Inspire Information Pack                                  Information for Library Staff

Guide to making a referral through Inspire 

1. Identify whether the enquiry is best resolved through an Inspire referral:

· Is the information the user needs available in this library?

· If the user is looking for a specific book and wishes to borrow it, would interlibrary loan be a better solution? 
· If an Inspire referral is the best option go to 2. 

2. Explain to the user the process of being referred through Inspire and provide an explanatory leaflet.
3. Use Findit!
 and/or local knowledge to identify which library/libraries can provide the information the user is seeking.
If there is more than one option, consider the location of the libraries in relation to the convenience of the user

Does the library have completely open access or does it have certain referral requirements
?
If open access, ensure the enquirer knows how to get to the library, providing as much information about the library as is available / needed
· address/ map

· opening hours  

· directions

· contact information for the library  

· any other information that will make the visit to the new library easy and successful 
If the library has specific referral requirements
:  in addition to the above, ensure the user is aware of these and assist him or her to deal with them. For example:
· Telephone in advance

· Provide locally agreed documentation: letter of referral, regional Inspire passport

· If ID is required, ensure user understands what types of ID are acceptable

4. Give the user an Inspire feedback form/card. 
5. Complete the Inspire referral data collection form or use the appropriate recording format for your library.
� Findit! website (www.findit.org.uk).


� Check Findit! If it does not have data on the library in question, addresses and access and referral conditions can be found on the Inspire website (� HYPERLINK "http://www.inspire.gov.uk" ��www.inspire.gov.uk� > The Regions> select appropriate region > select Participating Libraries)


�  As above
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