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Myers Library Circulation/Borrowing Policies
Library Cards
Ottawa University ID cards serve as library cards. Patrons without an OU ID may apply at the circulation desk for a public patron card.

General Collection Books
General collection books are due at mid-semester and on the last day of classes of the semester. They are subject to recall after two weeks.

Periodicals
Periodicals (except for the most recent issue), audio and video recordings, and pamphlets may be checked out for seven days.

Reserve Materials
Reserve materials may be checked out for one to three hours or one or two days depending on the choice of the professor who places them on reserve.

Special Collections
The Myers Library houses a Baptist Collection containing books about Baptist History, the Ottawa University Yearbook Collection and the Ottawa University Archives. These collections are available to students, faculty, staff and the public of in-house use only, and do not check out.

Interlibrary Loan
Ottawa University students and faculty may make interlibrary loan requests for books and photocopies of periodical articles related to course research, which are not owned by Myers Library.

Overdue Notices
Overdue notices are sent as a courtesy after material is past due. Users are responsible for returning or renewing materials on time whether or not a notice has been received.

Fines
There are no fines for late books. If a book is not returned after the eight week period, the patron will receive three late notices. Costs for lost materials will be accessed by the library and presented to the OU Business Office and added to the patron’s university account at the end of each semester.

Fees
Replacement charges and reprocessing fees are charged for materials that have not been returned eight weeks after they are overdue. If materials are subsequently returned, the cost of the replacement will be refunded; however, the borrower will still be required to pay the reprocessing fee.

Audiovisual Equipment Policy
Audiovisual equipment can be defined as equipment that is “designed to aid in learning or teaching by making use of both hearing and sight” (Merriam-Webster Dictionary, 2003).

Mission

The Audiovisual collection is a resource intended to support the teaching and presentation needs of the faculty; supplementing the academic research needs and cultural awareness and enrichment for Ottawa University’s students. AV materials are an established and expected means of transmitting, receiving and using information university-wide. Non-print materials are viewed as a different format useful in the library's information dissemination role. This library is committed to providing access to all types of information regardless of its format. 

Goals for the AV Department
· Make AV equipment accessible to the faculty, staff and students

· Enter all equipment into the library database and process it so that it can be checked out and in on the computer

· Weed the AV equipment on its premises 

· Maintain the AV equipment on its premises using the AV budget

· Increase AV budget so that AV can be better maintained and so that outdated AV can be replaced
· Check out AV to Faculty, staff and students as needed

AV Services in the include:
Teaching Support Services - Audiovisual Equipment Support 

Audiovisual Equipment which includes an Overhead Projector, Overhead Projector Bulbs, tape recorders, transcription machines, a TV/VCR, overhead projector screens and a slide projector is available for checkout to faculty, staff and students through the Myers Library desk for 3 hour to 1 day checkout. AV checkouts may be renewed at the desk, provided that the equipment is not needed by other members of the university community. AV equipment does not checkout to members of the public, unless special arrangements are made with librarians at the University.
OTTAWA UNIVERSITY, MYERS LIBRARY

COLLECTION DEVELOPMENT PLAN 2002-2009
PURPOSE

Scope

These selection policies and procedures not only serve as guidelines for adding to the present book, periodical, microform, and automated services collection but also help determine which gifts to encourage, which lost or worn-out materials to replace, which materials to bind, and which materials to weed out of the collection. 

The Myers Library knows that it has a responsibility inside the university community to: 

· Collect and organize materials

· Make its resources available to its patrons

· Give guidance in the use and the interpretation of materials

· Provide interlibrary loan service

· Provide instruction in information availability and database use

· Provide online reference services   and

· Assist students, faculty and adjuncts with Internet and Database searches on the computer. 

Mission

The mission of the Myers Library is to provide services, resources and an environment that supports the educational goals and purposes of Ottawa University. 

To support its mission the Library and its Staff are committed to the following purposes:

· Ensuring that print, multi-media and electronic resources are responsive to curricular and academic program needs

· Providing materials which represent a diversity of cultural, ethical, philosophical, educational and religious perspectives

· Providing Reference and Informational Services that meet the needs of and enhances the education of students, staff and faculty

· Participating in the larger resource sharing community

· Providing Information Literacy Instruction, Library Instruction (formal bibliographic instruction and point-of-use instruction) and training about the ethical use of intellectual property/copyright.

Evaluation

Librarians will determine the means for an ongoing evaluation of the Myers Library’s existing collection.  When new courses are added and offered, the library’s materials will be evaluated in that area to see what needs to be acquired in order to support a new course. As material needs arise, materials will be purchased or ordered in for staff or students via interlibrary loan. Sections of the collection will need to be studied to ascertain collection strengths and weaknesses and so that gaps in the collection can be addressed.

Library Goals

· Improve Information Literacy Services and Programs to the entire Ottawa University Community

· Expand library services to reach students at all Ottawa’s sites

· Update and Improve Reference and Ready Reference Collections and  Online Collections
· Keep updating Open shelf collection

· Buy books in subject areas that are not covered at the College but that are covered at the other sites i.e. Human Resources

· Increase staffing to a minimum of 3 full-time professional staff, one full-time to be an Information Literacy Specialist 
· Work Collaboratively with various University Departments to improve the Information Literacy skills of staff and students 

· Plan and Organize a Special Collections Area: pull out special collection in the collection that would need preservation and special handling/attention

· Catalog and put all the library’s serials Online

· Expand online offerings to all students

· Increase Technology available in the Library i.e. laptops; computer terminals; printers; faxes; wireless access

· Increase Databases available to students accessing the Library’s web page thereby improving library outreach

· Develop and Implement a Library Literacy Training Program for on-campus and distance education students at all sites

· Develop and Implement a Preservation Budget for University and Special Collections Archives

· Develop and Implement a Bindery Budget so that books and special collections items can be bound as needed

· Plan the building process of a new University Library

History of the Collection

The Myers Library ‘s Collection first started as an English Teachers Collection that students could loan from teachers in a Tauy Jones Building Teachers Cloakroom. By 1885, a fire had guttered this building and the Library was then moved to the Administration Building. By 1902, this collection of books, was housed in the North Section of the President’s Administration Building, and it was then referred to as the “library”. A Collection of Science Books (for teacher and student use), was also scattered around campus by 1902, and these books also became part of the “library”. Prior to 1949, the “library” had moved to the Middle of the South East Floor of the Administration Building. The Library had a Reference Collection that was also housed on the same floor. In 1948, Martin Hall was completed and the “library” moved to the Terrace Basement of the Hall, with a room in the north part of the building being used for as a “library” reading room. In the 1950’s an OU Alumni, George Myers talked Dr. Martin into building an Independent Library on the campus. George Myers donated $130,000 to the University for the library project and the Myers Library was completed in 195?. An Art Department was simultaneously funded by Mammel Grocers from Manhattan, Kansas, as an addition to the new library, and this is now known as the Mammel Art Center.

In the first year the library’s shelves were bare. Textbooks were put into the library for resale. In the first ten years book collections were doubled, except for the periodical collections. Periodical collection ordering escalated in the early seventies, and by 1978, the periodicals titles acquired by the Myers Library were being bound and were starting to be housed on the second floor. By 1974 the library no longer collected textbooks because the Myers Library started to apply for and receive numerous government grants and librarians were able to buy books and special collections items and at the same time accept several collectable items as donations from alumni estates. It was common in the 1970’s for librarians to buy i.e. Oriental Art History and Painting Books, because Oriental Studies Classes were being taught in the Art and Social Studies Departments on campus, and because there was a trend that dictated a great interest in Ethnic Collections and Arts at US Colleges throughout the 1970’s.  In the 1970’s the focus was on General Education, and there were not many subjects areas that were not covered when it came to ordering books. In the 1970’s students developed their own subject areas and did not have focus on studying in major areas as we do now. In the 1980’s and 1990’s the focus has shifted to Liberal Arts, as OU is a Liberal Arts College. The library only in subject areas that were being taught at the College acquired titles, and only after they had been approved by faculty members or adjuncts. The Librarian selected reference books and added extra titles to subject areas when these were requested by the faculty or at her own discretion.

The Myers Library at the College, has continued to grow collection-wise, but this collection growth has not been in keeping with the number of students that are presently being served by the university. 

COLLECTION DEVELOPMENT POLICY

Collection Overview: Materials Acquired

The Myers Library currently houses: 60,298 books and videos; 6,554 E-Books; 204 periodical titles and 79,763 periodical volumes. The library has just started to acquire DVD’s and will continue to build up its non-media resources i.e. video, DVD and CD-Rom resources.  

Formats Collected
The Myers Library collection contains items in a variety of formats: books, bound and unbound periodicals, videos, CDs, audiocassettes, DVDs, juvenile books, e-books, microforms and OU dissertations, OU Archives, Newspapers and Yearbooks. 

Materials Not Acquired

The Myers Library does not acquire Audio-Books or Manuscripts.

Multiple Copies

The Myers Library does not buy multiple copies of a title unless a professor needs to provide a proportionate number of extra copies of a title as a class reading, for class project or as a textbook. Multiple copies that are donated to the library are also not kept unless they are important to university history or are being used by class reading.

Foreign Languages

Books in foreign languages are acquired by the library as needed, but are dependent on whether or not courses are being offered in a specific language. At present books are being bought in Spanish and French since these two languages are being taught at the first year level.  The Library has acquired Dictionaries that are housed on the open shelf and in the Reference section in a variety of foreign languages. Titles primarily added are audiocassette titles for classes that are kept behind the circulation desk and specific periodical titles in Spanish and French.
Ordering Plans

The Myers Library has buys books chiefly from Baker and Taylor Online. Older items such as book, video or DVD titles are acquired through Amazon.com and out of print or children’s materials are acquired through Midwest Library Services Online. The library also makes direct purchases from PBS.org or any other vendors that can provide titles that are needed by the faculty and that can only acquired directly from such vendors.
Selection

Librarians must keep abreast of the current materials in the subject areas taught at Ottawa University, in order to be able to help professors and adjuncts to identify materials that are needed or that require to be updated, added or weeded. Adding and weeding of materials will depend on how frequently materials are used by students in a specific discipline and how active professors and adjuncts are in aiding librarians to acquire or weed materials in their subject/disciplinary areas. Periodical titles are also selected by faculty departments so that we acquire what is needed by the department. Titles that are included in the online databases and that are hard copy titles are cut, provided that the department is satisfied with the online title in the databases.
Ordering Procedures

The library has acquired Choice Online which is a database that will keep all faculty and adjuncts abreast of new titles in their field that can be ordered through the library. The library receives orders from faculty for the library collection and places these orders through Baker and Taylor Online, Midwest Library Services, Amazon.com and specific vendors online or by telephone if needed. Titles are requested by purchase order. Purchase orders approved by the business office receive a PO number and these numbers are used online for purchasing or over the telephone. Orders that are not filled immediately by vendors are either backordered or not filled because these are either out of stock or out of print. Backorders stay on order with the vendor for a year and if these are not filled within this time these are cancelled.

SELECTION RESPONSIBILITY

Collection responsibilities of the Faculty and Adjuncts

It is the responsibility of faculty and adjuncts who teach OU courses to advise librarians about the books that need to be ordered for the subject areas they are teaching in a timely manner. Faculty and adjuncts may contact librarians about any titles they may need, and depending on the price of a title and what money is available, titles will be ordered. If there are  titles that faculty would like to recommend, they should do so in a timely manner, so that if these are to be used for an upcoming class, librarians will have time to order these titles, acquire and process them before they are needed for the class.

Collection responsibilities of Librarians

It is the responsibility of Librarians 

· To learn the collection and provide adequate reference services to faculty, staff and students, recommend titles in any subject area, 

· Develop subject reading lists and bibliographies

· Read reviews of new books in catalogs or online, 

· Take book orders from faculty and staff, 

· Verify order information and order book and no-book items for faculty and staff in a timely manner 

· Suggest ILL if necessary

· Make subject recommendations to faculty and staff and

· Acquire and process titles ordered by faculty and staff in a timely manner.

Acquisitions will notify faculty and staff of the arrival and processing of the titles. Books may be out of print, at which time these will not be able to be ordered, and faculty and adjuncts will be notified of the status of a title they have ordered in this case. Books may also be backordered, meaning that they were not available or in stock when they were ordered and faculty and adjuncts would need to wait, in order to acquire these titles. If the backorder takes more than a month on the order date, librarians will notify faculty or adjuncts of the item’s status.

GENERAL COLLECTION DEVELOPMENT POLICIES

· Increase book holdings generally throughout the collection to a base of 100-250 by year 2010 

· Increase the percentage of open shelf and reference books less than 5 years old to 10 percent 
Increase the percentage of open shelf books less than 10 years old to 15 percent 

PERIODICAL CONTINUATION POLICIES
· Maintain minimum collection of current newspapers and print periodical subscriptions that are received either direct or through Ebsco Periodicals
· Review periodical titles every year to determine renewals and deletions necessary for instructional purposes from hard copy periodicals list
· Add new titles to meet needs of instructional programs on all campuses 
· Add new online databases to meet program needs at all campuses
· Decrease number of current print subscriptions and increase access to full-text electronic subscriptions and/or databases as they become available and add electronic subscriptions as technology becomes available and pricing becomes reasonable in relevant subject areas 
RECREATIONAL FICTION COLLECTION

Collection emphasis is on light reading paperbacks, audio-books and fiction titles.  Increase by 2% per year. Students have asked to add a recreational/leisure reading shelf to the collection that will not be cataloged or weeded, but managed by students outside of the general collection, therefore minimal fiction collections for leisure reading and self-improvement are maintained by soliciting donations from the staff and student populations on the campus.  

SPECIAL COLLECTIONS POLICIES. 
Books in the Baptist Collection cover topics relating to Baptist History and Church Development and History in Kansas, the Midwest and the United States. Books in this section will grow depending on the availability of funds to advance this collection and the interest of religious scholars and researchers in what the collection has to offer.
JUVENILE COLLECTION DEVELOPMENT

· Increase the Juvenile Collection by 1% per year
· Acquire book titles yearly at the Children’s Literature Festival held on the OU Campus

Books in the Juvenile Collection are books that have been written for a children’s audience. Juvenile books are purchased by the Myers Library so that these can be used by teachers who are preparing to teach Elementary Education and by students that are enrolled in the Children’s Literature and Young Adult Literature Classes at Ottawa University.

MEDIA COLLECTION DEVELOPMENT

· Increase the Video and CD Collection by 2% yearly
Videos, CD’s and DVD’s in the Myers Library Video Collection are non-fiction videos on a variety of subjects related to Ottawa University’s curriculum videos which have been purchased for use in the classroom. The audiocassette collection consists of foreign language tapes in French and Spanish, supporting the French and Spanish Language Classes offered at the University.

ELECTRONIC RESOURCES

· Increase the Electronic Database Collection in proportion to the electronic database budget increase per year.  An attempt should be made to improve electronic resources on a yearly basis by at least one electronic database in two years.

ELECTRONIC BOOKS

The Electronic Book Collection at Ottawa University is a shared collection that is being made available to students using the Myers Library Catalog, TauyCat, through NetLibrary. Students can sign up for a NetLibrary account and check out these books for a two day period. These books may also be browsed online in full-text. The Myers Library presently provides access to a total of 6,554 electronic books and will look into several options that include buying other useful electronic book resource packages through regional vendors.

*This e-media is not very popular amongst the students at Ottawa University and is not used as  frequently as we would like it to be used. Thus, this collection will not be increased for now until more students use the collection or we choose a second plan

GIFT BOOKS AND FINANCIAL DONATIONS

The library accepts gift books and financial donations from donors from within the university community and from the general community. Donations will be sorted by the Librarians and will be added to the collection only at the discretion of the Library Director or Faculty members. Gift books that are not added to the collection will be boxed and forwarded to the Friends of the Ottawa Public Library for their book sale. Financial donations made to the Myers Library will be used for the general improvement of the Myers Library’s physical and electronic collections, unless otherwise stipulated by the donors
WEEDING

What is weeding?

Materials are weeded when there is no need for the library to house them any longer. This means that these materials are selected to be withdrawn from the library for any of the following reasons:

Weeding Criteria

· Materials are in very poor physical condition

· Materials that have not circulated for ten years or more

· Materials are outdated

· Materials have been revised and there is a new edition that has been purchased for a title

· A subject/discipline has been phased out and is no longer being taught and students are no longer using the materials

· Materials have been given to Ottawa University as gifts and do not fit in with the collection or are in poor physical condition

· The library owns more than copy of the same title

· A serial is online or being received by the library as a microform

LIBRARY BUDGET HISTORY

The Library uses funds allocated by the University for 

· current purchases

· rounding out the collection (scope) 

· filling in gaps (retrospective). 
The amount of materials purchased is in direct proportion to the size of the Library's budget in each fiscal year.

The Myers Library College Operating Budget (excluding staffing and u-wide budgets)
On average the Library budget has increased by $7937.25 per budget year from 1999/2000 to the present

1998/1999

2000/2001

2001/2002

2002/2003
$29,981.50

$34,563.26

$43,969.00

$53,799.00

Yearly Increases
$4,581.76

$9,405.75

$9,830.00

Average Increase          $7937.25
2004/2005

2005/2006

2006/2007

2007/2008

$52,285


$43,179
                    $49,470

$48,320


Actual $36,927

Actual $43,154              Actual $45,899
Actual $27,121
Decrease $1,514
Decrease $9,106          Increase $6,291          Decrease 1,150
                                                                                                                  Budgets frozen
2008/2009
Library Budget comparisons with similar sized Private Academic Libraries with Outreach Programs College will be done in the course of the year in order to put our case.

COLLECTION DEVELOPMENT PLAN REVIEW

This Collection Development plan will be reviewed as needed and will be updated on a yearly basis or as needed.

Collection Development Targets

2002-2004

· Serials Titles added to the library catalog

· Update Reference and ready reference collections

· Add new books to the open shelf collections across the disciplines

· Weed subject areas with the help of the faculty

2004-2007

· Continue to add new serials titles to the library catalog so that serials are fully online

· Inventories completed and new inventories begun

· Review effectiveness of ordering plans through YBP and Baker and Taylor

· Begin grant application to get archiving projects begun

· Begin Special Collections pull-out to set up special collections department

· Work on binding projects
· ILL gains noted

2007-2009

· Continued purchase of DVD and Video Collection items
· Continued addition of open shelf resources in regular book, juvenile and leisure collections

· Continued purchase on online resources and reference sources

· 2008 Inventory conducted on collection

· Student DVD collection added to library

· Increased ILL circulation; update of ILL computers and scanner added

· Added Site MA dissertations to the collection

· Decrease of hard-copy periodical holdings
APPENDICES: COLLECTION DEPTH INDICATORS

Introduction

The collection depth indicators are numerical values that are used to describe a library's collecting activity levels and goals. They are used to characterize three different aspects of collection management at the division, category and subject levels: current collection level (CL), acquisition commitment (AC), and collection goal (GL). The definitions of these codes or collection depth indicators were revised in 1996 and 1997 under the auspices of the Research Libraries Group, the Association of Research Libraries and WLN. More than 30 active conspectus users from the United States and other countries worked together to update the original language in a way that would improve the use of the definitions while neither diminishing nor changing the sense of codes applied during previous assessments.

The revised definitions are intended to apply uniformly to all subjects. They reflect the changing nature of collections in an electronic environment with access in addition to ownership as a viable option. Additionally, these collection depth indicators address non-print formats. Development of supplemental guidelines is also appropriate to communicate meanings within particular subjects, for example, fiction, architecture, or chemistry.

Non-print Inclusion

Some topics require information in visual, aural and other non-print formats, whether at the basic level or beyond. Such topics include, but are not limited to, dance, music, and the other performing arts. To determine the appropriate collection depth indicator to use for topics, in which non-print resources are essential, add the phrase appropriate non-print media to the line detailing the collecting of monographs and reference works. For example, the Basic Information Level (1) for a music collection would include "a limited collection of monographs, reference works and appropriate non-print media materials."

Electronic Resources

Electronic resources are equivalent to print materials at any level as long as the policies and procedures for their use permit at least an equivalent information-gathering experience. Electronic journals, whether remotely or locally stored, are at least equivalent to print journals if:

· access to the electronic resource is at least equal to access to the print product (including graphics, charts and other features); 

· there is access to a sufficient number of terminals and lines; and 

· the information comes at no additional cost to the patron.

Similarly, a full text electronic archive of monographs, periodicals, images, etc., whether loaded locally or accessed over the Internet, is also equal to the original format if patron access and cost are equal or superior to the print format for the same information or item.

The term defined access is used within the collection depth indicators to mean more than simply providing patrons with access to the Internet and one or more Internet browsers. Defined access refers to menu options on the library's or institution's web interface which link the user to owned or remotely accessed electronic resources selected by the library with the needs of its patrons in mind. The level of defined access changes according to the level of the collection, that is, from limited to extensive to very extensive access to collections of electronic information.

Document delivery

Document delivery services that are not instantaneous are not the same as those providing immediate availability on site or electronically. The conspectus methodology measures resources owned by a library and those resources that are immediately accessible to the customer. The conspectus does not attempt to measure what may be obtained on a delayed basis from another collection, library, or vendor, whether the delay is 10 hours or 10 days. Conspectus users should feel free to provide details in the comments field about library user services which supplement but do not replace the library's owned resources.

Structure of the collection depth indicators

The collection depth indicators represent a continuum from the Basic Information level through the Research level. These are not equal incremental steps, however, since the difference from one level to the next may be measured both in terms of quantity and quality and the amount of materials necessary to move from one level to the next greatly increases as one moves up the scale. In most instances, each successive level includes the elements, formats and characteristics of the previous levels. This means that a Research level collection contains not only those elements in the Research level (4) definition but also those elements in each of the previous levels - Basic Information (1), Study (2), and Instruction Support (3).

