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FOUNDATIONAL STATEMENTS

Purpose

Shepherds Theological Seminary exists to equigasefgaders for life and ministry by strategically
shaping both intellect and character through Bibcholarship and personal mentoring.

Educational Philosophy

Theological education is not simply a transfer ibfital knowledge but an ongoing transformation
of the whole person. Shepherds Theological Semingéeptionally and strategically endeavors to
shape Christian intellect, character, and spiriaabreness. We prayerfully strive to equip
students to communicate and to apply the Chrigsigim through their daily lives. (See Appendix
A for Seminary Doctrinal Statement)

Jackson Library Purpose Statement

The purpose of the Paul Jackson Library of Shegh&heological Seminary is to serve and
promote the aims and values of Shepherds Theolo§&rainary and to provide the resources
and services necessary for the academic and gpigtawth of its students in order to prepare
them to be effective pastors and leaders servia@tiurch of Jesus Christ.

Jackson Library Goals

1. Holdings Provide resources that support the Seminary aumin and the research
needs of the students and faculty. Specifically,

a. Provide a well-balanced collection of high qualitgneral reference and reserve
books.

b. Provide a larger collection of books and materidésaling specifically with
theology, Bible study, Old and New Testament exisgésblical counseling, and
Christian education.

c. Provide the resources necessary for the studemégtipal service efforts in
pastoral ministry, preaching, teaching, biblicalieseling, and evangelism.

d. Maintain an acquisition list of books and journ#ifet is continually updated
through faculty and student input and through hjprataff research of public
offerings.

2. Organization Provide access for searching holdings both widimd outside the library
by cataloging materials according to the Dewey Detisystem, by maintaining OPAC
capability, and by physically separating reserveemas, journals and periodicals,
general stacks, special collections, and rare baskwell as the Pastor’s library and
Colonial Church library.
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3. Facilities Provide a comfortable, quiet, well-lighted studgarsupported by computer
technology for its students and faculty, and conduto study and research.

4. Instruction Train future Christian leaders in informationsearch, and study skills to
enable them to continue their scholarship througtiweir life of ministry.

5. Personnel Recruit professional MLS staff and recruit, traamd develop volunteer
staff with the knowledge and skills required to e information requirements of
library patrons.

6. Finances Ensure that budgeting and accounting processeacamintable to donors
and funding sources, that 6% of the Seminary Edutat and General budget is
allocated annually, and that the holdings grow @y r year.

7. Assessment Continually monitor and evaluate the use of taeility for circulation,
study, course requirements, technology systemsjicesy student orientation and
training, and patron satisfaction.

History of the Library

Shepherds Theological Seminary Library bega20@3 through kind gifts from the personal
libraries of friends of the seminary: Dr John Edavaillheim, Dr. Roger Gulick, Dr. Bert
Moore, and Rev. Harding totaling over 7,000 volumbsearly 2005, an additional 5,000 were
purchased by means of a designated donation. rip 2204, Dr. Sam Winchester undertook as
his Master of Arts Mentored Internship project stablish the library as a functioning facility
useful to students and faculty. Many volunteeepged forward to assist in this effort, chief
among them were Ed and Lucy Harter. Togetherdtosip of committed volunteers cleaned
and cataloged 5,000 volumes by mid 2005 and inecedsese numbers to over 20,000 by mid
2007. Of these only 4,000 could be housed in tbmifary Library space provided by
Colonial Baptist Church, with 5,000 additional inet President Davey’'s personal pastoral
library and 2,000 in the Colonial Church Libraryhe remaining 9,000 volumes were stored
away until the day they could be brought out iregapanded facility.

This day came in the summer of 2007 when a pridateor made it possible to expand the
library from 270 f to over 2,100 ft and RussWood, Inc. provided the library shelving a
furniture sufficient for 14,000 volumes with studyeas and carrels for student study and
research. Today the facility houses over 14,000mes with 5,000 and 2,000 volumes housed
in the Pastor's and Colonial Libraries. The lilgréwas locations for general stacks, reference
collection, reserve volumes for courses, journad periodicals, special collection, and rare
book collection. The holdings are cataloged byDeevey Decimal System and accessed by
On-line Public Access Catalog (OPAC). Three corapmuéire dedicated for search service with
one provided with Logos Gold Bible software.

In 2006, Raye Oldham, MLS, and Gloria Sutton, Mlegjdn to provide professional leadership
and training. Mrs. Oldham providing broad direntibased on her experience with libraries
Library Handbook 2



state-wide, while Ms. Sutton provided operationaidgnce based on her community college
librarian experience. Lucy and Ed Harter contitmeecruit and train staff for the many tasks
of operating a post-graduate library facility.

When the Lord called Professor and Pastor Paulsdackome, the Seminary Board approved
the naming of Shepherds Theological Seminary libtiae Paul K. Jackson Library as an honor
and memorial to his vision and many services toebtbgv and establish the Seminary and to
teach Old and New Testament.

Paul K. Jackson Memorial (1955-2005)

The Seminary Library is named in honor and memdrPmfessor Paul K.
Jackson, founding Seminary professor of Old and Nestament at Shepherds
Theological Seminary. Dr. Jackson also performeshynof the key duties in
designing and gaining authorization for the essdnlient of the Seminary. His
tenure as the Pastor of Adult Ministry at ColorBalptist Church brought much
respect and admiration from both our Seminary fanmaihd Colonial Baptist
Church family. Professor Jackson earned his Baocahte and Master of
Divinity degrees from Baptist Bible College in Gt&r Summit, PA.
He completed his graduate studies at Trinity Thgickd Seminary and was
awarded an honorary Doctor of Divinity from the Amcan Theological
Seminary.

Professor Jackson served as senior pastor of Dr8agtist Church in
Pennsylvania PA. Later he served God in the dolekras an associate pastor
and senior pastor of Cleveland Heights Baptist CihwrHe traveled to many
countries preaching and teaching the Word of Gdd.served on the Board of
the Association of Baptists for World Evangelisme lderved the Dean of
Shepherds Theological Seminary as they establishgértnership with The
Biblical Theological Academy in Croatia.
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LOCATION AND ACCESS

Location

Jackson Library is located on the main campus dbi@al Baptist Church. Specifically, it is
on the main corridor of the ground floor of the Admtration Center across from the main
Seminary offices. Entry is made through the glissrs at the circulation desk and study area.
The Librarian’s office and staff workrooms are Ilmthacross the hallway. (See Appendix C
for maps).

Library Open Hours

Sunday (closed during church services) 9:30am-8pm
Monday — Thursday 9am-9pm
Friday and Saturday 9am-3pm

Note: When classes are not in session, the libranys are from 9:00 a.m. to 5:00 p.m.
Monday through Friday. Changes in library hour be posted outside the Library
door, at the Circulation desk, and on the Libragpsite.

Access to the Library

Library staff and students are issued a keyless foaraccess through the exterior doors of the
Administration Center building. Students and pasrare not provided keyless access to the
library. They may enter the library only when bréirian staff member is present and has
opened the library.
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LIBRARY USE PROCEDURES

Study and Research Practices

1.

Food and Drink. No food or open cup drinks are allowed in the libga Capped
water bottles are allowed. Some food and drinkigean be purchased and consumed
in The Café located in the adjoining Student Center

Personal Items. All personal items, books, notes, and journalstza brought into the
library. These materials should not block walkauogess or take up seating space.
Photocopies. Copies of book and journal pages can be madeg tisensmall copy
machine located near the Circulation Desk. Paynseb®.10 per copy and payment is
by the honor system. Please keep a count of yapies and pay at the desk. Using
small bills and change is preferred. Please olksawpyright practices.

Study Tables. Four study tables are located in the Referenceddriee library near

the entrance. These tables are ample for spreadingaterials and can be joined
together to increase surface area, especially wbeeral students are studying together.
Small Study Room. This room is for especially deep study whereeare quiet is
desired. It is also useful for groups of studeéatstudy together.

Study Carrels. There are six carrels available: one in the Refee area; one in the
small study room; and four in the general stacla acjoining the courtyard windows.
All carrels are laptop ready and three are equippédcomputers dedicated to student
study. .

Computers. The library provides three computers that hawesg to the internet for
research. Links to freeware Bible study softwaeeiastalled on the desktop. One of
these computers is equipped with Logos Gold Bibfeasare with Libronix search
capability. Additions to the Logos software wi# made as funds are available.
Student log-on information is provided at the cobtepsl Faculty and staff can log-on
using their personal access codes.

NOTE. Viewing of pornographic material or other materiah
violation of the Moral and Ethical Code of the Senary is grounds
for immediate expulsion from the Seminary. Any @pgation of such
behavior should be reported to the Librarian, Reges or Dean
immediately.

Holdings Circulation and Use Practices

1.

Reference and Reserve Materials that have been placed on the referandereserve
shelves are generally used only in the library. sBgcial permission these materials can
be taken out overnight, but must be returned bynrtbe next day, or late fees will be
charged.

Rare Books These books are located in the small group stadyn and may be taken
from the shelf for reading in the room. They may loe taken from the library.
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3. General Circulation. All other general materials can be checked oyour name and
ID code by having library staff scan them througftudation process and check out.
Use the manual entry checkout and return log lacatehe desk in case the librarian is
not present. General books, journals, and othdenass can be checked out for 30
days.

4. Use Orientation. The librarian offers special training sessiontha beginning of the
Fall semester. These sessions are announced emthmended to students new to
library use or the Dewey Decimal System.

5. Physical Search A diagram of the library layout and general hods information can
be obtained at the circulation desk. Any librariam assist in locating books within the
library

6. On-line Search. All materials in the library can be searched tigio On-line Public
Access Catalog (OPAC) from any computer termifidle Jackson Library website has
a help menu to assist in this process. Any liaracan assist the student in learning
this system.

7. On-line Journal Subscriptions and e-Books. The library will be adding on-line
journals and e-book subscriptions for research.es&hwill be announced on the
Seminary and library web sites as well as throughikand fliers. These will be free to
use.

8. Reservation and Renewal Jackson Library books can be reserved at tloailation
desk, by email, by phone, and by entering yourgreakaccount at the Library website.
Books can be renewed by the same means.

9. User Priority. Faculty and Administration have priority in ckew out books.
Students are second in priority, Seminary staffthnegl and general patrons are last.
Books may be called in from a lower priority catego order to provide to a higher
category.

10.Loan Times. Loan times and late fees vary for students, facaltygl patrons.

Circulation Rules (days)

Seminary Seminary All Other

Student Faculty Patrons
General materials 30 45 15
Reference overnight overnight No
Reserve overnight overnight No
Audio Visual 15 30 14

Overdue fines for Seminary students are generdll§per day for general materials
for $0.25 per day for all other materials and facuity and patrons is $0.25 per day for
all books and materials. Books generally can bewed three times and audiovisual
twice.
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11.Damaged Materials. Books and materials damaged during use are exp¢ctbe
replaced by the student. Please see the librémaa judgment on how this can be
done.

Relationships with Other Libraries

1. Local Area Library Access. Students have reading access to all seminaadsges
and universities in the Triangle area. In mostesathey can become circulating
members for a small annual fee. The librarian assist you in determining which
library can best suit your needs.

2. Consortia. Jackson Library is in the process of formingoasortium of Bible college
and seminary libraries within a 2-3 hour drive @ These will become accessible in
2008.

3. Interlibrary Loans . The librarian can assist in getting a book franother library
loaned to faculty or student. The practice oflibery is to purchase the book if highly
recommended.

Requests to Add Books, Journals, and Other Material

Jackson Library welcomes suggestions and requegisrchase additional materials. The staff
is particularly interested in books that bear oarses of study and research. Please fill out a
form found at the circulation desk to recommenditamtts to the holdings. These requests will
be added to the acquisition list and prioritizedtly Library Committee composed of faculty,
students, and library staff. The rate at whichséhpurchases can be made is controlled by
available funds.

The Reference Library

In a library, the wordeferencemay refer to an encyclopedia, a dictionary, oeottooks that
contain many brief articles that cover a broad saafknowledge in one book or in a set of
books. At Jackson Library there are referencesatest cover types of references. As in most
libraries, books in these areas may not be tal®n the room, except by permission and only
overnight.

1. The Bible and Theology Reference Shelf is locatedhe west wall of the reading and
study room. These books are primarily commentaaigs sets of commentaries, but
also with valuable language reference books.

2. The General Reference Shelf is located on the rsidthof the low double shelf leading
into the stacks area. These books are of a maorergetype that includes a wide range
of Bible translations, dictionaries, encyclopediagjotations, synonyms, English
grammar, maps, and general interest.
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3. The Rare Book Reference Shelf is located in thellstiady room and contains many
books published in the T'9nd early 26 century. Most of these are cataloged, but do
not have a barcode or spine label attached. Meminalisrepair. These books may not
be taken from the room.

