Staff FAQ

October 8, 2003

PARKING

What do I do about moving handicapped parking?

Concerned staff should call Parking and Traffic Office about one month before relocation is required. The parking office is identifying all the needs and options available, but will not be able to make specific assignments until close to the actual date of move.

STUDY AREAS

Where should we tell the public the study areas are located?

LeiLani Freund will work with Public Services to make sure we all have a list of available study areas after Library West is closed.

MOVING THE COLLECTION

Who will move the Library West collection?

This is not yet decided but we should know soon

MOVES & CLOSINGS

How does one determine when timelines change for moves and how will this be communicated to staff?

See the Outlook Public Folders/Move Update folder for a tentative Facilities timeline. Trudi also sent out a tentative list of moves occurring from September through January. HSS Reference staff will move to Library East room 100. See the tentative moving date document in the moves folder. You may also consult http://www.uflib.ufl.edu/staff-site/building.html  for updates as people relocate.


The TMT asked that department chairs be reminded to alert all staff when staff and

collections move.

Staff have received detailed instructions on how to pack up their offices. These instructions are in the Moves Update folder.

How will we find staff telephone numbers when they move?
The Library Webmaster  will keep the Web page staff directory updated.

Will the staff lounge close before the rest of Library West?

No, it will remain open as long as LW is still open to staff.

There is lots of concern over where the Human Resources Office will be located. Do we need a satellite office for those who cannot negotiate the stairs?

HR will provide outreach as needed.

Will systems liaisons still be responsible for the computers of staffing their department who are located in other departments?

Yes, they will continue to support the staff in their department, no matter where they are located.

REPORTER & PATRON QUESTIONS

Who do we refer complainers to?

Administration

Who do we refer reporters to?

Administration

MSL CLASSROOM 

Will classroom 148 move to MSL? Who will maintain the equipment?

The Library West classroom (room 148) will move in its entirety to MSL, 107. H&SSS will coordinate maintenance of the classroom and will rely heavily on student assistants for tasks such as turning lights and computers on and off, straightening up the room, and providing routine support for instructors. The instruction coordinators will discuss other details such as how to coordinate the room schedule.

WHERE IS EVERYTHING GOING IN LIBRARY EAST?

Can space be made available for the new book display?

Book jackets will be displayed in room 100.

SIGNAGE


Signage is needed in Library West to prepare for the closing.

 The directors decided there should be one large sign in front of the library. Carol Turner is also working on a handout that can be given to patrons at all service desks when they have questions.

SUPPLIES & MAIL

How will supplies and mail be handled?

Supplies will be with the rest of Facilities in the storage facility. Staff will make requests for supplies from an online form or via e-mail. Ordered supplies will then be delivered with the rest of the mail to the MSL loading dock (where a small mail facility and staging area will reside.) Mail will be delivered to Smathers Library to a room in back of the conference room. Departments will pick up their mail from that location.

STUDENT & FACULTY CONCERNS

How have students been notified about construction plans?

The directors have met with the Graduate Student Council and other student groups and assured them that materials would continue to be available.

Information Sessions: Carol Turner, along with various members of library staff, will be holding information sessions to answer questions from students and faculty. These sessions will be held on Wednesday afternoons at 2:00 p.m. in the Marston Science Library Conference Room, Room L107, beginning on October 15 and continuing each Wednesday through fall semester.

How will students and faculty request materials to be retrieved?

Requests will be made through an online form. TMT will get more information on this as it becomes available.

Will the collection be browsable?

Physical volumes will not be browsable on the shelves. The call numbers can be browsed online and items will be retrieved.

Microforms?

Microforms will be stored offsite and will be available for retrieval on the same basis as books. Depending on the anticipated demand, we may place additional reader/printers at MSL.

Where will the copiers and copy card machines be located?

Four copiers from Library West will be relocated to Library East to support copying of current periodicals and reference materials. Other machines will be returned to Xerox. If additional demand is demonstrated, we can add copiers at other locations in response.

COMPUTER ACCESS

The new Government Document area will be wireless. What about the rest of MSL?

Carol Turner reminded us of the campus wireless coverage map on the Web at:

http://net-services.ufl.edu/provided_services/wireless/map.html
No other wireless installations are planned for MSL at this time.

