\9@\ - EPA Library Planning Guide

QUESTIONNAIRE

- Please cdmplete, sign, énd return this questionnaire to OEI- as soon as possible, but no later than -
Thursday, April 10, 2008. Completed and signed questionnaires may be faxed or emailed to
Deborah Balsamo at 919/685-3075 or balsamo.deborah@epa.gov .

1. Which library model will your Regidn open?

X Librafy Resource Center | '
O Service Center Library (a Network Library open full-time, providing all services onsite)

‘ Physiéal_ Space

.2. In what physical location in the Regional office will the library operatidns be located? .
1200 Pennsylvania Avenue, N.W., Washington, DC 20460
3™ Floor West Building :

2a. What is the approximate square footage of this space? ‘
- (Minimum of 125-150 sq. feet recommended; must accommodate workstations and shelving)

150 sq. f. | |
. Final configurations has have not been determine

2b. Will the space have a locking door to secure it after hours? (Highly recommended)
X Yes
I No
3. How many library staff workstations will be included in the space? ¢ reqﬁired)

Number of staff workstatiohs: 2

3a. Note elements to be included as part of library staff workstation(s) (note with check
mark and include number where indicated):

X PC for library staff with Internct/Intranet access (required) o ; Number: 2
X E-mail box(es) for individual staff (required) Number: 2
X Group e-mail box for fibrary (required)




X Microsoft Office software, including Word, Excel (required)
X Adobe PDF conversion software (required)
X Printer connection (required)
-OR-
Dedicated library staff prmter {recommended)
Telephone with voicemail (tequired)
Desk and chair (required)
Storage cabinet {recommended)

4. How many patron workstations will be included in the space? (1 required)

Number of patron workstations: . 6 (reading room shared space — Debbie I will need to confirm with
Lionel) -

4a. Note elements to be included as part of patron workstatmn(s) (note with check mark
and include number where mdlcated)

X PC for EPA staff/public patrons with Internet/Intranet access (required) Number: 2
X Printer connection (required)
-OR-
Dedicated library patron printer (recommended)
Desk and chair (required)

5. Note clements to be included as other general equipment (note with check mark):

X Fax machine accesmblhty (required)
OR-
Dedicated library fax machine (optional)
-OR-
Dedicated library multifunction machine that includes faxmg capability (optional)
X Copy machine accessibility (required)
-OR-
O Dedicated library copy machine (optional)
-OR-
O Dedicated library multifunction machine that includes copying capablhty (optional)
X Scanner (optional)
-OR-
O Dedicated library multifunction machine that includes scanning capability {optional)
X Microfiche reader (optional/required if collection includes microfiche)
[0 Microfilm reader (optional/required if collection includes microfilm)

6. How much shelving is planned for the core reference collection? (25-36 linear ft. required)
(25-36 linear fi. typically comprised of 2 tall shelving units with 5-6 shelves per unit, 30-36 inches each)

36 . linear ft. total

___ 2 number of units, cach containing 6 number of shelves, sized 36 inches each




7. How much shelving is planned for local/regional materials? (additional 12-18 linear ft. optional)
(12-18 linear &, typically comprised of 1 tall shelving unit with 5-6 shelves per unit, 30-36 inches each)

18 linear ft. total

__ 1 number of units, each containing 6__ number of shelves, sized 36 inches each

8. Indicate supplies planned for pﬁrchase (note with check mark):

X Printer paper (required) .

X Basic office supplies such as stapler, pens, pencils, sticky  notes (required)
X ILL supplies, including mailing envelopes, shipping labels (required)

X Library property and address stamps (recommended)

X Book supplies such as call number labels, due date materials (required)

X Book repair and processing supplies such as tattle tape (optional)

9. Indicate signage elements to be included in the physical space (note with check mark): |

X Library space identification (required)
X Contractor identification signage (required where applicable)
X Hours of operation signage (required)
" X Library staff/patron workstation signage (recommended)
X Collection arrangement signage (recommended)
X Copyright notice (required)
X Posted local policies (recomimended)
X Bulletin board (recommended)

Staffing

10. How many full-time/part-time library professionals will be hired?
(1 part-time hbrary professional with MLS degree or college/university Library Technician Certification
required)
- Number of full-time library professionals: 1

Number of part-time library profeséionals: L
Note: See Baseline Standards for EPA Libraries for additional requ1red/recommended/’aptzonal library professional
qualifications.
11. How many full-time/part-time library technicians will be hired? (optional)

Number of full-time library technicians: 1

Number of part-time library technicians:




12. How many weekly hours will each library professional/technician work? Note if

‘professional or technician.
(combined totai of 20 hours required, as a minimum)
Library professmnal/techmclan 1 (reqmred) _40  hours per week

X Professional :
B Technician

Library professional/techhician 2 (optional): 40 hours per week
O Professional

- X Technician
Library professional/technician 3 (opﬁonal): hours per week
- B Professional
0O Technician

13. How many days per week will library professional/technician work? Note if

professional or technician.
{combined total of 4 days required, as a minimum)

Library professional/technician 1 (required): 5 days per week

X Professional

0 Technician

Library professional/technician 2 (optlonal) ___ days per-week
0 Professional : :
X Technician

Library professmnal/techmcran 3 (optlonal) _ days per week

- O  Professional

U0  Technician

14. What method will you use to hire library professional(s)/technician(s)?

X National contract (highly recommended)
8 Other: Please specify

15. Who will serve as the local Federal Library Manager" Please provide name and

- contact information.
Carlton Burns (202) 566-0673 burns.carlton@epa.gov
Deborah Balsamo (919) 541-9412 balsamo.deborah@epa.gov

Note: All Federal Library Managers will be expected to:




Participate in the planning and implementation of library services marketing strategies for local patrons
Provide input for collection development of local resources collection

Act as WAM or TOPO for contract staff '

New Federal Library Managers or those with limited library experience will participate in library manager
training/mentoring program (under development) (required) -

S ol o

Collection

16. Do you have any collection(s)/library tnaterials remaining onsite in your
Region/location?

X Yes _
0 No -

16a. If yes, what is your plan for evaluating and handling those materlals‘i All
Regions/locations must follow Network procedures carefully to ensure proper
collection management.

To catalog and make shelf ready based on Network procedures

17. Do you have any collectlon(s)/hbrary materials from your Reglon/locatlon remammg
offsite? :

X Yes: Please specify where __ 199 boxes being held after digitization process in Cincinnati _

O No

17a. If yes, who is the offsite contact for coordinating the return and evaluation of
‘materials? Jeannie Turner 513-569-7909

17b. If yes, how do you plan to receive, evaluate, and handle those materials once they
are returned? Regions/locations must follow Network procedures carefully to
ensure proper collection management. :

Check manifest for accuracy of materials. Make self ready base on Network procedures




18.

Do you now have/plan to have any special formats in your local collectlon such as
microfiche, microfilm? '

X Yes: Please specify: Microfiche -

No

18a. If yes, do you have the necessary equipment to view/use these formats?

X Yes: Please specify _Microﬁche Reader_
L1 No

The Cincinnati Lead Service Center Library will be procuring the core collections on
behalf of OEI for the re-opening libraries in Regions 5, 6, 7 and the Headquarters and
Chemical Library in Washington, DC. The Cincinnati library staff will need access to each
location’s active OCLC account in order to process the materials for the collections. :

19. Does your location currently have an active OQCLC account?

20.

X Yes

0 No

19a. What is/was your OCLC identifying symbol?
(i.e., EKB; see Intranet contacts page for your symbol http://intranet. epa. gov/epahqxrc/nathbrafwho htm)

EJB HQ Library
EJE Chemical Collection

19b. Do you purchase/ﬁill you be purchasing your OCLC access through FEDLINK or
through your library contract vehicle?

X FEDLINK
0O Library contract vehicle: Please specify

Access

What are the planned hours of operation for walk-in access for EPA staff?
(Minimum of 20 hours per week over at least 4 days during core business hours,10:00 am - 2:00 pm required)

" Monday 910 4:30

Tuesday _S1t04:30
Wednesday 91to 4:30
Thursday _91t04:30
Friday _9t04:30



21. What is the planned approach to public access?
(Minimum of 4 days per week on a walk-in basis or by appointment durmg core business hours 10:00 am—
2:00 pm required for all Regional libraries)

X Walk-inaccess __ 5 days per week
‘0O By appointment days per week

21a. If public access will be walk-in, what are the planned hours of access?

Monday 10 to_2

Tuesday _ 10 - to 2
Wednesday 10 to 2
Thursday . 10 _to 2
Friday _ 10 to_2

22. Please note the URL where library information will be updated on a local Intranet site
(required) http://intranet.gpa.gov/epahqirc/natlibra :

Note: required information for EPA staff Intranet access mcludes location, contact information, hours of
operation/accessibility, services available, links to virtual lzbrary resources. Intranet site must be updated and
ready to post before opening physical library.

Also note: Internet page with public access information will be created/updazed by OEI/EPA National Library
Network contractors in ‘Washington DC, with content provided and approved by local office.

22a. How will the local Intranet pages be managed and updated?

O Offsite, by Lead Service Center Library through MOU
O Offsite, will use services of OEI’s network contractors through national contract
X Onsite: Please specify by whom ASRC coniractors :

Services

23. Which required library services will be provided either by onsite library
‘ profess10nal(s)/techmclan(s), by an offsite Lead Service Center Library through an
MOU, or by a combination of onsite and offsite providers?

Basic reference/research assistance to EPA staff

X Onsite, by hired library professional/technician
0O  Offsite, by Lead Service Center Library through MOU
00  Combination of onsite and offsite



Specialized reference/research assistance to EPA staff
Onsite, by hired library staff
O  Offsite; by Lead Service Center Library through MOU
XCombmatlon of onsite and offsite ‘

Interlibrary Loan/document delivery to EPA staff
' Onsite, by hired library professional/technician
XOffsite, by Lead Service Center Library through MOU
.0 Combination of onsite and offsite

Ongomg collection management
X Onsite, by hired library profess:onal/techmman _
O  Offsite, by Lead Service Center Library through MOU'
O  Combination of onsite and offsite

Note: Before reopening the physical library and providing library service, all locations must provide training for
local library professional/technician on how MOU works, including tracking and coordinating of usage statistics.

24. Are there other library services that wiil be provided either by onsite library staff, by
an offsite Lead Service Center Library through MOU, or by a combination of onsite
and offsite services? Please specify which services and by whom.

Cataloging provided on-site :

25. Do you currently have a MOU with a Lead Service Center Library?
X Yes
O No

ZSa If yes, please specify which Lead Service Center lerary and for what servu:es"
RTP — Inter-Library Loans and Reference/Research

25b. If yes, will you continue that MOU for services?

X Yes, will continue
[ No: Please elaborate:

26. OEL is developing procedures to be implemented on a Network level. Individual
libraries should also have local procedures. Do you have existing local llbrary
procedures? ‘ - ~

X Yes
0 No



- 26a. If yes, did you/will you forward a copy of these procedures to OEI? Local
library procedures may be sent via e-mail or fax to Deborah Balsamo at
balsamo.deborah@epa.gov or 919/685-3075.

X Have already forwarded a copy to OEI
O Will forward a copy to OEI

26b. If not, what is your plan for developing local llbrary procedures" (recommended)
(i.e., work with OEIL, Lead Service Center lerary, onsite hbrary staff to develop)

Wwill update local 11brary p_rocedures to reflect new operation.

27. Which onsite staff person will be responsible for accessing the pasSword;protected
QuickPlace site for EPA National Library Network procedures and ensuring that they

are understood and followed (including usage statistics tracking and submission)?
(Required; see: http://intranet.epa, gov/epahqlrc/nathbrafcommun htmi#quickplace)

Carlton Burns, {202) 566-0673
_ burns.carlton@epa.gov '

Communication Plans

28. Who will be the main local point of contact for developing:émd carrying out a
communication plan with OEX in advance of the library reopening? (required)

Carlton Burns (202) 566-0673 .
burns.carlton@epa.gov

' Deborah Balsamo, 919/541-9412
balsamo.deborah@epa.gov '
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SIGNATURE

This completed questionnaire represents a commitment to the managed reopenihg of an onsite
EPA library, with the necessary support, management, and communication at the local level to
ensure its success. ‘ ' ' :

Location/Office: | Office of Environmental Information - Headquarteré and Chemical
Library, 1200 Pennsylvania Ave, N.W. Washington DC 20460
Local Senior Manager Printed Name: __Emma McNamara

Local Senior Manéger Position Title/Role: _ Director, Office of Information Access,
Analysis

Local Senior Manager Signature:

Date:

Please return completed questionnaire to:

Deborah Balsamo, National Program Manager
EPA National Library Network '
109 Alexander Drive - MD N127-05

Research Triangle Park, NC 27711

Phone: 919/541-9412

Fax: 919/683-3075
balsamo.deborah@epa.gov
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EPA Library Planning Guide

QUESTIONNAIRE

Please complete, sign, and return this questionnaire to OEI as soon as possibie, but no later than
Thursday, April 10, 2008. Completed and signed questionnaires may be faxed or emailed to
Deborah Balsamo at 919/685-3075 or balsamo_.deborah@‘epa.gov .

1. Which library model will your Region open?

X Library Resource Center _
O Service Center Library (a Network Library open full-time, providing all services onsite)

Physical Space
2. Tn what physical location in the Regionél office will the library operations be located?

In the Il\l/Ietcalfe Bulldmg, 77 W Jackson Blvd on one of the EPA floors in the bu1ldmg (probably
the 16™)

2a. What is the approximate square footage of this space?
{(Minimum of 125-150 sq. feet recommended; must accommeodate workstations and shélying)

_approximately 375 sq. ft.

2b. Wlll the space have a lockmg door to secure it after hours? (Highly recommended)

X Yes
I No

3. How many library staff workstations will be included in the space? (1 required)

Number of staff workstations: 1

3a. Note elements to be included as part of library staff workstation(s) (note with check
mark and include number where indicated):

X PC for library staff with Internet/Intranet access (requlred) . ‘Number: 1
X E-mail box{es) for individual staff (requlred) Number: 1



X Group e-mail box for library (required)
Microsoft Office software, including Word, Excel (required)
Adobe PDF conversion software (required)
Printer connection {required)
-OR-
[0 Dedicated library staff printer (recommended)
Telephone with voicemail (required)
Desk and chair (required)
Storage cabinet {recommended)

e B D

P

4. How many patrbn Wofkstations will be included in the space? (1 required)

Number of patron workstations: _ 2-3

4a. Note elements to be included as part of patron workstation(s) (note with check mark
and include number where indicated):

X PC for EPA stafffpublic patrons with Internet/Intranet access (required) Number: 2-3
X Printer connection (required) ' ' ‘
-OR-
£] Dedicated hbrary patron printer (recommended)
X' Desk and chair (required)

~ 5. Note elements to be included as other general equipment (note with check mark):

3 Fax machine accéssibility (required)
-OR-
- O Dedicated library fax machine (optional)
-OR-
X Dedijcated library multifunction machine that includes faxing capability (optlonal)
O Copy machme accesmblhty (required)
-OR-
{1 Dedicated library copy machme {optional)
-OR-
X Dedicated library multifunction machme that includes copying capability (optional)
[J Scanner {optional) :
-OR-
X Dedicated library multifunction machine that includes scanning capability (eptional)
0O Microfiche reader (optional/required if collection includes microfiche)
O Microfilm reader (optional/required if collection includes microfilm)

6. How much shelving is planned for the core reference collection? (25-36 liriear ft. required)
(25-36 linear fi. typically comprised of 2 tall shelving units with 5-6 shelves per unit, 30-36 inches each)

25;36 Hinear ft. total

__2___number of units, cach containing ___5-6___ number of shelves, sized 30-36__ inches each



7. How much shelving is planned for local/regional materials? (additional 12-18 linear ft. optional)
(12-18 linear ft. typically comprised of 1 tall shelving unit with 5-6 shelves per unit, 30-36 inches each)

linear ft. total

number of units, each containing number of shelves, sized inches each

8. Ii_l'dicate supplies planned for purchase (noté with check mark):

Printer paper (required) '

Basic office supplies such as stapler, pens, pencils, sticky notes (required)
ILL supplies, including mailing envelopes, shipping labels (required)
Library property and address stamps (recommended)

Book supplies such as call number labels, due date materials (required)
Book repair and processing supplies such as tattle tape (optional)

El i i

9. Indicate signage elements to be included in the physical space (note with check mark):

Library space identification (required)

Coniractor identification signage (required where applicable)
Hours of operation signage (required)

Library staff/patron workstation signage (recommended)
Collection arrangement signage (recommended)

Copyright notice (required)

Posted local policies (recommended)

Bulletin board (recommended)

TP X e

Staffing

10. How many full-time/part-time library professionals will be hired?
(1 part-time library professional with MLS degree or coilege/umversny Library Technician Certification
required)
- ‘Number of full-time library professionals:

Number of part-time library professionals: 1
Note: See Baseline Standards for EPA Libraries for additional requrrect’recommendedopt:onal library professtonal
qualifications. o
11.  How many full-time/part-time library technicians will be hired? (optional)

Number of full-time library technicians:

Number of part-time library technicians: '_



12. How many weekly hours will each library professionalltechnician WOrk? Note if

professional or technician,
(combined total of 20 hours required, as a minimum)

Library professional/technician 1 (requfred): 20 hours per week
O  Professional
O  Technician

Library professional/technician 2 (optional): hours per week
OO  Professional
OO0  Technician

Library professional/technician 3 (optional): hours per week -
Bl Professional '
O - Technician

13. How many days per week will library professional/technician work" Note if

. professional or technician.
{combined total of 4 days required, as a minimum)

* Library professional/technician 1 (required): _ 4-5 days per week
O  Professional :
OO Technician

Library professmnal/techmman 2 {optional): ~  days per week
O  Professional
1  Technician

~ Library professional/technician 3 (optlonal) __days per week
O  Professional o
O Technician

~ 14. What method will you use to hire library prbfessional(s)ltechnician(s)?

' 0 National contraét (highly recommended)
O Other: Please specify Grant - SEEP

15. Who will serve as the local Federal Library Manager? Please provide name and
contact information.
Phil Hoffman
312-886-4957
- Hoffman.phil@epa.gov

Note: All Federal Library Managers will be expected fo:
‘ 1. Participate in the planning and implementation of library services marketing strategles for local patrons
2. Provide input for collection development of local resources collection’




3. Actas WAM or TOPO for contract staff
4. New Federal Library Managers or those with limited library experience will participate in 11brary manager
training/mentoring program (under deveiopment) (requlred) :

Collection

16. Do you have any collection(s)/library materials remammg onsite in your
Region/location?

O Yes
X No

16a. If yes, what is your plan for evaluating and handling those materials? All
Regions/locations must follow Network procedures carefully to ensure proper
collection management. ‘

17. Do you have any collectlon(s)lhbrary materials from your Reglon/location remalnmg
- offsite? :

O Yes: Please specify where
O No :

17a. If yes, who is the off51te contact for coordinating the return and evaluation of
materials?

17b. If yes, how do you plan to receive, evaluate, and handle those materials dnce they
are returned? Regions/locations must follow Network procedures carefully to
ensure proper collection management. -

18. Do you now have/plan to have any special formats in your local collectlon such as
‘microfiche, microfilm?

O Yes: Please spemfy
X No




18a. If yes, do you have the necessary equipment to view/use thesé formats?

[ Yes: Please specify
O No

The Cincinnati Lead Service Center Library will be procuring the core collections on
behalf of OEI for the re-opening libraries in Regions 5, 6, 7 and the Headquarters and
Chemical Library in Washington, DC. The Cincinnati library staff will need access to each
Iocation’s active OCLC account in order to process the materials for the collections.

19. Does your ldcati_on currently have an active OCLC account? -
X Yes
O No

19a. What is/was your OCLC identifying symbol?
(i.e., EKB; see Intranet contacts page for your symbol: http://intranet.epa.gov/epahqirc/natlibra/who.htm})

ILL Information: )

OCLC Symbol: ELA--Contact Cincinnati

Phone: (513) 569-7703

Fax: (513) 569-7709

Cl Awberc Library@epamail.epa.qov

Intranet: hitp://cincinnati.epa.govilibrary/services/
** Prefer requests via E-mail. ™

19b. Do you purchaselwﬂl you be purchasing your OCLC access through FEDLINK or
- through your library contract vehicle? :

O FEDLINK
O Library contract vehicle: Please specify

' ‘Through MOA with Cincinatti

Access _

20. What are the planned hours of operation for walk-in access for EPA staff?
(Minimum of 20 hours per week over at least 4 days during core business hours, 10:00 am - 2:00 pm required)

Monday _10 to
Tuesday 10 to
“Wednesday 10 to 2

2 -
2




3

Thursday 10 to
Friday 10 to 2

21. What is the planned approach to public access?
(Minimum of 4 days per week on a walk-in basis or by appointment during core business hours, 10:00 am —
2:00 pm required for all Regional libraries) :

X Walk-in access days per week

EI_ By appointment days per week

21a. If public access will be walk-in, what are the planned hours of access? |

L

Monday 10 to 2
Tuesday 10 o 2
Wednesday_ . 10 to 2
Thursday 10 to 2__
Friday 10 to 2

22, Please note the URL where llbrary mformatwn will be updated on a local Intranet s1te
(required)

http://www.rSintra.epa.gov/
Note: required information for EPA staff Intranet access includes location, contact information, hours of
operation/accessibility, services available, links to virtual library resources. Imranet site must be updated and

ready to post before opening physical library.

Also note: Intemet page with public access information will be created/updated by OEI/EPA National Lzbra:g;
Network contractors in Washington DC, with content provided and approved by local oﬁ“ ice,

22a. How will the local Intranet pages be managed and updated?

O Offsite, by Lead Serwée Center Library through MOU
O Offsite, will use services of OEI’s network contractors through national contract
O Onsite: Please speclfy by whom

Not sure are this time

Services

23. Which required library services will be provided cither by onsite library
- professional(s)/technician(s), by an offsite Lead Service Center Library through an-
MOU, or by a combination of onsite and offsite providers?

Basic reference/research assistance to EPA staff _
O - Onsite, by hired library professional/technician




O = Offsite, by Lcad Service Center Library through MOU
X Combination of onsite and offsite -

Specialized reference/research assistance to EPA staff
0 Onsite, by hired library staff
O  Offsite, by Lead Service Center Library through MOU
X Combination of onsite and offsite

Interlibrary Loan/document delivery to EPA staff :
O  Onsite, by hired library professicnal/technician
O - Offsite, by Lead Service Center Library through MOU
X  Combination of onsite and offsite

Ongomg collection management
- Onsite, by hired library professional/technician
X Offsite, by Lead Service Center Library through MOU
I - Combination of onsite and offsite

Note: Before reopening the physical fibrary and providing library service, all locations must provide training for
local library professional/technician on how MOU works, including tracking and coordinating of usage statistics.

24, Are there other library services that will be provided either by onsite libr_ary staff, by
an offsite Lead Service Center Library through MOU, or by a combination of onsite
and offsite services? Please specify which services and by whom.

25. Do you currently have a MOU with a Lead Service Center Library?
- X Yes 7
1 No

25a. If yes, please specify which Lead Service Center Library and for what services?

US EPA AWBERC Library

26 W Martin Luther Klng Drive
Room 406 -

Cincinnati, OH 45268

25b. If yes, will you continue that MOU for services?

X Yes, will continue



[0 No: Please elaborate:

26. OEI is developing procedures to be implemented on a Netﬁmrk Ievel. Individual
libraries should also have local procedures. Do you have existing local library
- procedures?

0O Yes -
X No

26a. If yes, did you/wili you forward a copy of these procedures to OEI? Local
library procedures may be sent via e-mail or fax to Deborah Balsamo at
balsamo.deborah@epa.gov or 919/685-3075.