The RLG Conspectus definitions include 5 collection depth indicators for collection description. The WLN Conspectus definitions include subdivisions to provide a total of 10 collection depth indicators to provide further distinction and clarity for small and medium-size libraries. The basic collection depth indicators provide the general umbrella definitions and the WLN subdivisions make further distinctions that fit into the larger structure. Libraries wishing to use conspectus information in a cooperative project must determine ahead of time whether to use the 5-point scale or the expanded 10-point scale.

Collection Depth Indicator Definitions

0 OUT OF SCOPE

The library does not intentionally collect materials in any format for this subject.

1 MINIMAL INFORMATION LEVEL

Collections that support minimal inquiries about this subject and include a very limited collection of general resources, including monographs and reference works. Periodicals directly dealing with this topic and in-depth electronic information resources are not collected.

The collection should be frequently and systematically reviewed for currency of information. Superseded editions and titles containing outdated information should be withdrawn. Classic or standard retrospective materials may be retained.

1a MINIMAL INFORMATION LEVEL, UNEVEN COVERAGE

· Few selections and an unsystematic representation of the subject 

· Supports limited, specific service needs 

· Consistently maintained even though coverage is limited 

1b MINIMAL INFORMATION LEVEL, FOCUSED COVERAGE

· Few selections, but a systematic representation of the subject 

· Includes basic authors, some core works and a spectrum of points of view 

· Consistently maintained 

2 BASIC INFORMATION LEVEL

Collections that introduce and define a subject, indicate the varieties of information available elsewhere, and support the needs of general library users through the first two years of college instruction include:

· A limited collection of general monographs and reference tools 

· A limited collection of representative general periodicals 

· Defined access to a limited collection of owned or remotely accessed electronic bibliographic tools, texts, data sets, journals, etc. 

The collection should be frequently and systematically reviewed for currency of information. Superseded editions and titles containing outdated information should be withdrawn. Classic or standard retrospective materials may be retained.

2a BASIC INFORMATION LEVEL, INTRODUCTORY

Limited collections of introductory monographs and reference tools that include:

· Basic explanatory works 

· Histories of the development of the topic 

· General works about the field and its important personages 

· General encyclopedias, periodical indexes-and statistical sources 

This collection is sufficient to support the inquiries of patrons and students through high school attempting to locate general information about a subject.

2b BASIC INFORMATION LEVEL, ADVANCED

Collections of general periodicals and a broader and more in-depth array of introductory monographs and reference tools that include:

· Basic explanatory works 

· Histories of the development of the topic 

· General works about the field and its important personages 

· A broader array of general encyclopedias, periodical indexes, and statistical sources 

· A limited collection of representative general periodicals 

· Defined access to a limited collection of owned or remotely accessed electronic bibliographic tools, texts, data sets, journals, etc. 

This collection is sufficient to support the basic informational and recreational reading needs of an educated general public or students through the first two years of college.

3 STUDY OR INSTRUCTIONAL SUPPORT LEVEL

Collections that provide information about a subject in a systematic way, but at a level of less than research intensity and support the needs of general library users through college and beginning graduate instruction include:

· An extensive collection of general monographs and reference works and selected specialized monographs and reference works 

· An extensive collection of general periodicals and a representative collection of specialized periodicals 

· Limited collections of appropriate materials in languages other than the primary language of the collection and the country, for example, materials to aid in learning a language for nonnative speakers or literature in the original language, such as German poetry in German or Spanish history in Spanish 

· Extensive collections of the works of well-known authors and selections from the works of lesser-known authors 

· Defined access to a broad collection of owned or remotely accessed electronic resources, including bibliographic tools, texts, data sets, journals, etc.

The collection should be systematically reviewed for currency of information and for assurance that essential and important information is retained, including significant numbers of retrospective materials.

3a BASIC STUDY OR INSTRUCTIONAL SUPPORT LEVEL

Resources adequate for imparting and maintaining knowledge about the primary topics of a subject area that include:

· A high percentage of the most important literature or core works in the field 

· An extensive collection of general monographs and reference works 

· An extensive collection of general periodicals and indexes/abstracts 

· Other than those in the primary collection language, materials are limited to learning materials for non-native speakers and representative well-known authors in the original language, primarily for language education 

· Defined access to appropriate electronic resources 

This collection supports undergraduate courses, as well as the independent study needs of the lifelong learner.

3b INTERMEDIATE STUDY OR INSTRUCTIONAL SUPPORT LEVEL

Resources adequate for imparting and maintaining knowledge about more specialized subject areas which provide more comprehensive coverage of the subject with broader and more in-depth materials that include:

· A high percentage of the most important literature or core works in the field, including retrospective resources 

· An extensive collection of general monographs and reference works and selected specialized monographs and reference works 

· An extensive collection of general periodicals and a representative collection of specialized periodicals and indexes/abstracts 

· A selection of resources in other languages, including well-known authors in the original language 

· Defined access to a broad range of specialized electronic resources 

This collection supports upper division undergraduate courses.

3c ADVANCED STUDY OR INSTRUCTIONAL SUPPORT LEVEL

Resources adequate for imparting and maintaining knowledge about all aspects of the topic which are more extensive than the intermediate level but less than those needed for doctoral and independent research that include:

· An almost complete collection of core works including significant numbers of retrospective materials and resources 

· A broader collection of specialized works by lesser-known, as well as well-known authors 

· An extensive collection of general and specialized monographs and reference works 

· An extensive collection of general and specialized periodicals and indexes/abstracts 

· A selection of resources in other languages, including well-known authors in the original language and a selection of subject-specific materials in appropriate languages. 

· Defined access to a broad range of specialized electronic resources 

This collection supports master's degree level programs as well as other specialized inquiries.

4 RESEARCH LEVEL

Collections that contain the major published source materials required for doctoral study and independent research include:

· A very extensive collection of general and specialized monographs and reference works 

· A very extensive collection of general and specialized periodicals 

· Extensive collections of appropriate materials in languages other than the primary language of the country and collection 

· Extensive collections of the works of both well-known and lesser-known authors 

· Defined access to a very extensive collection of owned or remotely accessed electronic resources, including bibliographic tools, texts, data sets, journals, etc.

Older material is retained and systematically preserved to serve the needs of historical research.

5 COMPREHENSIVE LEVEL

Collections in a specifically defined field of knowledge that strive to be exhaustive as far as is reasonably possible (i.e., "special collections"), in all applicable languages include:

· Exhaustive collections of published materials 

· Very extensive manuscript collections 

· Very extensive collections in all other pertinent formats

Older material is retained and systematically preserved to serve the needs of historical research. A comprehensive level collection may serve as a national or international resource.

Language Coverage Indicators

The language coverage indicators defined below are a major change from those originally developed for the RLG Conspectus. The language indicators have been revised so they can be used in many countries and cultures.

Language coverage is closely linked to collection indicator levels. The extent of the collection in the primary language of the country and library, as well as the extent of other languages within the collection helps to determine the collection level indicator for each segment. Language coverage qualifies and amplifies collection levels. In addition to the primary or predominant language, other language coverage is essential for collections at the 3, 4, or 5 level. Generally, the higher the assessment level, the broader or more extensive the additional language coverage expected. Language indicators may be added to the collection depth indicators for collection level, acquisition commitment and collection goals when appropriate.

P = Primary language of the country predominates-little or no other-language material

S = Selected other-language material included in addition to the primary language

W = Wide selection of language s represented

X = Material is mainly in one language other than the primary language of the library and country

While the above language indicators may be adapted to fit most circumstances, there are instances when further adaptation of the conspectus tool is necessary. Countries such as Canada and New Zealand have dual official national or regional languages. Other countries may also have two languages that predominate, either officially or unofficially. The following additional code is suggested for use in such circumstances. The collection management policy will serve to explain any unique circumstances for language as for other collection characteristics.

D = Dual languages or two primary languages predominate with little or no other-language material

The Canadian Association of Research Libraries has used a special language code since 1986 to accommodate their unique language issues. The WLN Conspectus software supports use of these special indicators.

The comment field should be utilized to indicate which language(s) is represented in addition to the primary or dual languages for a subject, category, or division. The use of the comment field for this purpose provides specific information to explain the use of a language code beyond "P" (primary) or "D" (dual) and allows for the report function to generate a list of all subjects supported by any language of interest.

Extract From:

http://www.columbia.edu/cu/lweb/services/colldev/collection-depth.html
MYERS LIBRARY:  SUBJECT AREAS OFFERED AT OTTAWA UNIVERSITY AND THEIR COLLECTION DEPTHS

	DEWEY NUMBER FOR SUBJECT AREA
	MAJOR OR  GRADUATE OR CERTIFICATE
	SUBJECT AREA
	CURRENT COLLECTION DEPTH LEVEL

2002-2003
	FUTURE COLLECTION DEPTH LEVEL

2003--2007

	650
	Graduate
	Business
	2B
	3B

	800-829
	Major
	English Language and Literature
	3A
	3B

	780-789
	Major
	Music
	2A
	2B

	770-779
	Major
	Art
	2B
	3A

	200-299
	Major
	Religion
	3
	3B

	
	
	Anthropology
	1A
	2

	330-329
	Major
	Political Science
	3
	3B

	170-179
	Major
	Philosophy
	2B
	3B

	840-849
	Major
	French 
	1
	1B

	540-549
	
	Chemistry
	2
	2B

	530-539
	Major
	Physical Science
	2
	2B

	330-339
	Major
	Economics
	2A
	3

	
	Major
	Accounting
	1A
	2B

	940-999
	Major
	History
	3A
	3B

	300-309
	
	Sociology
	3
	3B

	610-619
	Major
	Biology
	3A
	3B

	680
	Major
	Communication and Journalism
	1A
	3B

	000-009
	Major and Certificates
	Information Technology
	2
	3B

	070
	Major
	Journalism
	1A
	3

	
	Certificate
	Fire Science
	1A
	2B

	
	Graduate
	Human Services
	2A
	3

	
	
	Children’s Literature
	2A
	3

	
	Certificate
	Police Science
	1A
	2B

	
	
	Public Administration
	1A
	2B

	
	
	Labor  Management
	1B
	2B

	796-799
	Major
	Physical Education
	2
	3B

	
	Graduate and Certificate
	Human 

Resource Management
	1B
	4A

	790-795
	Major
	Theater
	2A
	3B

	
	Major
	Health Services Administration
	1A
	3

	150-159
	Major
	Psychology
	2B
	3B

	
	
	Management
	2
	3B

	360-369
	Major
	Social Work
	2A
	3B



	VT/DVD
	For all Majors
	DVD and Video Collections
	1A
	3B

	Special
	
	Baptist Collection
	1A
	1A


The Library Bill of Rights adopted by Ottawa University Library
The American Library Association affirms that all libraries are forums for information and ideas, and that the following basic policies should guide their services. 

1. Books and other library resources should be provided for the interest, information and enlightenment of all people of the community the library serves. Materials should not be excluded because of the origin, background, or views of those contributing to their creation. 

2. Libraries should provide materials and information presenting all points of view on current and historical issues. Materials should not be proscribed or removed because of partisan or doctrinal disapproval. 

3. Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment. 

4. Libraries should cooperate with all persons and groups concerned with resisting abridgment of free expression and free access to ideas. 

5. A person's right to use a Library should not be denied or abridged because of origin, age, background, or views. 

6. Libraries which make exhibit spaces and meeting rooms available to the public they serve should make such facilities available on an equitable basis, regardless of the beliefs or affiliations of individuals or groups requesting their use. 

Adopted June 18, 1948; amended February 2, 1961, June 27, 1978, and January 23, 1980, by the ALA Council.

Interpretation of the Library Bill of Rights http://www.ala.org/work/freedom/interprt.html
ALA Library Bill of Rights  http://www.ala.org/work/freedom/lbr.html
ALA Freedom to Read Statement

The Freedom to Read

The freedom to read is essential to our democracy. It is continuously under attack. Private groups and public authorities in various parts of the country are working to remove books from sale, to censor textbooks, to label "controversial" books, to distribute lists of "objectionable" books or authors, and to purge libraries. These actions apparently rise from a view that our national tradition of free expression is no longer valid; that censorship and suppression are needed to avoid the subversion of politics and the corruption of morals. We, as citizens devoted to the use of books and as librarians and publishers responsible for disseminating them, wish to assert the public interest in the preservation of the freedom to read. 

We are deeply concerned about these attempts at suppression. Most such attempts rest on a denial of the fundamental premise of democracy: that the ordinary citizen, by exercising his critical judgment, will accept the good and reject the bad. The censors, public and private, assume that they should determine what is good and what is bad for their fellow citizens. 

We trust Americans to recognize propaganda, and to reject it. We do not believe they need the help of censors to assist them in this task. We do not believe they are prepared to sacrifice their heritage of a free press in order to be "protected" against what others think may be bad for them. We believe they still favor free enterprise in ideas and expression. 

We are aware, of course, that books are not alone in being subjected to efforts at suppression. We are aware that these efforts are related to a larger pattern of pressures being brought against education, the press, films, radio, and television. The problem is not only one of actual censorship. The shadow of fear cast by these pressures leads, we suspect, to an even larger voluntary curtailment of expression by those who seek to avoid controversy. 

Such pressure toward conformity is perhaps natural to a time of uneasy change and pervading fear. Especially when so many of our apprehensions are directed against an ideology, the expression of a dissident idea becomes a thing feared in itself, and we tend to move against it as against a hostile deed, with suppression. 

And yet suppression is never more dangerous than in such a time of social tension. Freedom has given the United States the elasticity to endure strain. Freedom keeps open the path of novel and creative solutions, and enables change to come by choice. Every silencing of a heresy, every enforcement of an orthodoxy, diminishes the toughness and resilience of our society and leaves it the less able to deal with stress. 

Now as always in our history, books are among our greatest instruments of freedom. They are almost the only means for making generally available ideas or manners of expression that can initially command only a small audience. They are the natural medium for the new idea and the untried voice from which come the original contributions to social growth. They are essential to the extended discussion which serious thought requires, and to the accumulation of knowledge and ideas into organized collections. 

We believe that free communication is essential to the preservation of a free society and a creative culture. We believe that these pressures towards conformity present the danger of limiting the range and variety of inquiry and expression on which our democracy and our culture depend. We believe that every American community must jealously guard the freedom to publish and to circulate, in order to preserve its own freedom to read. We believe that publishers and librarians have a profound responsibility to give validity to that freedom to read by making it possible for the readers to choose freely from a variety of offerings. 

The freedom to read is guaranteed by the Constitution. Those with faith in free people will stand firm on these constitutional guarantees of essential rights and will exercise the responsibilities that accompany these rights. 

We therefore affirm these propositions: 

1. It is in the public interest for publishers and librarians to make available the widest diversity of views and expressions, including those which are unorthodox or unpopular with the majority. 

Creative thought is by definition new, and what is new is different. The bearer of every new thought is a rebel until that idea is refined and tested. Totalitarian systems attempt to maintain themselves in power by the ruthless suppression of any concept which challenges the established orthodoxy. The power of a democratic system to adapt to change is vastly strengthened by the freedom of its citizens to choose widely from among conflicting opinions offered freely to them. To stifle every nonconformist idea at birth would mark the end of the democratic process. Furthermore, only through the constant activity of weighing and selecting can the democratic mind attain the strength demanded by times like these. We need to know not only what we believe but why we believe it. 

2. Publishers, librarians, and booksellers do not need to endorse every idea or presentation contained in the books they make available. It would conflict with the public interest for them to establish their own political, moral, or aesthetic views as a standard for determining what books should be published or circulated. 
Publishers and librarians serve the educational process by helping to make available knowledge and ideas required for the growth of the mind and the increase of learning. They do not foster education by imposing as mentors the patterns of their own thought. The people should have the freedom to read and consider a broader range of ideas than those that may be held by any single librarian or publisher or government or church. It is wrong that what one can read should be confined to what another thinks proper. 

3. It is contrary to the public interest for publishers or librarians to determine the acceptability of a book on the basis of the personal history or political affiliations of the author. 

A book should be judged as a book. No art or literature can flourish if it is to be measured by the political views or private lives of its creators. No society of free men can flourish which draws up lists of writers to whom it will not listen, whatever they may have to say. 

4. There is no place in our society for efforts to coerce the taste of others, to confine adults to the reading matter deemed suitable for adolescents, or to inhibit the efforts of writers to achieve artistic expression. 
To some, much of modern literature is shocking. But is not much of life itself shocking? We cut off literature at the source if we prevent writers from dealing with the stuff of life. Parents and teachers have a responsibility to prepare the young to meet the diversity of experiences in life to which they will be exposed, as they have a responsibility to help them learn to think critically for themselves. These are affirmative responsibilities, not to be discharged simply by preventing them from reading works for which they are not yet prepared. In these matters taste differs, and taste cannot be legislated; nor can machinery be devised which will suit the demands of one group without limiting the freedom of others. 

5. It is not in the public interest to force a reader to accept with any book the prejudgment of a label characterizing the book or author as subversive or dangerous. 
The idea of labeling presupposes the existence of individuals or groups with wisdom to determine by authority what is good or bad for the citizen. It presupposes that each individual must be directed in making up his mind about the ideas he examines. But Americans do not need others to do their thinking for them. 

6. It is the responsibility of publishers and librarians, as guardians of the people's freedom to read, to contest encroachments upon that freedom by individuals or groups seeking to impose their own standards or tastes upon the community at large. 
It is inevitable in the give and take of the democratic process that the political, the moral, or the aesthetic concepts of an individual or group will occasionally collide with those of another individual or group. In a free society each individual is free to determine for himself what he wishes to read, and each group is free to determine what it will recommend to its freely associated members. But no group has the right to take the law into its own hands, and to impose its own concept of politics or morality upon other members of a democratic society. Freedom is no freedom if it is accorded only to the accepted and the inoffensive. 

7. It is the responsibility of publishers and librarians to give full meaning to the freedom to read by providing books that enrich the quality and diversity of thought and expression. By the exercise of this affirmative responsibility, bookmen can demonstrate that the answer to a bad book is a good one, the answer to a bad idea is a good one. 

The freedom to read is of little consequence when expended on the trivial; it is frustrated when the reader cannot obtain matter fit for his purpose. What is needed is not only the absence of restraint, but the positive provision of opportunity for the people to read the best that has been thought and said. Books are the major channel by which the intellectual inheritance is handed down, and the principal means of its testing and growth. The defense of their freedom and integrity, and the enlargement of their service to society, requires of all bookmen the utmost of their faculties, and deserves of all citizens the fullest of their support. 

We state these propositions neither lightly nor as easy generalizations. We here stake out a lofty claim for the value of books. We do so because we believe that they are good, possessed of enormous variety and usefulness, worthy of cherishing and keeping free. We realize that the application of these propositions may mean the dissemination of ideas and manners of expression that are repugnant to many persons. We do not state these propositions in the comfortable belief that what people read is unimportant. We believe rather that what people read is deeply important; that ideas can be dangerous; but that the suppression of ideas is fatal to a democratic society. Freedom itself is a dangerous way of life but it is ours. 


This statement was originally issued in May of 1953 by the Westchester Conference of the American Library Association and the American Book Publishers Council, which in 1970 consolidated with the American Educational Publishers Institute to become the Association of American Publishers. 
Adopted June 15, 1953; revised January 28, 1972, by the ALA Council. 
Freedom to Read Statement http://www.ala.org/alaorg/oif/freeread.html

MYERS LIBRARY COMPUTER USE POLICY

· The Myers Library is committed to intellectual freedom and the patron’s right to access information

· The Library provides students, faculty and staff access to internet- 9 computers and 3 laptop computers
· Ottawa University students get first priority when it comes to using computers in the Myers Library

· The computers at the library are available on a first come first serve basis and there are no time limitations placed on their use in the library

· From time to time, the Internet might be down because of constant or ongoing work

· Patrons need to be aware that the library is not responsible for this slowed Internet access

· The Internet provides a diverse access beyond what the  Myers Library can offer its patrons in resources

· Patrons should be aware that not all the sources provided by the Myers Library are accurate, complete and current at all times

· The Myers Library provides patrons with access to the Internet and to a variety of database resources

· Databases are freely accessible to students, staff, faculty and others when using the computers in the Myers library

· Databases accessed by students staff and faculty from off campus locations or as needed are otherwise password protected

· The Myers Library bans access to and the viewing of pornographic, illegal, obscene (KSA21-4301) and harmful to minors (KSA 21-4301c) sites on the library’s computers, under the Laws of the State of Kansas

· Library patrons are asked to respect legal software licensing when using the library computers

· Library patrons are asked to respect copyright laws when downloading e-books

· Library patrons may not use software to harass, hack, invade another’s privacy or develop viruses in the Myers Library

· Library Patrons may not change  the settings or use passwords other than their own to gain access to information on the library’s computers

· Library Patrons cannot run software other than library software on the library computers

· Ottawa University provides students with wireless access inside the Myers Library

· Students and visitors can ask the library desk for instructions on how to access the library wireless network while in the library
· Library patrons may use their own laptops in the library

· The Myers Library reserves the right not to use filtering software on the library’s computers, as the computers belong to a Private University

· Children under the age of 12 using library computers must be accompanied by an adult: they are the responsibility of the parent and not the librarians or student aides

· The Myers Library’s staff has the right to limit the number of people using a computer at one time

· Library staff will do all they can to help students with surfing the Internet and finding information in databases
· Library patrons can download web files to accessible drives available to students or the F drive for sharing, although drive access often password protected and they would need to know the passwords to use in order to download to these drives

· The Myers Library is not responsible if viruses are downloaded or if there is damage to the diskettes of a library patron after using the library’s computers

· Library patrons may not misuse the library’s software or hardware; and must take responsibility for library computer when using it

· Librarians deserve the right to deny any library patron access to the library computers if there are extenuating circumstances

MYERS LIBRARY ACCEPTABLE USE POLICY

· The Myers Library’s patron use of computers must be consistent with library and university’s mission, goals and policies and state and federal laws

· The Myers Library requires no interference with the Library’s computer system’s integrity or security

· The Myers Library will aid library patrons where necessary to make ethical and legal use of the library’s computers

MYERS LIBRARY CONFIDENTIALITY STATEMENT

· The Myers Library staff recognizes patron records as confidential

· The Myers Library staff will not disclose information about patron records to anyone other than the patron

· The Myers Library staff will not disclose patron address/information to any one other than the patron

· The Myers Library staff will not disclose information about patron library use  or what is sought or received, to anyone other than the patron

· The Myers Library staff will not disclose the frequency or content of patron visits

· The Myers Library will accept as required by law a valid subpoena (specific and not broad) issued/authorized under law that will allow access to patron records

Ottawa University, Myers Library

INTELLECTUAL PROPERTY POLICY

Purpose of this Copyright Policy

This policy was developed in accordance with the copyright law that presently exists, to serve as an in-house copyright guide for the academic community of Ottawa University.

