Point-Of-Service (P.O.S.) Training

Implementation Steps and Tips

Goal:  

To provide quick, informal training on a specific aspect of locating library resources.

Basic Steps:

1. Staff are recruited as trainers.

2. Sessions are scheduled, rotating responsibility among participating staff.

3. A handout with times and dates of sessions is produced and placed out for the public.

4. If desired, publicity form for Events and Issues Calendar listing is submitted. 

5. A public workstation(s) is identified to reserve for the training session.

6. Handout materials are gathered for the session.  
7. The training is announced over the P.A. system 10 – 15 minutes prior to the session.

8. Staff person gives a brief introduction followed by a 20 – 30 minute session.

Tips from Previous Sessions:

· Sessions run between 20 and 30 minutes.

· Keep it informal.  Ask participants if they've used the "old" or "new" catalogs before, for example.

· Encourage patrons to ask questions during the session and anytime at the Information Desk.  Emphasize "that's what we're here for."

· Talking to people about their experience with the resource you are introducing (or asking what they wanted to know about) pointed the way for how to work the session.  People frequently have specific questions that you could answer and use to get into the overall training.

· Start by giving out the appropriate handouts.  They can often serve as the outline for the session. 