4. The Virtual Reference Shelf is located on the dgskaf the computers and links to
virtual references covering a broad range of kndgéeand topics. Please recommend
useful sites to the library staff for inclusion ths site.

Requesting materials to be placed on referenceFaculty and students may request books to
be placed on the Reference Shelf, either tempgraripermanently. Please fill out the request
form at the circulation desk.

The Reserve Shelf

The Reserve Shelf is a library service made auailab assist the faculty with reading
assignments for their students and is located erstluth side of the low double shelf leading
into the stacks area.Faculty can place some assigned reading resourcdedreserve Shelf
for a specific period of time, usual while a couisein session until term papers are due.
Copies of the textbooks for the current semestaaailable on this shelf to read in the library
use only. Other library resources can be pullechfthe collection and reserved for a limited
period or for the entire semester along with therse texts. Faculty can also place personal
resources for their students to use.

Requesting materials be placed on reserveFaculty and students may request books be
placed on the Reserve Shelf usually for a specpieribd of time for a class or for a program
of study. A form can be found at the circulatiaskl to make the request.

Withdrawing materials from Reserve: Faculty will make request for the materials taddesn
off the Reserve. Library Staff can honor your resjifor some items to remain a longer period
on the Reserve shelf. Please inform Library stéfén to remove items from reserve near the
completion of your course. Please make arrangesmemetrieve your personal items when the
course is finished.
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LIBRARY MANAGEMENT

Library Organization

Jackson Library is directed by a professional lilamawith a Master of Library Science (MLS)
degree who reports to the Executive Vice PresidedtDean and who leads a part-time and
volunteer staff. This group is charged with mangghe library according to the guidelines set
forth by the American Library Association (the hipian is a member), with several avenues of
input from students and faculty regarding theirdsg@nd through the oversight of the Library
Committee.

For practical reasons during Academic Year 2008 201D, Jackson Library is led by Acting
Seminary Librarian Gloria Sutton, MLS, volunteeriqart-time balanced with Library
Director Ray Oldham, MLS, serving as a consultaninsling board and professional resource.
The library staff is composed of part-time volumggencluding Ed Harter, Lucy Harter, Ernie
Minson and Grace Adams, who perform book maintemamataloging, circulation, and
coordination of the library service staff.

1. Seminary Librarian. The Seminary Librarian should hold a MLS degnee lae a full-
time paid employee filling both an administrativelaacademic position. See Appendix
for job description.

2. Technical Librarian. The Technical Librarian ensures that all incombuapks are
cleaned and repaired for cataloging and overseescdltaloging of holdings. See
Appendix for job description

3. Circulation Librarian. The Circulation Librarian trains and coordinalt@srary Staff
Assistants on the operation of the library to asgisdents checking out and checking in
books, re-shelving books, conducting shelf readsd, aroviding search assistance for
students and faculty. See Appendix for job dpson.

4. Library Staff Assistant. The Library Staff Assistant assists students facdlty in
checking out and checking in books, re-shelvingkispa@onducting shelf reads, and
providing search assistance for students and fac@éee Appendix for job description

The Library Committee

The Library Committee functions as an advisory btwdthe Library Director and Seminary
Librarian on development of library resources, gahkbrary programs, operational policies,
and allocation of budget. The committee also seagea channel between the library staff and
the faculty and student body.

The Library Committee is composed currently of iee President of Academic Affairs

(chair), the Acting Seminary Librarian, the Librddyrector, Vice President of Operations, one
faculty and one student, the Technical Libraridre Circulation Librarian, and the Library

Secretary/Treasurer (See Appendix ).
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Meetings are held monthly during the academic yddre Library Secretary/Treasurer creates
an agenda through survey of the members and reamdsdisseminates minutes of the
meeting.

This committee was developed during 2006 as anatipeal tool (1) to complete the

cataloging of about 10,000 volumes, (2) to devgdgms for a much expanded facility, and
(3) to stand up the new library in September 200émthe facilities were completed. During
2008 the Executive Vice President and Dean wilbldgth a planning team to revise the
organization structure of the Library, the Libra®pmmittee, and decide on recruitment of
permanent librarians and staff.
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POLICIES AND PROCEDURES

External Policies

Shepherds Theological Seminary Library shall adherthe policies and standards regarding
use of facilities, budget, and staff stipulatedtbg elders of Colonial Baptist Church. STS
Library shall adhere to the standards of accreditandopted by TRACS (Transnational
Association of Colleges and Seminaries), includibgt not limited to the Accreditation
Standards on pp. 72-74 at http://www.tracs.org.

A.

F.

Purpose. The library must have a manual thaildets purpose and policies, including
staff responsibilities, services to the academimmanity it serves, design of its

facilities, and financial and budgetary obligatiofi$fie purpose statement must be in
concert with the overall purpose, objectives, ahidbgophy of the institution.

Holdings. A library committee representing tlagat campus community must develop
policies that will ensure that the educational @edvice needs are met. At least an
annual growth rate of two percent (2%) of the éxgstollection is to be maintained to

develop a quality library and learning resourceteen

Systematizing of Materials. Materials must betematically and comprehensively
organized so that they can be speedily accessazhtalog of all the holdings of the
library without regard to location must be creatédaust show author, title, and subject
of each item according to international catalogiegulations. Continued editing will be
necessary to keep the catalog up-to-date. An atiequenber of catalogs or terminals
must be available to meet the needs of the patrons.

Personnel. Library professional staff must hdke responsibility of leadership in

library development and operations—such as refeseroollection development,

information services, bibliographic control of nréés, and administration. Librarians
should have a minimum of a master's degree froibrary school accredited by the
American Library Association. Adequate supporffstaust be provided and must have
written job descriptions.

Services. The library staff must provide effitieservices to patrons. They must also
serve on curriculum committees and work with theufey to strengthen the collection.
The staff is to assist the patrons to become famiith material, usage, and functions
of the library. This would include traditional reémces, bibliographic instruction,
computerized systems of access and retrieval ofnmdtion when available, plus non-
book holdings. Orientation either in classroomisg# or by tailored programs must be
provided.

Buildings. The buildings must be secure andifipally designed or adapted for library
use. The library is to be commodious, having anirenment and atmosphere
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conducive to study. The facility must have builtoi its structure the potential for any
needed future expansion. There must be adaptgti@mvided for the handicapped. The
capacity for two hundred pounds a square foot semsal for stack and heavy
equipment areas. The size of the building mustdiermined by the size of the student
body, the housing of staff members, the numberodfimes in the collection, and the
location of non-print materials. Where appropriatepms need to be built for
bibliographic instruction groups, the arrangemehtcomputers and terminals for
networks, seminar rooms, language laboratories, simling of microforms. A
residential campus must require the optimum of seed for four FTE students. Where
possible, the total collection and all the functiaf the library must be housed in one
adequate and functional building.