Copyright Duration

Works published before January 1, 1978, have a 28 year copyright date from the original date it was secured. If a work was published before this date and the copyright has been renewed, then the renewal lasts for an additional 67 years. Works published after January 1, 1978 or works that did not have copyright secured by then, are copyrighted for the life of the author plus 70 years. Government publications are in the public domain.   (http://www.fhsu.edu/forsyth_lib/copyright/CopyrightIPFAQs.shtml#AppendixA)

Fair Use

The purpose of the fair use doctrine is to allow limited use of copyrighted material without prior permission from the copyright holder.  It is not permission to use all copyrighted works at will for educational uses.  The statute lists four factors to be weighed when analyzing the proposed use in order to determine whether it is a fair one. Consideration of all factors is required although all factors do not have to be in favor of a use to make it a fair one.

The four factors to consider are:

1. The purpose and character of the use, including whether the use is of a commercial nature or is for nonprofit educational purposes; 

2. The nature of the copyrighted work; 

3. The amount and substantiality of the portion used in relation to the copyrighted work as a whole; and 

4. The effect of the use upon the potential market for or value of the copyrighted work. 

Copy Service Policy

Myers Library photocopiers will display a copyright law notice (17 USC 108f); thereby library employees are not liable for copyright infringement of unsupervised reproduction on the library’s premises. 

Library reserve policies

All media materials placed on reserve must be an original copy; unless permission was received from the copyright holder for reproductions to be made of the original. A copy of that permission must be on file at the library.

Photocopies made of chapters out of a book may not exceed 15% of the total book and only one chapter of a book that is less than 15% of the whole may be placed on reserve at one time. (The number of copies depends on the size of the class.)
Only one article out of a specific periodical issue or newspaper issue may be copied and placed on reserve at one time. Requests for multiple copies may be made and copyright needs to be secured from the publisher/author of the article.

Only one short story (2500 words or less), prose excerpt (1000 words or less), essay or short poem (250 words or less) may be copied and placed on reserve at one time.

Personal copies of books, books owned by the Myers Library and periodical articles printed from any of the Myers Library databases may be placed on reserve for more than one semester.  These copies would be the property of the faculty member or the Myers Library and would not be liable under copyright law.

Photocopies may be placed on reserve for one semester only. If faculty wants them to remain on reserve after one semester, they need to apply to the copyright holder for copyright permission to do so.  A copy of the permission must be on file at the library.
Copyright notices will be attached to the first page of each article that is placed on reserve to be in keeping with copyright policy.

If faculty places a course-pack on reserve, he/she must provide copyright clearance for each of the articles in the pack.

No more than one chart, graph, diagram, drawing, cartoon or picture may be copied from a single book and placed on reserve, at one time.

Audio-taped and video-taped on air programs may be placed on reserve for thirty days only, unless the copyright has been secured for their use.  
Preservation policy

According to copyright law, libraries may copy published and unpublished works for the specific purpose of preservation (17 USC 108). For such reproductions the Myers Library will consider the following conditions:

That the material comes from collections that are open to the public

That the reproduction is made for no purpose of commercial gain

That a copyright notice is included with the reproduced copy

That a published work not in the public domain, if damaged beyond repair may be replaced by a reproduction of the original for academic purposes only

That the Myers Library will engage in preservation using a full range of formats for reproduction 

Copyright policy for Non-book materials

The Myers Library may make backup copies of any media or software(not subject to any specific licensing contracts with the Library) that has been purchased by the Library, where the original copy will become the archive copy and the backup copy will be used for service. Service copies may be loaned to library patrons and circulate as needed.

Licensing Policy

The Myers Library has licensing agreements with many vendors once database and computer products have been purchased. Licensing is not the same as acquiring the ownership to a product, but this agreement instead allows the Myers Library to use the product as set forth by the terms of the licensing agreement. The Myers Library Director maintains all signed licensing agreements between library vendors and the Myers Library.

Archival copyright policy

Ottawa University holds the copyright to all materials within its archival holdings and permits the photocopying of archival documents and photographs for research and reference purposes. Duplication of archival materials or photographs may be prohibited should the physical condition of the documents be unfit for duplication. Clearance to publish Ottawa University archival materials in any format must be obtained from the Provost of the College and the University’s Marketing Department.

Copyright request letter for traditional reserves
Please use the reserve request below as a guideline for any copyright requests that go out from faculty to authors and publishers in the future.

To:  
Holder of Copyright 
From:  
 Adjunct/Professor Name:
             Department Name:
             Ottawa University, Myers Library

Re:
Permission to use copyrighted material for a class

I would like your permission, as the holder of the copyright for the material listed below, to allow the material to be copied by the Ottawa University, Myers Library and made available to students in my class through the Library’s Reserve Desk.

One copy or______ copies of the work will need to be made by the library staff.  Access to this/these copy/ies will be restricted to the Ottawa University community.  The reproduction will faithfully copy the work in its entirety and will include a copyright notice.   
Citation of material to be used:

author(s):
title of article/chapter:
journal/book title:
date/volume/edition:
chapter(s)/pages to be scanned:


Thank you very much for your prompt reply to this request and for assisting in the educational process at Ottawa University’s Ottawa Campus.

Interlibrary Loans Photocopy Policy 

Each year the library can only borrow photocopies of  five articles out of a specific periodical title published within the last five years and only one article may be borrowed from an individual periodical issue providing the article is no more than 25% of the issue.

Ottawa University, Myers Library

INTELLECTUAL PROPERTY RESOURCE PAGE
What is copyright?


http://www.copyright.gov/circs/circ1.html
What does copyright protect?

http://www.copyright.gov/help/faq/faq-protect.html
US Copyright Laws

http://assembler.law.cornell.edu/uscode/html/uscode17/usc_sup_01_17.html
Current copyright legislation http://fairuse.stanford.edu/primary_materials/legislation/index.html
Intellectual Property Primer

http://www.timestream.com/stuff/neatstuff/mmlaw.html
Copyright and Fair use

http://fairuse.stanford.edu/library_resources/index.html
http://fairuse.stanford.edu/web_resources/multimedia_web_sites.html
Copyright Tutorials from various universities

http://www.grad.uni.edu/ip/copyright_tutorials.asp
http://www.ott.caltech.edu/security/copyright_tutorial_Basic.htm
http://www.lib.utsystem.edu/copyright/
http://www.internetpolicy.net/ip/copyright.ppt
http://www.nwmissouri.edu/library/courses/copyright/ipresources.htm#policies
Obtaining copyright permissions


Permissions



http://www.copyright.iupui.edu/permhome.htm
http://www.microsoft.com/permission/

Permission Letters



http://www.ksu.edu/academicservices/intprop/formltr.htm
Copyright Clearance Center

http://www.copyright.com/
Public domain resources on the world wide web

http://www.ksu.edu/academicservices/intprop/resources.htm
Teach Act Laws

http://www.utsystem.edu/ogc/intellectualproperty/teachact.htm
Teach Act Toolkit

http://www.lib.ncsu.edu/scc/legislative/teachkit/
Libraries, distance education and the Teach Act

http://www.ala.org/Template.cfm?Section=Distance_Education_and_the_TEACH_Act&Template=/ContentManagement/ContentDisplay.cfm&ContentID=25939
Where do I get Ottawa University logos, seals and photos?

Ottawa University Photos are housed in the Myers Library and are part of University Archives.

The Marketing Office at Ottawa University should be contacted for any information needed regarding university logos or seals at x1055.

Obtaining Patents and Trademarks

http://www.uspto.gov/main/patents.htm
Disaster Plan of the Myers Library at Ottawa University

Prepared by the Library Director of the Myers Library

November 2006
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I.  INTRODUCTION

This document outlines actions to take in the event of a disaster to the Myers Library.  It is hoped that adherence to this plan will minimize damage to the collections, and will assist in speedy restoration of library service to the Ottawa University community.

The Myers library's collections are valued over $2,000,000.00 and it is estimated that at least 40% of the volumes are no longer in print, and the cost to replace those that are available would be much higher than the original purchase price.  If the collection were damaged, a decision about salvaging library volumes would have to be made quickly and logically.  It would not only be a credit to the university but would effect a savings of time and money to react immediately and  salvage critical materials. The plan requires the cooperation and speedy involvement of administration and library personnel, as well as the speedy involvement of the library staff.  It has been found that in times of distress, a coalition of informed, capable and willing participants remains the primary component for successful recovery.

This plan will be updated annually.

A.  Description of the University

Ottawa University was founded in 1865 and is a Liberal Arts University. Ottawa University also has four other campuses located in Arizona, Wisconsin, Indiana and Kansas City, KS. The University’s Main Campus in Ottawa, KS offers a range of undergraduate degrees to traditional and non-traditional students. Ottawa University’s Main campus is located at 1001 South Cedar St, Ottawa, Kansas. At present, there are four entrance roads to the campus.  The University’s Maintenance Department is responsible for security and traffic management.

Myers Library Mission
The mission of the Myers Library is to provide services, resources and an environment that supports the educational goals and purposes of Ottawa University. 

Myers Library Collection Scope
These Myers Library Collection Development Plan selection policies and procedures not only serve as guidelines for adding to the present book, 
periodical, microform, and automated services collection but also help determine which gifts to encourage, which lost or worn-out materials to replace, which materials to bind, and which materials to weed out of the collection. 
The Myers Library has a responsibility inside the university community to: 

· Collect and organize materials 

· Make its resources available to its patrons 

· Give guidance in the use and the interpretation of materials 

· Provide interlibrary loan service 

· Provide instruction in information availability and database use 

· Provide online reference services  

· Assist students, faculty and adjuncts with searching the Internet  
CLOSED COLLECTIONS
Special Collections

The library currently cares for six special collections that belong to Ottawa University. The White, Beatrice Holt and Kilbuck Collections are housed in the library and the other collections are housed in a room in the Chapel.

Reserve & CD Collections
Reserve items for specific class use is located behind the reference/circulation desk. CD Reserve is located behind the reference/circulation desk.
Reference Collection
The Reference collection is housed in the Reference area, just across from the photocopier in the library. The reserve/quick reference collection is located behind the reference/circulation desk. 

Sound Recording/Tape Reserve Collection 
The Sound Recording Reserve is located behind the reference/circulation desk and is a collection of foreign language sound recordings/audiotapes that can be checked out for a period of three hours to two days. These sound recordings are arranged behind the desk in two boxes: French tapes and Spanish Tapes. 
Baptist Collection
The Baptist Collection books are located in the South Room of the library. The books in this collection are marked with a “B” or “BAP” on their spines. The Baptist Collection consists of books on Baptist church history. 

OU Yearbook Collection
The Ottawa University Yearbook Collection is housed in the Library Workroom and in the downstairs acquisitions room. The collection consists of OU Yearbooks from 1901 through the present. The Yearbooks do not check out, but can be asked for at the desk and used in the library. 


OPEN SHELF COLLECTIONS
Regular Open Shelf Collection
The Open shelf collection is housed in the library stacks and in the Mowbray Reading Room. Seating is available in the open shelf area, for study room or where students can use the books in the collection. 

Oversized Book Collection
The oversized books are located in the Quiet Room. These are books that are larger than the books on the regular or open shelves and are organized on larger shelves.

Juvenile Literature Collection
The Juvenile Collection is housed across from the reference/circulation desk. The collection consists of juvenile fiction and nonfiction books.

Leisure Collection
The Leisure collection is housed in the Mowbray Reading Room. The books in this collection are fiction and non-fiction titles that have been acquired for the purpose of student leisure and relaxation. 

Audiobook Collection
The Audiobook collection is housed in the Mowbray Reading Room. Audiobooks are sound recordings in tape or CD-ROM format. The Audiobook Collection is a part of the leisure collection. 
Microform Collection

The Myers Library houses periodical microfiche collections of the following magazines: Ebony, Today’s Education, NAEA Today, Education Digest, Journal of Biblical Literature, Journal of Religion, Journal of the American Academy of Religion, American Anthropology, Life, Human Organization 1983-88, Fortune 1970-1985, Psychology Today 1966-67, The New York Times September 1851-December 1994 and the Ottawa Campus Newspaper 1923-1978.
Reference Collection

The reference collection is housed in the Mowbray Reading Room on the first floor and includes the library’s non-circulating reference materials, such as dictionaries and encyclopedia sets in a variety of subject disciplines.

Video/DVD Collection
The Video/DVD Collection is housed across from the Juvenile Collection. Videos in this Collection are Non-Fiction Videos and Video Features.
Student Senate Video/DVD Collection
The Student Senate Video/DVD Collection will be housed in the Collections room next to the Director’s Office as of Fall 2007. This collection of movie and non-fiction videos/DVD’s will be made available to students and faculty for overnight checkout.
Periodical Collections

New periodical titles are housed in the Quiet room. Back issues of unbound periodical titles are housed in the work room. Bound periodical titles are housed on the second floor directly following the 900’s.

AV Collections

The library houses three LCD Projectors, four laptops, a microform reader printer and a TV/VCR in the staff area. Two more cupboards near the circulation desk houses eleven cassette recorders, a DVD player, a slide machine, a TV, an old oval overhead projector, one 3M overhead projector, overhead projector bulbs and two transcription machines.
Downstairs Collections
Side Bookcase

Biblical World, vol. 3-10, 1894-1897
Biblical World, vol. 15- 54, 1900-1920
American Review: A Whig Journal, vol. II-VIII, VI-X, 1848-1849
American Review: A Whig Journal, vol. VIII-XIV, 1851

The Century, vol.23-120 1881-1930
Country Gentleman, 1853-1864
The Chautauqua, vol. 6-23, 1885/6-1899/1900
Christendom, vol. 8, 10, 11, 12, 13, 1943-48
Christian Education, vol. 3-12, 1919-1929
Christian Education, vol. 20-35, 1936-52
The Cosmopolitan, vol. 12-31, 1892-1901, missing vol.19
The Cosmopolitan, vol. 42-53, 1906-1911/12
Current Opinion vol. 54-78, 1913-1925
Every Lady’s Magazine vol. 23-36, 1910-1917
The French Review, vol. 23-44, 1950-1997
Good Housekeeping, vol. 56-62, 1913-16
The Independent, vol. 59, 1905
The Independent, vol. 62-84, 1907-1915
The Independent, vol. 86-104, 1916-1920
The Independent, vol. 32-35, 1880-1888
Missing vols. 60-61 and 85

A large portion of the collection includes titles published since 1970.  Many of the volumes in the library are no longer in print.  The library department heads have identified titles in their collections that are rare or otherwise irreplaceable. These items are considered priority volumes to save and restore in the event of a disaster.

C. Plan Goals

The library director’s goals were threefold: (1) to develop a disaster plan that would detail preventive measures to minimize potential damage; (2) to develop a plan of action for stabilizing the library after a disaster; and  (3) to describe methods and equipment for recovery.  The plan includes lists of resource people and restoration companies, as well as sources of supplies, materials and equipment for salvage operations. The plan also outlines critical collections to save in the event of an emergency. The plan is written to guide staff in disaster recovery.  General preventive maintenance is covered in other library documents.

D. Copies of the Plan

Official copies of the plan are to be kept by:

· Director of Libraries

· Associate Director of Library Services

· University President

· Academic Dean of the College

· College Provost

· Director of Facilities and Plant Operations
· Director of Finance/Controller

All library staff have been issued a copy of the plan. In addition, Library faculty are also expected to keep a copy of the plan at their homes, and should bring it with them when called to a disaster.

II. EMERGENCY NOTIFICATION.

· In an emergency situation, University Maintenance/Evening Security Guards assisted by the Ottawa Police will be the key officials in charge of the Campus. In an Emergency the Director of Facilities and Plant Operations must be notified immediately and will act as the Director of the Emergency Operations Center (EOC).  The EOC Director will be in constant contact with the University President or his designee.  During a campus-wide emergency, the University’s Emergency Operation Plan will take precedence over the library disaster plan.  In all emergency situations, the primary objective is the safety of human lives. Salvage and disaster recovery operations will be of secondary importance, and will take place only when the building is declared safe.

· When a library-related disaster occurs, notify the Director of Facilities and Plant Operations and Plant Operations, the Director of Libraries, and the University President.  Staff will be called in as needed.
MYERS LIBRARY

Emergency Procedures Instructions

Policy on Potential Theft

If a patron sets of the alarm or if you have any reason to believe that they might be in possession of Myers Library material that has not been checked out to them, please take the following steps:

· Request that the patron return to the front desk by explaining that sometimes, by accident, does not desensitize properly

· If the patron says that they have no library material, ask if they would look in their backpacks, purses or other possessions to check for materials that might have triggered an alarm. Explain that we are trying to determine what materials trigger false alarms.

· Do not get into their possessions. Allow them to remove materials from their bags.

· If the patron refuses or walks out bring this to a librarian’s immediate attention or complete an incident report (on evenings and weekends)

· Do not attempt to restrain a patron from leaving –physically or verbally

· Do not talk down to or threaten the patron

· Always treat the patron with respect

· Never put yourself or others in a situation that you feel might be threatening
Fires:

· If you smell smoke or see a fire, activate the closest fire alarm pull station and report the fire by dialing 9 to get an outside line and then dialing 911

· If two staff are on duty, one should activate the alarm while the other calls 911.

· Make a quick run through of the library to make sure patrons leave the building through the nearest usable exit.  
· If the fire is too far along, do not put your own life at risk

· Regardless of the exit used, all people in the building are to gather in the circle between the library and the union.  Able-bodied persons are responsible for assisting people having difficulty exiting the building.
· People, who, in their own judgment, are able to assist in the early efforts to combat a small fire should use the nearest fire extinguisher to extinguish the fire.
· Do not re-enter the building until permission is given by fire fighting personnel or OU officials.

Fire alarms:

Follow procedures 2-4 above.

Tornadoes:

When the tornado siren sounds, make a run through of the library and ask patrons to go to the basement.  Stay at the end away from the window. A flashlight is located at the front desk. Take the flashlight downstairs with you.
Door alarms:

The Quiet Room door, the Workroom door, and the basement door into the furnace room all have alarms on them.  When an alarm sounds, determine which door was open and try to find out why it was opened.  If someone is trying to remove library property, ask them to return.  If they will not, get a description of 
the person and the property being removed.  Call Security if a theft has occurred.  The key to turn off the alarm is in the money drawer at the desk.  Close the door and turn the alarm back on.  (The red light will flash immediately after it is turned on.)
Flooding

Consistent rain often causes flooding in the basement of the library. Flooding in the basement is currently controlled by Maintenance. During and after a rain incident, Maintenance workers check the library basement for flooding and completes any cleanup procedures that needs to be done. Excessive flooding should be reported to Maintenance and dealt with as soon and as quickly as possible to avoid damaging library property. Excessive Flooding should be reported immediately to Maintenance at x5550.

Alarm in the Special Collections Room

A special burglar alarm has been setup in the Collections Room. The current alarm is a heat sensor alarm system. Alarms are activated an hour after the library closes and is automatically set to go off at eight o’clock each morning. Activation of the alarm should be reported to the University Security Desk or the Maintenance at x5550.
IT Computer Damage

Library computers are located near the Center for Excellence (3 computers); in the Reference Area (5 computers and a printer), at the Reference Desk (1 computer), in the Associate Director’s Office (1 computer), in the Library Director’s Office (1 computer and printer) and in technical Services downstairs (1 computer). Contact the Library Director and/or Associate Library Director. The library director or library staff members must contact the IT Department at x1025 and report in detail the library computer damage and what led up to this damage. 

The library also houses four laptops and four LCD projectors which are owned by the library and maintained by IT. If any of these computers or LCD’s are damaged, a report needs to be made to the director or associate director of the library and IT will be notified of the damage forthwith.
Photocopier Damage

The library has one photocopier which was purchased on contract by the university. If the photocopier in the library is damaged, staff should contact the Manager of the OU Bookstore to report the damage and receive further instructions regarding the photocopier.

Microform Reader-Printer Damage

The microform reader-printer was purchased by the library and thus is library property. The director or associate director needs to be notified of any damage, as soon as possible, so that steps can be taken to fix the problem.
Damage to the Collections

Contact the Library Director and/or Associate Library Director.  Ottawa’s librarians will assess damage and determine who else should be notified.

III. REACTION TO EMERGENCY SITUATION.

A. Evacuation.
        When the library fire alarm sounds, each individual should:

        1.  Notify patrons in the area to exit the building.

        2.  Turn off all electrical appliances (e.g. coffee pots,

            heaters, hot plates, fans, computers).  Leave lights on.

        3.  Take any library materials that have previously been

            assigned as items to evacuate  (department specific).

        4.  Take all personal belongings, including keys, coats, and

            purses.
        5. Close but do not lock inside doors. 
        6. Leave the building and  wait outside the library building for any further

            instructions
The Library Director and Associate Directors (or any Administrator from OU) are responsible to:

        1.  Make sure that Library’s exterior doors are closed.

        2.  Assist anyone needing help.  

        3.  Check the area for unfamiliar objects (such as packages,

            briefcases, etc.) and bring these to the attention of the

            police.
         4. Lock outside doors.

5. Notify the police if someone is missing or if someone refuses to leave the library building.

The Director or Associate Director (or OU Administrator) must stay near the Library front entrance if the building is not accessible.  Official messages will come from the Director, the Director of Facilities and Plant Operations or Police Officers.

        Once everyone has been evacuated, observe the following:

        1.  Move a safe distance away from the building.

        2.  Honor all police barricades and instructions.

        3.  Stay away from book drop areas.

        4.  Understand that the building is under Campus Maintenance or

             Police control 

        5.  Do not let anyone back in the building unless instructed by 

             Police, the Director of Campus Maintenance or Administration

        6.  Do not make public comments on the event.  Refer the press 

            and other interested individuals to the police or official 

            University spokesperson.  Do not start or disseminate 

            rumors.

        8.  Use no radio transmitting equipment.  It might set off a

            detonation device.
B. Communications.
        To keep abreast of University events, use the following media:

        1.  If you have access to a pc or a terminal for

             recent messages.

        2.  Call the University Switchboard at O

        3.  Check local TV stations and radio stations for news on special weather       

       Or condition updates.

IV. PREPARING FOR EVACUATION

    A.  The Library may have advance warning of an impending disaster

        such as a disaster e.g. tornado.  Preparation should include the following:

        1.  Move emergency supplies and equipment to a safe area
        2.  Check supplies and immediately purchase necessary items.

        3.  Stockpile water and food.

        4.  Move audiovisual items from bottom shelves.

        5.  Cover stacks near doors and windows with plastic.

        6.  Empty book drops.

        7.  Move all PCs and equipment to safe areas

            and cover with plastic.

    B.  Consult priority lists to identify critical materials and move 

        them if necessary.  The master list of Collection Priorities 

        (Appendix D) identifies the most important items to save 

        and/or salvage in case of a library-wide disaster.  The 

        departmental lists (Appendix E) should be used if damage is

        limited to specific areas of the library.  Use the lists in 

        consultation with the Library Director and Associate Director.
V.  RECOVERY PROCESS.
A. Evaluation of Damage.

The recovery process should begin only after an emergency situation has been brought under control. The first concern should always be the safety of individuals. The Library Director and Associate Director will tour the building and make an initial evaluation of damage.  They will determine whether to convene and/or if other people should also be notified.

Physical Facilities will be involved in stabilizing the building.  The Director of Facilities and Plant Operations and his team will consult on:

        1. Restoring electricity and water

        2. Using emergency power for lighting

        3. Getting HVAC working

        4. Pumping out standing water

 Because items that can be salvaged, regardless of the type of disaster, will probably suffer water damage, recovery will center on packing wet materials and on drying techniques.

B.  Building and Campus Access

        1.  Check with the Campus Maintenance and Facilities before entering the building.  Permission to enter the building may need to be obtained from some or all of the following:

                Fire Chief (control of the fire)

                Fire Chief (determining cause of fire)

                Police

                President
                Academic Dean


  College Provost

The Library floor plans (Appendix L) may be used by fire and/or security personnel.

        2.  Maintenance and library personnel have the necessary keys to the mechanical and electrical rooms.

If the campus has been closed, or if access is restricted, the Library Director or 

Associate Director may need to provide a list of Campus Maintenance or Campus officials.  As people arrive on Campus, they may be asked to show their driver's licenses and staff IDs.  Access may be restricted to daylight hours or times when electricity is available.

C. Salvage procedures


During an emergency situation, the Campus Maintenance/Security and the Library Director will jointly be in charge of all Library functions.  All library staff and student staff will be expected to participate in library salvage and restoration work, performing under the direction of the Emergency Coordinator chosen to handle the disaster.

1. An Emergency Coordinator needs to be chosen to coordinate all aspects of the salvage process. A salvage team should be organized as a necessity to work on the salvage operation. The salvage team should also include several photographers and salvage recorders.

2. The Emergency Coordinator will establish a command post and phone access should be in an area close to, but not in the midst of the disaster.   Access to the command area should be controlled.  The Emergency Coordinator will furnish floor plans of the Library to Health/Safety and Maintenance/Facilities staff as needed.

        3.  The Emergency Coordinator and selected members of the

            Salvage Team will assess damage.  They will:

            a. Do a walk through to get an overview of the problem.

               Do not attempt to start recovery operations.

            b. Decide what efforts can be initiated locally, and what

               services must be contracted out.

            c. Obtain approval from University officials to initiate

               purchase orders and contract outside help.

            d. Determine who is needed to help with recovery efforts

               and make the necessary calls.

            e. Determine what campus supplies are needed and what

               items need to be purchased.

            f. Acquire necessary tables,

               chairs and lights for the work area.

        4.  The Library Director and Associate Director will develop a plan of action, 
             Based on priority lists.

             They will:

            a. Determine if damaged volumes should be recovered

               or discarded.

            b. Decide if items to be saved should be packed for


freezing, packed for removal to a drying area, or moved

               to a near-by drying area.

            c. Determine the extent of water damage (dry, slightly

               wet, soaked) and which areas need immediate attention.

            d. Assemble any additional supplies, and initiate

               procedures to acquire and/or purchase necessary items.

5. Emergency Coordinator will work with Campus Maintenance/Facilities to    

Eliminate hazards and stabilize the environment

They will:

            a. Give immediate attention to pumping out standing

               water and starting drying procedures.  Carpets,

               furniture, and equipment may need to be removed.

               Remember that mold and mildew will begin to grow in 48

               hours.

            b. Turn on air conditioning and use fans and

               dehumidifiers to reduce humidity (if HVAC systems are

               working).

            c. Clear mud and debris from aisles and stairs, and

               install portable generators and lights.

            d. Arrange for protection of undamaged collections

               by covering ranges with plastic, boarding up broken

               windows, or repairing damaged roofs.

            e. Arrange for 24 hour security of the building and

               the collection.

            f. Contact outside vendors for dehumidification and

               salvage work.

        6.  Campus Maintenance/Facilities and the Emergency Coordinator 

            will initiate salvage work:
            a. Determine where materials can be packed, stored, or dried.

            b. Assemble supplies and set up work areas.

 c. Initiate inquiries for food, water, toilet facilities and set up a first aid and    rest area, encourage frequent breaks and arrange for staff to rotate jobs to lessen fatigue and boredom.

        7.  The Emergency Coordinator will 

            a. designate a  Recorder who will record what has been salvaged
            b. Library Director and Associate Director will establish recovery

               procedures for non-book formats.

 Area Salvage Coordinators will establish work crews, give training, and  

discuss sorting criteria:  Refer to Peter Waters' PROCEDURES FOR SALVAGE OF WATER-DAMAGED LIBRARY MATERIALS.

        8. Library Director and Associate Director will demonstrate the following 

            Routines for packing and drying materials:
            a. General steps for handling wet books


Cover tables with plastic sheeting.

               Do not open wet books or separate single sheets of

               paper.

               Keep books well supported, using two hands.

               Do not try to remove mud or dirt by rubbing.

            b. General steps for air drying:

               Begin clean up of area. Remove mud, glass, debris.

               Initiate record keeping system.

               Separate into three categories:  wet, dry, damp.

               Pack or move via book trucks to dry area.

               Move wet and damp items to drying area (with fans, air

               conditioners, dehumidifiers).

               Unpack wet and damp items for air drying.

               Interleave newsprint in volumes with clay coated

               papers, removing wet newsprint periodically.

               Fan books for quicker drying.

            c. General steps for freeze drying:

               Begin clean up of area.  Remove mud, glass, debris.

               Initiate record keeping system.

               Line inside of box with large plastic bag and

               wrap every other volume in waxed or freezer paper.

               Place flat, or spine down, in milk cartons or

               rigid cartons.

               Tape top of box closed.

               Move boxes to freezer.

        9.  Establish regular meeting times for disaster team and for

            staff and volunteers.  The Disaster Team should meet at

            the beginning and end of everyday to assign tasks and to

            assess the situation.

            A general meeting for all staff should be held every day

            or every other day to give an update on recovery

            operations.

 If the disaster is limited to the Myers Library, Maintenance Facilities will be able to loan us the equipment listed below. Contact the Director for permission to use these items and the assistance Physical Facilities staff.

            Brooms                 

Fans

            Buckets                


Ladders

            Cardboard cartons      

Mops

            Cleaning supplies      

Paper towels

            Disinfectant          

 
Plastic garbage bags

            Duct tape             

 
Plastic sheeting (Visqueen)

            Extension cords        

Water vacuums

D.  Emergency Purchase Procedure.
All emergency purchases must be approved by the Library Director and Unauthorized by the Dean of the College or the Provost of the College.  

E. Insurance Information

No Information available.

F. Restoration

After materials have been stabilized, the Library Director and Associate Director will determine the best methods for restoration of the collections. The amount of materials will be one factor in deciding whether to restore locally, or to use commercial services.  Refer to the list of consultants (Appendix I) and recovery services (Appendix H) to assist in making the decision.  Library treatments may include fumigation and cleaning (if materials have become moldy), or deodorizing and cleaning (if they are smoke or fire damaged). Books may need repairing, rebinding, and re-labeling.  Some items may need to be microfilmed or photocopied (if they are brittle).
Use the following storage areas within the library.  These areas have been selected because they are away from windows, and appear to  offer secure storage.  Use other locations as the need demands.
· The library basement

· University Vault’s in administration building
· The Chapel

· University Offices secured through administration for storage
The Director will consult with Administration to get permission to use non-library space for salvage operations and to set up temporary offices and public access areas.  The campus does have some off-campus storage space. 

If the Myers Library building must be restored.  The Emergency Coordinator and the Director of Libraries will work with Physical Facilities to restore the building.  The library must be closed to the public until all life/safety systems are restored.  Consider the following:

            Drying and dehumidifying the building and contents

            Drying, cleaning carpets

            Fumigating the building (bugs and rodents may be a 

            problem)

            Cleaning shelves (must be clear of dust, dirt, and mold
            spores)

            Repainting walls

            Cleaning HVAC system (mold, dust, and dirt may be in duct

            work)

G. Consultants

Refer to the Appendix I for a list of preservation experts. Most will provide phone advice at no charge.  (Appendix J).  These local people have had disaster training and are willing to assist.
VI. POST-DISASTER PROCESS.

A. Restoring Library Services (in a case of almost total destruction)

After initial salvage is underway, plans must be made for restoration of library service.  The Library Director will work with the campus administration to:

        1. Establish operations for Circulation, Reference, and Acquisitions;
            Decides how much service to restore for:

              Periodicals, Media, Documents,


Photocopying
              Special Collections

              Technical Services

        2. Determine a temporary location.  Initiate phone service and

           computer hook-ups.

        3. Obtain shelving, furniture, computers, office supplies, 

           etc.

        4. Obtain critical reference tools.

        5. Discuss cooperation with other area libraries.

        6. Discuss ILL agreements that will speed delivery.  Consider

           use of faxed items.

A. Restoring and Replacing the Collection.

        Restoring and replacing the collection will be of primary 

        importance.  Consider the following:

        1. Working with the insurance agents.

        2. Accepting donations of books and other material.

        3. Selecting and ordering new books.
        4. Repairing the damaged area.  Replacing book shelves and

           furniture.

        5. Thanking everyone who assisted with recovery operations.

        As items are dried, repaired, cleaned, and disinfected, 

        materials will either be stored in a controlled environment, 

        or returned to the shelves.  Materials should be completely 

        dry and free of mold before going on the shelves.  The 

        collections should be examined carefully in the weeks and 

        months following restoration to ensure that mold does not 

        develop.  Items that have been wet are more likely to develop 

        mold in the future.

C.  Evaluation.

After salvage and recovery are underway, the Library Director, Associate Director, the salvage team created, the Emergency Coordinator and selected administrators should meet to review the cause of the disaster, evaluate the recovery disaster plan.

APPENDIX A : SALVAGE TEAM MEMBERS & RESPONSIBILITIES

EMERGENCY COORDINATOR AND CAMPUS MAINTENANCE DIRECTOR

        -decides on mustering place
        -summons salvage team:  issues authorized permit badges

        -requests Operations and Maintenance representative to reduce

         temperature in area

        -obtains necessary keys

        -proceeds with Recorder and Photographer, Risk Manager and

         Recovery Specialist to assess the situation

        -relays decisions to Recorder

    LIBRARY DIRECTOR CONSULT HELP
        -estimates extent of damage (assisted by appropriate Salvage

         Recorders)

        -in cooperation with Emergency Coordinator and Salvage

         Team establishes priorities of action

        -decides on treatment area

        -contacts outside agencies for assistance

        -advises supplies requirements

        -advises Campus Maintenance/Security of sequence and methods of

         Salvage
        -relays decisions to Recorder

        -organizes services as requested 

        -assembles supplies

        -advises Maintenance about re dispersal details

        -acts as information officer and works with PR on press

         Possible press releases
        -in cooperation with Maintenance prepares the area

         for salvage team for entrance  to the salvage area

        -directs the appropriate salvage recorder to accompany the

         with assessing the extent of damage

        -when cleared to proceed receives from Maintenance
         instructions re-sequence  of salvage, priorities, packing, 

         supplies availability and dispersal arrangements

        -supervises cataloging and packing of materials salvaged.
 RECORDER(S)
        -proceeds with Emergency Coordinator to record 

         assessment of situation

        -records information re extent of damage; recommended 

         procedures; treatment center; services and supplies 

         requirements; agencies contacted; dispersal arrangements, 

         etc. as directed by Recovery Specialist and Library 

         Administrator

        -coordinates information compiled by Salvage Team, such 

         as call numbers and box numbers of items packed for freezing, 

         and location of items that are air drying.

    PHOTOGRAPHER(S)
        -photographs initial damage to the building, furnishings, and

         collection.  Insurance adjustor will rely on initial photos 

         to assess damage.

        -photographs recovery and restoration activities, keeping 

         track of dates and times of photographs.  This will 

         demonstrate that all reasonable efforts were made to save the 

         collection.

    INSTITUTION RISK MANAGER---Brenda Guenther

        -insurance and liability

    CAMPUS MAINTENANCE/SECURITY

        -marshals and directs area salvage team at assembly point

        -obtains from Emergency Coordinator authorized permit badge

         and permission for team to proceed

        -receives information from Library Director on re-treatment and

         Salvage operation, supplies and dispersal arrangements

        -remains at assembly point relaying information and

         instructions to Salvage Coordinator and other members of

         the Salvage Team

        -ensures building staff not engaged in salvage team work are

         advised of their temporary responsibilities

APPENDIX B : COLLECTION PRIORITIES: MASTER LIST

· UNIVERSITY SPECIAL COLLECTIONS BOOKS

· UNIVERSITY ARCHIVES & SPORTS COLLECTION

· JOHN HENRY KILBUCK COLLECTION

· OTTAWA UNIVERSITY BULLETINS 1884- 78

· OTTAWA CAMPUS FOLIOS 1887-1982

· OTTAWA CAMPUS MICROFORMS 1923-1992

· OTTAWA UNIVERSITY YEARBOOK 1901-2004

· OTTAWA  DIRECTORIES OF FACULTY AND STUDENTS 1949-2004

· ANY ART FROM THE OTTAWA ART GUILD BEING DISPLAYED

· AMERICAN HISTORY COLLECTION (940-999)

· NEW YORK TIMES MICROFORMS 1851-1994

· DVD & VHS COLLECTIONS

· STUDENT SENATE DVD/VHS COLLECTIONS

· DOWNSTAIRS PERIODICAL COLLECTION

· BAPTIST COLLECTION

· BEATRICE HOLT COLLECTION

· OVERSIZED BOOK COLLECTIONS
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	Author
	Title
	Year
	Estimated $
	Owners

	
	
	
	
	

	Walker, John
	Letters writen by eminent persons in the seventeeth and eighteenth centuries
	1813
	1,800
	98

	Hood, Thomas
	Tylney Hall  3 vols.
	1834
	60-100 per book
	17

	Wordsworth, Wiilaim
	Peter Bell: a tale in verse (1st edition)
	1819
	2,750
	46

	Blondel, Francois
	The comparison of Pindar and Horace written in Frnech bt Monsieur Blondel
	1696
	3,000-7,500
	5

	Milton, John
	The poetical works of John Milton vols. 2--6
	1835
	498
	48

	Dwight, Benjamin
	Modern Philology: its discoveries history and influence with maps, tabular views
	1860
	54
	30

	Muller, F Max
	Lectures on the science of language
	1862
	12
	45

	Chenevix Trench, R
	English past and present
	1855
	97
	10

	Humboldt, Alexander
	Cosmos: a sketch of a physical description of the universe, 4 vols.
	1849
	30-75 per book
	5

	Bailey, Philip J
	Festus:a poem
	1853
	10
	33

	Bryant, William C
	Poetical works of William Cullen Bryant
	1879
	50
	69

	Green, Mary Anne E
	Letters of royal and illustrious ladies of Great Britain
	1846
	277-294
	64

	Linne, Carl von
	Genera plantarum: eroumque characteres naturales
	1743
	611-621
	38

	Motley, John Lathrop
	The rise of the dutch republic: a history
	1898
	100-500
	117

	Colton, J C
	A greek reader
	1846
	95
	5

	Temple., William
	The works of Sir William Temple 4 vols.
	1814
	600
	75

	Hillard, George
	Memoir of James Brown: with obituary notices and tributes of respect
	1856
	125
	43

	Brougham Vaux,H
	Discourses on the objects and uses of science and literature
	1843
	60-360
	7

	Wistar, Caspar
	A system of anatomy for the use of students of medicine
	1839
	100
	31

	Curtius, Georg
	Principles of Greek Etymology
	1876
	
	1

	Rapp, Moriz
	Grundriss der grammatik des indisch-eruopaischen sprachstamme
	1852
	70-84
	8

	Anthon, Charles
	Works of Horace
	1846
	34
	9

	John Earl of Corke
	Memoirs of the life of Robert Cary
	1759
	159-300
	8

	Anon
	Poetical works of Milton, Young, Gray, Beattie and Collins
	1832
	25-100
	24

	Ford, John
	Dramatic works of John Ford
	1811
	1600-1800
	3

	Butler, Samuel
	Hudibras: in three parts
	1856
	19-45
	11

	Anon
	Shakespear'es Library: a collection of the ancient novels, romances
	1850
	125-200
	

	Schaff, Philip
	Germany: its universities, theology and religion
	1857
	121-161
	134

	Gorer, Edgar
	Chinese Porcelain and Hard Stones
	1911
	2745-3294
	58

	Hobson, R L
	The Catalogue of the George Eumofopolous Collection… 6 volumes
	1926
	1,150 per book
	22

	Audsley, George
	Keramic Art of Japan  2 vol.
	1875
	1,800-1,900
	

	Hobson, R L
	The Art of the Chinese Potter
	1923
	160-175
	120

	Taubmanni, Fridrici
	M.AccI Plavti Comoedie ex recognitione
	1621
	No comparision
	22

	Bible
	Muskokee Bible has several books of the new testament; just first book listed on  
	1875
	950 each section
	 Comparison per book

	
	bookfinder other books listed 150-700 or more per book
	
	
	

	
	Matthew 2(M), Mark 1, Luke 1, John 5, 2 (M), Epistle of James 0
	
	
	

	Brewer, E Cobham
	Character Sketches of romance, fiction and drama
	1902
	140-180
	

	Bncroft, George
	History of the United States
	1883
	120
	

	Neill, John
	Analytical Compendium of the various branches of medical science
	1856
	60-100
	

	Anon
	Goethes briefe an frau von Stein
	1900
	30-100
	

	
	
	
	
	

	
	Total based on least to get for each book
	
	$25,387.00 
	

	
	
	
	
	

	Atala, Rene
	Le Dernier des abencerages  10 vols.
	1849
	each 39.90/400 set

	
	9 vol.s found
	
	
	

	Anon
	Celebrated speeches of Chatham, Burke and Erskine
	1834
	150-300
	

	Anon
	The speeches of the celebrated Irish Orators Philips, Curran and Grattan
	1833
	130-159
	

	Vine-Hall. John
	An autobiography of John Vine Hall
	    18?
	16-25
	

	Phillips, John
	Manual of geology: practical and theoretical
	1855
	80-141
	

	McCosh, James
	Laws of discursive thought
	1871
	49-75
	

	Minto, William
	Logic, inductive and deductive
	1893
	14-70
	

	Davidson, William
	The logic of definition
	1885
	15-20
	

	Blair, William H
	Temperance Movement
	1888
	49-75
	

	Anon
	Lays of the Holy Land from ancient to modern poets
	1859
	70-85
	

	Bancroft, George
	History of the United States of America from the discovery of the continent
	1884
	140
	

	
	v.6
	
	
	

	le Chateaubriand, Rene
	Le genie du christianisme
	1847
	No price available

	Morris, Richard
	The story of Genesis and Exodus: an early english song
	1895
	25
	

	Scott, Sir Walter
	Lady of the lake (alta edition)
	n.d.
	30
	

	
	
	
	26,427
	

	McCabe, James
	The Centennial History of the United States
	1873
	35-40
	

	Meredith, Owen
	Lucille
	n.d.
	20-28
	

	Tennyson, Alfred
	The works of Alfred Tennyson Poet Laureate
	n.d.
	20-30
	

	Anon
	Sophocles Tragoedien in Deutsch
	1843
	No price available

	Anon
	The Tragedies of Sophocles in English Prose
	1862
	18-20
	

	Mills, Abraham
	Poets and the Poetry of the ancient Greeks
	1854
	15-18
	

	Wright, William Cave
	Chronicle of the Conquest of Granada from the Mississippi of Fray Antonio Agapida
	1872
	40-70
	

	Woolsley, Theodore
	The prometheus of Aeschylus v1-2
	1850
	30-40 each
	

	Ward, Artemus
	Artemus Ward: his travels
	1865
	25-75
	

	Pollock, Robert
	Course of time
	1851
	20-Oct
	

	Warner, Charles
	My summer in a garden
	1890
	75
	

	Beecher, Harriet
	Dred: the tale of the dismal swamp
	1856
	40-45
	

	
	
	
	
	


APPENDIX C : LIBRARY EMERGENCY SUPPLIES NEEDED LISTS

         SUPPLIES AND SUGGESTED SUPPLIERS NEEDED IN DISASTER

    ITEM 




    Blotting paper





    Boots

    Blankets

    Bread crates

    Cardboard boxes

    Cold storage

    Computers

    Emergency generators, lights, fans

    Freezer Space

    Hardware, extension cords, tarps, 

    Visqueen, lights, etc.

