Public Service Staff Bingo Card

this week on
the library
website

attention to
events at your
location

(Month 1)
Renew overdue Look up the Practice (or
: Library of Create a library review) a Shelve adult
items on an . : -
. Things catalog card for timesheet fiction
account in .
Polari on the library someone 18+ change request paperbacks
olaris . .
website in UKG
Review the
Create a library Print out a Update an check out Shelve graphic
card for someone | computer guest | expired library periods and novels (adult, YA
under 18 pass card maximums for or juvenile)
Bestseller items
FREE SPACE
What did you , ,
do??: Transfer a Check-in an item
Place a hold on phone call to from the Library
an item in Reset a PIN another of Things- don’t
Polaris/ILS extension or forget to check
location for all parts!
Look up an item
Update your you want to
P y read/watch/listen | Log-in to your Help someone
personal library Reserve a ) . .
. to on the website | personal library | locate an item on
card to pick up | study room on . .
. catalog and then | account on the | one of the *NEW
holds at your the website - . .
| . find it on the library website shelves
ocation
shelf at your
location
Look up the Look through the
ha eveenr}:]s at cal%rr(])c?arima Have your Find an item that
Cancel a hold in bp 9 ar, pay supervisor show | was mis-shelved
; your location particular
Polaris/ILS

you the “missing
pieces” process

and check in on
Polaris/ILS

Please try to complete at least 3 bingos before your 1 month evaluation.
Complete all squares of all 4 bingo cards and receive a prize!

Staff Name

& Location:

Due Date:




Public Service Staff Bingo Card

(Month 2)
Practice printing | Putahold on an Look at the “as}sjsc(;at’r[]igns”
something from a | M someone | yicro ey tynes of p : Shelvs iuvenil
smartphone to wants tg pick up newspapers ea’Fure in elve juvenile
the public at a different offered at your Polaris/ILS to non-fiction
location on the
printers salme da location see wh_o an adult
y has signed for
Personally check Review the susr:a?:/l\ils}é)?lfdrwe
out an itgm on Library of Help someone “mispsing pieces” | Check in items
Li Things waivers | use the copy or . ”
ibby, Hoopla or & general fax machine process (ideally | under “in house
Kanopy information er a .real
situation!)
FREE SPACE
Practice printing Havle another What did you
something from emglj))cl)iir?glz do??: Create some | Check the *NEW*
the public dif};erent types type of library book§ for. this
compute_rs & of library cards c?rd cher”than a | month’s stickers
releasing it from (PLAC resident” card to remove
the staff side courtesy, etc.)
Review the H
ave someone
Use the scan/fax process for fill out a Libra
machine to scan | what to do with Review the of Thinas waivrgr Transfer a phone
and email a items from Materials and ad% note to call to another
document to Willard Library | Lending Table . . extension
yourself returned to our waiver field on
locations account
solf;(é?)?\i’s ?l?g:r\%zg: Practice using C_heck outan ILL Straightep a
. . item (and reset | messy section of
computer explain the the cash register )
. N the due date) materials
session picklist” to you

Please try to complete at least 3 bingos before your 2 month evaluation.
Complete all squares of all 4 bingo cards and receive a prize!

Staff Name & Location:

Due Date:




Public Service Staff Bingo Card
(Month 4)

Pull up holds on

Help someone

Practice using

the picklist, find use the the assessor’s Explore the “shelf read” a
them on the Hoopla, Libby | website to look | Fantastic Fiction particularly
shelves & check or Kanopy up who owns a website messy section

them in apps property
, . Help someone Review the Hav.e your
Review what it , supervisor show
email a process for \
means when a : you how to find
; . document to getting a ) Shelve
hold’s status is which month a .
. . themselves or Passport . . magazines
active, shipped, . NEW* item
save to a flash | appointment at . i
held or canceled drive the librar arrived (in
y Polaris/ILS)
FREE SPACE
Practice What did you Have your
Place a hold on a | placing a hold do??: supervisor quiz
specific volume on your own you on the two Practice using
of a graphic account letter our library’s app
novel through the abbreviations for

library website

each location

Review where to

find someone’s
“record ID” in
Polaris/ILS

Help someone
or practice
mobile printing
from a laptop

Have a youth
services
employee
explain the
STAR
differences for
Easy Readers

Issue (or review
the process for
issuing) a PLAC

Shift items on a
shelf that is too
full

Issue someone a

replacement
card/barcode

Help someone
or practice
adjusting the
size of an item
you’re copying
on the copy
machine

Ask a co-worker
about their
favorite “lesser
known” library
resource

Have your
supervisor walk
through the
basic details on
meeting room
reservations at
the library

Shelve juvenile
*SERIES* items

Please try to complete at least 3 bingos before your 4 month evaluation.
Complete all squares of all 4 bingo cards and receive a prize!

Staff Name & Location:

Due Date:




(Month 6)

Public Service Staff Bingo Card

Find and watch a
training on the
Staff Niche
Academy

Practice using
the different
“narrow your

results”
functions on the

Aspen catalog

Review the
process for items
being sent to the

Collections
Agency with your

supervisor

Review the
missing pieces
procedure for
items from the
Library of Things

Submit an ILL
request on the
ILL request form

Find a readalike Flngoacllkthe Help someone fL_Jse Polaris/ILS to | prepare the daily
for one of your . . use the fax ind out how many deposit (or
; discussions ; copies of Ted
favorite books on h ing thi portion of the L S 1 observe
the Novelist appening this scan/fax asso season someone
month on the : are currently on s
database library website machine the shelf preparing it)
FREE SPACE
Review the What did you
Library Resource do??: soCr::;]Es’s Review the ILL
Reconsideration | Help someone nofification Explainer
Request Form use our app ; information
with your preterence type document
SUPervisor in Polaris/ILL
Access the Look through ) Rewe}{v what
Consumer queue” means
Help someone the documents | . , )
ACCESS our Reports on the Librar in Polaris/ILS (in | Create your own
database & =oraty regards to holds) | ILLiad account

Notary services

find reviews for
dishwashers.

Policy &

Procedures page

with your
supervisor

Review what to
do with an item in
poor condition
found on the
shelf with your
supervisor

Review how to
add paper or
ink to the
printer

Look through the
Digital Archive
under Special

Collections

Review what to

do if something

on the “picklist”
is missing

“shelf read” a
particularly
messy section

Please try to complete at least 3 bingos before your 6 month evaluation.
Complete all squares of all 4 bingo cards and receive a prize!

Staff Name & Location:

Due Date:




