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FOREWORD -
. . o ¢ ‘ i
.. Whenever persdnne1'from the ERIC Clearinghouses are togetﬁer,
sooner or'1aterlthey start discussing common prob]emS«and_sharing o+
ideas about how to solve them. In.an attempt to make these informal . - g
conversations orderly and useful, CAPS took on as ‘a special project
the task of cqllecting and organizing into a single volume therbest
of all the Clearinghouse practices. This Handbook is the resutt. *“sy,*“
In the spring.of 1981 CAPS d1ssem1nated to each Clearinghouse
.“an extensive questlonnalre about all phases of our operation and man- .
. agement. EachaC]earlnghodse was asked to (a) indicate the level of
' staff satisfaction with a p%rtlchar area,. (b) 1dent1fy .any problems ) Y’
in that area, and (c) descrlbe what had been done to resolve them.,
The CAPS staff then ana]yzed the data, lntegrated concerns, -of a simi-
1ar nature 1nto one succ1nct statement and 11sted solutions-.as oftén
Tas pos51b1e JUSt as they were expressed by each C]ear1nghouse in the
quest1onna1re Prior to final assemb]y, the mater1a1 was reviewed o
- and approved by Central-ERIC. . . N o
Becadse the dperation of an ERIC C]earinghouse is in a contdnua]
state of ref1nement and improvement,_ theaﬂandbook is. arranged in loose-,
1eaf format so that C]ear1nghouses can add or de]ete pages as policy -~ '
and procedures change. The sectlons within the Handbook -appear as they ..
d1d in the questJonna1re A t1t1e page precedes each section with a
Leve]/of Satisfaction ratlngs\ Based on a sca]e of one to five (low =1,
high = 5), the humber is.an average of the C]earlnghouse rankings for
each area’ desngnated on.the-questlonnalre. This Level- of Satisfaction
, rating representsoqyera11 C]earinghouse satisfactionwith the.particﬁ1ar ‘
dea.‘ L S \, - e .‘ al . )
‘Within each sect?on, the problem statements are arranged in axpﬁE- _ ~ f
. betical order, followed by Clear1nghouse:generated solutions, Tisted in ' ¥,
random order<
in any kind- of pr1or1ty or .frequency, as the 1evel® of importance after

No attempt has been made to ‘rank prob1ems or solutions™S v~ °

all, is-in "the eye and mind of the reader, Fof1owfng each solution are - _ .
" the 1n1t1a1s of the c1ear1nghouse(s) whlch suggestedwat T#e purpose .~ . *




.%;r

.of referencing the’ solution is 1o provide a.cemtact for furthéi'éxb1o~
ration of a hrdcedUre of particular interest No 1nd1v1dua1 names have
been indicated becalise of the possqb111ty of the ‘staff memper's 1eav~
ing ERIC or thé reassignment of tasks within each C]ear1nghouse

The Handbook is a comp11at1on*of real and practical issues facing
an ERIC Clearinghouse because +t—ha§ been created by staff persons di-
rect]y involved in C1ear1nghouse functioning. . Al though.some, prob]ems
or solutions may be un1que to a part1cu1ar C1ear1nghouse, we be]1eve
' that,a thorough study of specific areas of interest will yle]d 1nfor-
matdon of potential benef1t The rainbow on the cover symbolizes the
Supreme 1nd1vidua11ty of each of the 16 C]ear1nghouses, as well as
the1r harmony and umity as part of the tota] ERIC system. This Hand-
book is an example of that un1ty because it is truly a Jo1nt effort‘
of all of us. - ’ -

We wish to express our sincere'appreciation to all‘of you for

your response$ 1o our call for your best thinking. Here at CAPS we
are h1gh1y p1eased with the range and substance of information the

Handbook contains and hope that all the C]ear1nghouses will find it
useful as they work to enhance the-efficiency anq effectiveness of

their own performance. ' o ‘ -

b
. >

{ ‘Garry R. Walz

Director, (ERIC/CAPS
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' Acquisitions
- \
Problem: Document Quality
o change-of.emphasis in scope areas
Y preva]ence of roundtable d1scussions over
scholarly papers . .
° 1arge number of documents with limited or
- - Y —~ ‘local interest .
o overlap in scope areas .
[ ¢ rd
. h <
Solutdons -

.1t Review udefulness of documents from "tr1ed and

4. Contact other CH's when scope overlap is in

.
[

o

2. Eliminate marginal tyﬁeslof acqfsitions.

true" sources. (FL)

(FL, IR)

N ) .
3. Create an external validation procedure, e.s.;

a small advisory board to examine acquisition/ '
selection procedures. (EC) - . \

question., (CG) > , "

5. Gather input from advisory board and professional

association members about trends in scope area. = |,

(CG» IR)



\@25 . - . Acquisitions
( . E . ' .
.,.v . vy > . , B {

Problem: Identification of Document Sources

i i ¢ maintenance of total Toverage of,scope area- .
: 1 . - o handling of bills for submitted materfals -
. 2\ o -low productivity in field R

addresses of conference presenters o
diminished relevance‘and/or ftnding of solrces

tendency to rely on "tried énd true" sources

rregular supplies of newsletters am . N -

“\. .‘ .( « . ' ' ‘ 3 .
- : " Solutions \ .o .
El v "

<«

. . 1. Sét-ug a quisition networks w3thiu scope areas.
" (RC; ’ ;

o

RN -

K . o , 2. \Use liajson contacts with profess ona] organiza-

. _ tionst (HE, RCY .

3. Request cance11at1on of b111s by phon and/or ' T s

o)

o '_ g g after which CH assumes’ b111 is cancelh
* offer to return the. 1tem (EA) . >

4. Request *address 1ists/ma111ng 1abels from c
coord1nators or sponsor1ng organizatiops.

. N 5. Rewew{annual foundatwn reports to iden‘ \\

) P

, funding recipients. . (TM)

. y 6. Reques® journal ed1tors to inform authors of
- .. ’ ) rejecteg (but "good) manuscripts about ERIC. (CG §B) g
w )
-3




) ‘ a .
7 ‘ * * .
. e . )

Y

7. Have abstractors scan bib11ographies and references
-~ fop. 1ikely sources. (SP) 7,

8., Rezie? all instititional acquisitions arrangements.
I L0 A - ' '

\ . N =i

-

9.° Share resourtes (newsletters, etc.) with other

projects w?%ﬁ1nlsupport1ng organ12ation (CE)

10, Initiate an "exemplary student paper contest"

through directors of graduate programs in scope - . 4
area. (HE) , ‘ “—~

11. Search ERIC by source code and provide orgdnizations

"“ with a printout of input from ldst two yehrs to

“detetmine if any materials are missing from

ERIC. (HE) . . !

12. Attempt, to’ 1ocate replacement agenc1es when funding
' cutbacks occur. {EC)

-13. Mohitor state and federal projects w1thin scope o~
a area, as well as regional, Tocal "and international
- ' sources. (PS, SE) . : - :

14, Set up a monthly file of upcoming conferences. ‘(éG)

15." Maintain contacts'with previous contributors. (JC) :
16, Deve1op a "Conference Paper Automatic Collection ° : -
tKit" that provides a step-by-step procedure for’ .

: getting professional associatiohs to assist in
=7+ - document solicitation/collection. (EC) P

A
-
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Problem: Low Response Rate * -
“ . , . .7 : - . .
o -inappropriate format of conferengespeeches, . | ~

e.g., speaker's notes or overh&ad projector

Solutions - ‘ \ i ' .

. -t

- outlines. - ) . AN
’, M . . '\\
o amount-of time for follow-up of solicitation ]
- .. efforts : : .
o decrease in document submissions .
. =

1. Broaden conference solicitation. (CS)

2. Send “reminder” flyer (self-mailer) to selected
" portions of mailing 1ist. (HE)

3. Establish standing arrangements with professional .
associations® to encourage their members to oo
submit conference papers. (HE, TM) C

4. Request spacé in convention prograﬁ'for announce-

A

ment of "requests for papers.™ ‘(HE, ‘TM) \{“

5. Screen newsletters for possible documents and
coriference announcements.-" (CG, JG) ,

]

: - 6. Call authors before actual c&nfeyehce to determine .
if presentations are writtga. (s0) y/_ '
’ 7. Include Clearinghouse and/or_Faci]f%y\acqui§i;ionsﬁ
' " . brochure with each §°1iCitifj?" lTetter. (CG).
8. Use mass mailings to specialized groups. (EA) ° °
. O ) . ' . N
® Lo T, ST :
- i '—'5‘.‘ "o -
¢ «./ ) v .‘ .
.rt, 1l2 B ” .
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: . L Acquisitions
t . ‘ : ' :\1 . .
9. Place acquisitiorﬁg adyertisements in scope area \
journals. (SP) ’ ’

10 Use word processing. equipment t make .correspondence
_more attractive and "personal/.;’ (FL) .

- : . ° '
. .
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Problem: Reproduction Releases’.

o misunderstanding®of form -
o Level III méteria[é

o receipt of documents without release forms

————

{ ‘ < Py /
, ‘ . g . 45’ <
Solutions ' o’ . g

1. Send form letter to organization/association
director asking sbout 3511Cy on reproduction
releases and encouraging at least a Level II
release to ERIC. (€6, HE, SO)- "

" 2. Examine the usefu1ness of'creating a standard,
" system-wide explanation lTetter to accompany
release form. (UD)




e . ' . \ Acquisitions

Problem: Staff Time \ C . -

-

A\ . - o -follow-up efforts ° e

® coverage of scope. areas

Solutions - . : e

_— _ .

1. Provide dittating equipment to utilize staff
time better., ?RC» o

* o ~—
T

2.0 Experiment with form letters. (RC) T — T

} -3 Develop short, succinct form Ietteré-and include
' ' CH and/or Fatility acquisitions brochure with .
each solicitation letter. (CG, UD) S

" 4, Set aside specific times in CH each week for

acquisition:efforts. (JC, RC, SP) . T .
.5, .Use word proqessdr to personalize Tetters and
° target particular items/groups. (IR, FL) , -
. 'R \ ‘
a‘ ®
. .
- 8 .
- s A fong -
45 - \
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N . swl 2 "‘ #_., R 37 _ - —
N'%‘ o v - -
. T ) Screening,
¥ o " VAl s e » . .
- _ .. ) P '
- - ' - : : -
. v
b
Problem Content Ana]ys1s ' '
~ ,1 - o duplication .of other materials
R . ) . I . N *
‘ . .0~ value of "short™ documents N ’
> 7 e repetitive nature of documents ” :
‘ ; o educational applicability . - f‘l C L
<« [ ¥ ' . . ) . B
> - ﬂ. overlap in scope areas : ‘ - | ‘e .

, Solutions * - - S .
‘ . *. 1. Redesign scréening worksheet to include. specific o -
rejection causes # (CE)

S

2. Run a computer search to jdentify duplication .. .
with materials_already in ERIC but monitor' N
- : cost effectiveness. (s0) .

3, Encourage abstractors-to form opinions about )
: documents and question the quatity.

| \*\7\‘\“ call about specific documents. (ce, FL, RC, UD) /
3 ‘ 5. Get 1nputﬂ&teriﬂs educatmna] appHcabﬂity .

L ° "from professional staff, advis board members '
) v ) and subject experts. - (RC) SOU\\’\ Co
) - . “ ~ T ]

. / AN ' » . . . .
f -1‘ . - " i
. ’ .10

'8

— ‘ i 4. Share acquisition 1ists with other CH's and/or . “‘“
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Prablem: Document Flow

) ' .
< . Co e volume of documents

¢ turnaround time wyﬁh°re{iews ‘
o increased submission qf copywritten/Level III' . .
Lt ' materials ’ A ) :
., 4 . . )

o limited staff time '

- So]utiqns_

1. Inc1ude‘more CH staff in process. (EC, SP)

2.‘21nvo1vgfé1] professjonal staff. (SE)
\ . 3. Set aside specific work time each'week. (CG, PS) -
- . .. -
. ¢ 4. Develop procedures checklist for documents
.. in "hold" file. (}M) '
B b s r e ¥
' - . 5. fgontact author and explain need for reproduction
) ., release--reject Level III only document if .
‘ necessary. (EC). . -

o . - 6. Form selection-committee to make decisions
about Level III documents. (RC)

7. Use color-coded folders to identify documents
“in process, on hold, for transfer. - (CG)
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Prob1g€: Duplicate Checking . ' ,
/l - ~

N\
[
® snags in prescreening and/or screq?ing

/ i stage :
/
7 ‘I ——
- f -~ ” S {
- ’ PR °

- ! R A .
\:“4\ Solutions N )
,v—— .

-
1. "Split process into two stages: (a) preaccession,
prescreening check of in-house title file:
: (b) postscreening check of ADR and Title . ,
Indexes for selected documents. (CE) . ™ .
. . .
[ \
r - > 1 . . 7
. . ‘Q . ‘ ~
. ) ., l { . - ,«zsqﬁ%
- 7 B v . - , ,
. o :
, - — - «
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- ' ~ Indexing/Abstracting
] - d ) g ‘
. ! -
AT Tt N T T - - T —
. . ) ~
‘ . N z
R ) : ¢
ProbTem: Cost and Time Factors- ' : . /ﬂ
‘e training new A/I's ‘
C ) : . - ) . —
o, payment procedures ‘ . -
€ -9 cletical aspects, e.g., author cards, . ; R
. typing, etc. C \ ", K -
: . | , .
5 “» inservice training for "old" A/1's .
s > .
"e per unit costs - s Z('T\ .
. A . . F *
v i » N ) < ' - . .
Solations .. - P N
N * , LN .: e, 7 n ) .
%. Use outside consultants on a contract basis; ~ ) e
pay by the document with a specific number-of . . CE 10
documents required per week: (CE G, RC) .. - -
2. Use memos and corrected work cop1es as appro- ’
priate; set up inservice meetings with A/I "S. . .
whenever possible. (RC)" . P . .

3. Make A/l responsjblealbr entire resume-rindexing,
> abstracting, cataloguing, author card, and
. scanning for further resources; provide ‘ . i '
feedback on. work before final, shipp1ng (sp)

*4. . Cregte an in-house training manua] with- hints// i . .
. and summaries of A/I rules. (CG. SE) ) oo W
) ’ ' ' . * ~ 7  J ' A
’ - 9 - '-J
- ’ [T
v, ’ . { .
. 4 b « t. s
. L] L
+ 4 ¢ “ -» B
:é . -, - . ~ . ..
14 ce R
> . ‘T .
s D . o~
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© 2. . Have A/I's review and cr1tique ach other's mmrk
to delete excessively general erms and tQ/
maintain consistency. CEC,ﬂ

3. Use mandatory 1eve1fng terms o% more«docdments.

N

[

*

. . [ )
. . .
A .
\ e T f
& N .y ™.

{ps)

A

o\

-&

. g B L AT T
: ) "7 .ot ¥Indexing/Abstracting: . e
“ z .7 A ’ .
2 ‘g, ot el ; -:G . < “
* L N g et <
. LK P } ’ ,/: . - )
- _ Lo - 9 - R ¢ - : .
~ - . M . T r . 3 *
! \ . < . N - «
Problem: Implementdtion of, ERIC A/I Guide]ines . o
@ < o use of mandatory 1eve1ing terms and general -
terns _ . , °
o use, of Identwiemmthorituis‘t L e _
r o. eﬁ, ‘. A hd
. ] coordtnation of dEScr1ptod uSage with other :
- " CH USeS ’ <, - ) .- ' .
- - " ' ) [ {
e use of incorrect descri tors . .
K) comp1ex 1nstructions'for fhdex1ng \ N
e changes by Faci,jéy W thout consuﬂting CH .
. o indexing from' memory rathqi than the Thesaurus
) T e d1scriminat1on aq&hg cﬁose1y re1ated descrip-'
" tors .. X
.. 2 .- 8 £ ' ’ N
o quality control ° T, . .
o time necessary-for writing quality abstracts - ‘ .
o i} . - o e, =
- ’ v ! : v A » Q ° _ e
v hd * . - . " \" i . R b3 TN
Solutions ’ T T S : <.
1. Ho]d/frequent staff meet1ngs and working sessions. )
’ (CS)é o . "."" . ) e 1—~ o




. T ) Indexdng/Abstracting

Eva
-

{d

‘o

*

4.
5.
6.
7.
8.

- 9.

10.

¢

Coordinate indexing with other CH's in instances

of borderline or overlap in document scope, -

- constlt as necessary. (PS) . .

Institute cqmputer1zed edit program for "catching"
1ncorrect descriptors. (EC) )

Use staff w1t a Tibrary/informat1on science back-
. ground; éxperience suggests they tend to produce -
higher quality Tndexing after/yéry Tittle o
training. (TM) S ’ -

wr1te to Facility and monitor about appropriateness
of .indexing changes without CH consultation (EA)

Send corrected worksheets back to A/I's and write
T memos to all A/I's when Facility notes specific
ob}ems (ce, SO, SP) -.

Allow A/I 3 epdugh time to write; avoid- arbftrary
standards of production. (JC) ‘

Hav 1rector reV1ew all work on a regular basis.
(SE e \

%
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-

typed in. -(TM)

as AERA) with note fie1d information already

) ~
. ' N Cataloguing
: - ) ‘ L ¢ F] v v \
- o Co— .
’ :j Problem: Staff Time and Effort T .
e training
- e N * reviewing -,\.\.\ IR . |
. ) * e consistency ) . y
R ’ '\ £ -~ -
— ¢ i ‘-\ f‘
’, N .
Solutions t p i
- - ~
" 1. Suggest a day-long train1ng sess1on by Faci11ty
. ‘ for all CH cataloguers. (EC) , . v,
e ; oo - 2. Check Fa\}1ity printouts and/or month]y issﬁes '
. @ . : of RIE. (EA)
* !a ” " o ' : .
. .+ 3. Have A/l's comp1ete efitire resume to assure close
" : look at each aspect in comparisen to the docu-
- - . ment. (SP) ;
\\\/2 Mass produce f8rms for large conferences (such® ~ O" )



~

-

f',CataJOgufng
. ¢

1

Problem: Use of ERIC Processing Manual
[ 3 - 4

z .
) , . e N

® 9 insuf?icient detail in Manual

X A 4 lack of examples in Manua1 .
.-

N\ g “ack of feedback on changes from4;acility

" : 1dio§incratic .5pb1ems witﬁ fugitive documents,
’ e.g. borderline issues regarding COSATI rules, «
subtit]es, report # s, GEO field

° confus1on in cgrrect tit1e entries K -

e conformity and consistency

L4

Solutions

1. Make one person responsib1e for a11 cata1oguing to
maiptain consist@ncy (CG,-SE) -

é. Keep small notebook to record_ Faci]fty phone - - -
instructions about cata1oguing Style require-
ments or changes. (CE)- . )

T V3. Request'shipment/editipg printouts (LIDS) from .

Facility for review.' (CE, CG,.EA, HE) .
.4 Deve1op a cata1oguing form which has. a space fbr\\
every.possible field in_the order in‘which it
will be typed. (ca, ™) ~ . o
- 5 €all- Faci?ity fora "second” epinion on certain .
= documents beforre ‘shipping. (ce), . St
' 6. ,Include review of cataloguing as an "addit?ona1
1ayer" in editing process.” (IR) e
] ; ".
“ f ° ]9 . ‘ﬁ.

- . . fa)
' -




’

.
‘A
.
A
o
-

, ’ S Inc]ude a title page with all appropriate information
. for each document. (JC) ) .o

8. Maintain.close contact with appropriate staff
* . members at Facility. (CS, JC) , :

gRY . . ‘ Y

. n » . , ; , . ’
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Editing

Problem: Conflicts between Editors aga Al's

® over-editing
o highly technical h(tufe of documents
o lack of feedback, |

L v
o disparity of writing skills among A/I's

L]

"
- N 4
o ¥y

o

Solutions ° . o i

1. Communicate frequently with:A/I's to ensure '
consensus on certain decisions. (PS) . -

2. Create content.and style guidelines and
weiting "tips." (PS) ‘ .

3. Schedule periodic meetings for-A/L's and editors
to discuss responsibilities. (PS) ..

N redd

,4.1‘Return nontrivialthanges to A/I's for their

agpeement before input. . (EC) . : .
‘ k B . . ,
5. Indicate abstract mode for A/I during sCreentpg-
. process--A/I still has freedom to- change

-, writing style provided reasons are given. (CG)
. 6.0 Use third pevson-as-hrbitratoy for severe ]
» disagreements.» (PS)’ Lo

+ " . -
[T
Lo

S

b4 .
’

13

S
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. : Edit'ing
o = R
St - A
x | - j _
Problem: Staff Tife
b ' : T
- . s e quality control, , . I .
. O - o consistency ° ‘ _— .
L | ' .
| Identifier«Authority List and cata]oguing :
checks s
\ 9 h zO - -
~ S e proofing L ; .
AN N ¢ i . ¢ o
e overload of responsibility for one person ST
4 ’, i ) ; . ’ 3 -
i' ' SoTutions o , _ o -

i : 1. Set up several leve1$ of editing: (1) edit before
typing/keying; (2) double proof; (3) have asseciate/
-assistant directors check and possibly edit: -(CS) - .o

4

2. Ease gressure by dividing work between two editors.

3. Rotate-proof?ng among processing staff. - (HE)

4.. Try to schedule adequate time for IAL and cataloguing
_ checks as well as editing of abstracts. (HE Jc)

K 5, Have Director review work per1odic*ﬂ1y to check .
consistency. (SE) . L -

. b
[
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RIE Processing "
- | - o
v ‘ . ) ’ -
OCR Typing
. ~ 1 B
, |
] . cl \ ’ "3
. |
- N ‘ ) ' ,i
P g v ‘
. . . - - ' l v
s : - v ' - .
Level of Sétisfacfion:n 4".75 ‘
N ' , \" : | \ ! -
5 * 6 : -



OCR Typing

» :
Problem: Corrections
o .sporadic feedback from Facility / R
, . : )
¢ questions about the "finer points" .
]
. Solutions = . . T
° s . ‘ N
» +1. . Contact Facility after revi'ewing edited printouts

(LIDS). (CG) ,
2. ’Make notes on the resume form about récurring

, < - problems and ask Facility to explain how the
‘ problem shouldvhave been handled.’ (JC)

b 3

-
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: L - ( OCR Typing- °
. ’ ' 2 ‘\. 2 ' i
— :
¢ ¢ N v, A ‘
® P | ‘
' . ~ . ' ”f' ' ) )
¢ _.' - . . ' ‘
- - R o . ) ‘
. Problem: " Identificatioh of Alternatives .
’ N ] 1
) o. better ways to submit information -
[ ¢ cost factors: S ' ‘
o S |
Solutjons - : . J A
1. Use a word prgcessor. " (IR, SO) N
. 2. Institute direct keying to tape. -(EC)- .
_ ‘ 3. Teletransfer resumes via computer. (SP) )
~
' \ . N .
. r ’ ' ' ’ )
. ! . . « ,‘ ' ' ' {
- \ ’ . .
7 }
- A [ ‘ N «
. l \
- - . \\' \ ¢ ) .
-. . L] ‘('A 5“ 1] L]
3 e \/
4 &
)t - N ;‘3 ’ B . * ' '; .
: \ ’;") ",
o S
R ‘ =
e . 26 . ~



- e . ‘o

X T - . ’ ": ‘0CR Typiﬁg-

Problem: Volume/Flow of Materials * B B \//~'

. 'staff-time
e poor handwriting

4 R . o lack of a backup person o
o ‘conflicts between shipping and typing dead]ines ’ .
for abstracts - . .
b _— ~
A ¢ T
. Sodutions

Y 1. Use more than one g&pist (SE)

. ' , 2. Consider the use of dictaphone equisxnent ‘to over-

- . come. problem of handwriting (TM

3. Set absolute dead11ne for accgptance of CIJE and
. RIE resumes from editors to ‘eliminate 1ast- .
Y _, Mminute typing’ pressures. (ps) A

. 4. Train others to proof OCR fbrms. (CG) .

e
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. ; ‘ R 2 ¢ ’ - ‘ . ‘V ~ ~ o
o v = Shipping/Mailing :
” \ %’ < o
, . . \\*\
. . Problem: Arr1va1 Reqmre??)enis ; , * -
° coas t-to-coast shipping .
. . o determination of appropriate shipping day . /[‘
N , ] cost ' : S
:‘ R - ./3 ‘ ’ .
. ’ ‘ (L) 1
oY ° . 4 ’ . * .
e - ) ’ ) M y
. (‘ ‘
) ~ . ' - A .
Solution$ » > Co > \ -
<
- - hy - Ny
. 1. Mail ahead of usual Schedule to make sure ADR
and/or resumes arrive on time. - (JC) v .
2. Mail during mid-week ,to assure prc{per arr1va1 of .
, ’ o ) shipments. (RC) : : ‘
\3 > Sugges’t ‘a2 need to° inwestigate éosts of sh‘ipping
. . as postal rates mcrease {SE) / .
s . s . - . - . .
P S F ' \ - ’ . . .
-’L-,, : ’ ’ . ) - J :
. . ) \az( . T
~ Lo ‘ -
R o ¢ :“ - P . M,
] $ - ’
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Shipping/Mailing

Staff Responsibility

%" | « Problem:
I E% o __lack of a backup person .

- l

e vacation peﬁ?on

?

o /, N
: / ; « °
S Solutions )
1. Cross-traiu staff, especially administrative
¢ -associate, secretary, and coqrdinator of
document processing (HE) P
- 23. Package resumes and documents ahead of time with
) ’ ) post-dated log sheets for. vacation® periods--
‘ plap.en extra work to get this feat accomplished.
’ - 3 I3 - (CG) ‘
‘ . " 3. Have organization or sponsor do the mailing. (CS
i ¥ , hd ’ v.) pS -~
\ . o -
; L ya ;
- ‘ ° .' -
- - R F " > “« . . /
T 2 ‘ « . W o
PO ’ o, '
. - ©
: Q’i , 7 b 0,
3 ) . k 4 = @
> .30 c
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_ .
Problem: Work Flow -

"o completion of author cards.

). . o keeping track of copyright re]ease
: arcfngemqnts - T

hY

.
.
. “

\O L

.
— .
‘ .
. . .

<

¥

Solutions.

1.- Us? wsek]y;dead]ine‘to-keep on a regular schedule.
- . * (T

2. CoTplgté-author cards at the same time as resume.
SP -

ments to note the level and authorizer name in%
resume worksheet, so that,the person who prepares
the shipment does not have to look up that
information again. (SP) -

3. L(struct the person who Tooks up copyright arrange-
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Ed

~

(accepted, accepted conditionally, -and'

- transferred) and send to each author.

e

-

(3c)

%5, Copy off author addresses from notification

>

”»
;i}'

©

"\rds when week]y shipment is prepared.

(sP)

N
)

-

+

' e .,
: . . . .Communication with® . '
\\ ‘ ‘ «-  RIE Authors. ,
e ° o A
. v ‘ \,.
[ - - ( ¢ W.
JI ’ ‘ < ’ — - °
Problem: Acceptance and Announcement of Materials 1 .
, o~ - .m:‘
. o 1length of time between receipt of document -
and announcemen'ea in RIE
o determination of amount/freq'l;encag\of
. com'mum'catiom -
e inconsistency in notifying authors about '
~ - status.of documents
4 ' s - ° .
, ——
Solutions
I M 5
) . 1. Contac&ythors ro exp'lain ERIC system. (SE)
‘ 2. Warn authors that documents may take six monthS ' &
’ ’ y to enter database. (IR) . .
‘ . Ve
3. Let each author know status of his/her document .
: within two weeks of receipt. (CG) ‘
4. Devise form letters about status categorjes '



- . . e
. < R T “ ) . Conmun*lca'tion with
. , - ot S . RIE Authors'

X _+ | Preblém; Comp1imentary Mici'ofiche* - .o '
A . keepmg tracfi’“of aythor addresses .
' T e va]ue of this effort ‘. -
O d . { * (
e, , ° L /\ 3 | . e v
S So’luﬁions - T s .
S . 5 : -
~1. Redesign resume workform to. include address space-- . .
i ) L . CH-numbered file also facishtatg,s assembling
o ..+ _ . 'announcements at 1ater date.- (CE)
. . . . , _“‘ < ) 1 .

Type mailing 1abe1s from information on ‘author )
/‘ : \ notification cards. (SR) - A
< B s Y ’

Type envelope w1th CH nun!berk 1n corner and author ‘
name/address when weekly shipment is being

‘ . .
o " _,' prepared fﬂe -envelopes by CH numben. (CG)
o ~~ - ¢
- -4, I'nc1 ude epra.natory letter with each comp'l 1mentary
‘ ) microfiche\ to author. (ee)
7:: - 1 3 To - - ‘ . :
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Communication with "
RIE Authors

I}

- !
)

Problem: Documeht Qua]ity Control Issues

. : _ o reproduction releases . ,

o reproducibility

" inappropriate formats : .

e “
- o tracking documents throughput protessing.

3

Sblutions

1. Keep in-house author and title card index to track
N documents " through process1ng (cG)-—. \

~. 2. Educate authors with CH blurb and the CERIC °
brochure about their rights in terms of copy-

right laws. (RC) o
’ 3. Develop a form letter about the rep?bducibility

issues. (HE) .

. -~
L3 . R .

Use CH brochures and wrﬂtten/phone cbmmunications )
to decrease format problems: (EC)

Include-reﬁroduptzon-release form and brochures _

with each solic

tation letter.

)

(ca, Ec)



V Communication with
< S ! RIE Authors

Problem:

Types of Letters o ' ’ oo

-~

e rejections ‘

¢ reproduction release requests
o follow-up . \ . o

. . *’ ‘ N - .
& _acceptances <

’ - &

So]ution

N ]
£ 1 L4
P

f] ; ‘.’ \&

S , L . .

Develop fbrm Tetters for documents that are . -
?ccepte? accepted conditiona]ly, ‘or. transferred. - o e
ca, JC :

Notify author of acceptance when document is”
shipped; include information about the receipt
of complimentary m1crofiche (ps) °

Send carefully phrased personal ized rejection -
Tetters to majntain good relations with authoys. ' .
(Jc, ps, s0) .

/’

Request reproduct@on re]eases only twﬁce, three -

weeks apart (PS) :

Indicate on reproduction release form whether\ S
second or third request. Add a "P.S." oﬁ the ,*°
third ihdicating thats.CH assumes ffrst two "were :
lost--also. use phone ca]]i EAX; ‘- - e s

E
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Problem: Organizatioq of Files S . }
R manual tracking of ‘documents
o computer record maintenance
{: . ’ o gfffciency . ‘ (_,
| | o . statistics gathering,; - '

o accessibility

Solutions .
’ 1. Set up filing system of RIE authors, documents,

and evaluators. . (CS) .

2. Make files accessible to entire staff. (PS) -.

3. Coalesce several fhrﬁs‘into one multiple part
form. (EC) .

4. Keep three card files:- "on order," ™in process,"
and "rejected" or "transferred." Also keep three
-document files: "waiting" for better copy,
missing pages, etc.; "waiting .for release"; and .~
"ready for-shipment” (file copy waits for shipment
) . to the Facility whilge the other copy is abstracted).
6., | (ps) o . ' '
_ ¢ 5. Color code a six-part accession form: (1) white=
N 4;\“ - accessfon # file and record of final disposition; :
PANEIN (2) ®lue=author file; (3) green=title-file; (4) .
T - " yellow=in process file; (5) pink=ADR, transfers
.t - “(for statistics); {6) gold=editing slip usged later .
. A fgg%gthqury file and other acquisitions purposes.
. - ST e " ' .

.

H

~’




4 A ot .t A . ®

oy 7 Record Keeping
. / .
» . -
6. Use manuad files to retrieve documents in process--’ 3 '

. contributdr, institution, transfer, nuRerical
accessions, and fh-process. ¢ (JC) . ,

7. Ce?trﬁlize,hll "ho]ding“ files in one space/office.
. (RC A . 1 =

8. Maintain adihor, titla,'held,\?nd transfer files: .

- (ca) - V4

¥
9. Use colored-folders to identify document®s status;
i.e., a different colored folder for transfers,
. holds for better copy or reproduction release,
holds- for mgre.information, and accepted docu-
ments. (CG) _

-

. e .
10. Make duplicate check only before abstracting/
’ indexing or only when better copy/reproduction
release arrives. Also arrange documents in
alphabetical drder for duplicate checking

efficiency. 4SP)

L R

11. Use computer program to elgminate ADR problems
and Yo trick documents. ' (SP)

12. Cross-train:staff to provide backup support. (HE)

li. Pu% agcepte& title and author records on.computer.
> {RC) . - R , -

14. _Keep-comprehensive notebook-of selicited- document — -
"sources {conferences, etc.) and uns6licited
documents (Facility, CH, etc.) to fmake gathering
statistics edsier. (CG) . -

< <

3
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. . > &
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Record Kéeping

Problem: Transfer of Documents
B staff time :
. e tracking i

‘e backlogs -

! = e v )
T - <
Solutions -

1. Switch transfers to "top-pr1or1ty" to prevent’
backlog. (SP) .

. 2. Collect transfers in a very visibIe basket- and A

send out once a week. (RC) .. - T
FR— L T,
3. Use colored folder for all tgansfers--keep separate L I
. card file for all transfers, including author, :
title, date of transfer, and CH recipient. (C6) = «
. ~, - . L 2 \‘
: e / Y
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RIE Processing = -
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'Tra“ining‘ IndexersTZAbstractors
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: ‘Training Indexers/. )
o . \ Abstractors., . '

-

Problem: Costs -and Time .

e use of computer as‘trd?ning tool . ,

b staff 1nyo1vement‘

[ ‘selection of.A/I's . o o o B

("

-

e "™ e , %
s - . ’ )
L L
. Solutijons : A N

1. Use outside consultants who agree to do the .
training on their own time, working through 3

the A/I Workbook with a supervisor. Ifthey =
sign a monthly contract, they receive-a Tump )
—sum for the training time. (CE) . .

3

2. Use A1 Norkboo (A11 CH's).

¥3. Use in-house manuals and guide11nes (CG,. SE)

4. Have other staff double up on tasks until new \
staff has A/I tasks under contro1 (SP)
5. Train abstractors to do computer searching {(sg) T e

6. ’Ho1d a {group meeting of potential®A/I's and have S
+ ther complete a few sample exercises to assess by
, their abilities and 1nterests (ce) .

7. Select candidates who can write well, are responsible,
and have good analytical abilities, such as
45 . students from graduate schoo1s of education or -
" Vibrary science. (JC) s

roo ' e
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g‘ i - . o “Ir’ainiqg Ir;dexers/ ﬂ
‘ > . t Abstractors
’ . e T e, ¢
Problem: Inseryice Efforts to” Develop SKills o ) =
s poor writing abilities 7 B
' o specialization 1n' indexing . '
o consistemcy. - . 1 : ke '
. 1'nform‘ation'over19ad ’ B ir - \‘0
o feedback o T e
‘Sohﬁiogs e e . _‘ . a_' . .
:"'\ " J y ?myide com: an faedbac'k frpm editing. (A1l CH s) N
-’ ; A]'low 151%54f or prﬁtice and 1nmediate feedback. .
v (P, oMY & : . . x o
- 3. Have Associate Directdf' and> Director conduct . O
- 7, reviews of work é’ (SE)” . . “
4 Use memos,. coptes’ bf&e'l everything, and ;
s+~ _Hold occasional meetin RC) ' ) .
( " s, Return* c0pies of edﬁed resumes to A/I s. (ca, HE) °
° 6. Review ERIC Processingjanua] ¢ (PS) - /;. R
: LS . L L.
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Problem: Selection of Articles

o selective vs. full coverage .

\ e too many journais and annotations o -
o "one-shot" journéls . i:
) ! . L4 .
e cutbacks '

- o '-Tength-of annotations : - 4 ) a

W .
Solutions . . -
7. Make all selections selectively rather than
© cover-to-cover; put "theme" issues in as one
article. (CG, EC). .

2. Suggest the need fbr a CIJE Title Index for .
duplicate checking. (HE) '

3. Review "oﬁe-shot" journals: carefully to make sure °
good articles not neglected. (HE

W

4. Suggest a need to review the 50-ward annotation

Tength. (SP) T
P

5.- Determine cutbacks from information on a chart

A that includes: (1)ssubscription method (compli-

" “mentary, paid, exchange); (2) Tast ¥ssue .

received; (3) UMI availability; (4) number of : v

libraries subscribing; (5) number of times pub-+

1ished for last two years; (6) number of issues . ’ . ™

in CIVR; (7) number of total articles in-journal ' :

issues; (8) number of articles selected, "(FL) . = * A

P
e
P : , %
.
- B .
A b ‘
. ) ’ %.
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»

/.
V.

the shipment is ready. (UD)

highljghted at top; (2) initial and date by each
Journal handler# (3) number of articles to. allow
for projections of nmberof annotations per
Journal per year. (CE) . :

.
» . -

a
® ’ o
: }
\ Problem: Turnaround Time ) - ,1\
o . late journals - ’ )
. o weekly shipments
-
e staff vacation breaks
- ” -
. o tracking journals \ .
) _ y
) e cost . '
o - - _
S Solutions . -
. 1. Select articles in one day. (EC) .
2. Place clearly marked CIJE basKets everywhere to
alert in-house people to move contents along -
’ each day. (RC) . A :
T3, Suggést the option of mailing once a week whenever.

4! Post a wall chart showing when journals arrive,
who is responsible for annotations, and when A
shipped. (CG, JC, PS) ‘ !
5. Assign all tasks to one person to speed up
\ - process. . (CG, SP) i .
. 6. Stagger vacations er,cdnsultants and staff to
maintain work flow. (SE) =1
7. Develop workform with: (1) ultimate shipment date o




N ) ) 6’ Oh‘ . s 40 LI < i
. - ¢ e ¢ . 5 : |
{ . . X * .
- . . ’ N » . e
' - AY ‘ - ~ * , o- |
. . . - - v ~ {}
¢ d : / b — i
P Y B B . . .
. |
f s g . ‘
S~ . R . ‘
Computer Searching
- ‘ .
N . g ¢ 3 a
. ) . B D
. . o . A [
- Ty - . -
¢ 3 N

) . "L‘e“vel 'oj .Satisfac?’iqh: 4.38



* ? y o . .
.5 e - . . - Computer Séarching
- .. . ¢ - . l o4 -
| ' 8 ”~ , - l—- \. ‘ * - ‘.A
. N “ ¢ . s A » R ) N
. %' : .- W, ¥ ) fa - . s
' ' Pr%w- Costs[RecorJa\Keeping_ T
N v . A ) N
’ e L0 bﬂ]ing/account(g o ~ : . - )
: " o. staffing . . .
I "9 training’ i i ‘
. ) . .. scheduﬁﬁg__' - . : D
. e . A/I trajning O ° ;
r'd “ b;- "“ L} 5 -
N . n - T * A
N v .
. ’ ‘/\1
S ’ "
~ R : - . ' - .
*  Solutions ) ‘, .
- "o <~V
1. Schedule appointments on]y durfng specific t1me , \ ,
N . blocks. (CG) . -
2. Develop “internal accoimtfﬁg procedure. (HE)
\\ 3 3. Hold inservice workshops to train all professiona]
b ‘ staff (PS TH)
~ ‘ N . s R N\‘ . 1] )
. 4. Run 5earches during Tow usage times, e.g.,.when
e Eastleuas/tis "off-line." " (EA) .
5. Pay for in-houSe searching through, revolving .
o - account~ *(PS) : ‘ © .
6 - Eva]uate services from patron, evaluation forms .?_'
- ) and chart of coHected patron fees. (CG{ X
. . ‘ s . ' . : . Ir'd \\ . (’ -
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'Computer Searching

4 3

Problem:

S

Search Negotiations/User Contacts. .

e vague questions -
e search strategy development’

.citatiqn retrieval !

fo

e referrals . T

e keeping qn top of the Thesaurus

M

e manual vs. computer services for users

", Solutions

T.
2.

-\

M -
LN " '

‘Insist'on in person or telephone negdtiation (CE)

Reduce turnaround t1me wheh user services specialist
is out of town or busy with other tasks--train

others. (sP). .. . , AN
Refer all non-scope questions to other CH's or\\\
‘search services. ?TM) Vo

‘Allow time for- searcher to study Thesaurus to -

provide quality searches. (RC)

’

Deve]op negotiating form.to use fbr search nego-
Jtiations.. (RC, SO)

.. Train secretaries to screen all search calls and

_ use Djrectory of ERIC Search Services to help
“‘clients Jocate nearby and/or less .expensive

g serviCes (CG, EC) -
:\& . “‘
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~ - 7. Develop-a "Research Set" of - Pubtypes 143, 070 071 ¢ .
. . - . plus all citations with research in thq;r descfip- o
tors to provide comprehensive searches: or . ) .
B research. (EA) -
.* "+ 8.. For difficult high interest searches, run search,
3 . hand select relevant ‘cttations, and save cobﬁes. )
' T When Tequests .come, send a cogy along with an U ,
. . update of néw citations. (EC ‘ '
' ‘ . 9. - Emphasize differences between manua1 and computer .
] * °  searches at time of search request.s (JC) g
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. _ Problem: - Development _o? New Terms >
B ' o. complex forms t s - . o .
‘ “e gathering input from staff and users ~
& . . k ~ . |
) . 0 disposn;mn of materigls from earHer project I E N o
oo e .. confysion about compound terms and related ) ‘ X '
’ terms . | ( —
> : ° . )
) ’ . jE )
Solutionsx . . . ‘
" S 1: Suggest a need toi’evelop a poHcy for compound _ -
~ ' terms and a §efinition for related terms. (IR)
A . - 2. Photocopy forms sent in month1y EAB's and ask each T
. ~ staff member, to complete them; have vogabulary
. review representat1 tabu1ate results. (EA) - | .
- ' 3. Investigate the disposition of materia1s not put ) —~ .
< in current ed1tion of Thesaurus. (IR)
L ® >
4. Use new Identiﬁer Authority List with postings
—. to determine priorities for descriptor creation.
(HE) R .
» . . ——
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. » \‘ -
¢ S
52 . .

W. \) ‘-_. 7.~ o ' « ' ‘ '5 - . . /
TERIC - D




" : Vocabulary Review

Probleggi Staffing

I

o pr1ority among other CH funct1ons ’ . \

) ;ime;requirements

Soigtions'

“a

Have.ept1re wr1t1ng/professiona1 staff part1ci-
pate’ (CS HE) -

[N

Circulate VRG forms to A/I s for feedback (EA S0)

Allot time each month for, review of Thesaurus N
d1spJays and recedt RIE and CIJE postings.  (JC) ‘

. Use procedures established in early Vocabulary

Improvement Program, i.e., 1isting and priori-

tizing, descrfptors‘ using.log sheets for

Tanagfng wprk coﬂ]econng reference books, etc. ~
CE . .

£

- H

Rezie? EAB at first staff meeting after arrival.
" (T™
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P o ‘
' ). ”/ - . Facilities/Equipment _
.‘-\l‘/ . .

%Prob]em: Equipment

e photocopying syst?m

e cabinet %pacé ‘
® " sound quality of FTS line L ~
o 'age/’efﬁciericy of equipment ’ : 4

o acquisition of better. equipment o

y J

" @ maintenance

>

Solutions
1. ﬁurghése copier to improve document 1egibiﬁf£y for- _
ERIC reproduction and to meet in-house needs. (EA) o P

I a

2. -Work wj}h veridors to explain need” for proper,” : '

- prompt service. (SE) "o ’ .

3. Contact local FTS:facility to check sound level
controls. (S0) ‘ )

4.." Demonstrate ways for use of new equipment as well
N . as importance of locating it in-house. (JC) - -

5. Investigate support posgibilities from host organi- i R
>+ zation or university. (SE) .

6. Use word'procéssor to store information énd alter
as'necessary for yearly/quarterly reports. (FL)

[N
—

- -
- . .




Problem: Facilities v ,. : S ’ "
e e~ space . S ' -
PR ) o Tlocation ' . \ , o , s
’ . x .
) 7/ ‘/ " . +
] ? A , . . 2 . e . I ° 4
Solutions . Vo - ) ) ”
_ 1. Mork with host organization or university to . -
: increase office space. (SE) ) ot
i ’ ' 2. Take advantage of prime space Iécationi‘b'{ tapping
. intdb faculty/student traffic. (CG; PS) .
). . | ) . ) . ]
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Problem: Currency of Products E ( .
o outdated resource 1ists (bibliographies)

' / EN
- . .

<

e

L/ “ \ .
So1utions : .

1.

2.

3.

<

Reduce ndfiber, expand Iength update every six
months. (R, PS)

Advertise more widely; include order blank to ~

facilitate ordering. (CG, PS)

Review ‘search carefu]]& to,eliminafe citations
not. "on target." (FL)

.«

o




L

Products

Problem:

R

T

¢
‘ v

" Dissemination vs. Costs -

e increase in numbers and distribution w1thout
increase in costs [

Solutions

L SN

‘l’ 3.

-4,

J

.
'Aﬁ‘

Develop cooperative arrangements with professional

associations to assume printing, reprinting, and
distriﬂution costs. (CGE, C6, JC)

2. VUse office copier rather than forma] printing

services. (HE)

Print bib]iographic series directly from Lockheed's.

computer ‘output. (CG, TM)

L

Use-dry transfer 1ettering for: covers of some

products (very cheap). (TM)

5.-Use more 1n-house talent; have varijous CH staff

‘e

6. Share costs with related professionaT’;:;enizations’

9. 7-

M .
v . 8
.
v

volunteer to take responsibiiity for developing
‘flyers) fact sheets, bibliographies as part of
regularly scheduled duties. (CG)

on a cost-recovery basis. . (CG)

Establish priorities for various user services

products, e.g., professional-looking publications
list; include cost in budget and eliminate some-,
thing-less cost-effective. (CG)

Type Wnstead of typeset some user services produdts.

(ca) ~

A

66
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9.’ R%duce outside author Fees.” (caq) .

. 14 - . \
10. Charge for newslefters and fact sheets. (SE)

‘
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* Problem: Inventory Control e
o proliferation of -total number of products -, ) -
. @ Tlarge inv@ntory of outdated products ' /#(//A '>
L e continuing popu]arffy of older products i
J ) Iy ’ ’ -3
N \ » .~ -
S6Tutions c | e : .
1. Have staff review products before each new budget
’ year begins to dectde which ones to drop - . .
(according to user response and/or sales). (CG) \’*t
2. Send outdated or. closed-out products -in quantity" i
to varioys conferences for freebie table; put
them out-as freebies in the CH; include tbem
in packets at conventions. (CG) C
3. Maintain tight inventory control; have one staff g
person responsib]e for keeping track of existing
. quaptities. (CG, PS .- :
4. Keep ongoing, accurate records of number of products }
?ri?ted and’distributed during each contract year. /-
R CG R
5. Make rea1istie.decisions on number to print, based -
‘on previous experience; print smaller quantities.
{ca, EC) -
‘a - *« -
6. E]iminate price on a11 user services produg;s - (PS)
. ) 7. Include notice of Timited ava11abi1ity date on
ordering information. (EC) . L
e . . o ¥
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, /s? ¥ . . . - ‘ Products .
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‘- ¢ a - . . a \/ o )
- ey - . A\
' ; N 4
Prob1em' Mgﬂing Lists Ut . ' .
< set-up of Tists - R L .
) estabHshment of targeted audiences/readers .
A a - . . 3 ’ .
n * . - s .
°. . > . \\ ’
. : \ .
. .. Vx < kS a - .
Solutions e R e - .

1. Create maﬂing Tist appHcatiomcards that 1nc1uqe' ’
professional position of requestor, identify 6, ,ﬁ -
various-categories of users and computemze ° v

+ this information. (CG) . .

‘2. Obtain maﬂing Tists of various redatdd professionaT .

, organi2ations. (CG JC) ’

% ~

3. Combine CH maﬂing Hst witi” other ne1ated com- .
putemzed maﬂing files. (cey o

4., Create a specia] maﬂing Tist of peop1e to whom'- " J—

: products are sent. (CS). Nt
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* Problem:

Topic Selection for 0ff-the-Shelf Items g’

K

o wide variety of itéms requested by users

o decision-making on top1cs, especially fbr

mini-bibs , .
’ . '\‘ v
- _ s =
' S
Solutions . S~ e
\ -
1. Have user services spec1a11st draw up frequently-
asked quest1ons ]1st (sp)
.2. Obtain input from staff and adv1sory¢boards on.
* - topic selection, (SE) ' o
e,
3. -Have preVious authors review searches’and seiect
¢ 10-12 best citations. (Reward: uthor keeps . .
the_ search and shas name’ pr1nted on\pini-bib as -
v "< compiler.). (FL) . . ) ‘
- ‘ ‘ .
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Question Answering

<
. ¢ - - )
Problem: Responses to Questions - !
“re. use of Forir 1etters
By
o referra]s ! R ' . L N
o statistics keeping ~.
e turnaround time- Ty ﬂ%ﬁ , o
A . . .. L0 . - .
< ' PN ) R
‘Solutions « = ) . ) v
f. ~Devefop an "all- urpose” form 1etter'for'routine
‘ requests. (TM? : o,
2 Dezeiop Iinkages with other information providers
CE
3 Identify Tocal referral SOUrcCes, such.as-pubtic - T
* ~or university 1ibrary (CE)
- 4, Refer document requests to EDRS. » (CE) L
5. Write brief n3tes on a standard enclosure sJip ,
using a felt §ip penfto match printing on
s]ip--creates a pro essional-Tooking note. (EA, RC) 1
6. Photocopy addresses from ERIC Directory of Microfiche
Collections for nearby collections. (CG, EA)
~ 7.  Dévelop a simplified record- keeping procedure--\\\\
s . *  réview quarterly report format for statistical
N needs.’ (SP) . , PN
/ -8, Dezelop a mu]tiapurpose packet of CH/ERIC materia]s
T EC
B : R
~‘. . . \. .. v . 4 .\j'.
, . Al \ \ . ‘ﬁj\- o\ . : A \
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9. .Use small note paper tl;at» obv1ates need for typing
a letter. (RC)

10. Establnsh a Coordinating Board composed of scope

.. area. researchers and" information coordinatomp - -

to identify issues, questions(and ways CH gan
serve users. (HE) 3 RASHE

7

a3

1. Offer off-the-shelf ifems as ready-made informa-
+ tion resources. (HE) - ’
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Question Answering .

Problem: Staffing . ]

o trainipg new staff - _ -
: - ; . .

° conférence_trqyel
q' N o inservice training ' .
e-0 time ' .

o volume of requests

-2 . \Q
=y
" )
. ’ hd X VS |
Solutions .
’ . -~ . 1. Develop a guide or packet to reflect CH.role,
. functions, focus, scope drea, etc. for staff
;and/or users. (PS, SE) . '
- i 2?‘*Set—schedﬁTe*of*fnservfce*traﬁnfng"and“set*aside‘*‘
\ , time for new staff to work with patrons in. o
- Lear 1ng Resource Center. (CG) ‘
o A

ra1n)recept10nlst'to answer and screen ca]]s.

