Siga Adelante


Subject:  Employment

Title of Lesson:  Finding Employment: Lesson 1



Prepared by: Altus Public Library/Great Plains Literacy Council      khale@spls.lib.ok.us


Name

e-mail

	Objective/Purpose

The purpose of this workshop is to teach people in the Hispanic community what offices, agencies, organizations could help them if they are looking for a job and encourage them to use the services and resources available in the library and on the Internet to find helpful information about employment.

1) The importance of being well informed before looking or applying for a job

2) How the library has resources about finding a job

3) How to use the Internet as an important resource of information
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	Warm-up activity

1)  Welcome by facilitator/interpretor:

2)  Facilitator will:
· Distribute Pre Test with instructions for completing and collecting

3)  Initiate ”Ad Read” Game
	Materials needed for warm-up

1)  Pre Test, 
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· 5 minutes

· Oral or written

1) 2)  Instructions for game
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3)  Script and Power Point  for topic
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	Learning activities

1)  Facilitator will:

· show attendees how to use the Internet to find information about employment

· show attendees how the library can help them   to find information about employment

· show attendees how to find information or help in the community
	Materials needed for learning activities

1)  Each participant will receive a folder   with the following materials:  

· brochure with basic information about resources available on the Internet

· the library and the community

· a flyer with the rules and instruction to get a library card

· a calendar marked with future activities

2)  Computer with Internet connection, an    “In Focus” projector, a big projection   screen, a dry erase board and/or easel pad.

3)  bilingual flyer with information about how to get a library card, the process to get a book or to get access to the internet and the rules to enjoy the library benefits and services

4) Spanish brochure with this information, a local newspaper, a local phone book and any other useful local resources available.  
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	Conclusion

1)  Ask every participant to complete an evaluation form and a post test to see what they learned from this workshop.

2)  Answer any questions and announce future activities related to the theme


	Materials needed for conclusion

1)Post test 
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2)Evaluation form
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3) Calendar marked with the dates of future activities

	Extensions/Expansion/Support activities

1) Children’s program for 3-10 year olds.  For this program we suggest a group discussion about different professions, and a craft project where the children would express what they want to be when they grow up.  See “Matching Game”

2) Matching Game: 

· on card stock glue pictures of careers (doctor, cashier, police officer, etc.) with the name of the career under the picture

· on the back of the card put information about that career such as education needed, demand for the job, etc.

· on separate card stock put the salary ranges for the careers

· children then have to match salary with career
3) Set aside time to help any of the adult attendees interested in getting their library card and/or show them the library’s facilities, where the computers for public use are located.  Also, give some time for practice to any attendees interested in searching the Internet.
      4)  Refreshments will be served

	Support resources/Materials/Websites  (Include title, source)

Adults

Computer(s)

In Focus projector and screen

Library card applications

Brochures, pencils and calendars

Refreshments

Books and references: see attached bibliography
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Children

www.crayolastore.com 

A Day in the Life…book series through Ingram Library Services



	Community contacts/Resources 

Express Personnel Services
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Siga Adelante

		WebJunction Global and the Oklahoma Department of Libraries



		Bill & Melinda Gates Foundation











Siga Adelante

		 Do you know how to navigate or use the searching tools on the Internet?



		Could you list three ways that you can get help in the public library when you are looking for job.



		Could you list three agencies, organizations or offices in your community that could help you when you are looking for a job.
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		Internet
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		Internet



		Library











Siga Adelante

		Internet



		Library



		Community
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Internet

		 www.empleoscb.com



		 www.alempleo.com



		 www.univision.com



		 www.clasificadosonline.com/jobs.asp



		 www.infoempleo.com
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Internet
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Library

		 service or information



		 service or information



		 service or information



		 service or information



		 service or information
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How to get a library card?

		 Present evidence of your residential address such as letter or utilities bill receipts.



		 Fill out the registration card



Library
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Library

		 Instruction to get a library card and guides of use of the Internet.
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Community

		 Your library and/or council name



		 agency, office and/or organization



		 agency, office and/or organization



		 agency, office and/or organization



		 agency, office and/or organization
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Exercise:

Situation # 1:

	Carlos  was affected  by a recent lay-off in the industry where wh worked as a custodian.  Now he is unemployed and does not know or where to get another job.

Situation # 2:

	A friend of María brought her a job application for an office position as a receptionist for client services.  She speak English, but she doesn’t have experience in the area, and she doesn’t understand some of the question in the application.









Siga Adelante

Situation # 3:

	José  filled out a job application for an office clerk position.  The application asked for a resume attached to it when returned.  He doesn’t know what a resume is or how to prepare one.

Situation # 4:

	Juanita just finished a certification as LPN and now she is looking for a job, but she doesn’t know where to start looking or what to do.

Exercise:
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Next Workshops and Activities

		 date 



		 Title of activity #1 and time and/or a short description of the class or conference.



		Title of activity #2 and time and/or a short description of the class or conference. 



		 date 
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Thank you very much













TIPS FORKIDS

Ignore the person. Sometimes the easiest
thing to do is to ignore the person and go on
about your business. Log-off if the harassment is
bothering you.

Block or delete the person. If itis happening
on Instant Messaging or some other place online
that requires a “buddy list,” you can block certain
users based upon their username, or delete them
if they are in your buddy lst. You can alo block
e-mails that are being received from specific
email addresses.

Change your information. If someone has
hacked into your profie, change your password.

If someone repeatedly sends you messages (like,
“add me o your buddy ls” over and over), con-
sider changing your username or e-mail address.
If there is a profile that was created about
you without your knowledge, contact the
company which runs the site to have the profile
or language taken off.

If you are upset about what is being said, talk
to someone you trust. Don' feel lke you're
alone. Many times, you are able to take care of
the cyberbullying on your own. Sometimes, it
gets out of hand though, and it helpful to talk
to an adult about what is going on. If you feel
scared or overwhelmed, maybe even trapped.

it's definitely time to talk to an adult, inform your
Internet Service Provider and possibly call the
police if you are getting physical threats.

For more information, go to
www.cyberbully4n.org

myspace.com
L Enlacelmmuﬂﬂs




Be anonymous. Avoid postings that could
help a stranger to locate you. This includes
your last name, address, phone numbers,
sports teams, the town you live in, and where

you hang out.

Protect your info. Check to see if your
service has a “friends” lst that allows you to
decide who can visit your profle or blog, If so,
allow only people you know and trust.

Avoid in-person meetings. Don't get
together with someone you ‘meet” ina
proHe or Hag unless you are certain of their
actual identity. Talk it over with an adult first.
A'thcugh it's still ot risk-free, arrange any
meetings in a public place and bring along
some friends, your parents, or a trusted adult.

Think before you post. Whts uploaded
t0 the Nt can be dowdoaded by anpone

and passed around or posted online pretty
much forever. Avoid posting photos that allow
people to identify you, especially sexually
suggestive images.

Check comments regularly. Don' respond

to mean o embarrassing comments.

Be honest about your age. Membership
rules are there to protect peopia If you are
too young to sign up, don't lie about your age.





