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These guidelines describe the process unit heads will follow to propose a change in hours or an unscheduled closure or when there are unanticipated service interruptions.

Following these guidelines helps ensure that there is time to review options, make contingency plans, and provide adequate and accurate notice to patrons in advance or at the point of service. It also ensures that call slip requests are routed appropriately.

If you are considering changing your hours of operation or planning to close outside of standard holidays:
· If you report through another unit, work with that unit head to communicate to the Library Administration. 
· Notify the Associate University Librarian (AUL) to whom your unit reports (or to the AUL for User Services if your unit reports directly to the Dean of Libraries) and your Division Coordinator at least one month in advance to review and discuss implications for continuity of services and finalize arrangements.
· If arrangements need to be made for classified staff requiring alternate work assignments, also contact Human Resource.
· Once closure dates and times have been finalized for any unit with circulating collections, the unit head notifies Head of Central Access Services to make arrangements for managing the call slip request queue and ILL retrieval.
· The unit head ensures that any changes in opening hours are noted through signage posted at the entrance, on the unit website, and in the hours for display on the Library Gateway. 

In the case of unanticipated service interruptions or closures due to last minute absences or other issues:
· Notify your Associate University Librarian  (AUL) and your Division Coordinator
· If you are unable to reach them by email or office phone, try their cell or home  phone (see the Emergency Contact List)
· If you can’t reach your AUL , contact one of the other Associate University Librarians.
· For closures due to remodeling or other Facilities issues, include Assistant Dean of Libraries for Facilities in any emails.
· If arrangements need to be made for classified staff requiring alternate work assignments, also contact Human Resources.
· After contacting your AUL to review and confirm the arrangements needed to ensure continuity of services, send a message to LibNews shortly before the service interruption so that other service points referring patrons to the affected facility will be able to provide accurate guidance. 
· The unit head ensures that any changes in opening hours are noted through signage posted at the entrance, on the unit website, and in the hours for display on the Library Gateway. 

Contacts:

Associate University Librarians:
· JoAnn Jacoby, Associate University Librarian for User Services,  jacoby@illinois.edu, 333-0790
· Beth Namachchivaya, Associate University Librarian for Research sandore@illinois.edu, 333-0790
· Tom Teper, Associate University Librarian for Collections & Technical Services, tteper@illinois.edu, 333-0318


Cell and home phones:
See the Emergency Contact List < https://www-s1.library.illinois.edu/administration/services/university_library_emergency_contacts.pdf>.

Central Access Services: 
Cherie Weible, Head, Central Access Services,  cweible@illinois.edu

Facilities:
· Jeff Schrader , Assistant Dean of Libraries for Facilities, jschrade@illinois.edu, 333-0317

Human Resources:
	333-8168, http://www.library.illinois.edu/administration/human/index.html 

____

Next Steps: 

Once AC review and accepts this document, links will be added from the Library Policy & Procedures Index and from Guidelines to Unit Heads  and/or Unit Head Training 	Comment by JoAnn Jacoby: These two pages have some overlap, so I’m working with a small group of unit heads to get them streamlined and updated.