{J Have already forwarded a copy to OEI
1 will forward a copy to OEI

26b. If not, what is your plan for developing local library procedures? (recommended)
(i.e., work with OEI, Lead Service Center Library, onsite library staff to develop)

Will work with Cincinnati and new librarian to develop procedures

27. Which onsite staff person will be responsible for accessing the password-protected
QuickPlace site for EPA National Library Network procedures and ensuring that they

are understood and followed (including usage statistics tracking and submission)?
(Required; see: hitp://infranet.epa.gov/epahqirc/natlibra/commun. htm#quickplace)

When we hire a librarian they will work on this

Communication Plans

28. Who will be the main local point of contact for developing and carrying out a
communication plan with OEI in advance of the library reopening? (required)
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SIGNATURE

This completed questionnaire represents a commitment to the managed reopening of an onstte
~ EPA library, with the necessary support, management, and communication at the local level to
_ensure its success. '

Location/Office: - Region 5

Local Senior Manager Printed Name: _Phil Hoffman

Local Senior Manager Position Title/Role: __ Director , Office of Public Affairs

Local Senior Manager Signature:

Date:

Please return completed questionnaire to:

Deborah Balsamo, National Program Manager
EPA National Library Network

109 Alexander Drive - MD N127-05

Research Triangle Park, NC 27711

Phone: 919/541-9412

Fax: 919/685-3075
baisamo.deborah@epa.gov
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EPA Library Planning Guide

Qool/olo

- QUESTIONNAIRE
Please complete, sign, and return this questiomlairé to OFI as soon as possible, but no later than
* Thursday, April 10, 2008. Completed and signed questionnaires may be faxed or emailed to
Deborah Balsamo at 919/685—3075 or balsamo.deborah@epa.gov .
. 1. Which ‘Iibrary model will your Regimi open?

E,' Library Resource Center ‘
L1" Service Center Library (a Network Library open ﬁJll-tlme, prowdmg al} serv:ces onsn:e)

Physical Space

2. In what physical location in the Regional office will the library '0perationé be located?

CEXST 120 Plook
> 144s Ross Avenue , Natias, TX 75208

2a, What is the approx;mate square footage of this space? .
(Minimum of 125-150 sq. feet recommended; must accommodate workstations and shelving):

- [_-“Q & sq. Vﬂ.

| 2b.‘ Will the space have a locking door to secure it after hours? (Highly recommended)
B Yes . |
I No-
3. How many library staff workstations will be included in the space? (1 .required)

Number of staff workstations: WQ__

3a. Note elements to be included as part of hbrary staff workstatmn(s) (note with check
- mark and mclude number where indicated): -

B PC for l!brary staﬂ’ with Internet/Intranet access (required) _ Number:
(¥ E-mail box(es) for individual staff (required) . L Number;
@ Group e-mail box for library (required)

2
2
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: Eﬂ, Mtcrosoﬁ Office software, mcfudmg Word, Excel (reqmred)

&l Adobe PDF conversion software (required) :

7 Printer connection (required)
OR- o

M Dedicated library staff printer (recommended)
I Telephone with voicemail (reqmred)
X Desk and chair (required)
B Storage cabinet (recommended)

4, How many patron workstatmns w:ll be mcluded in the space? (1 requu‘ed)

~Number of patron workstations: l ,

4a. Note elements to he mcluded as part of patron workstation(s) (note with check mark
and include number where indicated): '

K] PC for EPA staff/publxc patrons with Internetllntranet access (requrred) Number: _L
& Printer connection (requlred) . : -
-OR-
B Dedicated library patron printer (recommended)
& Desk and chair {required)

5 Note elements to be lncluded as other general equlpment (note thh check mark)

X Fax machine accessahihty (required)
~OR-
[ Dedicated library fax machine (optmnai)
-OR--
_ K& Dedicated library multifunction machine that inchides faxmg capablhty (optional)
O Copy machine accessibility (required)
-OR-
- O Dedicated library copy machine (optional)
"~ -OR-
" _XDedicated library multifunction machme that includes copying capablhty (optional)
‘ 1 Scanner (optional) .
-OR-
B Dedicated Ilbrary multifunction machine that includes scanning capability (optional)
ﬂ Microfiche reader {optional/required if collection includes microfiche) .
{3 Microfilm reader (optional/required if collection includes microfilm)

6. How much shelving is planned for the core reference collection? (25-36 linear ft. requlred)
(25-36 imear ft, typ;cal]y comptrised of 2 ta!i shelvmg units with 5-6-shelves per unit, 30-36 inches each)

AR linear ft.total .

number of units, each containing I fz _ number of shelves, sized M inches-sach YT :
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7. How much shelving is planned for local/regional materials? (additional 12-18 linear ft. optional)
(12-18 finear ft. typically comprised of | tall shelving unit with 5-6 shelves per unit, 30-36 inches each)

lh\& __linear ft. total

number of units, cach containing number of shelves, sized " inches each

8 Indlcate supphes planned for purchase (note w1€h check mark)

E’Prmter paper (required)
" i Basic office supplies such as stapier, pens, pencils, sticky notes {required)
& ILL supplies, including mailing envelopes, shipping labels {required)
AQ Library property and address stanips (recommended)
&J Book supplies such as call number labels, due date materials (required)
D) Book repair and processing supplies'such as tattle tape {optional)

9. Indicate sxgnage elements to be included in the phys1cal space (note W1th check mark):

X Library space ldentzflcatlon (required)
1 Contractor identification signage (required where appllcable)
X Hours of operation signage (requlred) ‘
Xl Library staff/patron workstation signage (recommended)
X Collection arrangement signiage (recommended)
K Copyright notice (required)
[3 Posted local policies (recommended) -
¥4 Bulletin board (recommended)

 Staffing

10. How many full-tlme/part-tlme library professmnals will be hired?
(1 part-time library professional with MLS degree or m]legelumversnty Library Technician Certifi cation
required)
Number of full-time library professionals: }_
Number of part~time library professionals: _Q

Note: See Baseline Standards Jor EPA Libraries for additional required/vecommended/optional library professional
qualifications.