TIPS FOR PARENTS

Be reasonable and try to set reasonable
expectations. Pulling the plug on your childs
Internet activitiesis rarely a good first response
toa problem—its too easy for them to "go
underground” and establish accounts at a
friends house or many other p|a:es.

Be open with your children. Encourage them
to come to you if they encounter a problem
online—cultivate trust and communication
because no rules, laws o fitering software can
replace you as their first line of defense.

Talk with your children. Find out how they
use the services. Make sure they understand
basic Internet safety guidelines, including
privacy protection and passwords, the risks
involved in posting personal information,
avoiding in-person meetings, and not posting
inappropriate photos.

Consider requiring that all online activity
take place in a central area of the home,
not in a child’s bedroom. Be aware that there
are also ways children can access the Internet
away from home.

Try to get your children to share their blogs
or online profiles with you. Be aware that
lhey aan have multip[e accounts on multiple
services. Use search engines and the search
tools on social-networking sites to search for
your childs identifying information.

SPONSORED BY
ﬁmyspace .com

!6\
Amam:n
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Assnc;am:'\





Southern Prairie Library System
Registration Card

Last Name:

Spouse Name:

Mailing Address:

Home Phone: Best time to contact: AM  PM
Employer: Work Phone
Video: Computer: Tnternet:

Children’s Names and Birth Dates:

Parent’s Name:.

Optional Information: Black, Hispanic, Asian, White, Native American, Other.

MALE FEMALE Birth Date.

Reguired for hilden




TARJETA DE USO DE LA BIBLIOTECA
Residentes del Area
La tarjeta para el uso de la biblioteca es gratuita para cualquier
persona que viva o sea duefio de alguna propiedad en los
Condado de Jackson y Harmon.

No Residentes en el Area
Para los no residentes en los Condados de Jackson y Harmon
1a tarjeta tedran un cargo de $10.00 délares por familia por
afio.

Personas menores de 18 afios deberdn tener permiso de sus
padres.

Al solicitar la tarjeta se le requerira una verificacion de la
direcci6n residencial, como por ejemplo cartas o recibos de
pago de utilidades con la direccion residencial o cualquier otro
documento con fecha de tres meses 0 menos a la fecha de
solicitud.

PERIODOS DE PRESTAMOS
Libros: 28 dias
Material Audio-Visual: 14 dias
Videos: 2 dias, solo dos (2) a la vez y solo con tarjeta de uso
de adultos.
Artfculos de gran demanda tendrén periodos de préstamos mas
cortos.

Se permitita una (1) renovacién si el articulo no se encuentra
en lista de espera. Solo se podré tener tres (3) articulos en
lista de espera a la vez.

Multas son aplicadas solamente a los videos.
$1.00 délar por dia por cada video.

Los privilegios de uso le serén revocados si:
1. sitiene més de $10.00 délares en multas.
2. sitiene 10 articulos o més con fecha de vencimiento.
3. sideja pasar dos o més fechas de vencimientos.

Se le cargarén los costos de replazo por articulos perdidos o
dafiados.

ACCESO A LA INTERNET
Deberén seguirse las guias para uso de la Internet ofrecidas.
Se requerir4 autorizacion escrita de los padres a menores de 18
afios.
El acceso sera retirado si no se cumple con las normas
establecidas.

USING YOUR LIBRARY CARD

Resident Card :
Free if you live or own property in
Jackson or Harmon county.

Non-Resident Card
$10.00 per family, per year

Persons under 18 years c_:f age
must have parental permission

Address verification will be required
for all cards. Suggested forms are:
recently dated (3 mo. or less)
mail, bill or utility receipt.

LOAN PERIODS
Book: 28 days
AV: 14 days
Videos: 2 days, 2 ata time, adult card

High demand items will
have a reduced loan period.

One renewal if no hold request is pending.
3 jtems on hold at a time

Fines are only assessed on videos.
$1.00 per day per tape.

Privileges may be revoked if:
1.$10.00 or more outstanding charges
2. Ten or more overdue items
3, Two or more overdue dates.

You will be charged the cost of replacement
for lost or damaged items.

INTERNET ACCESS
User guidelines must be followed.
Parent permission required if under 18.
Access will be denied if the guid

=2
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elines are violated.
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Social Networking

Consejos para los Padres


· Sea razonable y establesca parametros razonables.


Prohibir a sus hijos de tener actividades en la Internet no es necesariamente la mejor solución al problema.  Es muy fácil para ellos conectarse a escondidas suyas y abrir una nueva cuenta en casa de un amigo o en cualquier otro lugar.


· Sea sincero con sus hijos.

Anímelos a venir donde usted si se encuentra con algún problema mientras estan en el Internet.  Desarrolle confianza y una buena comunicación con su hijos.  Ninguna ley o programa de filtro de computadora puede remplazarlo a usted como primera línea de defenza.


· Hable con sus hijos.

Averigue como ellos están utilizando el servicio.  Asegurese de que ellos entiende algunas de las reglas básicas de seguridad, tales como protección a la privacidad , establecimiento de “passwords”, el riesgo de poner información personal, evitar encuentros personales con alguien que conoció “on-line” y evitar poner fotos inapropiadas.


· Considere tener la computadora en un lugar de uso común en su hogar, no en el dormitorio de sus hijos.

Tenga en cuenta que su hijo puede tener acceso al Internet en cualquier lugar lejos de su casa.


· Trate de que su hijo comparta con usted la información personal que ofrece através del Internet.

Tenga en cuenta que ellos pueden tener más de una cuenta de acceso al Internet o utilizar multiples servicios.  Utilice los programas y herramientas de busqueda disponibles en los portales de intercabio social para averiguar la información que ofrece su hijo de ellos mismo.


· Para información adicional acerca del tema visite:

· www.connectsafely.org

· www.getnetewise.org

· O visite su biblioteca pública
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Dealing with Cyberbullies

Consejos para Niños

· Ignora a la persona.


Algunas veces lo más fácil de hacer es ignorar a la persona y continuar haciendo tu trabajo.  Si el acoso te está molestando, desconectate.


· Bloquea o elimina a la persona de tu lista de amigos o favoritos.

Si el acoso ocurre através de un mensaje instantáneo (Instant Messaging)  o cualquier otro lugar en la red que requiera una lista de amigos, puedes bloquearlo basado en el nombre del usuario o inclusive puedes eliminarlo de tu lista de amigos.  También puedes bloquear e-mails que provienen de direcciones electrónicas específicas.

· Cambia tu información.

Si alguien ha invadido tu perfil, cambia tu “password”.  Si alguien repetidamente te envia mensajes pidiéndote una y otra vez que lo incluyas en tu lista de amigos, considera la posiblidad de cambiar tu nombre de usuario y “password”.


· Si encuentra un perfil creado a tu nombre sin tu consentimiento,  

communicate con la compañía que administra el portan para que lo eliminen.

· Si te molesta lo que se está diciendo en el chat, habla con alguien de tu confianza y explicale.

