the Princeton file, add another file box. Type an end date on the old
file box. Type the name of the periodical and the begin date on the new file box.



DISCARDING

Newspaper Discarding — as assigned
Newspapers are kept for three months.

Discard newspapers the first of each month. Pull the issues that are four months prior to
current month.

Place issues in chronological order for each title. The last issues of the month should be on top
and the earliest on bottom. Use twine to bundle the issues for each full month.

Alert Ken that newspapers are ready to take to the Paducah Sun for Recycling.

Annual Discarding

Magazines are discarded each summer. A list of discards will be prepared by the
Resource Services Librarian.

Pull dates for titles indicated on the list.
Place in alphabetical order on shelves assigned.

Readjust containers and type new labels as needed.



CLEANING/MAINTENANCE OF EQUIPMENT

Equipment

Cleaning of equipment is assigned. Equipment stored in the equipment room is cleaned at the end of
each semester when faculty return borrowed equipment.

Projectors

Overhead projectors are cleaned as assigned. Rotate the cleaning in each building: Matheson, Crounse,
Rosenthal, Waller, and Student Center.

Maps for each building to be used as a check-list for cleaning are located on a clipboard in the
equipment room. One building is cleaned each week. To begin, take the map of the building to be
cleaned, Windex, cheesecloth, and a bottle of air. Go to each room in the building and mark which
overhead is located in that room on the map-check-list.

Next, clean the outside of the projector with Windex. Make sure the cleaner has been wiped off all glass
surfaces. Check the lamps in the projector by turning it on. If the lamp has blown, mark it on the list for
replacement when the cleaning has been finished. Be sure to check the spare lamp if the projector is
equipped with such.

Blow any dust off the lens, stage area, and lamp housing with the bottled air. If the projector needs
extensive repairs or cleaning, make a note on the map. Make sure the projector has been unplugged
and proceed to the next room.

Upon return to the library, put away all cleaning materials and put the clipboard back in the equipment
room. Inform library staff member in charge of equipment about any notes made on the map.



Student Assistant Checklist

TASKS

DATE

STAFF

INITIALS

INTRODUCTION

General tour

Introduction to staff

Work station

Badges

Sign-In/Sign Out

Handbooks

Student Assistant

Circulation

Disaster

Worksheets

ENG 101

ENG 102

ENC 091

LOCATION OF MATERIALS

Audiovisuals

Cassettes

ANSCR

Videocassette & DVD’s

LC Media

Book Stacks

Circulating




Reference

Special Collections

Reserves

Periodicals

Newspapers

Periodical back issues

Periodical current issues

Microfilm

Shelving

LC Easy

LC Classification

Item Record

Browse

CLERICAL

Check-in procedures

Magazines

Newspapers

Telephones

Answering

Answering extensions

Portable phone

Transferring calls

Directory assistance

Campus locations




Instructor’s offices

Mail
Outgoing
Incoming
Supplies
Supply closet

Student supplies

Circulation Desk

Circulation procedures

Charge

Discharge

Holds

Patron Registration

Community Patron

Renewals

System Down

Collecting money

Lost library card

Lost materials

Fax machine

Interlibrary loans

General ILL policies

Taking requests

ILL Online Form




Security system

How to handle alarms

What NOT to say or do

E-Mail

Student Accounts

Confidentiality

EQUIPMENT

AV equipment

Elevators

Copy machines

Jams

Load paper

Supplies

Microform

Microform readers

On-line catalog

Searches

Printers

Change toner

Load paper

Paper jams

Typewriters

Computers

Homepage




Infotrac Web

Proquest

KYVL

EBSCOhost

WilsonWeb

JSTOR

OPENING/CLOSING
PROCEDURES

Straighten

Check Book drop

Discharge and shelve all
materials