    Milk crates

    Newsprint

    Pumps

    Reefer box, Refrigeration

    Towels, mops, waxed paper, freezer paper, etc
    Trailers

     U-Haul

    Two-way radios

     Radio Shack

    Water removal, drying carpets

    Wet Vacuum

Other items

    Batteries

    Brooms - 2                         

    Buckets, 5 Gallon - 2              

    Buckets, 5 Gallon - 3             

    Camera - 1

    Cardboard Cartons

    Carpet Cleaner Vacuum

    Cleaning Compounds

      Lysol - 2 Cans                   

      Spic 'N Span - 1 Box             

      409 Spray - 16 Oz.

    Clothesline & Nylon Rope - 100 Ft. 

    Clothes Pins, Plastic - 100        

    Extension Cords - 4 

    Gloves, Protective                

    First Aid Kits for 25 - 2      

    Flashlights - 4                  

    Flashlights - 2                    

    Freezer Paper Squares - 500 (?) 

    Incandescent Lights - 3            

      Bulbs - 4                       

    Ladder, 5 ft - 1

    Mops - 1                           

      Industrial Size - 2              

    Newsprint, Unprinted - 4 Reams     

    Paper Towels - 12 Pkgs.           

    Plastic Garbage Bags

      15-20 Gallon - 100               

      30 Gallon - 100                 

    Plastic Sheeting - 3 Rolls     

    Scissors

      10"2 Pair                      

       8"2 Pair                      
    Tape, Masking, 2" - 10 Rolls       

    Tape, Strapping, 1" - 6 Rolls    

    Water Vacuum, Industrial - 1       

    Waxed Paper - 10 Rolls             

APPENDIX D : MIDWEST RESTORATION, PRESERVATION ORGANIZATIONS AND LIBRARY CONSULTING
Consulting:

Northeast Kansas Library System

3300 Clinton Parkway Court, Suite 100

Lawrence, KS 66049

Ph: 838-4090

Library of Congress

Restoration Office
Washington, D.C.  20540

(202) 426-5213

Preservation and Conservation Services: 

University of Kansas

Preservation Department

Watson Library

Jayhawk Boulevard

Lawrence, KS 66045

Ph: 785-864-8983

http://www.lib.ku.edu/preservation/
Merrily Smith

Library of Congress

Preservation Office

Washington, D.C.  20540

(202) 287-1840

Restoration Services:

Midwest Freeze-Dry Ltd

7326 N. Central Park

Skokie, IL 60076

Ph: 847-679-4756

E-Mail:  mfd7326@sbcglobal.net                       
Disaster Services Ltd

4250 Benton Drive Suite C

Chatanooga, TN 37406

Ph: 423-510-8289

Munters Corporation

MCS St Louis District Office

11040 Suite N Lin-Valle Dr

St Louis, MO 63123

Ph: 1-800-686-8377

Email: mcsinfo@munters.com
Other Restoration, Conservation and Disaster Rescue Companies for Libraries across the US

Airdex 

2700 Post Oak Blvd.

Houston, TX 77055

(713) 963-8600

Dries and dehumidifies buildings

American Freeze-Dry

411 White Horse Pike

Audubon, NJ  08106

(609) 546-0777

Freeze dries and restores books

M. F. Bank Restoration Co.

6659 Peachtree Industrial Blvd., Suite AA

Norcross, GA  30092

1-800-843-7284

Recovery Services; dehumidification, drying, smoke removal, fumigation

BMS-Cat (Blackmon Mooring Steamatic)

1 Summit Ave, Suite 202

Ft. Worth, TX  76102

1-800-433-2940

(817) 332-2770

Dries buildings and contents, freeze-dries books

Document Reprocessors

41 Sutter St.  Suite 1120

San Francisco, CA 941103

(415) 362-1290

800 4-DRYING

Freeze dries wet books, brings mobile freeze-dry units

to the site

Moisture Control Services

79 Monroe St.

Amesbury, MA 01913

(508) 388-4900  

(617) 388-0600

Dries and dehumidifies buildings, dries books
Randomex, Inc.

5448 Hoffner Ave.
Orlando, FL  32812

(305) 277-7400

Computer maintenance service, cleaning disks & equipment, data verification

Re-Oda Chem Engineering Company

100 Industrial Parkway

Chagrin Falls, Ohio 44022

(216) 247-4131

Cleans smoke-damaged books and deodorizes without use of perfumes

APPENDIX E : KANSAS DISASTER RECOVERY ASSISTANCE NETWORK (KDRAN)
The following descriptions and vision statement was taken from the http://www.kshs.org/archives/kdran.htm   webpage :

KDRAN is a statewide network that was developed under the goals of the Kansas Preservation Plan. In 1993, the Preservation Committee of the Kansas Library Network Board called for the creation of the Kansas Information and Records Preservation Council (KIRPC), which would be responsible for the implementation and completion of the other goals and objectives in the Kansas Preservation Plan with KDRAN being part of Goal 6. 

KDRAN performs several important functions for libraries, archives, and museums. First, KDRAN encourages institutions to develop their own disaster plans and to practice disaster prevention methods. To attain these ends, KDRAN provides Kansas institutions with access to a library of disaster planning, preparedness, and recovery resources. Lastly, in the event of a disaster, KDRAN will aid fellow institutions in their immediate recovery. 

KANSAS DISASTER RECOVERY ASSISTANCE NETWORK: Vision statement

It is the mission of the Kansas Disaster Recovery Assistance Network to develop a network of experts in the document preservation field to promote disaster preparedness efforts and coordinate disaster response efforts to protect our documentary heritage. The network will promote awareness of potential disasters, prevention of these situations and proper response methods in cases of a major disaster or catastrophe. The primary focus of the network is to provide information and a source of expertise for institutions and individuals to develop disaster preparedness measures and disaster mitigation techniques. Support for recovery efforts in the form of sources for emergency supplies, sources for emergency recovery funding, and coordination of response and recovery teams is the secondary focus of the network. Membership in the network constitutes a commitment by an institution to make disaster preparedness and staff training an administrative priority. 

The efforts of KDRAN will be coordinated by a steering committee of five to nine members. The central office for the network will be housed in the Preservation Office of the Library and Archives Division of the Kansas State Historical Society. Through this central office the development of three regional response networks (RRN) will be monitored, and information on the subject of disaster preparedness will be provided in print format, on the internet in electronic format and during workshops presented for network members. The boundaries for each region were constructed to allow for prompt response to requests for information concerning disaster preparedness and response to a major disaster. Each region will be responsible for the development of their network of volunteers and supplies. Suggestions and guidelines will be provided to each region by the steering committee. There will be at least one representative from each region serving on the steering committee at all times. 

APPENDIX F : DISASTER RECOVERY BIBLIOGRAPHY AND RESOURCES
Kansas Resources`
KDRAN Resources

http://www.kshs.org/archives/planfwd.htm
Disaster Center Kansas Page

http://www.disastercenter.com/kansas/kansas.htm
Kansas Disaster Assessment Program

www.aia.org/SiteObjects/files/liv_disaster_KS.pdf
Since Franklin County does not have a disaster preparedness page, please use resources from Douglas County Page:

http://www.douglas-county.com/Emergency_Mgmt/disasterinfo.asp
ALA Disaster Preparedness Resource Page

http://www.ala.org/ala/washoff/WOissues/disasterpreparedness/distrprep.htm
The bibliography below was taken from the following website http://www.mbkcons.com/wkshp/disaster/disasterbib.htm
	Bibliography for 
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	Alire, Camila, ed. Library Disaster Planning and Recovery Handbook NY: Neal-Schuman Publishers, Inc © 2000

	Drewes, Jeanne M. Managing Editor Risk and Insurance Management Manual for Libraries Chicago: ALA © 2005

	England, Claire and Karen Evans. Disaster Management for Libraries: Planning and Process. Ottawa: Canadian Library Association © 1988.

	Fortson, Judith. Disaster Planning and Recovery: A How-To-Do-It Manual for Librarians and Archivists.  How-to-do-it Manuals for Libraries no.11. Edited by Bill Katz. New York: Neal-Schuman Publishers, Inc. © 1992.

	Gilderson-Duwe, Caroline, compiler. Disaster Recovery Supplies & Suppliers. Madison, WI: Wisconsin Preservation Program (WISPPR) © 1995 
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--- and Karen Benedict. Business First. (October 17, 1994) p32.

---. Disaster Response and Prevention for Computers and Data. Columbus, OH: MBK Consulting © 1994

---. Disaster Response and Planning for Libraries Chicago & London: American Library Association ©1998 2nd Edition 2003

	Laye, John Avoiding Disaster: How to keep your business going when catastrophe strikes NY: John Wiley & Sons, Inc. 2002

	Layne Consultants International Cultural Property Protection Manual Denver, CO: Layne Consultants International 1999 rev 2002 (1285 Hudson St, Denver CO  80220 www.layneconsultants.com )

	New York State Program for the Conservation and Preservation of Library Research Materials Disaster Preparedness: Planning Resource Packet and Environmental Controls Resource Packet Albany, NY: The University of the State of New York, The State Education Department, The New York State Program for the Conservation and Preservation of Library Research Materials © 1988. (ordering information from the NY State Library is available at: www.nysl.nysed.gov/libdev/cp/publications.htm)
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	Price, Lois Olcott. “Mold” Conservation Center for Art and Historical Artifacts. Technical Series No. 1. Philadelphia, PA  19103. (supersedes “Invasion of the Giant Spore” with updated information) now available online at www.ccaha.org select publications.

	A Primer on Disaster Preparedness, Management, and Response: Paper-Based Materials. Selected reprints issued by Smithsonian Institution, National Archives and Records Administration, Library of Congress, and National Park Service. Distributed by the participating agencies © 1994 now available online at www.cr.nps.gov/museum/publications/primer/primintro.html 

Or at: palimpsest.stanford.edu/bytopic/disasters/primer 

	Reilly, James M., Douglas W. Nishimura and Edward Zinn “New Tools for Preservation: Assessing Long-Term Environmental Effects on Library and Archives Collections” Washington, D.C.: Commission on Preservation and Access 1995.

	U.S. Environmental Protection Agency and U.S. Department of Health and Human Services Building Air Quality: A Guide for Building Owners and Facility Managers. Washington, D.C.: Superintendent of Documents December 1991.

	Walsh, Betty. “Salvage of Water-Damaged Archival Collections: Salvage at a Glance.” Western Association for Art Conservation Newsletter Vol.10, no.2 (May 1988): 2-5. available at palimpsest.stanford.edu/waac/wn/wn10/wn10-2/wn10-202.html
----. “Salvage Operations for Water Damaged Archival Collections: A Second Glance” Western Association for Art Conservation Newsletter Volume 19, Number 2 (May 1997) available at palimpsest.stanford.edu/waac/wn/wn19/wn19-2/wn19-206.html 
----. “Salvage at a Glance” the recovery decision chart that goes with the articles above. Available at  palimpsest.stanford.edu/waac/wn/wn19/wn19-2/wn19-207.htm 

	Wellheiser, Johanna G.  and Jude Scott  An Ounce of Prevention: A Handbook on Disaster Contingency Planning for Archives, Libraries and Record Centres. 2nd edition Lanham, MD & London: The Scarecrow Press Inc and Canadian Archives Foundation © 2002

	 

	Security Issues

	Blythe, Bruce T. Blindsided: A Manager’s Guide to Catastrophic Incidents in the Workplace NY: Portfolio / Penguin Group © 2002

	Cravey, Pamela Protecting Library Staff, Users, Collections, and Facilities A How-To-Do-It Manual for Librarians NY: Neal-Schuman ©2001

	Management of Library & Archival Security: From the Outside Looking In Edited by Robert K. O’Neill NY: Haworth Press Inc © 1998

	Shuman, Bruce A. Library Security and Safety Handbook: Prevention, Policies, and Procedures Chicago, IL: ALA © 1999

	Switzer, Teri R. Safe at Work? Library Security and Safety Issues Lanham MD: Scarecrow Press © 1999


OTTAWA UNIVERSITY, MYERS LIBRARY 

FIVE YEAR PLAN  (ROUGH DRAFT)
VISION

· To transform the Myers College Library into a library that serves the Ottawa University Community, University-Wide.

LIBRARY MISSION STATEMENT

The mission of the Myers Library is to provide services, resources and

an environment that supports the educational goals and purposes of Ottawa University. 

To support its mission the Library and its Staff are committed to the following purposes:

· Ensuring that print, multi-media and electronic resources are responsive to curricular and academic program needs

· Providing materials which represent a diversity of cultural, ethical, philosophical, educational and religious perspectives

· Providing Reference and Informational Services that meet the needs of and enhances the education of students, staff and faculty

· Participating in the larger resource sharing community

· Providing Information Literacy Instruction, Library Instruction (formal bibliographic instruction and point-of-use instruction) and training about the ethical use of intellectual property/copyright.

GOALS

· Committed to serve the students on the College effectively and efficiently

· Committed to improve staffing at the Library in order to provide improved services to the College and the Ottawa University Community

· Open door policy with staff and students: listening to student and staff comments and input and act as necessary to provide services 

· Improve and Develop Library Collections that would serve the undergraduate and graduate programs at the College and at the sites of Ottawa University

· To retain students at the university and aid them with their studies

· To help students to graduate and be in a position to use their learning and information skills in the workplace

PRIORITIES

· Improve Information Literacy Services and Programs to the entire Ottawa University Community 

· Work Collaboratively with various University Departments to improve the Information Literacy skills of staff and students

· Committed to expand services to reach students at all Ottawa’s sites
· Update and Improve Reference Collection

· Keep updating Open shelf collection

· Increase staffing to a minimum of 3 full-time professional staff, one full-time to be an Information Literacy Specialist that could make site visits and maintain Information Literacy web pages and one full-time to be the Reference Librarian for the College

· Organizing Library Budget by Department, but within the Library’s Overall Budget

· Plan and Organize a Special Collections Area: pull out special collection in the collection that would need preservation and special handling/attention

· Catalog and put all the library’s serials Online

· Increase Technology available in the Library i.e laptops; computer terminals; printers; faxes; wireless access

· Increase Databases available to students accessing the Library’s webpage thereby improving library outreach

· Develop and Implement a Library Literacy Training Program for 

          on-campus and distance education students at all sites

· Develop and Implement a Preservation Budget for University and Special Collections Archives

· Develop and Implement a Bindery Budget so that books and special collections items can be bound as needed

· Plan the building process of a new University Library

LIBRARY STRENGTHS

· Website subject and resource links that can be used by Undergraduate students

· The library catalog is easy to use by all levels of students and also has an e-book collection that can be accessed in full-text

· Database Access available to students so that they can search for periodicals in a variety of disciplines offered at the College and the Sites

· BCR and PAL Consortium membership which aids database acquisition

· Paper Serials Collection that can support many subject areas offered at the College

· A Commitment to make changes and meet some student needs in the Library

· Solid Base Collection focusing in various subject areas that are presently being offered at the College on which to build

· Joined KCMLIN to improve ILL interactions and processes

LIBRARY WEAKNESSES

· No Formal Information Literacy Program in Place for undergraduate, graduate students and staff

· Serials holdings are not in the online catalog, those on OCLC are incorrect 20% of the time

· Very Limited Budget

· Limited professional and para-professional staff

· Functioning as a College Library and financially not in the position to serve all OU sites as a university library

· All subjects offered at the sites are not supported by the Library in material acquisitions or database access; there are subjects areas we do not buy for

· No negotiated formal, written services agreements with area libraries near our sites; agreements are informal

MAJORS AT THE COLLEGE

According to university statistics on academic majors at the College, over the past the five years, seven majors have dominated on the OU campus and these are:

· Business 






· Physical Education




· Biology

· Elementary Education

· Information Technology

· Theater

· Communication
The College also offers Accounting, Art, English, Health Care Management, History & Political Science, Human Services, Mathematics, Music, Psychology, Religion and Sociology as majors in the College’s Bachelors Degree Program.
UNDERGRADUATE AND GRADUATE PROGRAMS UNIVERSITY WIDE

Indiana: BA in Human Resources, Business Administration and Management offered

Kansas City: Masters Degrees in Human Resource Management and Teaching Certifications offered

Wisconsin: BA Completion Program with Accounting, Adult Education, Business Administration, Business Management, Communications, Human Resources Management, Health Services Administration, Information Technology, Management and Psychology offerings

Online: Masters Degrees in Business Administration and Human Resource Management

Arizona: Masters Degrees in Education, Human Resource Management and Counseling and Bachelors Degrees in all the subjects offered at the College as well as

Secondary Education, English, Health Care Management, Labor Management, Fire Service Management, Police Science and Public Administration.

International: Offers a Bachelors Degree Completion Program in Business Administration.

A knowledge of the above statistics from the College and course offerings and site to site course arrangements at Ottawa University are vitally important to all Librarians at the Myers College Library, because this knowledge determines and guides materials acquisition, weeding and the allocation of monies in the Library budget to subject areas/departments in an attempt to balance the Library Collection.
Note: Subjects in Italics are subject areas for which we have very few or not holdings at present in the Library

Service Guidelines

See Library Guide for Student Aides

SERVICE AGREEMENTS

To be able to serve students at the College and at the Sites, we will need to build/draw-up agreements with different libraries in the areas where our students are resident: between Ottawa University and the Public and College and University Libraries in each of the six site areas. We are still in process of securing area library agreements with the Colleges that do not offer public services. Most area colleges and universities serve their area publics and OU students at the sites can have access to their services and resources in most cases if they have access to public library cards in their areas.  The Myers Library is collecting policy information from area resources that explain the library policies that allow our students to have access to these services and resources. Other reciprocal policies are being negotiated at various, as needed at various sites. 

DATABASE EXPANSION
BCR and PAL have been instrumental in our being able to acquire online library databases at negotiable prices. We will continue as members of these consortiums and will also continue to offer students and staff several database trials per year. This way we will be able to continue to investigate new databases and focus on increasing our online database offerings on a yearly basis at the college. We also need to investigate the Graduate Programs we offer and ascertain/evaluate what we still need in order to serve and meet the needs of students in these Graduate Programs through the College Library. 

STAFFING

· The library presently has 1.5 professional faculty librarians and one half-time para-professional staff member. The library needs three full-time professional librarians and 1.5 para-professional staff members to be able to serve and meet the needs of the students at the College and also those students at the sites.

INFORMATION LITERACY PLAN FOR THE COLLEGE

We aim to teach Information Literacy and Library Instruction to all levels of students/all degree programs on the campus. In the future, once we are successful with the College plan, we hope to serve off-campus sites by teaching Information Literacy and Library Instruction as well.

Our plan is to ask Faculty to add a “Library Day” to their syllabi in at least one course in each degree program. This Library Day Presentation would consist of Library Instruction, Information Literacy Instruction and Subject related Database Training. Our refinished website will contain three Information Literacy Tutorials that students and professors can use when using the library resources online via the Internet.

INSTRUCTION SUGGESTIONS

A Library Information Literacy Course has been designed on Blackboard and it contains an Assessment Test that can be completed by classes as needed according to criteria of assessment.