No te sientas que estas solo.  En muchas ocaciones puedes encargarte de estas personas por tu cuenta, pero si sientes que está fuera de tu alcance, habla con un adulto acerca de lo que esta pasando.  Si te sientes asustado, abatido o atrapado, definitivamente es tiempo de hablar con un adulto y/o informar a tu proveedor de Internet.  Y si estas siendo amenazado físicamente , llama a la policia.  Para más información, vista: www.cyberbully411.org 

· Nunca

acuerdes un encuentro con alguien que conociste “on-line” a menos que tus padres, un amigo o alguien de tu completa confianza vaya contigo.  Y si lo haces asegurate sea en un lugar público.

· Para información adicional acerca del tema visite:

· www.connectsafely.org

· www.getnetewise.org

· O visite su biblioteca pública
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Evaluation Sheet


(date)

Workshop about Employment










Excellent   Good    Regular   Poor



		Workshop length 

		

		

		

		



		Performance of the presenter

		

		

		

		



		Knowledge of the subject

		

		

		

		



		Use of electronic and/or audiovisual equipment

		

		

		

		



		Physical facilities 

		

		

		

		



		Quality of the information material

		

		

		

		



		General organization of the activity

		

		

		

		





Would you come to another similar workshop?
Yes______
No _________

Other Comments:


Tell us what you learned in this workshop and how it could help you in the future, or any other personal comments about the workshop.


________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Employment


Bibliography

1. Ellen Vacco and Paula Jablon, Conversation for Work (Teacher’s Guide and Audio), New Readers Press 2007, New York USA.

2. Ellen Vacco and Paula Jablon, Conversation for Work (Student Book), New Readers Press 2007, New York USA.

3. Edited by Nadine B. Stukel and revised with assistance from Debra Kaufman, Forms & You, Second Edition, J. Weston Walch, Publisher 1983, Maine USA.

4. Nancy Lobb, 150 Job Application Words (flash cards, teast and worksheets), J. Weston Walch, Publisher  1991, Maine USA.

5. Elizabeth Ganong and Dan Ingram, The Grab Bag of Work ( A Collection of Work-Related Activities for ESL Classrooms), ESL Resources 2004, Ontario Canada.


6. H. A. Rey, Curios George Takes a Job, Houghton Miffin Company 1993, New York.


7. H. A. Rey, Jorge el Curioso Encuentra Trabajo, (Spanish edition), Houghton Miffin Company 1993, New York.


8. Linda Hayward, A Day in the Life of a Teacher,  DK Readers 2001, New York.


9. Linda Hayward, A Day in the Life of a Doctor,  DK Readers 2001, New York.


10. Linda Hayward, A Day in the Life of a Musician,  DK Readers 2001, New York.

11. Linda Hayward, A Day in the Life of a Dancer,  DK Readers 2001, New York.


12. Linda Hayward, A Day in the Life of a Builder,  DK Readers 2001, New York.
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Hoja de Evaluación


(date)

Taller sobre Empleos 










Exelente   Bueno    Regular   Pobre



		Duración del taller

		

		

		

		



		Desempeño del presentador

		

		

		

		



		Conocimiento del tema

		

		

		

		



		Uso de equipo electrónico y/o audiovisual

		

		

		

		



		Facilidades físicas

		

		

		

		



		Calidad del material de apoyo

		

		

		

		



		Organización general de la actividad

		

		

		

		





¿Asistiría a otros talleres similares?

Sí _________
No ________


Otros Comentarios:


Brevemente díganos que aprendió nuevo en este taller y como el mismo le puede ayudar en un futuro ó cualquier otro comentario que tenga sobre el taller.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Post-Test

Workshop about Employment

(Taller sobre como conseguir empleo)

(date)

1.  ¿Sabe usted como navegar o utilizar la herramientas de busqueda disponible en el Internet si necesitara información sobre como obtener un empleo?

(Do you know how to navigate or to use the searching tools available on the Internet if you need information about how to get a job?)

2. Mencione tres maneras en que la biblioteca pública puede ayudarle en su busqueda de empleo.

(Tell us three ways the Public Library can help you in the search for a job.)

3. Mencione tres agencias, organizaciones u oficinas en su comunidad que le podría ayudar a obtener o a buscar un empleo.

(List three agencies, organizations or offices in your community that can help you to get or to find a job.)
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Introduction, as for example:

“El Internet es una herramienta muy útil a la hora de buscar empleo.  A través del Internet usted tendrá acceso a cientos de posibles ofertas de empleo no solo en los Estados Unidos, sino también alrededor del mundo.  Puede también completer y enviar su aplicación através de la red y conseguir ayuda para preparar un buen resumé. Aquí tiene algunas direcciones electrónicas que le podría ser de gran utilidad”.



www.websiteaddress.com

	Brief description of the web site (how to use it, services offered, languages, etc.)



www.websiteaddress.com

	Brief description of the web site (how to use it, services offered, languages, etc.)



www.websiteaddress.com

	Brief description of the web site (how to use it, services offered, languages, etc.)



www.websiteaddress.com

	Brief description of the web site (how to use it, services offered, languages, etc.)


www.websiteaddress.com

	Brief description of the web site (how to use it, services offered, languages, etc.)



www.websiteaddress.com

	Brief description of the web site (how to use it, services offered, languages, etc.)


Conclusion, for example:
	“El Internet no solo es una exelente fuente de información, en ocaciones puede también prestarse para que personas inescrupulosas saquen provecho de personas inocentes.  Le recomendamos ser cutelosos y verificar la autenticidad del portal antes de ofrecer cualquier información personal”.
Tel: 555 555 5555
Auspiciado por:
WebJuntion Global, Oklahoma Department of Library y (your Council or organization name) 
GUIAS SOBRE COMO CONSEGUIR EMPLEO
Introduction, for example:
	“Existen en su comunidad  un sin número de oficinas, agencias, organizaciones o departamentos gubernamentales que le ofrecen orientación o ayuda a la hora de buscar empleo.  Aquí le ofrecemos los nombres direcciones y números de teléfonos de algunas de ellas:”


Name of the office, department, agency, or organization
	(Address, phone numbers and a brief explanation of the services they provide.) 


Name of the office, department, agency, or organization
	(Address, phone numbers and a brief explanation of the services they provide.) 


Name of the office, department, agency, or organization
	(Address, phone numbers and a brief explanation of the services they provide.) 

Name of the office, department, agency, or organization
	(Address, phone numbers and a brief explanation of the services they provide.) 

Name of the office, department, agency, or organization
	(Address, phone numbers and a brief explanation of the services they provide.) 


Conclusion, for example:
“BUENA SUERTE EN SU NUEVO 
EMPLEO”
Biblioteca
Internet
Comunidad
Auspiciado por:
WebJuntion Global, Oklahoma Department of Library y (your library or organization name) 
Sponsored by:

WebJunction Global

Bill & Melinda Gates Foundation

Oklahoma Department of Libraries

(your library name and the name of any other organization that sponsored the program)
Prestamos de libros y otros recursos
	La biblioteca cuenta también con una limitada colección de libros en español sobre variados temas.  Es posible que entre los libros disponibles encuentre uno o dos relacionados con el tema de inmigración.  Pero si usted conoce de algún libro que no se encuentre disponible en la biblioteca infórmeselo a la bibliotecaria en el mostrador principal y ellos harán todo lo posible por conseguiselo.  Todos los libros pueden ser tomados prestados en periodos de 28 días.  
	(Name and address of your library  with a little introduction about services,  for example:)
“El Southern Prairie Library System, localizada en el 421 N. Hudson en Altus, posee y ofrece una variedad de recursos, servicios e información que le podría ser de gran ayuda al tartar de conseguir un empleo.  Algunos de estos servicios son:”

Service, resources or information
	(Brief description of that service, resources or information available, guides or rules of use and cost, if any.) 