G. Management. The library director must repothi Executive Vice President and Dean
and is responsible for personnel, material, fumstjcand services of the library. The
librarian is responsible to assess the libraryfsthie holdings, and the services
provided. The head librarian, as all library staféembers, must have a detailed job
description.

H. Finances. The library director must be responsibtedeveloping a budget that will
provide sufficient funds for services and adequatdings. It is suggested that the
library be funded at approximately six percent (68bthe Seminary Educational and
General budget of the institution. Where the lippriardeficient, the institution may need
to allocate additional funds. Elements that deteemihe requirements for financial
support include curriculum needs, improvement idlection, student enroliment,
services offered, the extent of networking, andi@usgual requirements. Normally,
approximately forty percent (40%) of the librarydget is allocated to materials and
sixty percent (60%) to personnel.

|. Standards.
The library must have a printed manual that is lalée and outlines its purpose,
policies, and staff responsibilities.
Library holdings and acquisition must be adequateswpport the curriculum,
faculty, and number of students served.
The library materials must be standardized andesyatically organized for speedy
access.
Library staff must be professionally qualified aled by an experienced full-time
head librarian, preferably with at least an MLS egor equivalent.
The building must be adequate, providing spacehfdings and servicing of
students including study space.
The librarian must report to the Executive Viceditent and Dean and must have
access to the chief financial officer.
Finances must equal or exceed the recommended npggee of Seminary
Educational and General budget (at least 6% of B&aget).
- The library must give evidence that students cahhave used library resources.
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Internal Policies

A. Operating Hours
1. Standard operating times
The Library is open most business days of the weBke hours are posted at the
entrance and on the website.

2. Additional hours may be offered at the disoreof the library director depending
on mitigating factors (volunteers available, etc.)

B. Library Staff and Volunteers
1. Library director

a. The library director must be a believer profesdmith in Jesus Christ, sharing
in the mission and philosophy of Shepherds Theoldseminary and Colonial
Baptist Church.

b. The library director, in accordance with the acaegobn standards of TRACS,
should hold a Master of Library Science degree feaninstitution accredited by
the American Librarians Association.

2. Volunteer staff

a. Any youth or adult member in good standing of Ca@bmaptist Church may
serve as a member of the library volunteer staff.

b. Volunteers must participate in a general and aiafieed orientation training
them for the tasks that they will perform.

c. A minimum of two volunteers should be in the lilyraturing operating hours.
When not shelving books or checking in/checking materials, one volunteer
should be performing book preservation tasks anel d¢ther should be
performing cataloging.

d. All volunteers should be cross-trained: every noder staff should be trained
to perform shelving as well as to check in and khaat materials, including
accepting fines for overdue books. As a secondalgy volunteer staff should
be trained in either cataloging or book preservatio

C. Library Committee
1. The library shall have a Library Committee compiisaf the library director,
faculty members, and one student representative.

2. The Library Committee shall conduct meetings orr foccasions per year on dates

determined by the library director in cooperatioithnthe faculty members of the
committee.

3. The Library Committee will maintain an acquisitidis for books and journals and
will develop a priority for purchasing these asdarbecome available.
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D. Library Budget
1. The library budget shall be developed by the Ifpdirector.

2. In accordance with the accreditation standardsRACS, the library must comprise
at least 6% of the Seminary Educational and Gefewddet.

3. In general terms, the library budget shall be alted as follows

a. 40% of the library budget shall be allocated to dloguisition and preservation
of library holdings.
b. 60% of the library budget shall be allocated tdf stalaries and benefits.

E. Cataloging
1. Catalogers shall enter information using Atriuund @Zcat software.

2. The authority file for subject cataloging shallthe Sears List of Subject Headings
— typically downloaded from the Library of Congressappropriate seminaries.

F. Circulation
1. Faculty, staff, and students of Shepherds Thedd@eminary, as well as members
of Colonial Baptist Church are eligible as patrohghe library materials.
a. All patrons must receive a barcode and PIN for vaebess to the Atriuum
software enabling circulation and searches ofitirary catalog.
b. Each patron shall receive a web account listindhavawals, fines, and other
information. The account may be accessed throbghpatron’s barcode and
PIN.

2. Check in and check out may only occur during ojregatours.

3. Checked out materials may be in a patron’s possedsr a maximum of two
weeks.

4. No patron may check out materials if that individioas not returned overdue items
and paid the resulting fines.

G. Reserving items
1. If a patron wishes to reserve an item for check-tvet or she must seek the
assistance of the library director or a volunteaff snember.

2. Once reserved, the item will be placed on the wesholdings shelf; if the item is
checked out, the library staff shall make a notatia the library software.

Library Handbook 14



H. Renewals
1. Patrons may renew items one time for an additiomaiweek period.

2. Any exceptions for additional renewals shall beedeined on a case by case basis
by the library director.

|. Late books
1. An item from the library shall be considered late® it has exceeded the two-week
limit since check out.

2. Late materials shall accrue a fine of $0.25 perwtai returned to the library.

3. If a student has not paid his or her library fintbsit student shall not receive his or
her semester grades, may not request a copy @i tier transcript to be mailed to
another institution, and, if graduating, will noe Ipermitted to participate in
graduation exercises.

J. Lost, damaged, or unreturned items
1. Any lost, unreturned, or items beyond repair muestréplaced by the patron who
withdrew the material. A replacement fee of $5@lishe added to the value of the
book assigned by the library director.

2. Students will be charged repair fees for damagéddparable items.

K. Suspension of checkout privileges
1. A student will lose check out privileges when igessible handling of items occurs
without remuneration.

2. Any student who refuses to pay fines or return nelieone month after the end of
the semester will lose library patron privileges.

3. Any student who refuses to abide by the rules ef library including but not
limited to inappropriate use of the computer anerimet services will lose library
patron privileges.

L. Acquisitions/collections
1. In keeping with the accreditation standards of TRRA@nnual library acquisitions
must meet a minimum of 2% of the current holdings.

2. Accessions shall be cataloged in the Atriuum sawa

3. Donations
a. Donations to the library holdings are encouragedyided that the materials
given meet the following guidelines and criteria:
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1. Donations must not have restrictions or limaas set by the donor or they
will not be accepted into the library holdings.

2. Outdated materials or books concerning subjeat€overed in the seminary
curricula will be sold with the proceeds used tacpase more relevant
acquisitions. The library director has the finabrd of what materials are
appropriate for the seminary curricula.

b. A letter of appreciation signed by the libranyedtor should be mailed to the
donor within seven days of receiving the donati@gncopy of the letter should
be kept within a file labeled “gift corresponderice.

c. Donations should be listed in the accessiortsalthering to the following
guidelines:

1. The family name of the donor should be writtethie cost column.

2. The estimated value of the book should be listext to the donor family
name for insurance or replacement purposes.

d. The Secretary/Treasurer of the libraitlymaintain records of donated

books as well as donated funds along with recofdsucchases to ensure that

the wishes of the donors are honored in purchases

M. Annual Report: The library director is respithes for writing the annual report for the
senior administration of the seminary. The follogvioutline should serve as the
template of the annual report:

1.
2.

No

Introduction (emphasize the most important acegitf the year)
Administration (focus on activities as the libraliyector)

a. General administrative concerns

b. Staffing/personnel

c. Facilities/space

d. Special projects

Public Services

a. Circulation (general comments; list any statistican appendix)

b. Reference (general comments; list any statistiegiappendix)

c. Library instruction (general comments; list anytistecs in an appendix)
Collection Development and Acquisitions

a. Special acquisitions (highlight important purchasesifts)

b. Annual acquisitions (general comments; list anstetistics in an appendix)
c. Collection growth (general comments; list totalistacs in an appendix)
Cataloging and Processing

a. Cataloging (general comments; list any statisticar appendix)

b. Book Processing (general comments; list any sizdigt an appendix)
Media Services

Appendixes

a. Circulation statistics

b. Reference statistics

c. Library instruction statistics
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Procedures

Se~oo

Acquisition statistics

Total collection statistics
Cataloging statistics

Book processing statistics
Media statistics

A. Opening/closing

Unlock all doors to the library.

Turn on all lights in the library rooms.

One volunteer should log on to library softwareorder to check-in/check out
materials.

Phone messages on the library phone’s voice mailldibe checked.

The library drop box should be checked and anystémand should be checked in
and shelved.

Volunteers should be assigned cataloging and bosdepvation tasks.

1.
2.
3.

4.
5.

6.

B. Circulation
1. Checking in items

apop

Log on to Atriuum (User ID and password).

Select theCirculation Menu from the tool bar on the Home screen.
SelectCheck In Itemsto open theCheck In Itemsform.

If you are specifying a special check-in date foitam, place your cursor in the
Check In Date: field and key in the appropriate date. You wile this
function when you need to back date your checkegord, such as when you
record items left in a book drop on the previoug.d&ou may also use this
feature if you would like to extend or shorten arlgeriod.

Type or scan the barcode into them: field and clickCheck In.

Processing messages appear on the right and ttoerbot the form. If the item
you are checking in is reserved for another pateomessage appears at the
bottom of theCheck In Items form to remind you.

Repeat step 3 until you have identified all thense

Checking in items irBatch Mode: This function works the same @hecking
In Items except you can specify more than one item inGheck In list before
you selecCheck In.

Checking out items

a.
b. Select theCirculation Menu from the tool bar on the Home screen.

C.

d. Select thePatron Name/Barcode:field and use normal Search techniques to

Log on to Atriuum (User ID and password).
SelectCheck Out Itemsto open thé.ookup Patron form.

open thePatron List form.
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e. Locate the appropriate patron, and select the gporedingCheck Out function
in the Action column to open th€heck Out Items form for the specified
patron.

Note thatCheck Out Results and Outstanding Fines are listed at the
bottom of the form.

f. If you have the correct worker permission and wanspecify a special due
date, select th8pecial Due Datefield and enter the due date.

C. Cataloging
1. Set up Atriuum.
Log on to Atriuum (User ID and password).
Select theCataloging menu from the tool bar on the Home screen.
Click onAdd Item to the left of screen.
Minimize Atriuum.

apop

2. Click on to eZcat software.
a. Click on theAdmin menu from the tool bar.

1. Select th&€onfigure eZcat to Atriuum option.

2. Enter User Name and Password from Atriuum.

3. Click OK.

b. Click on theConnectionmenu from the tool bar.

1. Select up to three libraries from the menu amio The three preferred
sources are Library of Congress, Dallas Theolog®aminary, and the
Classification and Cataloging Guide.

a. If these items are not listed at the bottomhef menu after clicking on
Connection,click onNew Connection thenLookup in the new menu.

b. Select three libraries from the list provide@nce again, the preferred
libraries are the Library of Congress, Dallas Thgalal Seminary, and
the Classification and Cataloging Guide.

2. Click on theSearchmenu from the tool bar.

a. Select th&earch alloption from the menu.
b. Enter any and all relevant information.

1. Perform an author search if the material dodspnavide an ISBN
number.

2. Perform different searches; sometimes an iteah rtkay indicate no
results on one particular search may indicate altrélsentered a
different way in just one field instead of several.

Click Begin.

If you have one or multiple hits, move the curgpthe selection that

matches the item you are entering into eZcat, tligk with the right

mouse key.

e. Select thd&love to Atriuum option.

oo
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3. Back to Atriuum.

a.
b.

C.

d.

e.

f.

Enlarge the Atriuum window.
Click on thdmport from eZcat menu to the left of the screen.
Click on theSavebutton near the top of the screen.
The screen should rea@ecord Saved Successfullyfollowed by a note
thatThere are no holdings information.
Click onAdd holdings.
1. Peel off a barcode label from a barcode shdiet; the label to the
top right hand corner, adjacent to the spine obihek.
Barcode: enter the barcode number in the barfieldl.
Item Report Class field: enter Dewey field @bu200 series).
Call Number field
Enter Dewey Decimal Number
Enter first three letters of author’s last name
Enter first three letters of the book title
Enter STS
5. Cost enter book price (default value is $15.00
6. Donor: enter the name of the donor if the malteras donated
Click Save

Pwbn

4. Printing Spine labels

a.

b.
c.

D. Fines

Once at least 56 books have been entered inttings, log onto

Atriuum (User name and Password).

Click on theCatalog menu from the tool bar on the home screen.

Click on thePrint Spine/Pocketsbutton from theCatalog Menu to the

left of the screen.