11. How many full-time/part-tim'e library technicians will be hired? (ap_iibﬁal)

- Number of ful I-time library technicians: _Q

Number of part-time library technicians: Q
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12. How many weekly hours will each hbrary pmfessmna!/techmcnan work" Note if

professional or technician. .
(combmed total of 20 hors tequlred as a minimum)

lerary professmnalftechmc;an 1 (required): &Q; hours per week
Professional
8  Technician

Llhrary professmnaf/techmcnan 2 (optmnal} _O _ hours per week
O  Professional
O  Technician

Library professional/technician 3 (optional): ( > _ hours per week
01 Professional
O  Technician

13. How many days per week will library professmnalftechmcmn work" Note if

- professional or technician.
(combined total of 4 days required, as a minimum}
_ y

Library professional/technician { (required); 5 days per week
: O  Professional
O  Technician

Library professmnal/techmman 2 (optlonal) O U/ days per week
0  Professional : :
O  Technician

Library professional/techaician 3 (optional): (@) days per week
0 - Professional
O  Technician -

14. What method will you use to hire library professional(s)/technician(s)?

¥ National contract (highly recommended)
3 Other: Piease specify

. 15. Who will serve as the local Federal lerary Mauager" Please provnde name and
contact information. :

lawne (ot 4 LoS-bSkl (_P@’-Wt@
S Doindeger  AM-Los-§586 { Secondagy)

Note: All Federal Library Managers will be expected to: '

Participate in the planning and implementation of library services marketing strategies for local patrons
Provide input for collection development of local resources collection

Act as WAM or TOPO for contract staff

New Federal Library Managers ot those with limited library experlence will participate in library manager
training/mentoring program (under development) (requlred)

B

Zooasolo




‘04/17/2008 THU 15:56 FAX 214 665 2146 USEPA R6 ’ - A0os/o10

Collection

16. Do you have any collectmn(s)/ilbrary materials remaining ons:te in your
Regmn/locatmn" :

KY&S
0 Ne

16a. If yes, what is your plan for evaluating and handling those materials? All
Regions/locations must follow Nefwork procedur’es carefully to ensure proper

collectmnmanagement. ?éswn le |s cooro! ating o ant]

17. Do you have any collectmn(s)flxbrary materlals from your Regmn/!ocatmn remaining
offsxte"

b= ¢ Yes Please specufy where 4% P
0 Ne - .

17a. If yes, who is the offsite contact for conrdmatmg the return and evalaation of

materials? ﬂf{)(&l L Ercickson

17b. If yes, how do you plan te receive, evaluate, and handle those materials once they
are returned? Regions/locations must follow Network procedures carefully to
ensure proper collection management,

Follow L'\{of‘arh Nelisek P%éec-lurfs.

18. Do you now have/plan to have any speclal formats in your Iocal collection such as
mlcrofiche, mlcrofilm" : . :

)ﬂ Yes Please speclfy m lC\f‘O*C\ cke,
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18a. If yes, do you have the necessary.equipment to view/use these formats?

B Yes: Please specify _YY \\Cf 0£‘|¢,§,’ Ezﬁ ahel .
B No . :

. The Clncmnati Lead Service Center lerary will be procurmg the core collections on
behalf of OFI for the re-opening libraries in Regions 5, 6, 7 and the Headquarters and
Chemical Library in Washington, DC. The Cincinnati library staff will need access to each

location’s active OCLC account in order to process the materials for the collections.

- 19.'Does your location currently have an active OCLC account?
[T Yes
fl No
19a. What is/was your OCLC |dent1fy1ng symbol?
(i.e., EKB; see Intranet contacts page for your symbol: http {fintranet epa.goviepahagil e/natlibya‘who Htm)
8D

19b. Do you purchase/will you be purchasing your OCLC access through FEDLINK or
* through your library contract vehicle? '

O FEDLINK
{1 Library contract vehicle: Please specify

TR

Access

20. What are the planned hours of operation for walk-in access for EPA staff?
(Minimum of 20 hours per weck over at least 4 days during core business hours, 10:00 am - 2:00 pm reqmred) :

‘Monday oD '3 [0/8)
Tuesday SGipp 10 3700
Wednesday Q<00 o 300

Thursday: G-ap ta3, 00
Friday noné 6 nione.

21. What is the planned approach to public access?
(Minimum of 4 days per week on a walk-in basis or by appointment during core business hours, 10:00 am —
2:00 pm required for all Regional libraries) .