Service, resources or information
	(Brief description of that service, resources or information available, guides or rules of use and cost, if any.) 

Service, resources or information
	(Brief description of that service, resources or information available, guides or rules of use and cost, if any.) 

Service, resources or information
	(Brief description of that service, resources or information available, guides or rules of use and cost, if any.) 
Service, resources or information
	(Brief description of that service, resources or information available, guides or rules of use and cost, if any.) 
Service, resources or information
	(Brief description of that service, resources or information available, guides or rules of use and cost if any.) 

Conclusion, for example:
	“Si necesita ayuda adicional o tiene alguna pregunta puede consultar con cualquiera de nuestras atentas bibliotecarias en el mostrados principal.  El horario de la biblioteca es: lunes, viernes y sábado de 10:00 am hasta las 6:00 pm y de martes a jueves de 10:00 am a 9:00 pm.  Los domingos permanecemos cerrado.
RECUERDE ESTA ES SU BIBLIOTECA  Y ESTAMOS PARA SERVIRLE.
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Safe Blogging

Consejos para Adolescentes

· Mantenga el anonimato.


Evite poner información personal que pueda ayudar a un extraño a localizarlo, como por ejemplo: nombre, dirección, teléfono, nombre de su equipo favorito, pueblo donde vive o lugares que suele visitar.

· Proteja su información.

Verifique si el servicio que utiliza ofrece la alternativa de una “lista de amigos” que le permita decidir quien puede visitar su página o tener acceso a su información.  Si es así, permita el acceso solo a persona que conozca o de su completa confianza.


· Evite encuentros personales.

Evite un encuentro personal con alguien que conoció através del Internet, si no tiene una completa seguridad de su verdadera identidad.  Hable primero con un adulto.  Toda precaución tomada NO es suficiente.  Si se va a encontrarse con alguien, hágalo en un lugar público y lleve consigo a un amigo, a sus padres o un adulto de confianza. 


· Pienselo bien  antes de poner cualquier información o documento en la Red.

Todo lo que pone en la Red sobre usted puede ser fácilmente adquirido por cualquier otra persona que lo puede pasar a otros o colocarlo en cualquier otra página para siempre.  Evite poner fotos que permitan identificarlo, en especial imagenes sexualmente explícitas.

· Verifique los comentarios que otros hacen en su página con regularidad.

Nunca responda a comentarios ofensivos o embarazosos. 

· Sea honesto acerca de su edad.

Las normas de membresia fueron creadas para proteger a las personas.  Si eres muy joven para obtener el servicio, NO mientas acerca de tu edad.


· Para información adicional acerca del tema visite:

· www.connectsafely.org

· www.getnetewise.org

· O visite su biblioteca pública
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La Solicitud de Empleo  y

El Resumé

Bienvenidos







Siga Adelante

WebJunction Global and the Oklahoma Department of Libraries

Bill & Melinda Gates Foundation







Siga Adelante

La Solicitud de Empleo

 Debe completarla en su totalidad.  No debe dejar espacios en blanco.  Si no puede responder a alguna pregunta escriba N/A (No Aplica) en el apartado.

 Responda a todas las preguntas con la verdad.

 Complete la aplicación a máquina o en tinta utilizando letra de molde.

 Evite el uso de tachones o de tinta correctora (liquid paper).







Siga Adelante

La Solicitud de Empleo

 No: creencias religiosas, afiliaciones políticas, status immigratorio, etc.

Datos personales:



Form I-9

Employment Eligibility Verification





La Solicitud de Empleo

 No: creencias religiosas, afiliaciones políticas, status immigratorio, etc.



 Opcional: país de origen, edad, etc.



 Sí: nombre, dirección, teléfono, seguro social, etc.

Datos personales:



Siga Adelante





La Solicitud de Empleo



Siga Adelante

www.jcmh.com

www.cityofaltus.org
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El CV (Curriculum Vitae) o Resumé

 Trayectoria profesional



 Estudios y grados obtenidos



 Logros y reconocimientos



 Experiencias



 Referencias
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El CV (Curriculum Vitae) o Resumé

 Debe redactarse a máquina.

 Debe utilizarse papel blanco o un color claro (crema).

 No debe ser muy extenso (no más de dos páginas).

 No debe tener errores ortográficos.

 Utilice mayusculas o negritas para destacar cada apartado.

 Presente siempre un documento original.

Aspectos generales:





Microsoft Word



Siga Adelante

El CV (Curriculum Vitae) o Resumé
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Ejercicio:

Situación # 1:

	Francisco consiguió una aplicación para un puesto de mecánico, pero la aplicación está en inglés y él no entiende lo que dice y no sabe como llenarla.

Situación # 2:

	El amigo de Francisco que le ayudaba a completar la aplicación para el puesto de mecánico le dijo que el la solicitud en el apartado de datos personales preguntaba: ¿Es usted ciudadano o residente permanente de los Estados Unidos? Y ¿pertenece o participa activamente en las actividades de algún partido político?  







Siga Adelante

Situación # 3:

	Carmen, quien recientemente completó una carrera de enfermería, escuchó que había una posición disponible en el hospital local.. La fecha límite para entregar la aplicación es hoy, pero ella no cuenta con transportación en ese momento..

Situación # 4:

	José llenó una aplicación de empleo para un puesto de oficinista.  En las instrucciones dice que la aplicación debe acompañarse con un resumé.  ¿Cómo puede él hacer para preparar uno?

Ejercicio:
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Próximos Talleres y Actividades

 date in Spanish

 Title of activity and time and/or a short description of the class or conference.
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GRACIAS POR SU ASISTENCIA
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OMB No. 1615-0047; Expires 06/30/08
Department of Homeland Security Form I-9, Employment

U.S. Citizenship and Immigration Services Eligibility Verification
e ]

Please read instructions carefully before completing this form. The instructions must be available during completion of this form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work eligible individuals. Employers CANNOT
specify which document(s) they will accept from an employee. The refusal to hire an individual because the documents have a
future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Verification. To be completed and signed by employee at the time employment begins.

Print Name: Last First Middle Initial Maiden Name
Address (Street Name and Number) Apt. # Date of Birth (month/day/year)
City State Zip Code Social Security #

I attest, under penalty of perjury, that I am (check one of the following):

I'am aware that federal law prov1des for A citizen or national of the United States

imprisonment and/or fines for false statements or [[] A lawful permanent resident (Alien #) A

use of false documents in connection with the [7] An alien authorized to work until

completion of this form. (Tiend o Adimission 5

Employee's Signature Date (month/day/year)

Preparer and/or Translator Certification. (7o be completed and signed if Section 1 is prepared by a person other than the employee.) I attest, under
penalty of perjury, that I have assisted in the completion of this form and that to the best of my knowledge the information is true and correct.

Preparer's/Translator's Signature Print Name

Address (Street Name and Number, City, State, Zip Code) Date (month/day/year)

Section 2. Employer Review and Verification. To be completed and signed by employer. Examine one document from List A OR
examine one document from List B and one from List C, as listed on the reverse of this form, and record the title, number and
expiration date, if any, of the document(s).

List A OR List B AND List C

Document title:

Issuing authority:

Document #:

Expiration Date (if any):

Document #:

Expiration Date (if any):

CERTIFICATION - I attest, under penalty of perjury, that I have examined the document(s) presented by the above-named employee, that
the above-listed document(s) appear to be genuine and to relate to the employee named, that the employee began employment on

(month/day/year) and that to the best of my knowledge the employee is eligible to work in the United States. (State
employment agencies may omit the date the employee began employment.)

Signature of Employer or Authorized Representative Print Name Title

Business or Organization Name and Address (Street Name and Number, City, State, Zip Code) Date (month/day/year)

Section 3. Updating and Reverification. To be completed and signed by employer.
A. New Name (if applicable) B. Date of Rehire (month/day/yvear) (if applicable)

C. If employee's previous grant of work authorization has expired, provide the information below for the document that establishes current employment eligibility.

Document Title: Document #: Expiration Date (if any):

1 attest, under penalty of perjury, that to the best of my knowledge, this employee is eligible to work in the United States, and if the employee presented
document(s), the document(s) | have examined appear to be genuine and to relate to the individual.

Signature of Employer or Authorized Representative Date (month/day/year)

Form 1-9 (Rev. 06/05/07) N







image1.wmf
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Workshop



Welcome (click-slide # 1) to the library and to this free workshop about employment that we are offering tonight.  This workshop is one of activities developed by the “Siga Adelante” (Moving Forward) Project that we began last week.  Tonight we’ll talk about the job application and the resume (click).  My name is ______________ and I will be your presenter. 

	

Also with me: (name of translator or any other person helping with the presentation).



As we said last week, this project is possible thanks “Siga Adelante” Program (click-slide # 2), a partnership between WebJuntion Global and the Oklahoma Department of Libraries (click), and is sponsored by the Bill and Melinda Gates Foundation (click).  The purpose of this project is to teach people in the Hispanic community to use the resources available for them in the public library, in the community, and on the Internet. 



Before we formally start the workshop, I want you to take a few minutes to answers these questions:  (Pass out the pre-test and ask the attendees to answer it.  If possible, write some of the answer on a board or on an easel pad.)

 

As a review and very quickly, let’s see some of the things that we discussed last week in the first workshop.  There are many different ways to get information when we are looking for a job.  Who can tell me some of these ways?



(Discuss answers with the group and if nobody answers give the group a quick review about how the library, the community or the Internet can help).

 

Once we know a job opportunities available, the next step is to fill out the job application (click-slide # 3).  Usually these applications are only available in English, but in most cases you can take them with you and look for a friend to help you complete it.  There are also some agencies that could help you with this.



It is very important when you fill out a job application to answer all the questions on it (click).  Do not leave any empty spaces.  If you cannot answer a question, write on the space the letters N/A (Not Applicable).  It is also very important to honestly answer all the questions (click).  Some companies do a background investigation on all their candidates, and if they find out that you lied in your application that is enough reason not to give you the job or to fire you if hired.  Complete de application using a typewriter or printed in ink (click), so the information is clear and easy to understand.  Avoid scratches or the use of liquid paper (click).  



There are some types of information that is not necessary when you fill out an application, unless it is relevant to the position.  For example: (click-slide # 4) you don’t have to write your religion beliefs or political affiliations.  Hispanic people do not have to write anything about their immigration status, but you should be able demonstrate your eligibility to work in the United States.  Many companies use the form I-9 (Employment Eligibility Verification) (click) from the Department of Homeland Security to verify this information.  You can get a copy of this document through the Internet visiting: www.uscis.gov.

Usually in most job applications, some personal information is located in a section called OPTIONAL (click-slide # 5).  This means that it is up to you to provide it or not.  If you chose not to include it, the employer should not refuse to give you an interview.  Some of this information is your origin, age, etc.  But you always have to provide your full name, address, phone number, and social security number (click).

 

Every place or company could have different types of job applications, but basically the information on all of them is the same.  Let’s see some examples.

 

(Show the attendees some examples of real job applications, and if possible, practice filling out one of them with the group.  To protect the confidentiality of the participants, the presenter could use his/her own information to fill out the application or could use fake information just for the example).



Today, thanks to technology, some companies offer an application you can fill out and send through the Internet (click-slide # 6).

 

(Using the computer for the workshop, show an example of this.  You could use the following site:  www.jcmh.com.  Or you can use any local company that has a similar option.)



For best results, every time that we summit a job application, it should be accompanied by a CV or a resume (click-slide # 7).  Who can tell me what these things mean?



 (Wait for an answer, if nobody answers, then continue)



CV is the abbreviation for “Curriculum Vitae,” a Latin word that roughly means “Job History.”  A resume is basically the same.  The difference between them is that the CV is much more formal and complex than a resume.  But both have to be written very carefully and in detail, because it is your presentation card.  It is the first image that an employer will have about you and it could be the key to get an interview.  You have to include in a CV or resume your entire professional trajectory (click), your studies and degrees (click), awards and recognitions (click), your experiences (click) and references (click). 



	In this workshop we’ll focus on the preparation of a very good resume (click-slide # 8).  In general terms, a good resume has to be typed or printed on white paper or another light color (click).  Avoid the use of bright or colorful papers (click).  It has to be short (no more than two pages) (click).  It should not have any errors (click).  Every topic heading should be emphasized using capital letters or bold type (click).  Use only originals, not a photocopy (click).



There are a several different formats to structure a resume, but the most common is chronologically. This type of resume is very functional because job details are in chronological order, beginning with the most recent one, and includes all jobs that you had during your professional life.  Inside the folder that we gave you at the beginning of the workshop, you will find some examples of resumes and how the information is organized.  We recommend you study and use them as reference when you write your own.



Writing a good resume is not complicated, but if you feel that you can’t do it, there are some companies that can help you with this.  Of course this service has a charge and you have to provide them all the information they need.  Also on the Internet, there are some sites that have similar services.  You will find the addresses of some of these sites in the brochure we gave you at the beginning of the workshop.

 

(Show how to access and use some of these sites).



If you decided to write your own resume but you don’t have access to a computer, you can come to the public library.  We have some computers available here with the Microsoft Office programs, such as Word.  This program provides some templates that are easy to use.  The only thing you have to do is write your personal information under the different subjects (click-slide # 9). 



(Explain to the attendees how to prepare a resume using the templates in Microsoft Word.  The presenter could use his/her personal information or have a resume ready with fake information as an example.)



Exercise:  (click-slide # 10) Just for practice, let’s see some situations and discuss what to do, or what do you recommend for each one. 



	(Discuss the answers with the group)

Situation # 1: (click)

Francisco got a job application for a mechanic’s position at a dealership, but the application is in English and he doesn’t understand it, and doesn’t know how to fill it out.