. caé "j
.. 4. Investigate the use of interns from graduate * S

, ‘ + school -of education to assist with’ question-

answer1ng (ac)
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' o On/Off Site WOrkshops/
T . ,'_ Orientations
’ / & o« . A3 \“ s ‘
o ‘ 3
‘ ¥ - ‘v'/ i:
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- ! /V ~ J
Problem: O0ff<Site:Workshops - . . , -,'\
A _® puplicity "
) g e number of pdrticipants ) ’
, ,0 over-concentration on ‘Standing Order .
' - Customers . e -
.
; 4 - _ getting materials to workshop
» ) M
3 - e - travel, funds 3 . )
. . — . oo
hY
‘e . a : . . X ,. ' - »
‘ ¢ Solutions L | T o
- 1. Broaden workshops to incTude professionals, students, ~ .
- -ete..in scope area. (SP) , - el
T 777 7T 2.7 Charge for wprkshops (SE)’ . L ' ” o ¢
) 3 - . ‘—\l L d * - )
. 3. Send brochures- and other 1nformation if trave] ki A
. 1s impossib]e (HE) . : .. : o .
‘ { 6 ¢ .
4. Cosponsor conferences w1t? other CH's to share ¥ .
) »o tosts.  (HE) ‘ o <
» . . + ) ., .
cae Tl Sfldentify Tdcation of professional association - - I
meetings and” be sure to exhibit Tocally. (HE) O
4 ‘ ..
iﬁr “Encourage orgahizations to suppgct ERIC staff e . !
trav& (CE, CB) L .
L . 7. Arrange’materiﬂs and consul tation to support work- * ;7 -
I o T sﬁobs conauctéd by other5( ,(CE) .o T 3,
4 v, hRY . g . ) ? . “m:*
A . ' ( -
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. On/0ff-Site Workshops/

» . Orientations

o < -
. 9

8. Include pre-registration form in workshop announce-
ments; sp minjmum number of participants;

10. Train stable

. ?sk)regist ants to rank possible workshop topics. ’
EC .
: ) ,
9. Obtain a forfmal listing in.conference program as~

early as possible.

°sional ‘assbciat
s (CERIC)

«t

{

Jc) -

rm) members of liaison profes- vy
ons ;o conduct ERIC workshops.
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. 0n/0ff~$1te Norkshops/
r v _ ] ‘Orientations

-

- . °
o .
.
. ’

™~
s Problem: On-Site workshops ‘ '
te 7 \
® numerous requests .
e
K N G ¢ cost ) ¢ o
‘; . e staffing ' " - ‘
K o time . f/
° /7
e - \
Solutions . CoL 7 ot
' i * 1. Divide respopsibility émongssevera}-staff?ﬁembers.
. . (CG’ PSTM L} < ', - . . ’ ’
< \ ,
o - . 2. Review and make better use of all-ERIC audio- ' *
!" : . visual materials. (PS) . y KH
2 ¢ ‘.
D ST .3, Allow professors to bornow ERIC audiovisuals and °
< - then bring students on-site for a. brief visit.
Q/ - Re
- "~ 44. Use audiovisual materials, aﬁf}other resources
/( already developed by other H's. (TM) o
o
. ~ A
\\ 4
.. N s
s f .
_ - 3 l . ' .
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Problem: Criteria for Selection-of Specific Topics | ]

. determinat1on of re1evance, currency, and
. ) appea1 *

-
2 -

o dec1s1ons about priorities .

_ 0 adequad& of data base (ERIC & others) for
desiied topics )

S -0 develophent of t8hic . ' ‘/

So]utions ’ ] : «

XY

1. Consult advisory board and professional assoc1a-
tions (e.g., ask members to rank topics featured
., in gfﬁ-the-she]f items); solicit staff input.
(AT cH's) ,
" 2. Survey user.services requests received by CH and
- by educationa] service agencies-(e.g., SMERC .
/ and RISE). (TM) ., *: = \ _ ,

X . +Look at trends in acqujsitions (cG) .

Scan recent literature. CTM)

e w

5. EstabT?shomore Tfaisons with”user services., (PS) .°-

6. Experiment with practice app]ikat1on papers and*® . _ :
. extensive reviews for targeted aud1encés (CE) ‘

7, ‘Run preliminary searches of data bases. (CE)

8. Work with prospective authors. (CE) \
- - \
. Y
5 ‘ .
e ’
a . . ) \ . o
S T - 73 T . |
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- ) Topic Selection

‘Prbblem: " Identification of\Issues Withjn’ Scope

o .inadequate knowledge of materials otber than

_ERIC input
i )
e overlap with other CH's ' . 1 P
e suitability for "packagmg" '-for review and
synthesis- - = e
N , .
Y
Soiutig‘ s ]
) - N ‘ ) ' ) ' Yo

1. Set aside time for staff readimg and d1scuss1on
of pu’bjjshed.hterature "?

2. RolyQ on director's expertise‘. (Ps) +
with- f1e}d (SP)

4.- Slant issues toward usérs; (SP)

/
W
\5. Run ;Sre]iminary computerssearches and consult

IS

with authors. . (CE)

3. Attend conferences and workshops for direct contact ¢
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" . " Préhlem: Lack of P}an or Program for' Selection-
*

. RS i ‘ ‘
1 5% % e ad hoc nature of dec1sion-making<process N )

\ .Solutions oo . ’ A s
1, DeVe%’Op systematic program for productgand .
= . ser\hces,i (..EC HE) °

~

[V

: 2. Organtize consultations with“a-dws‘sgry boards afd ‘
. L professional associations‘ (AH CH' s) . :
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Problem:- Inadequaj of Rewards A - . oo
. .o e Tow or no pa nt N Ve N : ,
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P . — - . RN i - e T a T ’
' B *Provide bonus far meeting deadlines. .(IR)- !
' T ’ AN S5 o
i s 2. Use young scholars of unestabhshed authors. P A
(CE, RO) p
o (-] o . 0 , ”
. . 3. Avoid necessity of costly new research by asking i ' .
N = *authors in other disciplines to interpret their - . {
g R ) work—for+CH STopE. —(PS) - " o
"‘ \':\ " 4. Promote products. . (SE). S < - 3 .
‘ . 5. .Build prestig€.of ERIC publications through . o ’
', commercial -arfangements (e.g., issue IAP's in &
N /\ " hard gover serfes). (PS/\_) c . .
" ’ ; P — " .
: 6. Pro\vide authors with sel\égted supply of prnducts .
for, their own use. (EC ) o
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arV o T\Protﬂ@m Restrictlon of One-Year T1me Frame e 4y
) ’ ) o hi h es re to- roduce e L
3 | o gh pressu P S \ - N
( 0 inabﬂity to compl ete assignment ' \ \ .
© E 4 .
i . e staying on schedule, especiaﬂy for authors . .
- - A ' * separated geographicaﬂy '
. * N R | loss o'f‘weﬂ-kpown field althorities . - U
. . N 'I . . et ‘e \Q\\ s
‘ . 'S Ed . \\‘ q ) |
L4 t . ) ’
2 ce - . _ coD
So]utions “ \ o

) . .
-

N K 3 - [ DPHL ,,,:.,._v»-- el L. auu - /
¥ . ) ‘ 3. 'Ilse young scholars with more time at their S ’
) - N q_.-"\\ disposal. (CE, RC) . . oo
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o / Cone authors to decrease interruptions--also try to. 5
, ‘ o (! + - provide feedback as quickly as possible. (PS) :
- ~ . '\‘ . ! . .
- S AR 2T USE WOTd processor. (SE) A
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N | Problem: Costs o ) ST
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‘ i. o bidding processes i .
S o. demands vs. bpudgets A ‘
/ ) 'L‘F!‘ ® co-publishing agfeenen?:s /
; ' — — ,/ s : -
; - e , E - R ' -
.~ = - I - I J / a‘ =
) . ) ° '/ , /
< ] ﬁ’, s
‘) Solutions | x w' 2 ' ’ . ,
’ 1. Have a designated (./H member af:t as liaison, pérhcu-
, . larly when 1ow '‘bid made by out-of—state’ prmter .
' (RC) ‘ ) . r
/ R 2. Attempt to foster .ongoing relations with printers :
B and graphits contacts. FG) .
- R Havje professiona] org{ \‘zatwns‘ print copies of F .
) I - CH products or:incorporate products in their . / .
Coev . Journa’ls to meet desands.. - (EA') A
. s mwfmm-»»4—~«~~l}se——c-empet-1—me biddinJ process’, (SE’) _/:
' - '5. Develop £o-publishing’ agresments w&rofbseﬁonal ,
: - ’ assocfations/Sponsors (€S, so) A
* * N ~ 2y . 4
) ) ’ . 6. Suggest a need to identify examples of successfu] N '
/ R co-publishing agreements with a variety of '
- / publishing groups. (SP) .k
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Marketing/Sales )

Problem: Publicity/Exposure of Publications for-Sale -
e lack of expertise

e lack of funds

So]utions //

.

1. Distribute f1yers at conferences and conventions.
(CE CG)

Purchase advertisements in key professiona]
Journals. (EA) et

<3, Sénd review copies to professional Journais
B ( A’* Jck& _ . ~ . .
4. Send news releases to profess1ona1 Journais (EA)
']
5. Provide complimentary copies to organizations_ for .
notification of members. (JC)
67 Inc]ude pubiications list with each’ filled order.
(™) cn
T, Develop professiona1 eye-catghing brochures and
product covers. . (CG) o .

8. Utilize marketing programs of co-publishers and
profESsiona] organizatibns (Cs, EC, JC) '

. 9. - Invite marketing experts to Technical'Meetings (PS)

L4

10.. Do mass mailings and/or s ecia] maiJings to ta#geted
E groups. -(ca, HE

ii. work‘with manketing,difecton
each paper. (CE

3 - » .




3

12.
LY
;.

14.

< [

Consult authors for marketing suggestions. (CE)

Develop revolving account to support sales. (SE)

Make decisiofis to sell materials with wide appeal
and to distribute/give away mater1a1s w1th
limited appeal. (EC)

3
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.o . " Inventory Control
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Problem: Physical Storage - . .

