MINUTES
Library Building Project: Special Collections Working Group
February 18, 2020
Present:  Joanne Kaczmarek, William Maher, Tim Newman, Tom Teper, Lynne Thomas
Note Taker: Wendy Wolter

Joanne opened the meeting and stated that the discussion for this meeting would be broad topics for discussion with division members.  There are four broad topics: Security Management, Scheduling, Materials Management, and Staffing Management.
· Lynne: The welcome desk/reception area may need additional staffing.
· Joanne: So the layout of the building may determine if additional staff is necessary.
· Lynne: In thinking of other Campus level events and exhibits, this area may need to be open longer hours than regular staff space.
· Tom: Some of these things will come up with the AE assessment.  We will have to decide who deals with card swipes and keys.
· Lynne: There are already separate levels of security for RBML.
· Tom: For some areas we will hire students, other areas we won’t.  We won’t know until we have a design layout.  Someone will need to be responsible for scheduling, etc.  There are many items under Materials Management that we can make decisions about.  We can decide what is going in the Special Collections building, what is going to other locations, and inventory control.  
· Joanne:  The materials in room 19 will need to be addressed.
· Tom: Yes, definitely.  Room 19 will be utilized as a service space.
· Joanne: We need to ensure that we have space for everyone.
· Tim: Are we looking to mesh everything into the same vault?
· Lynne: Same vault, but divided into individual sections for RBML, Archives, and IHLC.
· Tom: Just like Oak St., there will be different levels of access.
· Joanne: Regarding Security Management, we can identify levels of access based on how we manage things now.
· Lynne: How we work now is proxy card and fingerprint.  Our security varies from students who have very limited access, to staff that have 24/7 access.
· Tom: We can look at these things by job classification.  We will need to think of the broad level of security regarding mechanical spaces, etc.
· Bill: I have heard that BSW’s are switching back to deep night shifts.
· Tim: I have a meeting Monday with F&S, I will know more after that.
· Lynne: We will need security cameras at the front door and vault entry.  If we have longer hours in the new building, we may need more.
· Tom: I have been working with the ROTC regarding coverage of entry doors, storage rooms, lockers, walkways, etc.  I anticipate for us, we will need cameras at entry points to the building, vault entry, common walkways, and the Reading Room.
· Tim: We will need to be careful about cameras in the Reading Room. We cannot record what people are reading.
· Lynne: Special Collections is different.  We track everything that is checked out, who checked them out, when they were checked out, etc.  This way if something goes missing, we can report to Campus Police.
· Joanne: Anything else we wish to add under Staffing Management?
· Tom: A lot of these decisions will be based on the layout of the building.  We really are not going to be able to answer these types of questions until we know that.
· Joanne: We still want our colleagues in the division to be thinking about these things.  We don’t necessarily need an answer today, but thinking about it is good.
· Joanne: Let’s discuss Materials Management.
· Lynne: We will need an area for preservation triage for incoming materials.
· Bill: I have a different thought on processing.  We don’t always know what is in a collection coming in.  We may need a higher level of security.  Maybe an area where we can have cameras on processors.
· Lynne: In RBML, we are currently bar coding and cataloging.  We are about 30-35% through the collection.  We have included student hourly employees for this processing, but it is still a slow process.  We may need to ask for more money for student wages to get this done.
· Joanne: I have talked with Siobhan about bar coding.  She is applying barcodes to items that will be going to Oak St.
· Lynne: Barcoded items are being kept separate from items that are already processed.
· Joanne: We know all about backlogs. We know what we have done in the past, but need to look towards the future.
· Lynne: Our goal is to get as much barcoded as possible, before the movers show up. If we have a new box, it gets a new barcode.  We are looking at this as inventory control.
· Joanne: Eventually, we want to get everything that is barcoded put on a shelf.
· Lynne: Inventory control will tell us how many boxes we have, and what’s in each box, but this is not a finding aid.  That is a whole different level.
· Joanne: That is what we really need right now, correct?
· Tom: In all likelihood, we will be hiring movers.  If we really want to know what has left 146, we will either need barcodes or someone physically standing and staying with the materials.
· Bill: There are some things like file folders in the map cases.  We will have to decide what is barcoded, and what’s not.  We have a system that works with Oak St.  We have had a big move before, barcoding is not going to give us security control.  I have no objection to barcoding for inventory control.  The last move, the movers did the barcoding of the boxes.  This is not a good idea.
· Tom: Having everything in the catalog barcoded will give us better information on usage in the future.
· Joanne: If we do the barcoding, then movers can’t walk off with anything without our knowledge.
· Lynne: We have not determined how Archon works.  We can possibly build this into the system.  Krista has been working in Aeon for IHLC.  We plan to do the same for RBML.  It is our hope to have this in place by the move.
· Joanne: Reorganization of materials to be moved, separate for you Lynne, and you Bill, and for Krista.  Bill, if there are any items we don’t necessarily want barcoded, we will have to figure out how to identify these items.
· [bookmark: _GoBack]Tom: The AE’s will come in with yard sticks and rulers.  We need to nail down as much as we can before the move.
· Bill: Just as we discovered moving from 19 to 146, every record series we had needed to be coded to see where items went: 146, Oak St., Hort.
· Tom: If we need things actually catalogued, we will need to start talking to MJ and acquisitions now.
· Joanne: This list is really about helping people stay engaged as to what needs to take place before we move.  We need to ask our colleagues to start meeting on these topics.
· Bill: Should we have 1-2 sentences describing what groups should concentrate on?  We can send this out as bare bones as possible.  After it has been sent, if folks need more direction, we can provide it.