 Situation # 2: (click)

Francisco’s friend, who is helping him with the job application, told him that in one of the sections they ask:  “Are you US Citizen or permanent resident?  And are you active in any political party?  If so, which?” 



Situation # 3: (dos clicks-slide # 11)

Carmen, who recently graduated as a nurse, heard that the local hospital is recruiting new personnel.  But the deadline to submit the application is today and she doesn’t have transportation to go there.  



Situation # 4: (click)

José completed an application for an office clerk position.  The instructions said that it has to be accompany by a resume.  What can he do to get one, or how can he make his own? 



Before we finish with this workshop, I would like you to answer once again the questions I asked you at the beginning.  (Give them few minutes to answer the post-test.)



In the folder you will also find a calendar with the date of our next activity (click-slide # 12).  The topic of our next workshop will be:  “How to prepare for a job interview.” (click) 



Do not forget to complete the evaluation form and leave it at the exit.  We hope this workshop has been interesting and useful for all of you, and we’ll see you again at the next one.  Thank you very much for your attending (click-slide # 13).
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Workshop about

Employment

Welcome









Siga Adelante

		WebJunction Global and the Oklahoma Department of Libraries



		Bill & Melinda Gates Foundation











Siga Adelante

		 Do you know how to navigate or use the searching tools on the Internet?



		Could you list three ways that you can get help in the public library when you are looking for job.



		Could you list three agencies, organizations or offices in your community that could help you when you are looking for a job.











Siga Adelante

		Internet











Siga Adelante

		Internet



		Library











Siga Adelante

		Internet



		Library



		Community











Siga Adelante

Internet

		 www.empleoscb.com



		 www.alempleo.com



		 www.univision.com



		 www.clasificadosonline.com/jobs.asp



		 www.infoempleo.com











Siga Adelante

Internet









Siga Adelante

Library

		 service or information



		 service or information



		 service or information



		 service or information



		 service or information











Siga Adelante

How to get a library card?

		 Present evidence of your residential address such as letter or utilities bill receipts.



		 Fill out the registration card



Library









Siga Adelante

Library

		 Instruction to get a library card and guides of use of the Internet.











Siga Adelante

Community

		 Your library and/or council name



		 agency, office and/or organization



		 agency, office and/or organization



		 agency, office and/or organization



		 agency, office and/or organization
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Exercise:

Situation # 1:

	Carlos  was affected  by a recent lay-off in the industry where wh worked as a custodian.  Now he is unemployed and does not know or where to get another job.

Situation # 2:

	A friend of María brought her a job application for an office position as a receptionist for client services.  She speak English, but she doesn’t have experience in the area, and she doesn’t understand some of the question in the application.
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Situation # 3:

	José  filled out a job application for an office clerk position.  The application asked for a resume attached to it when returned.  He doesn’t know what a resume is or how to prepare one.

Situation # 4:

	Juanita just finished a certification as LPN and now she is looking for a job, but she doesn’t know where to start looking or what to do.

Exercise:
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Next Workshops and Activities

		 date 



		 Title of activity #1 and time and/or a short description of the class or conference.



		Title of activity #2 and time and/or a short description of the class or conference. 



		 date 
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Thank you very much













TIPS FORKIDS

Ignore the person. Sometimes the easiest
thing to do is to ignore the person and go on
about your business. Log-off if the harassment is
bothering you.

Block or delete the person. If itis happening
on Instant Messaging or some other place online
that requires a “buddy list,” you can block certain
users based upon their username, or delete them
if they are in your buddy lst. You can alo block
e-mails that are being received from specific
email addresses.

Change your information. If someone has
hacked into your profie, change your password.

If someone repeatedly sends you messages (like,
“add me o your buddy ls” over and over), con-
sider changing your username or e-mail address.
If there is a profile that was created about
you without your knowledge, contact the
company which runs the site to have the profile
or language taken off.

If you are upset about what is being said, talk
to someone you trust. Don' feel lke you're
alone. Many times, you are able to take care of
the cyberbullying on your own. Sometimes, it
gets out of hand though, and it helpful to talk
to an adult about what is going on. If you feel
scared or overwhelmed, maybe even trapped.

it's definitely time to talk to an adult, inform your
Internet Service Provider and possibly call the
police if you are getting physical threats.

For more information, go to
www.cyberbully4n.org

myspace.com
L Enlacelmmuﬂﬂs




Be anonymous. Avoid postings that could
help a stranger to locate you. This includes
your last name, address, phone numbers,
sports teams, the town you live in, and where

you hang out.

Protect your info. Check to see if your
service has a “friends” lst that allows you to
decide who can visit your profle or blog, If so,
allow only people you know and trust.

Avoid in-person meetings. Don't get
together with someone you ‘meet” ina
proHe or Hag unless you are certain of their
actual identity. Talk it over with an adult first.
A'thcugh it's still ot risk-free, arrange any
meetings in a public place and bring along
some friends, your parents, or a trusted adult.

Think before you post. Whts uploaded
t0 the Nt can be dowdoaded by anpone

and passed around or posted online pretty
much forever. Avoid posting photos that allow
people to identify you, especially sexually
suggestive images.

Check comments regularly. Don' respond

to mean o embarrassing comments.

Be honest about your age. Membership
rules are there to protect peopia If you are
too young to sign up, don't lie about your age.





TIPS FOR PARENTS

Be reasonable and try to set reasonable
expectations. Pulling the plug on your childs
Internet activitiesis rarely a good first response
toa problem—its too easy for them to "go
underground” and establish accounts at a
friends house or many other p|a:es.

Be open with your children. Encourage them
to come to you if they encounter a problem
online—cultivate trust and communication
because no rules, laws o fitering software can
replace you as their first line of defense.

Talk with your children. Find out how they
use the services. Make sure they understand
basic Internet safety guidelines, including
privacy protection and passwords, the risks
involved in posting personal information,
avoiding in-person meetings, and not posting
inappropriate photos.

Consider requiring that all online activity
take place in a central area of the home,
not in a child’s bedroom. Be aware that there
are also ways children can access the Internet
away from home.

Try to get your children to share their blogs
or online profiles with you. Be aware that
lhey aan have multip[e accounts on multiple
services. Use search engines and the search
tools on social-networking sites to search for
your childs identifying information.

SPONSORED BY
ﬁmyspace .com

!6\
Amam:n
ALAE
Assnc;am:'\





Southern Prairie Library System
Registration Card

Last Name:

Spouse Name:

Mailing Address:

Home Phone: Best time to contact: AM  PM
Employer: Work Phone
Video: Computer: Tnternet:

Children’s Names and Birth Dates:

Parent’s Name:.

Optional Information: Black, Hispanic, Asian, White, Native American, Other.

MALE FEMALE Birth Date.

Reguired for hilden




TARJETA DE USO DE LA BIBLIOTECA
Residentes del Area
La tarjeta para el uso de la biblioteca es gratuita para cualquier
persona que viva o sea duefio de alguna propiedad en los
Condado de Jackson y Harmon.

No Residentes en el Area
Para los no residentes en los Condados de Jackson y Harmon
1a tarjeta tedran un cargo de $10.00 délares por familia por
afio.