1] H “9
Solutions \

1. Purchase storage cabinets that can be lockéd. (S0) - ‘
2. Ceptralize location of all sales products. (CG)
, v . ] . ‘ . -\

’ 7

—

L
an
—
L4
-

- " -
3’ ’
o -
’ 4
+
-
’
.
. .
\ 1
'
4
7
y °
1% » M -
T3
.
I'd -t
. ~
- @ N .
. \9 B
.
0 - ° & L[4
* v
- .
3
y T H
'\ .
) , e
. - - . e ) ;T
B » '
' ¢ -~ . g s
. .
°
/ »
B ( .
. . : R
‘ ¢ ’ "
¢ . ',
4 “ .
v
< ’ - .
}
> t
f .
~ ‘ M - ®
B
~
‘ N , /o o
. :
¢ . ¢ 5 ’ . |
€ - - o
2
R -
N . L] . . .
, . . ’




* ° ) T \ . '

. (

. <
. ) ' Inventory Contro
o : /
. N 4
' = :
Prob]ém: Recurd Reeping w , /
' ' \
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Solutions o x " ] ' )
\ <y . 1. Compape actuil numbers’ on -hand with sa] es records s
. - on regulatr "basis..(CG, 'SO) . , " .
S " 2. Limit access to materials to Pubhcatwns Assis-
: tant. (SP) - .
) 3. Conimunicate frequently with “"order- fillers." (PS)
] R 6\
4. Set up files to reflect , source of order, "Use ) ,
‘ N separate filk card for each publjcation which . _ :
. g contains ifformation on buyers, number sold, ]
. & ‘number_of comphmentary copies, etc. (PS)
. . )
T o 5. aShe{\ve pubhcatwns so that numbe‘rs a'i eft ¢an be ‘-
; - readﬂy seen, (JC) .
6. Ma1nta1n lists of pubhcatwns and their ED numbers R
for out-of—pm nt- matema]s. (acy. .
‘ 7., Keep: ‘track oF numbers by rioting frequency and ° '
. - . quantity of materials transferred, from storage - -
o < _ Tbuﬂdfng to CH. (RC) o .
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Professional Linkages

Problem:

Qutreach Efforts -

o insufficiedgy of staff and/or funds

e follow-up and follow-through

»

. monitorjnd‘changes within field

. |
° number/bfeadth of scope areas

e contacts with professional organ1za¥hf

dur1ng 1eadersh1p changes

e quantity of requests and demands

L L 3

ceulIw -

o

N

publigations and/or conference trav

Solutions" - 2 'E
1. Hold off1ces within profess1ona1 organiz tions
(Ce, HE, JC) ] y;;
“2. Announce papers from conferéhces as min
-in RIE. ‘(BE), : ~
3. Work with EDRS t prov1de 1nexpen51ve g:x‘oﬁche
packages of ¢ rence papers to profe ssional
< 'association memBers . (HE? i
,../ -4. Make systematic 1inkages-to coveF varii :g scope
: areas.' (CE) -— ’Q
Zﬁ‘
5. Present workshops and exhibit bodkhs a1
+ (A1F CH's) b
6. Request support from professional qrgaﬁ




’

7.. Encourage individual contacts by professional
activities of staff. (TM)

8\' Establish ongoiing review of IAP's with professional
. assoc1at1ons (SO)
/\ N 3
3. Renew acqu1sit1ons arrangements periodica]ly (s0)

10. Use staff meetings to brief members on trends
W1thin the field.. (PS)-
/-\ -
“17. Send d1ffereht staff members to ERIC technica] and
professional staff meetings. (PS) )

12. \Increase phone and,mai] contact. (pS)

13, Set up committees of. evaluators from professional
associationsz (cs)

14. Use eXpertise'of advisory commission members. (GG)

"5, Cosponsor publications with profess1ona1 associa-
- = tions: (A11 CH's)

16: Write regu]ar newsletter/journal columris for pro-
' fessional-association Pub11catlons (A11 CH! s)

17. Encourage professional associatfbns to repr1nt user
services products (CE) -

18. Be se]ective in choosfng Journals/newsletters for
staff-developed articles 'if-demands for standing
po]umns are too great u(CE) NPT

. Restrict the number of joint pub]ications for each
professional organization in order to. invo]ve as "~
many organizations as- possib]e (EA) :

Invkoe professiona] organizations in product planning
sand development and in advisory capacitjes (eC)

.. Help-with mailings for amrnual meetings and then use _

. sa::/ligt/for acquisitions. . (JC) (/
"Develdp a scopé grea directory to provide an overview ’

of fie]d (rc) *
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* f . e 1
- " Local/Administrative

. ( - S , . Support
) R~ M L
. 4 . .
'\1. - X @
’ v ’ | -
N . N 3 ” -
. . Problem: Financial Support® . - - .
) . - .- . *. P . . :
. _ 9 cost shqring ‘ Lo Ao
' . - ° ® business office relationships R
. N ,
- * L

. Solutions

: .o 1. Use services of host 1nst1tut1on or organigition,' -
d ™ as much as possible. (A11 CH's) ,
e ‘2: Hire outside consultants to he]p with overhead’ .
costs. (CE, CG)
‘ . - 3. Emp]oy part-time accountant- to mon‘itor/speed up .
accounting and billing procedures. (RC) .
L. ' 4, kgrk_c]ose]y with university administration. (SE) .
s \ )
l' » ' . : ’, - ' -
. o } ) . ) -
e . ’ { o { &
’ . e v -
> . . ‘ , s

] o . - . .
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. . v ©o .
. - . ’ SpeC1a1 Proaects--
. . e . How Determ1ned
N - : . .
) . ‘
. » = &
S
v 8 -
Problem: Funding and Staffing ' - :
- O A "
<o ‘lack of resources . %@“4 -
.o lack of clarity in ERIC system pr1or1t1es . t~\"
A}
. t1m1ng .of rece1pt or request of funds .
[ 3 . . . /, \_ -

> ﬁh‘ >
Solutions i )
1. Use brainstorming sessions to elicit ideas. . (CG, SO} K
2. ‘Get ipput from adv1sory board\ (SP}' .,
3 Seek fund1ng from non-NIE sources. (SE) )
4. ‘Survey the field for needs (SE) . ’
- D

Check with un1vers1ty personnel tp see what they w1]T

support.

(SE)

C4

K

6

. “Monitor comments from workshop participants,

'_(Ec)

7.

, Examine overall system.

(EC)

\ »
.8. Suggest a need to ‘develop a list.of ERIC,syst;hinwnr1-

E1e§~and thén have CH's deve]op appropriate proposals. .
CE - _ o
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. . o - , ) Special Projects-- :
- ' . : T How Assigned g
‘ . : B » - ' ;” *
p & . - s 1<
T . . . . ‘
- B , > “ . . " . ‘.. — %,
L _ Problem: Staffing . - _ ' .
' o limited time = ;- C R
A o Timited funds I o
| o identification of staff memberst skills , T
t N ‘f":: - . ,
\ N
. ®
* Solutions -
1. Ide‘?tify interests gnd cappbilities. (SE)
. : 2. Make sure that projects are carried out with full-
' ‘ time permanent staff so that changes in part- -
n time staff do not interfere. (ch
3. Look‘at’ staff skills as well as timé which staff
member(s) can "cafve out" of usual schedule. (RC)
/
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Budget Management
. .

.
-

Problem:

Fiscal Issues

o limited funds’ even for required items
o projection of unforeseen changes, e.qg.,
"~ inflation. rates

o ‘cost.effectiveness

o task analysis

-

o interface with university or sponsor

2

1.

)

Solutions ' - i .

Use host organization services whenever possible<-
some may offerr assiStance in proJecting for
inflation rates (CE, CS, T™)

-

2. Deveiop a manua1 system for monitoring "encumbered“
funds.. (EC)
3. Deve]op a special form for:grocessing task analysis
that incorporates baseline data gathering (ca]ied :
- a Se]ProTiDa) “(RC) N ¥
4. Explore cost-sharing opportunities (Ps)
5. Maintain flexible attitude toward money management/
expenditures. (P$ . s
“ 6. Encourage interested professiona1 o?ganizations to .
.. " contribute to mailing or printing. (JC)~
R _
7. Review monthly budget printouts. (CE} o
8. Develop reldted projects to assist with-costs. (SE)

-

3 -
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s f&‘.‘ & ) ce .0'a
Problem: CH/Advisory Board Relationships

¢ maintaining contacts

e insufficient inpqufeedback from advisory
board membgrs , < .
: ' a7 )

" Solutions

T

1. Use frequent phone calls and Tetters. (JC, SE)
‘ y
2. Send each member selected portiSns of monthly RIE

input, proposal summary, annual and quarterly fk -
_ reports, IAP's, and other CH products. (RC) ‘ ‘ .
3. Mail -an/"Advisory Board Alert" news1ettér twice -
.a.yegr. ; (PS) )
4. Present:charts and tables of documents and Journal
articles in ERIC system from each of the organi-
. zations, rgpreseni;& on the board. . (EA)
- !
’ )\ ¢
n
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y s N e 4 ?
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o N
. . 2 Advisory’Board = . -
{ /\ ‘ - =
\
Problem: Costs ) ’ -
B 4 f N
o travel expenses (
® group meetings . ]
iS'o'lufmns ' 2
1! Meet at conventions. (CE, CG, HE, PS, SE) .
h 2. Limit size. {CE)
3. Set up alternate-year meetings. (SE) - A
4. Use personnel from host organization. (EC)
.Q;“é’ < ‘ ‘ f
» 2 - A - 7
- . . ~ ' v —
.ot . . JUPEET -
. -
: ‘ . »
, Y ! >
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A ) LG - . A Staff Meetings
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Problem: Agenda ) R /j
S . : o determination of items - { , .
_ . . - AR A RN
2 ' ‘s "determination of priorities ’,} -
- . ) ) s ) e :
< o r'd ..' \
® "‘.{
- '(. . . . -
. L V | ’ Z/\
So1utions ‘ - B ' X :
. - < - 1 . \)
1. P‘lan ahead and incorporaté concise reporting, _ !
) attention to EAB action ‘items, a d deve1opment :
of project ideas. (PS) W *
AN y <, 2. Ho1d inservicé sessions on Gbmputers and. education, ..
‘ T © writing, and ‘staff deve1opment (PS ™)
t. ‘ L] -~
: g 37 Set up 1nserv1ce day for secretarial training (so) ~
‘ "4, Ho'ld monthly meet1ng_s to d1scuss EAB. 6HE, SO) - )
» v ) : s 9
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R « » T St3ff Meetings -
: o~ Ll A ) ‘
' * ' "f s N P" . .
, ‘ o . PN : .
. s \ . , ‘ x ) R} ol )
. ' . ) e : '
oblem: Scheduling Factors. =~ . o e e
! @ * o determjpation of time and frequency
1- LT : < . :?- d . a
* ¢ oo 7 - ;‘ ¢ i L 4 , - .
) W ¥ T <o ©o S > )
. R ) &
3o~ . ] (<) ¢ s
. I 4
- -~ « N 4 ‘_j £ - ’
- -’ . Ve » ° ) ° v { 3
Solutions' * o ‘ . L, - ‘
. 1. Hold total staff meet1ng a needed--1mpetus from
any member. (EC S_/ ] , ’ - o
s [}
2. Schedule meeting"bf CH” department heads on b1week1y .
. basisy then they hold meet'mgskas necessary. (EC)
‘3. Hold staff meetings frqquen\t]y, especially "mini- ]
‘. ‘ ‘meetings." (SO? Ll o
" 4, Have an annual advance (retreat) away from CH to ' '
- plah. -(CG) A .
D 5. Meet more often durin? pemods of extenswe travel et
- by staff-members. (J9C) . . - "
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.~ ' 7, . staff Turnover/Hiring. -
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Staff Turnover/

