Inspire Information Pack  

            Information for Library staff

Guide to receiving an Inspire referral 

1. If your library requires documentation for access, (for example, a ‘letter of introduction’, a library card from the referring library, a form of ID) ask the visitor for the required documentation.

1.1 If they do not have it: 

· May the visitor access the information without documentation?         If they may, proceed to 2. below

· If not, encourage the visitor to return; ensure he/she understands what documentation is needed, and provide information on opening times and other guides to the library etc. 

1.2  If they do have the documentation, check it fulfils the library’s requirements 

2. Establish whether it is a first visit to the library and what information is required.
2.1 If this is a first visit, make the visitor feel welcome and provide information/ leaflets about the library and how it functions, library regulations, directions to photocopying facilities, café etc as appropriate
2.2  If it is a follow up visit, direct to resources requested or to the appropriate member of staff if further information is needed. Recognise that help may be required with the library catalogue etc. Encourage visitor to return to the appropriate information point for any additional information required
2.3 If the enquirer’s needs remain unsatisfied, move to the referral process using Findit! or local knowledge and refer the visitor onwards to an alternative source
3. Record visit (If you are able to do so, please add information on whatever is the appropriate recording format for your library).
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