Personas menores de 18 afios deberdn tener permiso de sus
padres.

Al solicitar la tarjeta se le requerira una verificacion de la
direcci6n residencial, como por ejemplo cartas o recibos de
pago de utilidades con la direccion residencial o cualquier otro
documento con fecha de tres meses 0 menos a la fecha de
solicitud.

PERIODOS DE PRESTAMOS
Libros: 28 dias
Material Audio-Visual: 14 dias
Videos: 2 dias, solo dos (2) a la vez y solo con tarjeta de uso
de adultos.
Artfculos de gran demanda tendrén periodos de préstamos mas
cortos.

Se permitita una (1) renovacién si el articulo no se encuentra
en lista de espera. Solo se podré tener tres (3) articulos en
lista de espera a la vez.

Multas son aplicadas solamente a los videos.
$1.00 délar por dia por cada video.

Los privilegios de uso le serén revocados si:
1. sitiene més de $10.00 délares en multas.
2. sitiene 10 articulos o més con fecha de vencimiento.
3. sideja pasar dos o més fechas de vencimientos.

Se le cargarén los costos de replazo por articulos perdidos o
dafiados.

ACCESO A LA INTERNET
Deberén seguirse las guias para uso de la Internet ofrecidas.
Se requerir4 autorizacion escrita de los padres a menores de 18
afios.
El acceso sera retirado si no se cumple con las normas
establecidas.

USING YOUR LIBRARY CARD

Resident Card :
Free if you live or own property in
Jackson or Harmon county.

Non-Resident Card
$10.00 per family, per year

Persons under 18 years c_:f age
must have parental permission

Address verification will be required
for all cards. Suggested forms are:
recently dated (3 mo. or less)
mail, bill or utility receipt.

LOAN PERIODS
Book: 28 days
AV: 14 days
Videos: 2 days, 2 ata time, adult card

High demand items will
have a reduced loan period.

One renewal if no hold request is pending.
3 jtems on hold at a time

Fines are only assessed on videos.
$1.00 per day per tape.

Privileges may be revoked if:
1.$10.00 or more outstanding charges
2. Ten or more overdue items
3, Two or more overdue dates.

You will be charged the cost of replacement
for lost or damaged items.

INTERNET ACCESS
User guidelines must be followed.
Parent permission required if under 18.
Access will be denied if the guid

=2
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elines are violated.
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		Abbreviations


1. Minimum (mínimo)

2. Attention (atención)

3. Building (edificio)

4. Company (compañía)

5. English (inglés)

6. Experience (experiencia)

7. International (internacional)

8. License (licencia)

9. Reference (referencias)

10. Negotiable (negociable)

11. As soon as possible (tan pronto como sea posible)

12. Certified (certificado)

13. Custumer (cliente)

14. Excellent (exelente)

15. Firm (firma, empresa)

16. Saturdays (sábados)

		

		Abbreviations


1. min.


2. attn.


3. bldg.


4. Co.


5. Eng.


6. exper.


7. Intl.


8. lic.


9. ref.


10. neg


11. ASAP


12. cert.


13. cust.


14. excel.


15. frm.

16. Sats.



		Abbreviations


1. Minimum (mínimo)

2. Attention (atención)

3. Building (edificio)

4. Company (compañía)

5. English (inglés)

6. Experience (experiencia)

7. International (internacional)

8. License (licencia)

9. Reference (referencias)

10. Negotiable (negociable)

11. As soon as possible (tan pronto como sea posible)

12. Certified (certificado)

13. Custumer (cliente)

14. Excellent (exelente)

15. Firm (firma, empresa)

16. Saturdays (sábados)

		

		Abbreviations


1. min.


2. attn.


3. bldg.


4. Co.


5. Eng.


6. exper.


7. Intl.


8. lic.


9. ref.


10. neg


11. ASAP


12. cert.


13. cust.


14. excel.


15. frm.


16. Sats.
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		 Do you know how to navigate or use the searching tools on the Internet?



		Could you list three ways that you can get help in the public library when you are looking for job.



		Could you list three agencies, organizations or offices in your community that could help you when you are looking for a job.
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		Internet
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		Internet



		Library
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		Internet



		Library



		Community
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Internet

		 www.empleoscb.com



		 www.alempleo.com



		 www.univision.com



		 www.clasificadosonline.com/jobs.asp



		 www.infoempleo.com
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Internet
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Library

		 service or information



		 service or information



		 service or information



		 service or information



		 service or information
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How to get a library card?

		 Present evidence of your residential address such as letter or utilities bill receipts.



		 Fill out the registration card



Library
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Library

		 Instruction to get a library card and guides of use of the Internet.
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Community

		 Your library and/or council name



		 agency, office and/or organization



		 agency, office and/or organization



		 agency, office and/or organization



		 agency, office and/or organization
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Exercise:

Situation # 1:

	Carlos  was affected  by a recent lay-off in the industry where wh worked as a custodian.  Now he is unemployed and does not know or where to get another job.

Situation # 2:

	A friend of María brought her a job application for an office position as a receptionist for client services.  She speak English, but she doesn’t have experience in the area, and she doesn’t understand some of the question in the application.
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Situation # 3:

	José  filled out a job application for an office clerk position.  The application asked for a resume attached to it when returned.  He doesn’t know what a resume is or how to prepare one.

Situation # 4:

	Juanita just finished a certification as LPN and now she is looking for a job, but she doesn’t know where to start looking or what to do.

Exercise:
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Next Workshops and Activities

		 date 



		 Title of activity #1 and time and/or a short description of the class or conference.



		Title of activity #2 and time and/or a short description of the class or conference. 



		 date 
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Thank you very much













TIPS FORKIDS

Ignore the person. Sometimes the easiest
thing to do is to ignore the person and go on
about your business. Log-off if the harassment is
bothering you.

Block or delete the person. If itis happening
on Instant Messaging or some other place online
that requires a “buddy list,” you can block certain
users based upon their username, or delete them
if they are in your buddy lst. You can alo block
e-mails that are being received from specific
email addresses.

Change your information. If someone has
hacked into your profie, change your password.

If someone repeatedly sends you messages (like,
“add me o your buddy ls” over and over), con-
sider changing your username or e-mail address.
If there is a profile that was created about
you without your knowledge, contact the
company which runs the site to have the profile
or language taken off.

If you are upset about what is being said, talk
to someone you trust. Don' feel lke you're
alone. Many times, you are able to take care of
the cyberbullying on your own. Sometimes, it
gets out of hand though, and it helpful to talk
to an adult about what is going on. If you feel
scared or overwhelmed, maybe even trapped.

it's definitely time to talk to an adult, inform your
Internet Service Provider and possibly call the
police if you are getting physical threats.

For more information, go to
www.cyberbully4n.org

myspace.com
L Enlacelmmuﬂﬂs




Be anonymous. Avoid postings that could
help a stranger to locate you. This includes
your last name, address, phone numbers,
sports teams, the town you live in, and where

you hang out.

Protect your info. Check to see if your
service has a “friends” lst that allows you to
decide who can visit your profle or blog, If so,
allow only people you know and trust.