Library Literacy, Library Instruction and Database Instruction classes will be organized as needed by Librarians. Departments that do not bring their students to the Library will be encouraged to do so, or otherwise include elements of Library Research in their requirements/syllabi

Professors in all departments will be asked/encouraged to include Library assessment questions in their Tests/Assessments

 SAMPLE LIBRARY LITERACY COURSE OUTLINE PROPOSAL. COURSE IS PRESENTLY BEING BUILT ON BLACKBOARD: AIM IS TO HAVE THIS COURSE AS PART OF FIRST YEAR CORE AT THE COLLEGE AND OFFERED ON BB TO STUDENTS AT THE SITES AND IN DISTANCE EDUCATION PROGRAMS

 Myers Library Two Year Plan 

Key:  
+
Work is in progress and going well

AA 
 Present Priority

A
 Future Priorities

B
 Continue to maintain program

Done 
 Completed

#  
Under investigation; problems related to this area

**
Discontinued

Main Prority and Objective

· To continue to staff the library 120.75 hours a week during each semester and 63 hours per week during the Summer semester in order to provide the best library services possible to students, faculty, staff  at Ottawa University AA+

Present and Future Priorities
· Need to install proxy server so that all students need only one login to access databases Done
· Acquire new computer and scanner for Interlibrary loans Done
· Digital ILL  #
· Update Sirsi Library catalog software by April 2007 Done

· Have Archives Budget line created AA#

· Acquire Archives/Museum Front End Server Software  Done
· Need to replace broken microfilm reader/printer machine Done
· Improve library e-book collections through Netlibrary  or Ebrary #

· Look at more database options and consider additions +

· Staff training in management areas to improve content knowledge in the academic setting+

· Acquire Social Science Index Full-text through Ebsco  Done

· Preservation in small areas of the Baptist Collection; req. preservation boxes  #B

· Buy additional shelving for archives January 2007 Done

· Set up funding for new binding program for periodicals +
· Set up funding for binding program for books  #
· Improving book budget #
· Develop library marketing plan and put it into place Done
· Implementing marking plan   #
· Improving overall library budget to do what needs to be done #
· Add two more units of shelving for large archives in the archives room Done
· Reorganize archives room #

· Past perfect front-end acquisition and setup for archives #

· Work starting on the OU Sports Archives +
· Collaborate with academic department for Archives Internship position  Done

· Increase and rebuild Reference Collection #
· Apply for  ILDP Grants to increase subject buying Done  Acquired for Film Studies
· Acquire newer and more powerful scanner for archiving Done (to use ILL scanner as needed)
· Improve online ordering of library materials for faculty and library staff by acquiring  Choice online access * (signed up need to verify)

· Three adult programs to be developed by the library to move us forward in terms of public and student visibility,  Planning starting in April 2008 #
· Develop online book club program  #
· Develop library blog #

Work done and in progress and programs that need to be continued and maintained

· Three computers returned to library from IT  Done +
· Database server acquisition to run proxy server Done +

· Build Serials Database with new SIRSI Software  Done  +

· Replace two staff computers to improve ROM to use new Sirsi   Done

· Improve library databases, first of which would be Oxford Reference Database  Done
· Start checking in Periodicals in the Sirsi Database +

· LSTA grants for technology Done+

· Add  three sections of shelving in the Archives area +

· Work on preserving and organizing University Archives + 

· Acquire laptop computer for museum, archiving and inventory tasks  Done +

· Acquire scanner for library inventory +

· Begin inventory in the library  Done

· Stripping open shelf collection +  

· Weed Children’s Materials + Done

· Buy additional children’s materials as replacements + Done
· Add leisure and audio-book collections to the open shelf and continue to maintain+  Done
· Add new children’s materials for teaching collection   + B

· Acquire laptop computer for check out to professors with the LCD Projectors + B

· Binding of regular periodicals +B

· Weed Open shelf materials with the help of faculty  +B

· Develop small recreational fiction collection plan +  B

· Increase library collections in all areas of the curriculum + B

· Analyze online titles and compare them to hard copy periodicals +

· Make new periodical hard copy title changes and additions list and submit changes to vendor +

· Cut down on periodicals list and compare with online periodicals +

· Inventory Beatrice Holt and six university museum collections student internships and continuation of project into the Fall +

· Monthly Bindery Plan for books that need conservation +  B

· Downstairs and Beatrice Holt Periodical Collections Evaluated by Periodical Specialist +

· Fax machine, scanner acquired +B

· Improve library publicity, improve library visibility and image on campus + B

· Increase visibility at public programming level + B

· Working on website updates for library section of the website +B

· Training student staff with the new staff handbook that was updated +B

· Self training in management areas to improve content knowledge in the academic setting + B

· Improve student and staff performance in the library +
Myers Library’s Five Year Plan Goals

· Improve Information Literacy Services and Programs to the entire Ottawa University Community #

· Improve on staff training +

· Improve ILL services  for lending and borrowing +

· Committed to expand services to reach students at all Ottawa’s sites +

· Update and Improve Reference Collection #

· Improve student access to the databases with the use of a proxy server #

· Continue to investigate consortial options with other Sirsi libraries +

· Keep updating Open shelf book collections +

· Keep updating video collection +

· Improve e-book collections #

· Raise library visibility; meet with public library to see about collaboration #

· Increase staffing to a minimum of 3 full-time professional staff, one full-time to be an Information Literacy Specialist that could make site visits and maintain Information Literacy web pages and one full-time to be the Reference Librarian for the College #

· Work Collaboratively with various University Departments to improve the Information Literacy skills of staff and students +

· Organizing Library Budget by Department, but within the Library’s Overall Budget #

· Plan and Organize a Special Collections Area: pull out special collection in the collection that would need preservation and special handling/attention #

· Catalog and put all the library’s serials Online +

· Increase Technology available in the Library i.e laptops; computer terminals; printers; faxes; wireless access +

· Increase Databases available to students accessing the Library’s web page thereby improving library outreach +

· Develop and Implement a Library Literacy Training Program for on-campus and distance education students at all sites #

· Develop and Implement a Preservation Budget for University and Special Collections and Archives Budgets #

· Develop and Implement a Bindery Budget so that books and special collections items can be bound as needed #

· Develop collaborative outreach programs to the Community: Children’s Literature Festival and Ottawa Art Guild +B

· Collaborate with state and national library organizations to complete projects that are necessary to the library community and to academic libraries +B

Laptop AND LCD policies 
Laptop Computer and LCD Projector Borrowing Policy    

Student use of Library Laptops and LCD Projectors

1. Students may checkout laptops and LCD projectors for a period of three hours. Renewals may be made provided that others have not reserved them

2. Students may not use library laptops to:
a. view lewd or pornographic materials

said behaviors will result in the request that the laptop be returned to the circulation desk.

3. Laptops may not be used near food or drink.

4. Students wishing to use laptops and/or LCD projectors for a class presentation will need to make prior reservations 

Faculty and Staff use of Library Laptops and LCD Projectors
1. Laptop computers and LCD Projectors may be checked out by faculty and staff for a period of no more than 48-hours subject to prior reservations that exist for that day. Laptops may not be taken out of town.

2. Weekend checkouts are also available. Renewals may be possible.

3. Laptops and LCD Projectors may not be used near food or drink.

4. Reservations are encouraged as drop-ins are not guaranteed equipment availability.

Student Laptop and LCD Checkout Policy

1. Library laptops and LCD projectors were acquired for use in the classroom or for presentations are available on a first come first served basis.

2. Laptops and LD projectors are to be returned immediately following the class use or presentation.

3. Laptops may be checked out for in library, short term use on an as available basis when all other computers in the library are in use.

Providing University-wide Student, Faculty and Staff Access:  Academic and Public Library Borrowing Opportunities in Arizona, Indiana, Wisconsin and Kansas: 
In each state, libraries run very specific programs that may be used to improve access to residents in specific counties and to students in the state. Some states have State Library programs that may improve access to physical or electronic or both types of materials in the state.

Arizona

Arizona State University Libraries

Free cards available for students, staff and faculty at ASU. Offers a private college card and community card for $100

Maricopa Community College Library

Maricopa Residents over 18years can obtain cards free of card in the system

Maricopa Public Libraries

Free cards for Maricopa County residents; non-county residents $20 annual fees

Chandler Public Library

Chandler and Maricopa residents can obtain free cards. Non-Maricopa residents can get free cards if they show proof of going to school in the area.

Glendale Public Library

Glendale residents and property owners; specific academics and city or armed forces; does not mention policies regarding non-Glendale residents

Mesa Public Library

Maricopa residents get free card; out of county residents not attending Mesa schools pay $20 annual fee

Mesa Community College Library

Mesa and Maricopa County residents only can get borrower cards. No policy about non-Mesa or Maricopa borrowers.

Scottsdale Public Library

Residents of Scottsdale and Mesa can get free card; No information about out of county resident policies

Phoenix Public Libraries

Maricopa residents card free. Non-Maricopa residents $20 annual fee

Tempe Public Libraries

Maricopa County residents free. $30 annual fee for non-Tempe residents.

Jeffersonville, Indiana

In Indiana students may purchase a PLAC card for an annual fee from the Indiana State Library or any public library branch that will allow them free access to any Indiana Public Library in the state. Metroversity is a consortium program that will allows students with one card from a metroversity library access to other metroversity libraries in Indiana.

Webster University Library

OU agreement dated 11/4/02 with Webster University Metro campus located at 319 E. Court Avenue that our students have permission to use their physical periodical library and computer resources.

Harrison County Public Libraries

Free card for Harrison County residents

New Albany Floyd County Public Libraries

Free card for New Albany-Floyd residents; non-residents must show valid state library card or paid Floyed county card.

Louisville Free Public Library

Free card for all Louiville residents; non-residents must show valid area college or university id to use collections free if from out of state

Bellarmine University, WL Lyons Library

Free cards are available to students, faculty and staff; and universities belonging to the metroversity consortium. Community members may purchase a card for $25.

Hanover University, Agnes Drugan Library

Free cards are available to students, faculty and staff. Community cards can be borrowed at $5 annually.

Spalding Library

Free borrowing is available to faculty, students and staff and metroversity consortium members. Special users may borrow three items only and may be required to pay an annual fee, not listed in their circulation policy.

Jeffersonville Township Public Library

Jeffersonville Township residents get free cards; special user status is given to non-resident county taxpayers and metroversity consortium members;  non-residents must pay $25 annually for a card

Louisville Presbyterian Theological College Library

Metroversity and Theological Consortium members only. No rules about community borrowing.

Indiana University Southeast Library

Free cards available to students, faculty and staff. Indiana residents must show ID to get free card.

University of Louisville Kentucky Libraries
Free cards for faculty, staff and students. Community borrowers can borrow freely if they have a valid Kentucky drivers license

Milwaukee, Wisconsin

Wisconsin academic and public libraries have a Infopass card that allows students and the community access to other Wisconsin libraries; students should ask about their privileges for this at their local WI library. If students get a Courtesy Card from a SWITCH consortium school they will have access to checkout from six other schools in the consortium.

Marquette University Libraries

Non-students can purchase a $5 research visitor pass

Carroll College Library

Community cards $25 annually

Alverno College Library

Courtesy Fee Library Card is available to the community at $35 annually. This courtesy card also allows students to checkout from member libraries in the Switch consortium; whose members are Cardinal Stritch University, Concordia University Wisconsin, Milwaukee Institute of Art & Design; Mount Mary College, Wisconsin Lutheran College and Sacred Heart School of Theology

Waukesha Public Libraries

Waukesha county residents can get a free card; non-resident students can also get cards if they show school id

Milwaukee County Federated Libraries

Milwaukee residents can get a free card.

University of Wisconsin, Milwaukee

Friends of the library card allows checkout $35 annually for community

Kansas City, KS and MO

Kansas residents may sign-up for a Kansas Library Card that would allow access to the State Library’s Electronic Database Offerings. Courtesy Card Program between several area universities and colleges.

University of Kansas

Residents of Kansas with valid id that are not students of KU pay $10 annual fee for card

Washburn University Library

Guests to campus from anywhere have full-cards; no restrictions

Wichita State University Library

Kansas residents can check out materials; non-students are limited to 4 items per check out

University of Missouri, Kansas City  Libraries

Reciprocal checkout to area colleges on Courtesy Card Program

Johnson County Community College, Billington Library

Reciprocal card with Johnson County Public Library and Olathe Public Library;

Reciprocal agreements with area colleges on Courtesy Card Program

Kansas City Kansas Community College Library

Wynadotte County residents get free cards; Courtesy card reciprocal with other colleges

Kansas State University Libraries
Non-student cards cost $10

Kansas City Public Libraries

Missouri and Kansas residents can get free cards; out-of-state visitors can get free cards with valid id

Topeka and Shawnee County Public Library

Shawnee residents and patrons living in the North East Kansas Library System area get a free card

Mid-Continent Public Libraries

Patrons living in the Mid-Continent service area can get a free card. Patrons from outside the area must pay an annual fee.

Kansas City Kansas Public Libraries

Kansas and Missouri residents may get a card free of charge

Johnson County Public Libraries/Olathe Public Libraries/Ottawa Public Library

No restrictions on borrowers and checkout; anyone may get a card with valid ID
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1.0   Executive Summary

Ottawa University beginnings are tied to the ministry of Jotham and Eleanor Meeker, Baptist missionaries, who dedicated their lives to Christianizing the Ottawa Indians between 1837 and 1855. When they died, the Meeker’s ministry was continued by John Tecumseh (Tauy) Jones. Jones arranged a meeting between the Baptists and the Ottawa Indians in Atchinson, KS in 1860. This led to the donation of 20,000 acres of Ottawa Indian land to the Baptist missionaries for the establishment of a school that would educate fifty Indian children “between the ages of four and fourteen for thirty years, and after that to provide ten scholarships “forever” (Haworth, B. Smith, 1957, p.7). Thus, Ottawa University was founded in 1865 with the promise to provide free education to the Ottawa Indian children and still “today Ottawa University provides free undergraduate tuition at The College in Ottawa, Kansas, to descendants of the Kansas Ottawa Indians” (Ottawa University Webpage, 2006). 

Ottawa University is a private, non-profit, 4-year Liberal Arts College with an American Baptist Affiliation. The main campus (The College) of the university is located in Franklin County in the City of Ottawa, KS. In 1974 the College decided to expand its educational offerings to working adults and established its first Adult Professional Studies Campus in Kansas City and its adult programs and sites have grown steadily since then so that there are now five sites where undergraduate and/or graduate programs are being offered: Kansas City, Kansas; Phoenix, Arizona; Milwaukee, Wisconsin; Jeffersonville, Indiana, Singapore, Hong Kong and Malaysia). Ottawa University’s mission “to provide the highest quality liberal arts and professional education in a caring, Christ-centered community of grace which integrates faith, learning and life. The University serves students of traditional age, adult learners and organizations through undergraduate and graduate programs” (Ottawa University Web page, 2006). 

The history of the university’s library is an interesting one: Ottawa University students and faculty started collecting books for College use from the College’s earliest beginnings. Ottawa University’s first Librarian was Dr. George Sotherland, who came to the University in 1884 to teach Greek and History, brought about 100 books for student and faculty to use to the Campus. By 1887, students, J E Eaton and S. Pillsbury had contributed a further 89 volumes to this collection. In 1887, a University Lecture Course was instituted for the purpose of collecting a fund so that books could be acquired for school use. By 1892, Ottawa University owned 3,000 books. In 1902, Ottawa University was well on its way to developing a library, but disappointingly, these books were lost in the administration building fire of 1902. A year after the fire, 2,000 books were collected and the library was underway again. According to Haworth (1957), “The library, which was something of a monstrosity in its cramped quarters in the “Ad” building, was moved to the basement of the Women’s Residence Hall. Here something more acceptable was developed, though the desire for a library building was not less intense” (Haworth, 1957, p.94). The present Myers Library and Mammel Art Center Building was completed in 1956 (Haworth, 1957, p.153). The Myers Library at Ottawa University, currently serves students, staff, faculty and adjuncts at the College, provides online resources and reference services to students, staff, faculty and adjuncts university-wide and also provides basic library services to the public (reference services and Internet access).
2.0   Situation Analysis

Although the Myers Library Building has been in existence for since 1956, very limited library marketing has been attempted during that time. Two years ago, the university’s public relations department aided librarians to create flyers that could be used to market library services to students on campus and also to the International students that visited the Campus to use the library during their MBA capstone program. I thought these were undergraduate students completing their final two courses.  The four brochures that were created for library marketing were: “Online Databases”, “Information Literacy”, “Book and Media Collections” and a “Welcome to the Myers Library”. A double-sided flyer was also created that included some basic web address information, librarian contact information and a short description of the library’s collections. At the request of University Academic Council, a Myers Library Handbook was created and placed in Blackboard in online format, so that library liaisons at the sites had access to library database information, policies and layout. Of late, the library web page has also become a major marketing tool of the university library and the College. The new library web page is a catastrophe; and it has been very difficult to get the university marketing department to implement the necessary changes to the library web page, so that the Myers Library can provide cutting edge online searching services to our students university-wide.
2.1 Market Summary

Target Markets

The Myers Library’s target markets are the following:

· Undergraduate traditional students
· Undergraduate non-traditional students
· Graduate Students
· International Students in Singapore, Hong Kong and Malaysia
· Faculty
· Adjuncts
· Alumni
· Public
· Online students 
2.1.1 Market Demographics

Franklin County Demographics

The Myers Library at Ottawa University is located in Ottawa, KS with a population of 12,499 (2004 Census) which is located in Franklin County, KS with a population of 25,540 (2004 Census); about 20 miles from Lawrence, KS and 35 miles from Kansas City, KS.  According to US Census Bureau (2004), statistical data is available that describes the population of Franklin County which is served by the University and the Myers Library.

The major employers in the Ottawa Community are Ransom Memorial Hospital, Ottawa University, USD 290 and Wal-Mart. According to 2000 Census information about Ottawa, KS, 2.6% of residents were unemployed; while 27% of employed residents worked in professional jobs in education, healthcare and social services, 25% worked sales or in offices, 19% were in production, transportation or materials renewal, 16% in service jobs and 11% in the army. Prior to 2000, 34% of Ottawa’s families had a household income lower than $35,000 per year and 30% of these families were single-parent families. The median earnings for male residents in Ottawa were approximately $30,050 per year; while the median earnings for female residents in Ottawa were substantially less, approximately $22,891 per year.

Ottawa University Demographics
The 2005/6 Ottawa University Catalog states that the university employs 62 active full-time Faculty across its campuses. According to ottawaks.org demographics from 2004 the Faculty to student ratio at The College in Ottawa, KS was 17:1, and that year the College employed a total of 141 faculty and staff; 61 males and 80 females. The Ottawa University 05/06 Student/Employee Directory indicates that the university employs 241 Faculty and Staff at all its locations. The three tables below describe the number of students the Myers Library serves and what their majors are. The tables 1-4, provide a student headcount per site for 2005-6, the number of undergraduate and graduates at each site, gender and ethnicity ratios, and full-time versus part-time students enrolled at Ottawa University during 2005-6 and a simple headcount with limited information for Spring 2007.

2.1.2 Market Needs   
· Healthy budgets that will allow libraries to meet library user needs

· Continued support of academic libraries by their university boards and university management and administration

· Keeping pace with changes in technologies to improve library customer service

· Timely recruitment and retention of librarians to improve the shortage of qualified personnel in academic libraries

· Improved library continuing education across states to aid librarians in performing well in their jobs

· Continued collaboration and support from library systems and consortia for academic libraries

· Continued faculty and staff input and support of the academic library

· Active library advocacy on academic library campuses

· The need to provide the library user with information literacy skills that can be used to locate, retrieve and utilize information to meet the user’s needs

2.1.3 Market Trends

· Technology is continually changing and will be replaced by something new; always need electronic updates or changes

· Technology change at an alarming rate

· Shortage of qualified professional librarians

· Replacement of qualified professional librarians with subject PhD’s

· Fluid movement of professional librarians to better paying positions

· Limited library budgets continue to shrink

· Communication changing the way people access information and demand for global information is expanding exponentially

· Increased need for librarians to have the knowledge to serve a techno-savvy user

· Transition of libraries from center of information to center of culture

· Convergence of electronic function of materials and how patrons use them

· Creation of partnerships between community organizations, libraries and business in order to serve patrons and look past traditional service
· Protection of privacy in relation to intellectual freedom
2.1.4 Market Growth

The Myer’s Library’s most important physical market, because of location, would be the university’s students, faculty and staff on the campus. Over the next five years, Ottawa University will spend a great deal of money on student recruitment and retention at the College and all the sites. The president has made the projection that by Fall 2007, he would like to see College recruitment numbers increase by three hundred students. This Spring 2007, our headcount at the College is 357. A projected headcount for students at the College by 2008 would be 650. With an increase in student headcount, teaching faculty at the College would also need to grow, but this growth would be dependent on what subjects students will major in and changes made to departments and curricula in order to accommodate the projected number of students. Ottawa University’s sites are actively involved in the recruiting and retention of both traditional and non-traditional students for their traditional programs and online programs. It is more difficult to project how large Ottawa University adult programs at the sites will be by 2008, because sites are in the process of adding new degree programs and adult student turnover is fast.

Judging from the change from the 2000 census to the 2004 census, there was an approximate 1% increase in the population of Ottawa over a four year period, so a further 1-2% population increase can be projected for the City of Ottawa, KS by 2008. 
2.2 SWOT Analysis

This SWOT analysis sets out a strategic plan for Myers Library, Ottawa University. It reviews strengths, weaknesses, threats and opportunities; presents a series of statements relating to Myers Library, Ottawa University's vision, mission, values and objectives; and sets out its proposed strategies and goals.



2.2.1 Strengths, Weaknesses, Opportunities and Threats

This strategic plan addresses the following key strengths, weaknesses, threats and opportunities for Myers Library, Ottawa University:

	Strengths: 
	Weaknesses: 

	· New Periodical A to Z 

· Upgraded Library Catalog Software 

· New Information Literacy Program being developed for 1st year students

· Strong databases 

· Good Library cataloguing and cataloguing support 

· Strong faculty support of the library 

· Improved technology available 
· Interlibrary Loans extension programs
· Courier service program between libraries
· Site liaison program established to work with students at each site
· Student workers working the desk and working in off desk projects
· Support from Libraries in Kansas and organizations such as Ottawa Public Library, NEKLS and KLA with work-related tasks
· PALS consortium membership reduction of database cost
· ALA membership of librarians and wider access to library advocacy issues and committee involvement which allows the library to forge ties beyond Kansas

	· New library website

· Too few full-time staff to do library-related tasks

· Limited funds for staff training and program development 

· No strong Library Literacy program at the College and the sites 

· Budgetary limitations

· Increased database prices 

· Increased Sirsi Maintenance costs

· Increased e-book prices (need to decide whether we will by ebrary or not)
· Increased reference tool and open-shelf book prices
· Increased technology prices 
· Work Study student limitations
· Limitations on number of international non-work-study students that can be hired out of budget

· Limited formal library agreements with publics and academics near the sites


	Threats: 
	Opportunities: 

	· Reduction of the Budget which would affect all library activities and ventures

· Space Limitations for growing collections 

· Mold problems and no money to treat the problem

· Risk for flooding in the basement

· Reduction in regular staffing 

· Reduction in Student staffing

· That a new building does not get built 

· Not enough budget money to run the library; very severe cutbacks in finances

· Cuts in databases or other major services to the students

· A separate archive in administration that should be part of the library

· Limited and dated technology if there is no money to replace the present technology we have and upgrade it

· Wireless access for students in the library


	· Chance to serve all of Ottawa's sites the way that they should be served

· Strong links with other library organizations 

· Member of PAL Consortium keeping pricing on databases down 

· Kansas Museum Association Membership that would help support our museum endeavors in the library

· Possibilities to apply and compete for small grant monies to improve collections 

· Increase ILL through active membership in KLC and OCLC 
· Library Security system installation

· The chance to have a student work in archives by setting up an Internship position
· Active SIRSI membership and the ability to get first hand knowledge about how to upgrade and improve the library catalog



Vision

	To transform the Myers College Library into a library that serves the Ottawa University Community, University-Wide.