1. Label to Print Field: Click on the followirapde: 55-395-002

2. Ensure the cursor is in the Barcode box, theginbscanning books
using the barcodes on the back right-hand corner.

3. Click on theAdd button to enter all scanned books into the Print
Queue.

4. Place a barcode sheet face up in the middigepitray.

5. ClickPrint Labels in Queuebutton.

1. Fines will be levied according to the schedudsted in the Atriuum Administrative
Table and posted at the circulation desk.

E. Book Preservation
1. Cleaning books.
a. Prevention of mold.
1. Place a couple of drops of lavender oil on thekb
2. Adrop inside the cover will also keep the pagreslling fresh.
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(Please Note: put the drops on an inconspicuous spi@ining may occur -
prefer to place the drops inside the book, sudhe#side of a cover or on a
fly-leaf).
b. Dust removal (books and shelves).
1. Use a vacuum cleaner with a brush or knifefigezle attachment.
2. Cleaning books: wipe each book with a soft rclelath and open the book
to toss out the dust. Keep the books dry.

c. Discouraging silverfish.
1. Clean bookshelves once per month using a salutfioborax and water

(please remove all books from shelf first).

2. After cleaning bookshelves, sprinkle borax oa tack of the shelves to
discourage silverfish from developing.
(Please Note: it is imperative that all books eemoved from a shelf,
particularly the books located on the bottom shelvélaving a bucket of
water nearby increases the likelihood of spillageching the books and
causing mold or mildew).

d. Reducing musty odor in books.

1. Place the book in a plastic bag with baking soda

2. Shake thoroughly and leave the book in the vagnight.

3. Remove the book and wipe off baking soda usidgyaloth.

2. Laminating paperbacks
Paperback books will be covered with a film (lant@®) to increase use life and

appearance.

F. Shelving Books, Conducting Shelf Reads
1. Skills: Familiarity with Dewey Decimal Classifition

2. Steps:

a. Shelf each book according to the Dewey Decintag<Ification.

b. Any book with a higher number in the tenths, dredths, thousands place
beyond the decimal point must be placed to thet rajha book with a lower
number, e.g., a book with a call number 338.762lvbe placed to the right of
a book with a call number of 338.753.

c. Within a Dewey Decimal Classification, the bsa@lte shelved first by author last
name and then by book title according to the inftfon printed on the spine

label.

G. Acquisitions
1. The new acquisition should be entered into theulimn software (see cataloging);

Atriuum should produce a report of all holdingsezatl (clickReports in the tool
bar of the home screen)

2. A form letter of appreciation should be mailedhe tlonor
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H. Volunteers
Members of Colonial Baptist Church and students joay the volunteer staff of the
library. All volunteers should be cross-trainedgeiving instruction in circulation as
well as one other primary task of the library. Tdaditional task shall be either in
cataloging or book preservation. The library dioeshall appoint what training each
volunteer will receive.

I.  Annual Report: the library director is responsifde writing the annual report for the
senior administration of the seminary. The follogvioutline should serve as the
template of the annual report:

1. Introduction (emphasize the most important &adts of the year).

2. Administration (focus on activities as the lityrdirector).
General administrative concerns

Staffing/personnel

Facilities/space

Special projects

apop

3. Public Services
a. Circulation (general comments; list any statsstn an appendix).
b. Reference (general comments; list any statigties appendix).
c. Library instruction (general comments; list @tgtistics in an appendix).

4. Collection Development and Acquisitions
a. Special acquisitions (highlight important puiségor gifts).
b. Annual acquisitions (general comments; list ahistatistics in an appendix).
c. Collection growth (general comments; list ta@tistics in an appendix).

5. Cataloging and Processing
a. Cataloging (general comments; list any staistican appendix).
b. Book Processing (general comments; list anyssitz in an appendix).

6. Media Services

7. Appendixes

Circulation statistics
Reference statistics
Library instruction statistics
Acquisition statistics

Total collection statistics
Cataloging statistics

Book processing statistics
Media statistics
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Rules and Regulations

A. Patrons
1. All patrons shall be those affiliated with Shepts Theological Seminary, i.e., staff,
faculty, and students or members of Colonial Bagsurch.

2. All patrons must have a valid barcode and PiNafizess into the library software.

B. Circulation
1. Circulation rules and regulations will be postedhat circulation desk.

C. Inappropriate conduct in the library
1. Excessive talking
2. Gum chewing
3. Food and/or beverages in the library

D. Accessing pornography or any material deemed irtggj@te by the library director
Viewing of pornographic material or other material in violation of the Moral and
Ethical Code of the Seminary is grounds for immedite expulsion from the
Seminary. Any observation of such behavior shoultle reported to the Librarian,
Registrar or Executive Vice President and Dean imndiately.
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Appendix A. Doctrinal Statement

The Scriptures

We believe that the Bible as originally written wasrbally and plenarily inspired, is the
product of Spirit-controlled men, and, thereforg,tiuth without any mixture of error. We
believe the Bible to be the center of true Chmstiaity and the supreme standard by which all
human conduct, creeds, and opinions shall be tri¢d.Timothy 3:16-17; 2 Peter 1:19-21)

The Triune God

We believe there is one and only one living an@ @&od, the Maker and Supreme Ruler of
heaven and earth; inexpressibly glorious in hoBnesd worthy of all possible honor,
confidence, and love; that in the unity of the Geath there are three persons: the Father, the
Son, and the Holy Spirit, equal in every divine fpetion and executing distinct but
harmonious offices in the great work of redemption(Exodus 20:2-3; 1 Corinthians 8:6;
Revelation 4:11)

Jesus Christ

We believe that Jesus Christ, the eternal Son af, Baving not been created, but being the
Second Person of the Trinity, came into this waddoretold in the Scriptures to manifest God
to mankind and to be the Redeemer of the sinfuldvéte took upon Himself human flesh and
a sinless human nature through the supernaturaleption by the Holy Spirit in a virgin,
Mary. Jesus was both fully God and fully man, ansl é¢arthly life sometimes functioned in the
realm of the humanly and at other times in themeafl the divine. He came to die for the sin of
the world — the just for the unjust. Jesus Chrigha is the full and complete propitiation for
sin — the full satisfaction of the Father’s justicegarding sin. He rose from the dead,
according to the Scriptures, retaining the sameypttwbugh glorified; His bodily resurrection
and ascension into heaven, where He now servdseadigh Priest for the redeemed of God
and head over the church, gives proof to the faadt His sacrificial death was fully acceptable
to the Father for sin.