Avoid in-person meetings. Don't get
together with someone you ‘meet” ina
proHe or Hag unless you are certain of their
actual identity. Talk it over with an adult first.
A'thcugh it's still ot risk-free, arrange any
meetings in a public place and bring along
some friends, your parents, or a trusted adult.

Think before you post. Whts uploaded
t0 the Nt can be dowdoaded by anpone

and passed around or posted online pretty
much forever. Avoid posting photos that allow
people to identify you, especially sexually
suggestive images.

Check comments regularly. Don' respond

to mean o embarrassing comments.

Be honest about your age. Membership
rules are there to protect peopia If you are
too young to sign up, don't lie about your age.





TIPS FOR PARENTS

Be reasonable and try to set reasonable
expectations. Pulling the plug on your childs
Internet activitiesis rarely a good first response
toa problem—its too easy for them to "go
underground” and establish accounts at a
friends house or many other p|a:es.

Be open with your children. Encourage them
to come to you if they encounter a problem
online—cultivate trust and communication
because no rules, laws o fitering software can
replace you as their first line of defense.

Talk with your children. Find out how they
use the services. Make sure they understand
basic Internet safety guidelines, including
privacy protection and passwords, the risks
involved in posting personal information,
avoiding in-person meetings, and not posting
inappropriate photos.

Consider requiring that all online activity
take place in a central area of the home,
not in a child’s bedroom. Be aware that there
are also ways children can access the Internet
away from home.

Try to get your children to share their blogs
or online profiles with you. Be aware that
lhey aan have multip[e accounts on multiple
services. Use search engines and the search
tools on social-networking sites to search for
your childs identifying information.

SPONSORED BY
ﬁmyspace .com
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Southern Prairie Library System
Registration Card

Last Name:

Spouse Name:

Mailing Address:

Home Phone: Best time to contact: AM  PM
Employer: Work Phone
Video: Computer: Tnternet:

Children’s Names and Birth Dates:

Parent’s Name:.

Optional Information: Black, Hispanic, Asian, White, Native American, Other.

MALE FEMALE Birth Date.

Reguired for hilden




TARJETA DE USO DE LA BIBLIOTECA
Residentes del Area
La tarjeta para el uso de la biblioteca es gratuita para cualquier
persona que viva o sea duefio de alguna propiedad en los
Condado de Jackson y Harmon.

No Residentes en el Area
Para los no residentes en los Condados de Jackson y Harmon
1a tarjeta tedran un cargo de $10.00 délares por familia por
afio.

Personas menores de 18 afios deberdn tener permiso de sus
padres.

Al solicitar la tarjeta se le requerira una verificacion de la
direcci6n residencial, como por ejemplo cartas o recibos de
pago de utilidades con la direccion residencial o cualquier otro
documento con fecha de tres meses 0 menos a la fecha de
solicitud.

PERIODOS DE PRESTAMOS
Libros: 28 dias
Material Audio-Visual: 14 dias
Videos: 2 dias, solo dos (2) a la vez y solo con tarjeta de uso
de adultos.
Artfculos de gran demanda tendrén periodos de préstamos mas
cortos.

Se permitita una (1) renovacién si el articulo no se encuentra
en lista de espera. Solo se podré tener tres (3) articulos en
lista de espera a la vez.

Multas son aplicadas solamente a los videos.
$1.00 délar por dia por cada video.

Los privilegios de uso le serén revocados si:
1. sitiene més de $10.00 délares en multas.
2. sitiene 10 articulos o més con fecha de vencimiento.
3. sideja pasar dos o més fechas de vencimientos.

Se le cargarén los costos de replazo por articulos perdidos o
dafiados.

ACCESO A LA INTERNET
Deberén seguirse las guias para uso de la Internet ofrecidas.
Se requerir4 autorizacion escrita de los padres a menores de 18
afios.
El acceso sera retirado si no se cumple con las normas
establecidas.

USING YOUR LIBRARY CARD

Resident Card :
Free if you live or own property in
Jackson or Harmon county.

Non-Resident Card
$10.00 per family, per year

Persons under 18 years c_:f age
must have parental permission

Address verification will be required
for all cards. Suggested forms are:
recently dated (3 mo. or less)
mail, bill or utility receipt.

LOAN PERIODS
Book: 28 days
AV: 14 days
Videos: 2 days, 2 ata time, adult card

High demand items will
have a reduced loan period.

One renewal if no hold request is pending.
3 jtems on hold at a time

Fines are only assessed on videos.
$1.00 per day per tape.

Privileges may be revoked if:
1.$10.00 or more outstanding charges
2. Ten or more overdue items
3, Two or more overdue dates.

You will be charged the cost of replacement
for lost or damaged items.

INTERNET ACCESS
User guidelines must be followed.
Parent permission required if under 18.
Access will be denied if the guid

=2
S A
\

N

elines are violated.







_1293614351.doc
Pre-Test

Workshop about Employment

(Taller sobre como conseguir empleo)

(date)

1.  ¿Sabe usted como navegar o utilizar la herramientas de busqueda disponible en el Internet si necesitara información sobre como obtener un empleo?

(Do you know how to navigate or to use the searching tools available on the Internet if you need information about how to get a job?)

2. Mencione tres maneras en que la biblioteca pública puede ayudarle en su busqueda de empleo.

(Tell us three ways the Public Library can help you in the search for a job.)

3. Mencione tres agencias, organizaciones u oficinas en su comunidad que le podría ayudar a obtener o a buscar un empleo.

(List three agencies, organizations or offices in your community that can help you to get or to find a job.)


_1293614186/SA APL 2008 A-0 Finding Flyer Spanish.pub
Empleos
(fecha, hora y lugar)
	+ Taller acerca de como el Internet, la bibliteca y la communidad  pueden ayudarle cuando esta en la busqueda de empleo.
(fecha, hora y lugar)
	+ Conferencia sobre como llenar la solicitud de empleo y como preparar un buen resumé.
(fecha, hora y lugar)
	+ Conferencia sobre como preparase para la entrevista de empleo. 









Tendremos programa para niños entre las edades de 3 y 10 años de edad y refrigerios en cada taller y conferencia.


Programa Siga Adelante
Una asociación entre WebJunction Global & Oklahoma Department of Libraries
Auspiciado por la Fundación de Bill y Melinda Gates
GRATIS Y EN ESPAÑOL
Internet
biblioteca
communidad



_1293614260/SA APL 2008 A-0 Finding Sign Spanish.pub
Necesita Ayuda...
...en su busqueda de empleo?



_1293614148/SA APL 2008 A-0 Finding Flyer English.pub
Employment
(date, time and location)
	+ Workshop about how the Internet, the library and the community can help you when you are looking for a job.
(date, time and location)
	+ Conference about how to fill out a job application and how to make a good resume.
(date, time and time)
	+ Conference about how can you be prepare for a job interview. 









We’ll have programs for children between 3 and 10 years old and refreshments on every workshop and conference.


“Siga Adelante” Program
A partnership between WebJunction Global & Oklahoma Department of Libraries
Sponsored by Bill and Melinda Gates Foundation
FREE AND IN SPANISH
Internet
library
community