Corporate Values

The corporate values governing Myers Library, Ottawa University's development will include the following:

· The library provides Ottawa University’s students with the resources they need in order to succeed at their university studies.

· The library provides Ottawa University’s faculty and staff with the tools and resources to teach classes effectively

· The library trains its staff to be able to aid students in finding the information and the resources that they need in order to finish their projects and assignments as needed. 

Business Objectives

Longer term business objectives of Myers Library, Ottawa University are summarized as:

· Improve Information Literacy Services and Programs to the entire Ottawa University Community

· Work Collaboratively with various University Departments to improve the Information Literacy skills of staff and students; committed to expand services to reach students at all Ottawa’s sites

· Update and Improve Reference Collection · Keep updating Open shelf collection 

· Increase staffing to a minimum of 3 full-time professional staff, one full-time to be an Information Literacy Specialist that could make site visits and maintain Information Literacy web pages and one full-time to be the Reference Librarian for the College

· Organizing Library Budget by Department, but within the Library’s Overall Budget 

· Plan and Organize a Special Collections Area: pull out special collection in the collection that would need preservation and special handling/attention
· Catalog and put all the library’s serials Online  Serials done

· Increase Technology available in the Library i.e. laptops; computer terminals; printers; faxes; wireless access. All updated. 
· Increase Databases available to students accessing the Library’s web page thereby improving library outreach 

· Develop and Implement a Library Literacy Training Program for on-campus and distance education students at all sites 

· Develop and Implement a Preservation Budget for University and Special Collections Archives ·

· Develop and Implement a Bindery Budget so that books and special collections items can be bound as needed 

· Plan the building process of a new University Library

· Preserve the Museum collections that are in the library’s care
· Place archives records online
Key Strategies

The following critical strategies will be pursued by Myers Library, Ottawa University:

1. Improve library liaison program created for sites that promotes information literacy to students, adjuncts and faculty at Ottawa’s sites

2. Strengthen on-site library skills and information literacy programming to students, staff, faculty and adjuncts at the College 

3. Improve reference/circulation desk collection as well as the reference collection available online to students and faculty. Some of this is accomplished.
4. Improve the library’s e-book offerings by adding an e-database like Ebrary
5. Setup a Museum as a separate entity from the library

6. Improve the library’s open shelf collections 

7. Weed the collections and replace books that can be replaced with newer editions or different more up-to-date titles

8. Improving Interlibrary Loans for students

9. Improve our photocopier capabilities. Photocopier replaced with new one.

10. Improve on our data processing/printing capabilities. Laser printer now added for student use. Laser printer still needed for staff use.

The following important strategies will also be followed:

1. Increase staffing

2. Improve shelf space and shelving

3. Increase floor space for reference and future additional technology

(Are 2 & 3 possible without a new building?  Maybe new building should be #1)
4. Improve budget 

5. Increase access to grants

6. Improve staff training 

7. Continue to compete for LSTA and ILDP Grants on a yearly basis to improve library funding

8. Look into improving databases to students 

9. Buy more e-books 

10. Improve relations with faculty and adjuncts 

11. Improve Library Committee relations and increase interaction times
12. Ask for creation of Museum entity in order to be in a position to apply for grants
Major Goals

The following key targets will be achieved by Myers Library, Ottawa University over the next 3-4 years:

· Committed to serve the students on the College effectively and efficiently (would need to do evaluation using interviews/online survey)

· Committed to improve staffing at the Library in order to provide improved services to the College and the Ottawa University Community 

· Open door policy with staff and students: listening to student and staff comments and input and act as necessary to provide services 

· Improve and Develop library, archival and museum Collections that would serve the undergraduate and graduate programs at the College and at the sites of Ottawa University 

Strategic Action Programs

1. Databases Development Plan: Improving database access to students, faculty and adjuncts by adding new databases as needed and by maintaining the present databases that we presently use online

2. Wireless Hub Access Plan: Providing a wireless hub in the library that could be used when students need to use their laptops and other types of computer technology to use web resources while in the library (Status: Plan implemented in the library, Spring 2007. Partly completed)

3. Increased Staffing and Staff Training Plan : Developing strong budget lines to be able to improve staffing and the training available to library staff and students; having staff on a 6 ceus per year program so that they are exposed to training and development in their areas of expertise(Status: Ongoing)

4. Off-Site Program: Making Information Literacy Training available to all sites; and adjuncts or trained office staff/in library needs to help students work through their courses at each site

5. Funding Program: Finding new sources of money to be able to improve library functions (Status: Ongoing)

6. Archiving Program: Continuing work that need to be done on cataloguing and making archival materials accessible to students, faculty and alums: e.g. the university’s archived historical papers, photographs and physical collections; also making photographs available on the web for browsing (Status: Ongoing)

7. Reference Development Plan: Buying digital reference collections (Status: Ongoing)

8. Technology Development Plan: Increase number of patron stations; increase technology of the floor by including technology lab for students and faculty, such as a music listening lab (Status: Kansas Virtual Library acquired; one computer with CD/burner acquired along with three listening headphones; Plan is Ongoing)

9. Museum Development Plan: Preserve museum collections given to us; organize and catalog all collections. Continuing work on cataloguing and maintaining the condition of our materials in the university’s museum, textile and artistic collections that are housed dually in the Chapel and the Library Place collections online using Past Perfect Virtual Exhibit. (Status: Ongoing) 
2.3 Alternative Providers

Ottawa University works in conjunction with the other academic and public libraries in the area to provide Myers Library users with the information they need. The Myers Library is a member of the Private Academic Libraries Consortium, which helps the library buy databases affordably. The library also is also a member of the Northeast Kansas Library System which offers members a courier service between area libraries for administrative and Interlibrary Loans deliveries. The library works collaboratively with the Ottawa Public Library and Franklin County Historical Society to serve users with specialized library needs in the City of Ottawa, Franklin County and beyond.
2.4 Services Offered

The services offered to students, faculty, staff and the public by the Myers Library are as follows:

· Reference services on site and over the telephone 

· Ask-a-librarian email reference service

· Access to book materials meeting academic and research needs at the library

· Online database access

· Online catalog access

· Interlibrary Loans services

· Copy and fax services in the library

· Internet and Microsoft Office Suite access to patrons in the library

· Space to do homework and group-work in the library

· Center for Excellence located in the library

· Library Liaisons to the sites

· Password access to a limited number of online databases

· Access to the Kansas Library Databases via the Kansas Library Card

· Proxy server access for off-campus students through the Student Portal
2.5   Keys to Success

· Expanding the library databases and e-access

· Expanding all online reference offerings through the library to students and faculty

· Developing for credit information literacy classes to improve student achievement

· Developing library assessment tools that will aid the improvement of library services to all library users

2.6 Critical Issues
There are several critical issues that need to be addressed when it comes to the Myers Library. The two most critical issues that currently affect the library are: 

· The need for a new library building

· The shrinking of library budgets over the past five years because of poor student recruitment 

· Concerns regarding the customization the library web page with the guidance of library faculty and staff

· The need to implement an information literacy program for students along with pre and post assessment of student progress

Top Threats to Higher Education Institutions in the US:

· Resistance to change

· Lack of resources 

· Increased cost of an education 

· Decreased government funding 

· Complacency 

· Inability to control costs 

· Insufficient leadership 

· Organizational silos 

· Keep pace with technology change 

· Government regulation

· Increased competition 

· Insufficient facilities 

· Complex governance structures 

· Lack of skilled workers       (WWW.ACRL.ORG, 2006)
3.0 Marketing Strategy

3.1 Mission Statement

The central purpose and role of Myers Library, Ottawa University is defined as:

	The mission of the Myers Library is to provide services, resources and an environment that supports the educational goals and purposes of Ottawa University. 

To support its mission the Library and its Staff are committed to the following purposes:

 -Ensuring that print, multi-media and electronic resources are responsive to curricular and academic program needs -Providing materials which represent a diversity of cultural, ethical, philosophical, educational and religious perspectives 

-Providing Reference and Informational Services that meet the needs of and enhances the education of students, staff and faculty 

-Participating in the larger resource sharing community 

-Providing Information Literacy Instruction, Library Instruction (formal bibliographic instruction and point-of-use instruction) and training about the ethical use of intellectual property/copyright. 


3.2 Marketing Objectives

· Students university-wide will have a better knowledge and understanding of the Myers library’s services that are available to them

· Achievement of a steady increase in the use of library services by patrons e.g. databases, interlibrary loan, catalog, reference services

· Improve library circulation to various patron groups

· Improve library patron gate-count in the library

3.3 Financial Objectives

· Increase yearly request for funding of the library budget line for public relations and marketing over a period of three years
· Investigate grant opportunities available to private non-profits and academic libraries that could be used to fund and make improvements in library public relations and advertising projects
3.4 Target Markets

To reach target markets the Myers Library will need to make use of the university’s Public Relations and Marketing Department’s skills so that marketing pieces are included in university catalogs and online and that these pieces are constantly updated. Faculty word of mouth and an effective university library web page with active links, combined with a limited advertising campaign, would aid the library in reaching its target market. The Myers Library needs to venture into student and adult programming, so that it can become a centerpiece, being more attractive to the target audience. The Myers library currently displays monthly Franklin County Art Guild Art exhibits by area artists on its walls; and also contributes financially to the Franklin County Literature Festival for area children: these programs could be used in such a way in the media that it could drum up more publicity for the library and inform the public that the library also serves them.
3.5 Positioning

The Myers Library has been positioned to serve the Ottawa University community university-wide. This positioning does include offering the university both on-campus and online services.  Any marketing done would need to market on-campus and online services to the Ottawa University community and the public.

3.6 Strategies

There are different strategies that could be used to market library services to the target market; most of which should be focused at the online level:

· Library Brochures could be created describing various services in depth and what path should be followed to receive a service 

· Library brochures could be included in orientation packets or at information literacy classes. Our problem is that library brochures do not work for on-campus students; creating these for in library use would be a waste of money

· We already have a library handbook; this handbook could be made more visible: on the portal, given out to all freshman and transfer students in their orientation packets. The library handbook is currently on blackboard in the library course created for library site liaisons; but it could be further distributed: placed on the portal

· The student and staff portals that include the library databases with one login access, the A to Z, the library databases, interlibrary loans, email reference services and the library catalog should be separately marketed because these are all separate services made available to student through the library website and on-site at the library

· Inclusive library links to the databases on each blackboard site that is used for online courses and additional information to contact the library for information

· Library help tutorials for the catalog and databases will be created using Camtasia Video software and be placed on the library website and in the student and staff portals and pamphlets will also be created to give to patrons

· Create and send an RSS feed to students that they could sign-up for if they are interested
· Generate a new books and new videos list that would be of interest to library patrons

· The major library PR and marketing should be done on the library website, since the library serves all the sites and this would be the best way to provide information to the university community and the public and get feedback in order to improve services—We could also consider highlighting the library during American Library Week with give-aways, etc.

· A library newsletter has been created but has not been kept up; this newsletter can be continued and come out regularly to inform library patrons about services, changes, new additions, problems and issues relating to the Myers library

· A library blog could be used to get feedback and discuss library issues once the library web page is better designed and more actively used by the target market

3.7 Marketing Mix

The Myers Library’s marketing mix consists of the following approaches to pricing, decision-making process, distribution, advertising and promotion and customer service:

Pricing: Marketing costs will be determined by the Marketing Department at Ottawa University. Cost will also depend on how much the library has to spend on a specific project and how much is available in the budget for public relations and marketing.

Decision-Making Process: Marketing decides what paper to use, what colors to use and has a standardized template for all marketed materials. Nothing can be printed without marketing’s permission. Any advertisements or marketing pieces created by the library are sent to marketing for correction, standardization, typesetting or outsourcing.

Advertising and Promotion: Several different methods will be used for advertising and promotion of library-related materials e.g. Campus newspaper, brochures, pamphlets, online website etc.

Customer Service: The Myers library strives to provide excellent customer services to its patrons. University-wide customer service excellence at Ottawa University is dependent on: an easy to use library website and catalog, IT control over the library’s online services and prompt reference and interlibrary loan services, with the library having veto power on the finished products as to content.

3.8 Marketing Research

The Marketing Department at Ottawa University would be responsible to do marketing research on the university’s behalf. When it comes to very specific articles or information about library marketing and library public relations research, then there is information available on the American Library Association and Association of College and Research Libraries web pages at:

http://www.ala.org/Template.cfm?Section=publicrelations
http://www.ala.org/ala/acrl/acrlissues/marketingyourlib/marketingyour.htm
which could be very useful.

4.0 Financials

This section offers an overview of the Myers Library’s financial analyses and how these would affect and relate to future library marketing.
4.1 Break-even analysis

For several years, Ottawa University’s revenues have been very low and as a result, each year the library’s operating budget decreased, even though the staff wage portion of the library’s operating budget did increase. Currently, four of the Myers Library’s operating budget lines are negative because there was not enough money in the budget to acquire what needed to be acquired through the year 06/07. We have requested that the University’s Business Office transfer funds from our 13-4110 revenues account into our operating budget, but they will not do this.

The Myers library currently has two budgets that are used for marketing pursuits. Our operating budget 12-4110 has not been used for any marketing activities because of the fact that there was no formal marketing plan in place. 
Myers Library Operating Budget line for Advertising

	12-4110
	03-04
	04-05
	05-06

	6220
	 $113
	$150
	$250

	Advertising
	  No plan in place
	No plan in  place
	No plan in place

	13-4110
	03-04
	04-05
	05-06

	
	0
	$750
	0


In 04/05 Budget year, we spend $750 out of our 13-4110 library revenues budget to have PR print four sets of heavy-glossy brochures for the library. Students did not use these brochures at all in the library. Brochures were used mostly for Summer International classes, and as a result, no more library marketing was attempted in the 05/06 budget year, except for the creating of the Student Library Handbook online and the reorganization of the old Ottawa University website. With the current marketing plan in place the library will make use of the allocated funds in the 12-110 budget line for advertising in order to start out its marketing programs, and can be further supported by our 13-4110 account. Breaking even, will require a budget increase across the board that will allow the library to serve its target audience with greater ease.

Myers Library Yearly Operating Budget

	12-4110
	03-04
	04-05
	06-07

	Operating budget without salaries
	$34,015
	$43,070
	$49,470


4.2 Sales Forecast

Ottawa University and the Myers library are non-profit organizations. The library receives occasional cash gifts from private individuals, gifts of books and periodical subscription. Our 13-4110 revenues account has dwindled from having a balance of $21,000 in 03/04 to having a balance of just over $6,000 in 06/07 because funds were used to be able to improve library services to patrons on a very limited library operating budget. The library does not charge fines for late books. The library has an on-going book sale which brings in a very small amount of revenues to the library. Over the past five years the library has received small grants for library technology improvement that were outside of the regular operating budget, but this money had to be used for very specific technology acquisitions and could not be used for any other purchase or program. Other than that, the library is dependent on its university operating budgets for its existence; thus a sales forecast cannot be completed in this case.
4.3 Expense Forecast

Examining our list of marketing strategies, the library would only be financially responsible for implementing 2 out of the 9 strategies. The other 7 strategies are to be implemented in the online environment and would thus be paid for by IT and university-wide budgets which are outside of the library’s control. The strategies suggested can also be described as library milestones in the online environment that would need to be put in place. The library’s problem with implementation would be working with and through the PR department to get the library website completed. Please see the milestone/marketing strategy list below and items would be directly funded by the library:

	Library Yearly Marketing Expenses
	Budget Responsibility

	Brochures
	Library $250 + additional funds as needed from library revenues

	Online Library Handbook
	University (no expense since it is online)

	Portal
	University

	Camtasia Tutorials
	6.50 x 10 hrs a week to hire one student

$25,000 in Federal Worker Funding each year; can hire one extra worker to do the project

	RSS
	University (all these are online and thus are not directly taken from library budget)

	Website PR
	University

	Newsletter
	University

	Blog
	University

	Blackboard
	University


5.0  Web Design

The Ottawa University website includes a separate library website. On the old Ottawa website at http://unwin.ottawa.edu  there is a link for Library hours, Contacts, Policies and Newsletter at http://uwin.ottawa.edu/libraryinfo.htm . Since all of the Myers Library’s policies are online at this site, the new library marketing plan will be included there. The new library website http://www.ottawa.edu currently includes no library policies on that website. We hope that once the University has solved their current problems around the new website, the library policy sections will be added to the website. We would like to restart our library newsletter which we have not continued due to limited staffing at the library. We currently have ask-a-librarian links which advertises the presence of a reference librarian that could answer reference questions within a two day period at http://www.ottawa.edu/main/content/view/827 on the new site and we have similar site links on the old site. We are currently advertising HomeworkKansas site on the new website; but none of our own services in quite that way. I believe that we might need to look into logo type advertising for some of our more popular databases on the new website as well. The design of the library page on both sites still has much to be desired. The new website should be redesigned first to advertise and make accessible our primary services. It should be designed with minimal clicks, with limited librarian jargon in descriptions, for user ease. The new library website must be designed to include the following additions: 

1. a more visible university portal and blackboard links

2. an active library blog

3. RSS feed providing information about library activity

4. a regular online library newsletter that can be distributed by email

5. a link for the Online Student Library Handbook

6. New website needs to have clear links to the catalog, better access to individual databases, A to Z etc.

6.0 Control

6.1 Implementation

· Will require full cooperation and buy-in by the University’s administrators to implement this plan

· Will require ample funding of the full plan so that all aspects can be implemented

· Will require full cooperation of University Marketing and PR Staff to work with library personnel to implement planned strategies

6.2 Marketing Organization

All marketing: including the Marketing of Library Services of any kind would need to be approved by the Head of Ottawa University’s Marketing Department. The library director is responsible for creating a library marketing plan and working in any possible way, with University-wide Marketing to implement this plan in the Myers Library setting. The best way to obtain University-wide Marketing and administrator acceptance of the library’s marketing plan would be:

1. to request that this plan be discussed in conference or committee by the Faculty, Administrators, University Marketing and PR

2. to request that the necessary changes be made to it so that it can be approved and adopted by the University and included in both Library and Marketing budgets as a working policy

3. Library personnel must have a major say in any library content or products placed on the website
6.3 Contingency Planning

· Strategies marked in red in 3.5 are more or less under the library’s control or have either been partly implemented already in some format that may need to be re-considered or reorganized

· Marked strategies would have to suffice until the University’s administration is ready to implement the library marketing plan as a whole

7.0 Marketing Resources

American Marketing Association

http://www.marketingpower.com/content1050.php
Center for Business Planning

http://www.businessplans.org/Market.html
International Society of Strategic Marketing

http://www.issm.org/
Know this.com

http://www.knowthis.com/management.htm
Marketing Management Association

http://www.mmaglobal.org/
Strategic Marketing Magazine
http://www.etstrategicmarketing.com/
8.0 Appendices

Table 1

	Site
	UG
	Grad
	Male%
	Female%
	Full-time %
	Part-time %

	Campus
	447
	0
	53%
	47%
	95%
	5%

	Kansas City
	389
	300
	32%
	68%
	9%
	91%

	Indiana
	76
	0
	28%
	72%
	20%
	80%

	Arizona
	1038
	820
	30%
	70%
	13%
	87%

	Wisconsin
	335
	22
	29%
	71%
	12%
	88%

	International
	FTE 10  (3/2006)
	No
	Info.
	
	
	


(Ottawa University University-wide Student Enrollment 2005, NCES 2005)

Table 2

	University-wide Headcount Spring 2007
	

	Undergraduate
	1931

	Graduate
	660

	Professional
	413


(Spring 2007 University-wide student headcount from Ottawa University Registrar’s Office)

Table 3

	White
	Black/non-Hispanic
	Hispanic
	Asian-Pacific Islander
	American Indian/Native American
	Ethnicity

Unknown
	Resident Alien

	85.4%
	8.7%
	5.6%
	1.1%
	2.5%
	0
	2.7%


(Race/Ethnicity of Ottawa University University-wide Student Enrollment 2005, NCES 2005).

Ottawa University offers a variety of undergraduate and graduate programs to students at the different campus locations, and the table below will describe what is offered at which location. In the table below U= undergraduate and G = Graduate.

