Access Services Manager I Meeting Minutes
Meeting Date / Time: October 24th, 2017 @ 1:30p-3:30p

Meeting Location: Warr Acres Library
Attendees: Kay Bauman, Donna Durbin, Taylor Horn, Chris Kennedy, Brittany Mays, Breck McGough, Cindy Revels-Nigg, Risa Sargent, Kevin Sendall, Vanessa Spaeth, and Janeal Walker
Outcomes: To bring ASM I’s together to discuss issues related to their teams and back room tasks so that customer and staff experiences are consistent throughout the system.
Welcome

This was the first quarterly Access Services Manager I meeting.

Shelving Order Workgroup

Janeal Walker (NW) explained she is heading a new workgroup on how to shelve the weird things in our libraries, such as shelving numerals in titles by number or the spelled-out word. It was mentioned that there should be system-wide shelving guidelines, but each location does things a little differently and we are working to become more uniform as a system. Janeal took volunteers to be on this work group and their first meeting will be November 8th.
Access Hiring Team Workgroup
The Access Hiring team workgroup met to discuss the hiring processes going forward in hopes to streamline this process across the system. Human Resources has approved the proposed plan. The Directors of Member Services are currently reviewing it before the plan is implemented.
Onboarding Workgroup
There will be an onboarding workgroup that will be creating documentation to be used systemwide. Geraldine Adams (SO) will be working with a team to complete this documentation for supervisors to use with new hires so that all new hires receive the same information and on-the-job training. 
Access Training Workgroup

There is a workgroup planning system-wide Access training. With recent changes in policies and procedures, a lapse in routine CARL.X training, and the addition of CarlConnect, there is a significant need for training on Access tasks. The current proposed timeline for Access trainings will be from January to the first week of Summer Reading. The first 3 weeks of January will be Access Manager training with a focus on running reports and how to use reports. The proposed trainings for staff will also consist of night and weekend trainings. The proposed training will have 3 workshops on different topics and each workshop will be held numerous times before the next workshop commences. After Summer Reading, the training workgroup is proposing to move to a maintenance training schedule. 
Access Job Descriptions

Library Manager workgroups have been reviewing the Adult Engagement, Youth Engagement, and Access job descriptions. The workgroup met to figure out what we know and do not know for each job description. For Access Specialist I and II’s we noticed there are no major changes. Discussion followed about the varying duties of ASMs at the different locations.
Materials Missing Pieces
There was discussion about libraries moving to a One Collection model and how staff feel about this change, particularly the new Materials Missing Pieces procedures. AV no longer has item numbers or owning locations added to the discs, which can make identifying the particular item difficult when returned separately. The new process of sending materials to Sarah is intended to alleviate this pain point. Sarah Peterson is currently at the Service Center but will move back Downtown on November 7th. 

Meeting Rooms

Formalized system-wide training on Meeting Room booking is currently being planned.
Action Item: If an ASM needs immediate SPOC training and a user login, contact Sarah Brown or the Central Reserve Team to get it set up. 

Pulling Holds with CARLConnect
There was discussion about how this has been going across the system. There is a label printing macro available on the SharePoint for managers. This macro cuts down the need to respond to the big red boxes that pop up in CarlX. All you do is scan the items into the macro and it prints the labels for you.

Action Item: Risa will share more information on this macro with the Access Managers group.

Mentoring Groups

It was announced that we are considering mentoring groups in the future. While Organizational Development has been alerted to the need for structured, formalized mentoring groups, Access Services may explore topic based groups. Group leaders would not necessarily be your supervisor, but an expert in the topic you are interested in. This would allow staff to gain as much knowledge about a certain topic as possible and ensure they are getting the information you need. It will not be required for staff but open for them to utilize if they want.