/
6. Have 411 profess1ona] staff on univgrs1ty appoint- T

. ménts to decrease turnover. °

Riring
l ’ / - - .‘ ‘J
\ - - —
‘{KPrbblem: ngortun}tjes for Advancement . Ty
- o lack of career‘ladder; o
¢ - gfaduate student turnover .
- RS Y
B S ) ‘ .
~ Solutions - o i T ‘Q ' .
10 Consult with CH staff and others’ (PS) \;'
2. Hold inservice'seminars (ca, PS)‘ e‘
. 5. Provide some job rqtat1on fbr learning opportun1t1es" ,
~and regu]ar reinforcement. . (PS) .
4? Use teaming appréach. (CE) ‘
5. Hi;e_consultants (1oca1-peop]e5 fo.groviaé N S
. continuity. (SE) - T ' R

,
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’ v ¢ Staff Turnover/
' 4 . Hiring ¢+ ~
¥
* L. . . LI

. ' S

, J Problem: Salaries ‘ o . :
o lack of competitive basis S
( e .geographic lgcation . - ) T
. : o low level for clerical-classifications . -
. ‘ A : i -~
< -
- ¢ i . ‘.‘ .
M » ¢ ’ ' k]
Id ?‘ L]
Solutions - ' “
- LY - - A . ' ] 'n
. 1. Try to capitalize on staff members' commitment to T
. . CH and its users, specifically thefr satisfaction :
C e in_seeing the ERIC database and materia]s used ‘
c well. " tJC) L e _ . .
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»'  Staff Communication” -~
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Level of Satisfaction:: 4.68 -. .. S
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5 oo ) : - Staff Communication
. . ) s . - : -

L - .

L ]

Problem: Maintenance of Contacts

>\L~’_ . . e updating on regular or daily basis
o out-of-work interactions
g o lack of ayﬁreness of others' responsibilities

4

» ... e staff size

Solutions " ' e

ATye. ~

.7 _.1." Hold biweekly ﬁgéf?"s;\ggggp1 staff advance, and
~ ' route key 1nfbrmq£?on‘on a raptine basis. (CE) -

~ 2.% Hold frequent-mini-meetings. CS) -

gf 3. Design processing space wifhf; three-door access
i triangle to facilitate impromptu meetings. (RC)
} » >

~ 4. Schedule weekly meetings of CH managemént team. (EC)

o "'/_~3N\\E?t aside quiet time for minimaf'gta%f interaction
N ™ to accomplish specific tasks. (PS) -

3

SN B 6. Establish system of internal checkpoints-and : -
. = " information sharing. (SO): Ny
‘ _‘7.’,' Foster open communication among staff members. (CG) 1 , B
o, ) *‘§ .8. Provide,dgportunitieé for out-of-work get-togethers. )
. ,, (ce, sp e - :
'« . 9. Encourage development-of both professional and | T )
5 .. personal friendships within the CH. (JC) -. R
‘/4 . ‘/ )
‘.J ¢
. T .k
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Staff Development

-

Upgradin_g and Training in New Skills

for Existing. Staff:

-

. Level of Satisfaction: 4.25
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n . B ' .
‘ . ) Upgrading.and Training in New B
Co N . . .. Skills for Existing Staff
® N o
#> ’
"y
< 1"
o . } : R
Problem:. Skill Acquisition and Improvement -
. o time A - s . o
. e cost - n .
° o lack of career ladders . . . ) a
. . .
! e changes in equipment/procedures . ’ ) —
2 . release time ‘ .
o e content vs. technical expertise
- ' > -
5. ) .
1,\, °
W, _Solutions / i
;o 1. Spend time one7on¥one;to teach and check skills. (PS)
2. Have workshops for entire staff.” (PS) .
) » 3. Allow staff to take advantage of classes offered .
. at university (Jc, RC, SE) ) .
4, Encourage attendance at seminars, use staff training :
i time to read journals, etc. .(RC) R {ﬁu»~‘mmegﬂ -
’ |
. 5." Have vendors provide training for,new equipment (SE) |
- . a
6. “Provide opportunities for staff to attend off-site
. g training. (cg)»
7. Train professiona1 staff in computer searchingoand
. : -word processing. (SO) _ -
- L :
' . .8 Hold monthiy staff development seninars with outside . . _
R . e, speakers. (CE) . , I ' . .
9, Allow fiexibie time schedules, to meet individual
needs”. " (HE) ’ N .
. ‘ -~ . v .Q
T T . o .
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C ) Upgrading and Training “in New !
- - ’ . ' Skills, for/Existing Staff
N ) ; ’ _A . R ’
Problem: Workload”. -.
. ~ . ) v . X
. ' e flow and variation of work - SN
i i
. ' - o small number-of staff ’ ,
. \ * . ~ -
e backup assistance - ‘ .
N - - 4
N \ ~ .
Solutions ) -
1. Train everyone to do every job to comperisate for
’ . . small size of staff. (TM)
"' ' 2. Encourage staff members to learn other areas to .
, ‘help with workfJow 'variations. (EC)= % —
! P S
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Staff Development

¥

Training of Ne'v(/ S_tafi'
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significant improvement in procedures and. work
flow. (S0) -

v
-

Training New Staff
Problem: Organization of and Approaches to Training
° ‘systematic vs. sporadic efforts /‘
~eo explanation of complicated procedures and
(] . manuals
' e, explanation of the "big picture" of ERIC
e time '
® costs 1 ! e
. o quality -
» .

o efficiency "

\ e responsibility ~

S .

. ' >
Solutfons\

1. ‘Provide structured guidance in use of ERIC . .

: Processing Manual. (Ec) : '

2. Have newest member tra*ned by néxt-to-newest
member, with supervision. (PS) +

\ ¢ R e’

3. Try to overlap new and old person for at least '

) one week. (RC) , y

4. "Set aside-time-for intensive one-on-one’ training ) e
sessions. (GG)

5. Allow two new people to train each other--can make




. . Training New Staff

“ + 6. Put together handbooks about responsibilities for
. each position.’ (CG, JC) |
' 7. Use A/I manual for training, as well as other ERIC
-1 . materials. (CE, SP)
8. Provide feedback on informal basis as well as
s %hrgugh university staff ass‘ssment prgcedures.
¢ IR v

9. Use a training cbordlnator to ensure qua]ity and
efficiency. (CE), . . ©

-

B 10. Provide a comprehensive:overview-of the ERIC system
! | to help new s¢aff see the full ERIC picture. (IR) . »
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. . Problem: Effectiveness
‘ - v o—‘as%essment' ) - : : -
R adJustmént pemod ~ - > 4. - -]
™~ o workload fluctuat1 on e
"t" s . . . A
v * ...f ° ) ' M
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| . Solutions ¥y o~ .‘ ¢ i’ “
*oe L - \{'L. Try to determine acceptable 1eve1 of success 1n
) ~ advance. (PS) "
C ol , -, A :
B . ' ‘ -2, Set up changes on temporary basis if necessary. XPS)..
S ) ., 3.° Reassess staffing patterrrs when personnel changes i "
_occur. (RC) . g
Make certain ‘l:hat at Neast one A/I pos1tion 1s .o )
filled by a person who can-write and/or edit if ) &
pubhcations workload increases. (EA) e g ]
Allow departirfg emplbyee to wnt‘g Jjob description
for replacement. (so) - -
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. ’ L v Job Rotation/Staffmg
T ' -l _ Patterns : /-
' - N ® :‘ - ’ LR s,
- L '
AR \ ‘
— - T 4 . ‘ .
.| Problem: Enrichment/Satjefac{cion "
e training and béc“kup ‘ )
" o ability/skill 1dent1°ﬁcation
. - * o T ' - .‘Q - ‘ J
* \ ) . o
\ ' ‘ . \S
' Solutions . : . -
1. Maj,ntain ﬂexib]e sta€f patterns.- "(ER). . - .
T . 2. Recognjze that specialization is generally most * ¥
' efficient for many activities. (SE) _
B 3. Use teaming to provide opportunihgs for learning
'/ new tasks. (CG) d . .
ye /- . e ¢ . .
. 4, .Cross-train staff for-support and backup. - (CE HE)
. ] 5. Assigo primary and secondary areas of resﬁsnsibﬂity
; to provide work diversity_ (CE) ‘
o ) - 6. Cha(mgt)a staffing patterns according to work enphases,
. . " ' PS) .- .
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3 '— _Public Relations

aaaaaa

Problem: Visibility

-
’

J
o maintenance.of contacts with users, professional
associations, etc.

e maintenance of qua1ity of ERIC materia1s
(prod@cts dnd microfiche)

A}
e exposure, outreach

. o~ Funds ‘ ' C°
o time

o staffing - . S

Solutions '\ -
1.
2.

Set up, tol1-free number for users. (CE, EC) ' L.,,'
Use newsletter information dissemination resources

of supporting organizations. (CE) ~ L
Produce non- ERICvpug\ications with rotary account
__funds to help PR. (SE):

" Work with associations to he1§ pay for publications

and conference travel: (SE

.. Conduct outreach activfties through advisory board,

teacher centérs, newsletter and fact sheets, '
international visitors, and journal artic1e
writing. _(HE) .

AR
'

«-

°
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6. Attend conferences and workshops as much as
possible.. (A11 CH's) . .

-

7. Offer on-site orfen;ations. »(CG) -

8. Se?d Tiﬁi-se;rches to faculty for their courses. ‘ o
cG - .

-~

.29, Use taqgéted mailings. (HE)

10. Encourage institutional librarians to use ERIC
hotline for computer searching assistance. (JC)

n. \Pr?payg RIE documents to make them more.readable.
JC . .
L . @ ..
12. "0ffer information about proféssional groups to
users through n§y51etters and: 1iaisons. (JC)

13. Send ;ut copies of off-the-shelf items to mailing '
list--creates a wonderful ripple effect. (CS)

e
/