(Genesis 3:15; Isaiah 7:14; 9:6; 53:1ff; Micah 3:8ke 1:30-35; 24:34-39; John 1:1-2; 20:20;
Acts 2:22-36; Romans 3:25-26; Hebrews 1:3; 2:17445; 7:25; 10:1-14)

The Holy Spirit

We believe the Holy Spirit is a divine person, dguigh God the Father and God the Son and
of the same nature; that He was active in the iorgathat in His relation to the unbelieving
world He restrains the evil one until God’s purpdsefulfilled. He convicts of sin, of
righteousness and of judgment; that He bears vétteethe truth of the gospel in preaching and
testimony; that He is the agent in the new birtigttHe seals, bestows gifts, guides, teaches,
witnesses, sanctifies, and helps the believer.enéSis 1:1-3; Matthew 28:19; John 14:16-17,
26; 16:8-11; Hebrews 9:14)

We believe that certain gifts of the Spirit are pamary, providing the foundation for the New
Testament church and are not active today. Thete were revelatory in nature — word of
knowledge, tongues, interpretation — and were aaiitfor a church that was without the
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written New Testament. Other foundational gifts @vesed to confirm and validate the ministry
of the Apostles, such as healing and raising fromdead, as the authentic founders of the
church. (Hebrews 2:1-4; Acts 2:22; Mark 16:14-W&tthew 10:8; 1 Corinthians 13:8)

The Devil

We believe in the personality of Satan; that hihésunholy god of this age and the ruler of all
the powers of darkness and is destined to the jedgmf an eternal justice in the lake of fire.
(Matthew 4:1-11; Revelation 20:10)

Creation

We believe the Genesis account of creation as hagifper allegory nor myth but a literal,
historical account of the direct, immediate, cnaatacts of God over six literal and consecutive
days without any evolutionary process; that man piits soul and body — was created by a
direct work of God and not from previously existifggms of life; and that all men are
descended from the historical Adam and Eve, fiesepts of the entire human race. (Genesis
1-2; John 1:3; Colossians 1:16-17)

The Fall of Man

We believe that man was created in innocence uth@elaws of his Maker; but, by voluntary

transgression, Adam fell from his sinless and hapgiate; all men sinned in him, in

consequence of which, all men are totally depraaeel partakers of Adam'’s fallen nature and
are sinners by nature and by conduct, and, therefme under just condemnation without
defense or excuse. (Genesis 3:1-6, 24; Romans32;18:10-19; 5:12, 19)

Grace in the New Creation

We believe that, in order to be saved, sinners rmedtorn again; that the new birth is a new
creation in Christ Jesus; that it is instantanesmg not a process; that in the new birth the one
dead in trespasses and in sins is made a parthkee divine nature and receives eternal life,
the free gift of God; that the new creation is lgieiuabout by our sovereign God in a manner
above our comprehension, solely by the power ofHbe/ Spirit in connection with divine
truth, so as to secure our voluntary obediencéeaybspel; that its proper evidence appears in
the holy fruits of repentance, faith, and newnekdife. (John 3:3; 3:6-7; Acts 16:30-33;
Romans 6:23; 2 Corinthians 5:17; Ephesians 2:2,Peter 1:4; 1 John 5:1)

Justification

We believe that justification is the judicial adt®od, whereby He declares us to be righteous
through faith in Christ Jesus; that justificatiowludes the pardon of sin and the imputation of
God's righteousness; that it is bestowed, not ins@eration of any works of righteousness
which we have done, but solely through faith in Redeemer. (Isaiah 53:11; Zechariah 13:1;
Acts 13:39; Romans 5:1, 9; 8:1; 2 Corinthians 3218-
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Repentance

We believe that repentance is a change of mindoangbse toward God prompted by the Holy
Spirit. Sin is ruinous to the soul and that truperg@ance is inseparably related to true faith.
(Luke 13:1-3; 15:7, Romans 2:4)

Faith and Salvation
We believe that faith alone in Jesus Christ isathlg condition for salvation. (Acts 16:31)

Sanctification

We believe that sanctification is the divine sejtapart of the believer unto God accomplished
in a threefold manner: first, an eternal act of Gadsed upon redemption in Christ,
establishing the believer in a position of holinesshe moment he trusts the Savior; second, a
continuing process in the saint as the Holy Spipplies the Word of God to the life; third, the
final accomplishment of this process at the Lomd®irn. (John 17:17; 1 Corinthians 1:30; 2
Corinthians 3:18; Ephesians 5:25-26; 1 ThessaleMad, 4; Hebrews 3:1)

Adoption

We believe that adoption is the gracious act whetbb Father, for the sake of Christ, places
new believers into the honored position of matuoess— in contrast with regeneration

whereby the believer receives the nature of Godkmubmes a child of God. The full benefit

of the position accorded by adoption as the sorSaaf awaits the glorification of the believer

at the coming of the Lord. (Galatians 4:1-7; Epaes 1.5, 13-14; 1 John 3:1, 2)

Eternal Security
We believe that all who are truly born again arptlsecure by God the Father for Jesus.
(Philippians 1:6)

The Church

We believe in the unity of all true believers ire tthurch, which is the body of Christ and was
established on the Day of Pentecost, and thatedit\ers, from Pentecost to the Rapture, both
Jews and Gentiles, are added to this church bigabésm of the Holy Spirit. (Acts 2:41-42; 1
Corinthians 11:2, 12:12-13; Ephesians 3:1-6)

We believe that this church is manifested throdghlocal church which is a congregation of
baptized believers associated by covenant of &mith fellowship of the gospel; observing the
ordinances of Christ; governed by His laws, exargishe gifts, rights and privileges invested
in them by His Word; and that its officers are eddand deacons, whose qualifications, claims
and duties are clearly defined in the Scripture. Akeve the true mission of the church is the
faithful witnessing of Christ to all as we have opgpnity. We hold that the local church has
the absolute right of self-government free from ititerference of any hierarchy of individuals
or organizations; that the one and only superirgahds Christ through the Holy Spirit; that it
is scriptural for biblical churches to cooperatéhmeach other in contending for the faith and
for the furtherance of the gospel. Each local chusdhe sole judge of the measure and method
of its cooperation. On all matters of membershiplityy government, discipline, and
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benevolence, the will of the local church is fina{Acts 15:13-18; 20:17-28; 1 Timothy 3:1-7;
Ephesians 1:22-23; 4:11; 5:23-24; Colossians 1:18)

