Access and Delivery Division

The mission of the Access and Delivery is to make library and course reserve materials available to constituents of the university, the Commonwealth, and others by maintaining and organizing library resources, by assisting patrons with questions pertaining to their library record and the library’s collection, and by working with library consortiums to borrow and lend materials to qualified members.
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Circulation  (draft 11/23/04)


As a result of this process, students, faculty, staff and other scholars can find, retrieve and utilize the library’s physical material.

                  Inputs                                                                                                 Processes                                                                    Outputs


Knowledge of ILS/SIS







Patron question/request



Accurate records                                                            Answer question/assess problem                                  Create, activate or update                                 well-maintained

                                                                                                                                                                               patron account                                                 collection


                                                                                       Search ILS/databases and





Library resources                                                           Refer to Reference, ILL or                                            Check out material                                           satisfied patrons

                                                                                       branch if necessary                                                                                                                                  


Knowledge of classification                                          Process request (search for item,                                   Notify patron material is

 schemes                                                                        place hold, recall or claims returned)                             availability


Knowledge of security and


 Run Reporter                                                                 Receive/post fines payments

 emergency procedures                                                   Prepare/send notices                                                     Place/remove blocks in SIS


Adherence to confidentiality 
                               Book rooms                                                                    Process new books

and privacy codes

                                                                                                           

                                                                                                                                            Library material returned

         Training


                                                         Check in/re-sensitize material                                          Return materials to owning location

                                                                                                      


                                                                                                   Sort/shelve books                                                               Assessment

                                                                                                     

                                                                                                   Shelf-read collection  

Reserves (12/21/04)

As a result of this process, faculty submits a list of supplementary materials to be used in support of their students course assignments.  Students may  

retrieve material in print or electronic format.

 Inputs







Processes 







Outputs


[image: image1]
UKL Access and Delivery – Interlibrary Loan























Document Delivery  

As a result of this process, students, faculty, staff and other scholars can find, retrieve, and utilize the library’s physical materials from various locations either physically or electronically.

          Inputs







Processes






Outputs

                                                                                          request received

Knowledge of  ILS

                                                                                                                                                                                                          patron saves time

                                                                                                                                                                                                      

Knowledge of 



 

management systems                                                   

                                                                                     log and search request                       route to owning branch                    satisfied faculty, staff,

                                                                                                                                                                                                           students and scholars

Library Resources                                                         

                                                                                     retrieve book or journal     OR 
complete invoice

                                                                                       from stacks

Library Equipment

                                                                                     

place book on hold shelf                  copy or scan article


Knowledge of copyright

policies                                                                       notify patron of availability
         send article electronically

                                                                                      of item                                             or by mail to patron


Knowledge of  budget

management


Knowledge of                                                                                                log as completed

classification schemes

Well maintained collection





Library Resources from External Partners








Equipment/software, Internet connection,  





Secure Copyright Permissions





Integrated Library System














Consortial relationships with other libraries (Kudzu, IRIS, etc.)


Placeholder, Placeholder, Placeholder, Placeholder, Placeholder





Working relationship with other Library Collaboratives





Students access reserves via online catalog





Interlibrary Loan


.





�[==Impacts all of UKL, mainly Ed & Res.]








Document Delivery





Circulation








[==Impacts Coll Dev, others]








SDI pushetc








Relationship with other library Collaboratives


�




















Faculty have a vehicle for making readings available for their students.








Storage








Human Resource Allocation





Faculty, staff and students are able to access informational materials not found in the library’s collection








Faculty, staff, students and scholars can find and retrieve library’s information resources








Students and faculty can access print and electronic materials specified by instructor








The mission of Access and Delivery is to make library materials available to constituents of the university, the Commonwealth, and others by maintaining and organizing library resources, by making course reserve material available to constituents of the university, by assisting patrons with questions pertaining to their library record and the library’s collection, and by working with library consortiums to borrow and lend materials to qualified members.








Strategic Plan





Patron wants library resources/materials


��








Make Photocopies/Scan Items





Strategic Plan 





Knowledge of Classification Schemes





Reserves taken down at end of semester.





Process and make available via online catalog.





Follow copyright procedures





Available electronically:  point faculty to electronic availability and access instructions





Not available electronically: send to WTYL reserve dept.





Books





Reserves








Titles not owned by UK acquired via purchase or ILL.





All service points retrieve process and place on reserve in their unit





Articles/documents 





Knowledge of Copyright Policies





Knowledge of  Budget Management








Library 


Equipment





Knowledge/Information/Resource








Library 


Resources





Knowledge of  ILS





Lists and copies of materials received





Older and lesser used informational materials from the library’s collection are preserved and maintained in a storage facility with access provided by Document Delivery





Secure environment for library materials 





Faculty, staff, students are able to access informational materials from their stored locations via Document Delivery





Library Consortia Agreements 





Knowledge of Management System Shared with External Partners





Software, i.e., ILLiad, LonesomeDoc, Ariel





Knowledge of National and International Guidelines, Codes and Standards (IFLA, ALA)





Locate/Borrow Item from External Partners





Bill/Pay Invoices





Assessment





Library Equipment (i.e., microcomputers, scanners, photocopiers, etc.)





Locate/Lend Items to External Partners





PROCESS





Mail Materials





OUTPUTS





Create Electronic Files as Needed





Integrated Library Systems (ILS), i.e., OCLC, DocLine, OpenURL





Satisfied faculty, staff, students, associated scholars and patrons from borrowing libraries








Our Library Resources





Receive Materials





Wrap Materials 





Loans/Returnables and Copies/Nonreturnables





INPUTS





As a result of this process, faculty, staff, students, associated scholars, and patrons from borrowing libraries are able to access informational materials that are not found in the library’s collection.











