ALEPH Implementation
Training Coordination Team (TCT)

Minutes

Date: Thursday, September 8, 2005, 9:30 -11:00 am
Location: NSCC IT Campus Library Meeting Room
Attendance: Linda Gray (Dalhousie Libraries-Killam), Chris Macdonald (St. Mary’s University), Terri Winchcombe (Dalhousie Libraries-Sexton), Debbie Costelo (Nova Scotia Community College), Bill Slauenwhite, Novanet ILS Implementation Project Manager
Recorder – Debbie Costelo

1. Updates from Training Teams
Circulation – Linda informed the group that the Circulation trainers are all playing a role in developing the Basic training program.  They have broken off into teams of two and are responsible for developing 2 functionalities of the Basic program.  It was felt that they all needed to be part of this program’s development in order to identify what needs to be covered in the Advanced session. All Circulation trainers intend to deliver the Basic program but the Advanced facilitators will be identified at a later date.  Reserves functionality will be covered in the Advanced program.  Trainers will be sending Debbie their scripts/tutorials in the next few weeks.  Debbie will compile/format them into one document that will make up the Basic program.  The next Circulation trainers’ meeting is scheduled for September 15th.

Acquisitions/Serials – This team is in the process of putting together a training outline that will also be used for registration.  They have broken into 2 teams of 3 trainers; one that will teach Acquisitions and one that will teach Serials.  The 2 teams are working on training scripts this week and next. 
Cataloguing – The Cataloging Trainers Group met in August and early September and will continue to meet bi-weekly. The four members are: Alice Stover, Allison Fulford, Joan Chaisson and Chris Macdonald (Chair).  They have decided that a workflow-oriented, team-based (1 instructor/1-2 'helpers') approach would best handle the cataloguing module. A preliminary training Overview (Duration 1.5 days with .5 day for practice) has been completed, being proofed, and will be distributed the week of Sept 12. They anticipate that the Session will require 1.5 days and will consist of 3 (half day) components: Intro to Aleph; Basic Cataloguing; Advanced Cataloguing with each component ending and beginning at logical break times to allow a little flexibility. Participants who wish to take specific components can sign up for those only (e.g . Advanced Cataloguing will begin the morning of Day 2 and can continue into the afternoon with an overall practice session and wrap-up).

Instruction will also include brief handouts including graphics (hopefully with Novanet data locations etc ), lists of sample records, call numbers, local numbers, etc. (to save time).  Now that several of their initial questions have been resolved (Access to External Databases for deriving records ; Acq/Ser vs. Cat only, etc.), the group is moving forward developing scripts and templates for each aspect of the session.

2. Training Room Availability and Dates – Bill confirmed that there is only one training facility available which is located at the Dalhousie University Killam Library (Library School Working Collection area).  There will be 15 stations set up for participants and a 16th station for the facilitator.  A whiteboard is available (but no screen).  However, a data projector should project adequately on the whiteboard.  Another room is located next door that will hopefully serve as the break/lunch area.  Participants will not be using their personal logins but logins that are all identical and that have been set up previously by Bill/Dylan specifically for the training sessions.

3. Production Database – Bill confirmed that this database will hopefully be available by September 26th so our trainers will be able to use our own data and records while they are preparing their programs.

4. Program Logistics – Bill outlined that he will need the following information from all training groups by September 16th:
· Agenda/outlines for each program

· Anticipated duration of each program

· How many times each program needs to run

Based on the loose figures that were supplied from the functional groups, it was roughly determined that the programs within each functional area need to run the following number of times:
Acquisitions – 6

Serials – 6

Cataloguing – 4

Circulation-Basic – 8

Circulation-Advanced – 8
Total Number of Programs = 32

The TCT used a “1 day per training program” formula to calculate a rough estimate of the total number of programs but the training teams are not required to stay within this restriction.  Some follow-up will have to be done after the initial registration in order to “economize” the number of participants for each program.  The TCT members will handle this follow-up within their own functional areas.

It was determined that the training sessions needs to start on or shortly after October 12th in order to accommodate approximately 32 programs (going on the assumption that most/all will be approximately one day long).  This start date is not flexible due to the system having to shut down in December in preparation for the January live date.  It was felt that in order to economize participant’s travel time/expenses, as well as make it easier on the trainers, functional programs will run in some kind of the following order: Acquisitions, Serials, Circulation, Cataloguing (as opposed to running 2 weeks of Circulation programs, 2 weeks of Acquisitions/Serials programs, 2 weeks of Cataloguing programs).
5. Promotion/Publicity – The TCT members will submit all of the information required by Bill to Debbie who will compile a complete list of programs, their durations, etc.  Fred will use this information to build a registration web page.  It was acknowledged that the TCT members might not be able to provide all of the required information initially, but at least it will provide Fred with the information he needs to start building this page.  The TCT can update it as they progress.  Debbie will subsequently develop a promotional piece to circulate via the functional lists and the ALEPH web page.
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