Table 4

	Majors/Degrees
	The College
	Arizona
	Indiana
	Kansas City
	Wisconsin
	International

	Education
	U 16
	G 64

U 137
	
	U 29
	U 4
	

	Business & Management
	U 17
	G 35

U 73
	U 23
	U60
	U 73
	BBA

MBA

offered

	Healthcare
	
	G 4

U 4
	U 1
	U 33
	U 3
	

	Computer Science
	U 7
	U 5
	
	U 16
	U 4
	

	Psychology
	U 4
	G 39

U 40
	
	U 12
	U 4
	

	Theology
	
	
	
	U 2
	
	

	Communication & Journalism
	U 5
	U 11
	
	U 1
	U 4
	

	Philosophy & Religion
	U 2
	U 1
	
	U 1
	
	

	Human Resources
	
	G 10
	
	G 18
	G 7
	

	MBA
	
	
	
	G 16
	G 46
	

	Public Administration
	U 5
	U 33
	
	
	U 8
	

	Criminal Justice
	
	U 7
	
	
	U 1
	

	Accounting
	
	
	
	
	G 11
	

	MIS
	
	
	
	
	G 7
	

	Bus. Admin & Marketing
	
	
	
	
	G 2
	

	History
	U 5
	U 10
	
	
	
	

	English Literature
	U 2
	 U 4
	
	
	
	

	Physical Education
	U 13
	
	
	
	
	

	Mathematics & Statistics
	U 5
	U 1
	
	
	
	

	Social Sciences
	U 10
	
	
	
	
	

	Biological Sciences
	U 10
	
	
	
	
	

	Theatre
	U 12
	U 1
	
	
	
	


(Number of majors at Ottawa University university-wide, NCES, 2005)

Table 5

	data sets for Franklin County


	   
	People QuickFacts
	Franklin County
	Kansas

	


	Population, 2005 estimate 
	26,247
	2,744,687

	


	Population, percent change, April 1, 2000 to July 1, 2005 
	5.9%
	2.1%

	


	Population, 2000 
	24,784
	2,688,418

	


	Persons under 5 years old, percent, 2005 
	6.5%
	6.8%

	


	Persons under 18 years old, percent, 2005 
	24.5%
	24.6%

	


	Persons 65 years old and over, percent, 2005 
	13.5%
	13.0%

	


	Female persons, percent, 2005 
	49.8%
	50.3%

	 

	


	White persons, percent, 2005 (a)
	95.7%
	89.4%

	


	Black persons, percent, 2005 (a)
	1.4%
	5.9%

	


	American Indian and Alaska Native persons, percent, 2005 (a)
	0.9%
	0.9%

	


	Asian persons, percent, 2005 (a)
	0.6%
	2.1%

	


	Native Hawaiian and Other Pacific Islander, percent, 2005 (a)
	0.0%
	0.1%

	


	Persons reporting two or more races, percent, 2005 
	1.4%
	1.6%

	


	Persons of Hispanic or Latino origin, percent, 2005 (b)
	2.9%
	8.3%

	


	White persons not Hispanic, percent, 2005 
	93.0%
	81.6%

	 

	


	Living in same house in 1995 and 2000, pct 5 yrs old & over 
	53.9%
	52.4%

	


	Foreign born persons, percent, 2000 
	1.3%
	5.0%

	


	Language other than English spoken at home, pct age 5+, 2000 
	3.4%
	8.7%

	


	High school graduates, percent of persons age 25+, 2000 
	85.3%
	86.0%

	


	Bachelor's degree or higher, pct of persons age 25+, 2000 
	16.5%
	25.8%

	


	Persons with a disability, age 5+, 2000 
	4,355
	429,687

	


	Mean travel time to work (minutes), workers age 16+, 2000 
	25.1
	19.0

	 

	


	Housing units, 2005 
	10,951
	1,196,211

	


	Homeownership rate, 2000 
	73.5%
	69.2%

	


	Housing units in multi-unit structures, percent, 2000 
	10.0%
	17.5%

	


	Median value of owner-occupied housing units, 2000 
	$73,800
	$83,500

	 

	


	Households, 2000 
	9,452
	1,037,891

	


	Persons per household, 2000 
	2.56
	2.51

	


	Median household income, 2003 
	$41,116
	$43,113

	


	Per capita money income, 1999 
	$17,311
	$20,506

	


	Persons below poverty, percent, 2003 
	9.9%
	10.4%


	   
	Business QuickFacts
	Franklin County
	Kansas

	


	Private nonfarm establishments, 2004 
	617
	75,8271

	


	Private nonfarm employment, 2004 
	8,335
	1,116,2771

	


	Private nonfarm employment, percent change 2000-2004 
	8.1%
	-1.1%1

	


	Nonemployer establishments, 2004 
	1,675
	174,635


(http://quickfacts.census.gov/qfd/states/20/20059.html
Appendix 1.

ACRL ANNOUNCES THE TOP TEN ASSUMPTIONS FOR THE FUTURE OF ACADEMIC LIBRARIES: Email Message sent to ACRL Chapter Members, April 2007
BALTIMORE - The Association of College and Research Libraries (ACRL) unveiled its Top Ten Assumptions for the future of academic and research libraries today during the ACRL's 13th National Conference held March 29 to April 1 in Baltimore. 

The ACRL Research Committee developed the top ten assumptions after surveying member leaders and conducting a literature review. A panel representing community and liberal arts colleges, research university libraries, as well as an observer of the higher education environment reacted and commented upon the assumptions at the ACRL National Conference. 

"These assumptions underscore the dominant roles that technology and consumer expectations are increasingly playing in libraries," said Pamela Snelson, president, ACRL and college librarian at Franklin and Marshall College. "The underlying trends offer new opportunities for academic libraries and librarians to embrace the future."

1. There will be an increased emphasis on digitizing collections, preserving digital archives, and improving methods of data storage and retrieval.

2. The skill set for librarians will continue to evolve in response to the needs and expectations of the changing populations (student and faculty) that they serve.

3. Students and faculty will increasingly demand faster and greater access to services.

4. Debates about intellectual property will become increasingly common in higher education.

5. The demand for technology related services will grow and require additional funding.

6. Higher education will increasingly view the institution as a business.

7. Students will increasingly view themselves as customers and consumers, expecting high quality facilities and services.

8. Distance learning will be an increasingly common option in higher education and will co-exist but not threaten the traditional bricks-and-mortar model.

9. Free, public access to information stemming from publicly funded research will continue to grow.

10. Privacy will continue to be an important issue in librarianship.
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MYERS LIBRARY MUSEUM DEVELOPMENT PLAN

GOAL

To foster an interest and enjoyment in, and an understanding of Ottawa University’s museum collections and heritage amongst students, faculty, staff and alumni, by developing the full potential of the seven historical/museum collections in the Myers Library’s care

Objectives
· Setting up a plan of action with goals, objectives, priorities and targets for achievement, to be carried out over the next 3 years in order to achieve the objectives set out to catalog, describe and preserve six museum collections and 1 textile collection.

· Considering the budgetary and resource implications of this action plan and how it would affect the Myers Library and the College

Priorities
· Developing an Internship plan that would allow students in Museum Studies programs to be able to work with collections, cataloguing, describing, displaying, preserving and storing them so that they can be evaluated and displayed at the discretion of Ottawa University’s administration

· Endow the internship with a small stipend so that students would be interested and willing to work at the Myers Library and provide us with what is needed in order to complete cataloguing, describing and preserving the collection and getting in ready for assessment and evaluation

· Acquire a software package that would be able to develop a catalog online for the museum collections

· Catalog collections online in 

· web format so that collection pictures and descriptions may be viewed online in digital format

· provide an analysis of the current assessment of collection strengths, weaknesses, opportunities and threats 

· identify and evaluate the key issues concerning the development of the collection that needs to be done 

· Set out a clear vision and direction for the future

Tasks that need to be completion to meet objectives and priorities

· Catalog collections

· Label and Number Collections

· Differentiate between Collections

· Describe Collections

· Use Software to describe Collections

· Research Collection History

· Preserve Collections

· Store Collections

· Digitize Collections

· Assess and Evaluate Collection worth

· Continue to Maintain, assess, evaluate and care for collections

Update

A Museum Internship at the Myers Library was established in Fall of 2003 through to Spring 2004 and has been in place for a year and a half. In the first year, a student from the Museum Studies Program at the University of Kansas, pioneered and successfully completed her internship. As a result of the Internship opportunity, the Myers library acquired the Past Perfect Software program and began an analysis, description and cataloguing of three of the five collections that are housed by the Myers Library. Along with that we began the digitization of objects in three collections, acquired preservation boxes and papers as needed to start working on the preservation projects. A final report was written on the status of the collections at Ottawa University. The internship has continued on in 2005 and the ongoing work, with a collaborative program with the Ottawa Art Department, allowing an art major to complete two (Fall and Spring) semesters of museum and archives Internship at the Myers Library.

MYERS LIBRARY VIDEO AND DVD DUPLICATION POLICIES

Myers Library forbids the unauthorized duplication or public showings of library videos or DVDs.  Copyrighted material shall be treated as the property of the copyright holder, with all rights and limitations specified in the law. 
Myers Library bases its public performance policy on the U.S. Copyright law. According to copyright law, no copyrighted performance may be publicly shown without obtaining permission of the copyright holder, except in certain cases, as stated below:

Limitations on exclusive rights: Exemption of certain performances and displays 
This provision, found in Section 110 of the Copyright Act, 17 U.S.C. states that notwithstanding the provisions of section 106, the following is not an infringement of copyright:  Performance or display of a work by instructors or students in the course of face-to-face teaching activities of a nonprofit educational institution, in a classroom or similar place devoted to instruction, unless, in the case of a motion picture or other audiovisual work, the performance, or the display of individual images, is given by means of a copy that was not lawfully made under this title, and that the person responsible for the performance knew or had reason to believe was not lawfully made; public performance where it meets the above provision is acceptable. 

In cases where the public performance of a video recording will not be considered a fair use, it is advisable that the recording be viewed in the privacy of one's own home. It will thus not be a public performance, but a private performance, and perfectly legal under copyright law.

VHS and DVD Policy

The Myers Library forbids the unauthorized duplication of VHS Videos and DVD’s and the public showings of library videos or DVDs.  Myers Library Videos and DVD’s may only be used for classroom instruction.

OTTAWA UNIVERSITY ARCHIVES PLAN
MISSION
The Myers Library’s mission for Ottawa University’s Historical Archives is to collect, preserve, and create access for materials relating to the history of and initial formation of Ottawa University. The Myers Library will house the university archives, catalog, classify, collect, preserve, maintain and digitize materials that pertain to the historical development of the campus, with the inclusion of materials pertaining to the City of Ottawa and Ottawa Community that have had an impact Ottawa University.

INITIAL PRORITIES

1. Acquire Past Perfect Software and learn to use it

2. Acquire Laptop computer and software for archiving and museum tasks

3. Transfer the collection to Archive Boxes and files that are acid-free

4. Develop an Archiving Record Group Classification System

5. Sort archives by subject and place in acid-free folders
6. Sort and classify archival materials

7. Box materials and number boxes

8. Hire student staff to be able to do archiving tasks on a regular basis

Initial priorities 1-8 have been met. Classification system may need to be revisited.
INTERMEDIATE PRIORITIES

1. Locate a space in the library for the housing of the university archives

2. Acquire a line number in the budget for archives

3. Add more shelving for archives boxes

4. Acquire preservation paper and boxes on a regular basis

5. Investigate Archival Subject headings and acquire books on archives management and archives cataloguing

6. Investigate archives standards

7. Organize the collection into subject areas and file items correctly

8. Describe and catalogue the archive collection (ongoing)

9. Understand and describe Ottawa University Alumni Objects and understand how they fit in with the collection

Goals 1, 4 and 7 are being met.

FUTURE GOALS FOR THE COLLECTION

1. Engage a Ottawa historian to help with photograph identifications

2. Also engage historian help to describe the collection in depth in terms of history

3. Acquire scanner for archiving of the collection

4. Place collection and photographs on the computer

5. Digitize archives collection allowing for student, faculty and public online access to the collection

6. Continue to add to and preserve the collections in our charge

7. Work with PR on photograph collections and gain permission to go live

8. Acquire Past Perfect website extention software that will allow our back-end to become front-end

9. Claim Ottawa University’s Sports Archives which are presently housed in an office in Administration

Goals 3 and 4 have been met. We are starting work on 5.
Site Liaison Policy Draft

· The library director position will include responsibility to university-wide for library services to students, staff and faculty at the sites

· Each site will appoint a library liaison, a staff or faculty member who might already be employed at Ottawa in another capacity

· Library liaisons will be trained once a year by Myers librarians to perform in their capacity as site liaisons


Library Liaison Duties

· Library Liaisons will aid students, staff and faculty by passing on database passwords and information about how to access and search the Myers Library catalog and databases on at the Ottawa website

· Library Liaisons will keep extra printed copies of the Myers Library Handbook, to be distributed as needed to faculty and students on site; any updates of the handbook will be sent out to them 

· Library Liaisons will be knowledgeable about area public and university libraries and what library resources are available to area Ottawa students and be able to refer students who have reference questions to area librarians. As a result:

· Library Liaisons will aid students and faculty with locating materials at area libraries that they may need for their classes 

· Library liaisons will advise students and faculty about area interlibrary loans opportunities 

· Library Liaisons will be knowledgeable about when to refer faculty or students to librarians at the Myers Library

The Teach Act AND Ottawa University’s Copyright Policy Draft Resources
Important Teach-Act Sites

American Library Association and the Teach Act

http://www.ala.org/Template.cfm?Section=Distance_Education_and_the_TEACH_Act&Template=/ContentManagement/ContentDisplay.cfm&ContentID=25939
Teach Act Toolkit

http://www.lib.ncsu.edu/scc/legislative/teachkit/checklist.html
Coypright Texts

Gasaway, Laura N. (2004). Copyright law in the digital age. Chapel Hill: University of North Carolina
In general, faculty who want to incorporate works into digital transmissions for instructional purposes pursuant to TEACH must:

1. Avoid use of commercial works that are sold or licensed for purposes of digital distance education. 
2. Avoid use of pirated works, or works where you otherwise have reason to know the copy was not lawfully made.
3. Generally limit use of works to an amount and duration comparable to what would be displayed or performed in a live physical classroom setting. Consult the Checklist for more specifics. In other words, TEACH does not authorize the digital transmission of textbooks or coursepacks to students.
4. Supervise the digital performance or display, make it an integral part of a class session, and make it part of a systematic mediated instructional activity. In other words, the faculty should interactively use the copyrighted work as part of a class assignment in the distance education course. It should not be an entertainment add-on or passive background/optional reading.
5. Use software tools provided by the university to limit access to the works to students enrolled in the course, to prevent downstream copying by those students, and to prevent the students from retaining the works for longer than a “class session.”
6. Notify the students that the works may be subject to copyright protection and that they may not violate the legal rights of the copyright holder. The Checklist contains sample language that can be used for this purpose.

North Carolina State University. (2005). The teach-act toolkit. Retrieved March 23, 2005 from http://www.lib.ncsu.edu/scc/legislative/teachkit/guidelines.html
Distance Education on Blackboard at OU and the Teach Act: Policy is adapted from the ALA rules for libraries

http://www.ala.org/Template.cfm?Section=Distance_Education_and_the_TEACH_Act&Template=/ContentManagement/ContentDisplay.cfm&ContentID=25939
· Congress recognizes the importance of distance education and the use of digital media in distance education transmissions

· According to the law- distance education should occur in discrete installments in a confined time span, with elements integrated into cohesive teaching packages 

· Teach Act Conditions: performance or display must be:

A regular part of a systematic mediated instructional activity

Made by or at the direction of the instructor

Directly related to the teaching content materials

Limited to students enrolled in the class

· Instructors may not scan or upload the full length of any text or media program used for classes on blackboard

· Accredited universities are responsible for the control to access of all their course materials on blackboard

· Instructors should control the storage and dissemination of all digital information on blackboard and its availability to students during class sessions; copyrighted materials may be made available to students for no longer than one class session per day

· Digital rights may not disrupt the author/s copyright right controls that presently exists over any materials that would be used for digitization on blackboard

· Complete DVD, VHS or any other media program clips may be placed on blackboard only if they have performance rights status or if an instructor has received the permission of the author. Only reasonable portions of a work or production may be used in a blackboard course

· Only licensed public performance motion picture clips may be used on blackboard. Twelve month licensing will need to be secured by the university first for such use on blackboard.

· Copies of works used in digital transmission may be retained by the university for a limited period of time for educational purposes only and no further copies may be made of these digital transmissions, retained or distributed outside the university

· Non-dramatic and dramatic literary, audiovisual and musical works may be digitized for use on blackboard; and only reasonable portions of the works may be used (no plays, operas or musicals can be used)

· Performances of dramatic and non-dramatic musical and literary works may be used on blackboard without direct or indirect commercial advantage, and only for educational purposes; and these may only be used if copyright has been obtained from the author/s

· Works marketed primarily for performance and display may not be digitized and used on blackboard for distance education transmissions

· Illegal and questionable copies of non-dramatic and dramatic literary, audiovisual and musical works may not be digitized for use in blackboard courses

· Materials used in blackboard courses must fit the mission for the course and should directly relate to the teaching content of the course being transmitted

· Chapters of textbooks may not be uploaded to blackboard for classroom use, unless they are part of a blackboard cartridge that has been acquired for the course, where copyright permission has already been cleared for use

· Brief handouts and short works may be permitted for blackboard transmission

· The teach-act prohibits the conversion of the digital format of a copyrighted work; if the instructor wants to convert a work from its original digital format for use on blackboard then they must confirm the exact material converted to digital format within the scope of the limitations placed on it by the law and they must check to see if the work is available in an alternative format that can be utilized and access before seeking permission to convert the said format from the author/s

University Wide ILL Policies

Books:

Interlibrary loans of books will be available only for students and faculty at the Kansas sites.  Because of the time it takes to mail materials back and forth, students at the Kansas City campus are encouraged to ask their local public library to interlibrary loan materials for them.  (If the library doesn’t offer the service, ask if it will do it.)  Students need to be aware that the loan length is determined by the lending library and it could be quite short given the need for the extra mailing from and to the OU library.

Requests need to be emailed to ill@ottawa.edu or jan.lee@ottawa.edu .  Give title, author, copyright date and edition as well as your name, address, phone number, and student or faculty ID number.  Current enrollment will be checked before the library submits a request.

Once the library receives the book, it will be mailed to the student at home.  The student is responsible for the return postage and mailing the book to the library on or before the due date.  Any fine incurred for late return will be charged to the student.  

Students need to be aware that returning ILL books late may impact on the ability of the library to receive future ILL requests from the lending library.  Disregard of due dates may cause revocation of this service for all students outside of Ottawa.

Photocopies:

Students and faculty at all sites may request photocopies of articles not held by OU in print or full-text online.  Email requests to ill@ottawa.edu or jan.lee@ottawa.edu  Give the title of the periodical, article title, author, volume number, issue number, date, page numbers of the article, and the source of the citation.  Also include your name, address, phone number, and student or faculty ID number.  Current enrollment will be checked before the library submits a request.  The requester may keep the photocopy.  Because of copyright laws, the library may not be able to fill all requests.

University-wide Library Policy Draft

To facilitate the lending of library materials to students at Ottawa University’s sites, a university-wide borrowing policy has been created.

Lending Policies
Library Registration
Students from other Ottawa sites may register with the Myers Library by emailing the library with their name, student id number, address, home and daytime phone numbers and email address.
Non-fiction and Fiction Books
General collection books check out for four weeks and may be renewed for four weeks, unless recall is requested. Books are subject to recall after two weeks.

Periodicals
Articles out of hard copy periodicals that are retained by the Myers Library and whose titles are not available through the library databases may be copied for students, faculty and staff at the sites. No cost will be charged to students or faculty for these copies or mailing charges.

Audiovisual Materials
Audiovisual materials check out for a month. They are subject to recall after two weeks. Audiovisual materials may not be renewed.
Special Collections
The Myers Library houses a Baptist Collection containing books about Baptist History, the Ottawa University Yearbook Collection, Ottawa University Newspaper Collection and the Ottawa University Archives. Items in the Baptist collection check out for a month and may be renewed for a month. Ottawa yearbooks, newspapers and archives may be copied on request, at no charge to students, faculty and staff at the sites.

Interlibrary Loan
Interlibrary loan requests for books and videos are only available to students, faculty and staff at the College and the Kansas City sites. Students, faculty and staff from all sites may request photocopies of periodical articles that are related to course research, and which are not owned by Myers Library.

Overdue Notices
Overdue notices are sent as a courtesy after material is past due. Users are responsible for returning or renewing materials on time whether or not a notice has been received.

Fines
There are no fines for late books. If materials are overdue after twelve weeks (3 months), they will be marked lost in the catalog. Costs for lost materials will be accessed by the library and presented to the OU Business Office at the site where the student is registered. Costs will be added to the patron’s university account.
Fees
Replacement charges and reprocessing fees are charged for materials that have not been returned twelve weeks after they are overdue. If materials are subsequently returned, the cost of the replacement will be refunded; however, the borrower will still be required to pay the reprocessing fee.

University-wide reference and distance learning policy

Reference Librarians at the Myers Library will strive to support students and faculty at Ottawa University’s sites university-wide or engaged in distance learning at the university by:

1. aiding student and faculty in accessing the Myers Library electronic databases. 

2.  instructing students and faculty in how to search the databases.

3. advising students and faculty on the best way to search the databases. 

4. helping students and faculty with research-related projects.

5. instructing students and faculty on how to use the Myers library catalog. 

6. advising students and faculty regarding appropriate web search techniques and information literacy strategies.

7. advising students and faculty about access to materials not owned by the library that might be available through interlibrary loan.

Overdue, Lost and Damaged Items Billing Policy for University-wide Faculty and Adjuncts

Myers Library materials checked out to faculty are due each year at the end of The College’s spring semester. Myers Library materials checked out to adjuncts are due the final day of the semester in which they were checked out. If library items are not returned, faculty and adjuncts will be charged for them. Faculty and adjuncts will receive two overdue notices from the library reminding them about overdue materials. The third overdue notice is a billing notice listing the replacement cost and the service charge for each item. After the third notice, faculty and adjunct library accounts will be barred until the items are returned or paid for. If the bills are not paid for at the library, copies of the third renewal notice will be sent to the Business Office and kept on file. Unpaid library overdues and/or charges for lost or damaged items will be deducted by the Business Office from faculty and adjunct discretionary reimbursements.
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