-8 Walk-in access L‘ days per week
(1 By appointment . days per week
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C2dalf public access will be walk-in, what are the planned hqui‘s of access?

Monday G o0  102.00

Tuesday %‘-00 to 300
. Wednesday G500 1o 2,00
Thursday “roo to 3.00

Friday Aoae 10_None.

22. Please note the URL where library information will be updated on a Iocal Intranet s1te
{required) :

, h 1Tp // m“-h'&nd epa- Sovt/ r*‘Tp | ai:mr)/ (_cu rreat)
h‘H‘P // {¢Sion b 24 .Qov /Inﬂmnél"/(pmcl/mﬁ/f‘fﬁlm(o ilbﬂ?{}/
Note: required information for EPA stajénrranet access includes location, contact information, hours of

operation/accessibility, services available, Iinks to vmual library resources. Intranet site must be updated and
ready to post before opening physical library.

Alsg note: Internet page with public access information will be createdfupdated by GEI/EPA National Library
Network contractors in Washington DC, with content provided and approved by local office.

22a. How will thé local Intranet pages be maﬁaged and updated?

EI Offsite, by Lead Service Center Library through MOU

[0 Offsite, will use services of OED’s network contractors through national contract
KL Onsite: Please specify by whom Lg; i Q;-c, Cadsve :

Services

23. Which required library services will be provided either by onsiie library
professional(s)/technician(s}, by an offsite Lead Service Center Library through an
MOU, or by a combination of 0ns1te and offsite provuiers"

Basic reference/research assistance to EPA staff
& Onsite, by hired library professicnal/technician
0  Offsite, by Lead Service Center Library through MOU
O  Combination of onsite and offsite

Specialized reference/research assistance to EPA staff
O - Onsite, by hired library staff
B Offsite, by Lead Service Center Library through MOU
L - Combination of onsite and offsite

Interlibrary Loan/document delivery to EPA‘staff
B Onsite, by hired library professional/technician
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0  Offkite, by Lead Service Center Library through MOU
‘0 - Combination of onsite and offsite

Ongoing collection management :
Onsite, by hited library professional/technician
O  Offsite, by Lead Service Center Library through MOU
O  Combination of onsite and offsite

Note: Before reopem'ng the physical library and providing li&ra@ service, afl locations must provide training for
local Library professionalltechnician on how MOU works, including tracking and coordinating of usage statistics.

24. Are there other library services that -will be provided either by onsite library staff, by
an offsite Lead Service Center Library through MOU, or by a combination of onsite
and offsite services? Please specify which services and by whom. -

No

25. Do you currently have a MOU wiﬂx a Lead Service Centét_' Library?

Yes

:g No
25a. If yes, pleése specify which Lead Service Center Library and for what services?
gTP- Search , occe |

3

25b. If yes, will you continue that MOU for services?

Yes, will continue .
L1 No: Please elaborate:

26. OEI is déveloping procedures to be implemented on.a Network level. Individual
~ libraries should alse have local procedures. Do you have ex1stmg loeal library
procedures" '

N | Yes

‘§f No “To be cl,ﬁuelopf’ef-

Aoos/olp
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26a. If yes; did you/will you forward a copy of these procedures to OEI? Local
library procedures may be sent via e-mail or fax to Deborah Balsamo at

* balsamo, deborah@epa. £0V oF 9191685-3075

[0 Have already forwarded a copy to OFl
A] Will forward a copy to OEI

26h. If not, what is your plan for developing local library procedures? (recommended).
(i.e., work with OEI, Lead Service Center Library, onsite library staff 1o develop)

L0V torkiusrtia OET, Lead Service. Corer Ulbrary, onsite.
Torary STofd o deueiop . |

. Which onsite staff person will be responsihle for accessing the password¥protected
QuickPlace site for EPA National Library Network procedures and ensuring that they

are undersiood and followed (including usage statistics tracking and submlssmn)"
(Required; see: hitp://intranet.epa.gov/epahqirc/natlibra/commun him#quickplace)

ll\a.u(_‘htb Cacter = U4 e (o§ LSl

Communication Plans

" 28, Who will be the main local point of contact for developing and carrying outa
communication plan with OEI in advance of the library reopening? (required)

‘ -mefﬁ,Car"\‘ﬂl" LIY. LES, bSLb
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SIGNATURE

- Hoio/oto

This completed questionnaire represents a commitment to the managed reopening of an onsife
EPA library, with the necessary support, management, and communication at the local level to

ensure IES success.

Lécation!()fﬁce‘ ?65{0\’\ (-0 'I)aLLa.S‘ TX.

Local Semor Manager Printed Narme: L\indQ Cacrol \

Local Senior Manager Position Title/R Ie

% A///// ‘7L( ﬂ/%///

Local Semor Manager Signature;

4-il-E8

Date:

Please return completed questionnaire to:

Deborah Balsamo, National Program Manager
EPA National Library Network

109 Alexander Drive - MD N127-05 -
Research Triangle Park, NC 27711

Phone; '919/541-9412

Fax: 919/685-3075
balsamo.deborah@epa.gov

- 10