Ordinances

We believe that biblical baptism is the immersidradoeliever in water, under the authority of
the local church, to show in the crucified, burat risen Savior, through Whom we died to
sin and rose to a new life; that baptism is a ppa@ete to the privileges of church membership.
We believe that the Lord’s Supper is the commenmradf His death until He comes and
should be preceded always by solemn self-exammalfibe elements themselves represent the
body and blood of the Savior in symbol only. Thexeeither common nor efficacious grace
extended to the recipient of these ordinances.attfMw 3:16; 28:19-20; John 3:23; Acts 2:41-
42; 8:36, 38, 39; Romans 6:3-6; 1 Corinthians 328; Colossians 2:12)

Separation
We believe in obedience to the biblical commandsdparate entirely from worldliness and
ecclesiastical apostasy unto God. (2 Corinthéahg-7:1)

Civil Government

We believe that civil government is of divine apgaient for the interests and good order of
human society; that magistrates are to be prayedctmscientiously honored and obeyed,
except in things opposed to the will of our Lordsue Christ, who is the only Lord of the

conscience and the coming King of kings. (Exod821-22; 2 Samuel 23:3; Acts 23:5;

Romans 13:17)

Israel

We believe in the sovereign selection of IsraeGasl’s eternal covenant people. Israel is now
dispersed because of her disobedience and rejexttiGhrist; and that she will be re-gathered
in the Holy Land. After the completion of the chiurdsrael will be saved as a nation at the
second advent of Christ. (Genesis 13:14-17; Ek8KieRomans 11:1-32)

The Rapture and Subsequent Events

We believe in the imminent, pre-tribulational, préiennial return of Christ for His church;
and that at that moment the dead in Christ shatbised in glorified bodies, and the living in
Christ shall be given glorified bodies without tagtdeath; and all shall be caught up to meet
the Lord in the air before the tribulation, the eetieth week of Daniel. (Daniel 9:25-27;
Matthew 24:29-31; Revelation 20:1-4, 6)

The Righteous and the Wicked

We believe there is a radical and essential diffezebetween the righteous and the wicked.
Only those who are justified by faith in our Loresdis Christ and sanctified by the Spirit of our
God are truly righteous in His esteem; while altlsas continue in impenitence and unbelief
are in His sight wicked and under the curse; amldistinction holds among men both in and
after death, in the everlasting joy in heaven foe saved and the everlasting conscious
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suffering of the lost in the lake of fire. (Geise48:23; Malachi 3:18; John 8:21; Romans
6:17-18, 23; 7:6; 1 John 5:19)

Note: This confession of faith is to be reaffirmathually by each member of the Board of
Directors, faculty, staff, and administration. Stats are required to affirm they will honor and
respect this confession. Before graduation, stisdékewise are asked to indicate their

agreement, and those who cannot agree with thiession of faith will submit a statement of

their own on the area(s) of disagreement. For &lke sf unity, the student body is asked not to
promote personal beliefs, interpretations, or apieithat conflict or oppose either faculty or
course content.

Library Handbook 27



Appendix B - Jackson Library Organization Chart 2007-2009

Executive Vice President
and Dean

Dr. Larry Pettegrew

Library Committee

Dr. Millheim — Chair

Jackie Elmore —
Secretary/Treasure

Don Sandberg - faculty

Dr. Winchester

Ed Harter

Lucy Harter

C. Vogts - student

Library Handbook

=

Purchasing and
Donor/Committee
Records

TBD

Acting Librarian

Gloria Sutton, MLS

Library Director

Raye Oldham, MLS

Circulation
Librarian

Lucy Harter

Technical
Librarians

Ed Harter

Grace Adams
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Appendix C — Campus Map
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Appendix D. Library Director

Background

The Library Director provides academic and admiaiste leadership, expertise, and vision for
Shepherds Theological Seminary Libraries. The lrjpBirector reports to the Executive Vice
President and Dean of the Seminary and must hdli¢.&. earned from an ALS accredited
institution.

Mission

The Library Director provides efficient and effeeidevelopment and use of the Seminary
Library facilities and holdings to ensure availdljltraining, use, and integration into the
student’s academic and spiritual growth.

Job Description

1. Provides oversight guidance for developing the {oargge vision and strategic plan for
the Library.

2. Provides oversight guidance for establishing eroek in cataloging, reference, research,
and gaining information literacy.

3. Guides the continued development of a forward-logliollection development and
preservation plan.

Specific Objectives

1. Reviews layout design and features for expandethbytconsistent with

best-practices 4/07
2. Provide oversight guidance for setting up operatioinexpanded Library 8/07
3. Participate in Self Study report and Commissioiit vis 12/07
4. Provide oversight guidance in preparation for 28@e§ Study 1/08
5. Participate in Self Study report and Commissioiit vis 12/08
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Appendix E. Seminary Librarian

Mission

Under the general supervision of the Executive WHoesident and Dean, performs professional
and technical work in operating and maintainingghélic library. The Seminary Librarian must
have a M.L.S. degree earned from an ALS accreditdution.

General Responsibilities

This position requires (1) a working knowledgeibfary principles, organization, operations, and
procedures and reference materials and bookssk{l® in inventory, record-keeping, and
operation of library equipment; (3) ability to panin a variety of duties without supervision, to
communicate orally and in writing, to follow writieand verbal instructions; (4) ability to establish
and maintain effective working relationships withgoyees, supervisors, and the public.

Typical Duties

1.
2.

o gk

8.

Conducts training classes for students in the tifgedibrary

Assists in research requests and answers questogsrning reference materials,
periodicals and books

Oversees application for and granting library caadsists patrons in operation of
computers, electronic books and search systemssss/erdue notices and collects fines
Supervises holdings circulation, re-shelving andntaening stacks

Organizes artifacts and history collection and ttgpee special exhibits

Manages the identification and selection procesadquisitions and conducts yearly
inventory

Attends workshops to assess improvement optiongreiatains membership in
professional organizations

Manages the Library assessment process and buelggbgment

Specific Objectives

=

Oversee holdings cataloguing, shelving and circuat Continuous
Assist the Dean in managing the Library Committetevaies

Cont.

Assess and recommend electronic subscriptionsdok,lperiodicals

and journal services 5/07
Provide guidance in designing the expanded libfacijity and

specifying equipment and other needs in the capudbet 5/07
Develop a Library Administration Manual, Libraryusient Handbook,

Library Faculty Handbook and Student Research antny Handbook 6/07

Set up the expanded library facility 8/07
. Develop basis for purchase of 5,000 volumes vi&kbfmolibraries.com 9/07
Prepare Jackson Library portion of Self-Study 9/07
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9. Develop donor opportunities for books, subscripgicand materials
10. Identify major needs and develop plans to achieceedglitation
11.Prepare Library Self Study for successful repod @ommission visit

Library Handbook
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12/08
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