Title

Not in stock?  What next…
Target Group
This course is designed for Information Services staff at the Library. All participants are qualified librarians or library technicians with some knowledge and experience of areas covered by the course.  

Type of Information Skills Training
This course brings together strands of current library policy and procedures and presents an overview of the process of requesting items not already held in the library collection. It will involve training in searching bibliographic databases and resources and in policy and procedures. It was developed in response to areas of uncertainty and confusion identified by members of the Information Services Team, the Collection Services Librarian and Inter Library Loans supervisor. It is time sensitive as clear understanding of the policy and procedures is needed as the library service moves to a new Inter Library Loan delivery system.
Delivery Method

The Information Services team members (24) will undertake the training in even-numbered small groups of up to 6, reflecting the capacity of the training room, restrictions of the roster and the complexity of the course content.  Self paced activity-based sessions have not been wholly successful in the past and one-on-one sessions are too time intensive.  Face to face delivery allows for an interactive session to share questions and compare knowledge. The learning outcomes will ensure that each participant takes away correct examples of forms and slide notes that they can use as a knowledge base and skills reminder.
Aim 
To provide a comprehensive overview of the policies and procedures related to Inter Library Loan (ILL) and new item suggestion processes. 
Objectives
By the end of this session, participants will be familiar with:
· Suggestion policies, forms and procedures
· Current ILL policies, forms and procedures
· The relationship between suggestions and ILLs

· Searching Global Books in Print (GBIP) and selecting the correct record to print
· Searching Libraries Australia (LA) and selecting the most appropriate record to print

Learning Outcomes

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

· Understand the best pathway to obtain a non-held item for our customer
· Correctly choose whether an item should be processed as a suggestion or ILL request 
· Re-confirm library policies, including collection management guidelines, suggestion forms and Inter Library Loans
· Successfully search GBIP and select the correct record to print

· Successfully search LA and select the most appropriate record to print
· Correctly fill out a suggestion form complete with GBIP printout
· Correctly fill out an ILL form complete with LA printout
Course Schedule
	Time
	Key Points
	Delivery method
	Resources
	Duration

	1.30pm
	Registration and housekeeping
	Attendance roll
	Attendance sheet
	10 min

	1.40
	Welcome and introduction to the topic
	Informal presentation introducing the topic and outlining the aims and structure of the session
	Slide handouts
	15 min

	1.55
	Self assessment:
Discuss confidence, understanding and experience of the topic
	Small groups discussion
	Pens and paper
	10 min

	
	
	Group share answers
	White board and marker
	10 min

	2.15
	Collection Management Guidelines
	PowerPoint presentation
	Highlighted sections of the Collection Management Guidelines;

Data projector and laptop
	20 min

	2.35
	Suggestion Forms
	PowerPoint presentation
	Blank suggestion forms; Data projector and laptop
	10 min

	
	
	
	
	

	2.45
	GBIP searching and printing outline/sample searches
	Live demonstration of GBIP search, highlighting key features and using trainee suggested examples; step by step guide to printing
	Data projector and laptop; internet access to GBIP
	20 min
 
 

	3.05
	What next? (What happens to a suggestion?
	Verbal instruction, highlighting flow chart
	Copy of flow chart
	5 min

	3.10
	Progress check/questions
	Discussion/questions
	
	10 min

	3.20
	Break
	Break
	Break
	15 min

	3.35
	Inter Library Loan form
	PowerPoint presentation
	Blank ILL forms; Data projector and laptop
	10 min

	3.45
	Libraries Australia Searching and printing/sample search
	Live demonstration of LA search, highlighting key features and using trainee suggested examples; step by step guide to printing
	Data projector and laptop; LA password and internet access 
	15 min

	4.00
	Suggestion or ILL?

Work through questions, decide which correct search and form; printing
	Team (pair) activity
	Exercise sheet; 

1 computer shared between pair of participants; printer
	15 min

	
	
	Individual activity
	Exercise sheet;

1 computer per participant; printer
	15 min

	4.30
	Answers and analysis
	Group discussion
	Answer sheet
	15 min

	4.45
	Summary and Evaluation
	Questions and Feedback
	Course evaluation forms
	10 min

	4.55
	Close
	Close
	Close
	Close
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