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Best Practices for Collaboration in Technical Services and How it Can Filter Out to the Rest of the Library

Section: What is a Wiki and the History of the Troy University Technical Services Wiki
Speaker: Ruth Elder for Jana Slay, M.L.I.S., Head of Technical Services, Troy University Library, Troy Campus

Today, I would like to talk to you a little bit about wikis in general and the Troy University Technical Services wiki in particular.

Let’s start with “What exactly is a wiki?” Wikipedia defines a wiki as software that allows users to easily create, edit, and link pages together. Wikis are often used to create collaborative websites and to power community websites. Ward Cunningham developed the first wiki, WikiWikiWeb, in 1995 and described it as "the simplest online database that could possibly work." 

Today, wikis are used in a variety of organizations. They are used in libraries for internal documents, such as manuals and reference notebooks, and as easy to use tools for creating and maintaining web sites. Both public and academic libraries have used wikis to develop subject guides for and with their patrons.  

Our wiki and many others are password protected. One reason for this is to lessen the risk of the wiki being vandalized. Another reason is that it makes many people feel more comfortable contributing content— they don’t feel so exposed and are more willing to participate if their work isn’t on display for the whole world to see

Now, for a little bit of our history and how we came to be wiki enthusiasts. We are a multi-campus University located throughout the state of Alabama. In the past, we were separate Universities, and each library had their own procedures and policies. The universities merged in 2005 to become one university with a shared catalog and electronic resources. With the merger, came the realization that the libraries needed to standardize practices as much as possible.

The merger was a huge change for the libraries, but on top of that, in 2004 and 2005, the entire tech services staff on the main campus turned over due to retirements and relocations. Since then there has been more changes including the 3 of us joining Troy as catalogers in 2009. Needless to say, lack of institutional knowledge and continuity is a huge concern for us.

Jana moved from the Montgomery campus to the main campus in 2007. With the move she inherited obsolete and incomplete manuals there were no formal manuals at the Montgomery or Dothan campuses. Obviously something had to be done. 

Although, we are working toward common practices, minor differences will persist in some areas, such as classification choices, physical processing, and periodical arrangement.

There are several reasons we chose to use a wiki for our technical services manual. Location is the first reason. Being spread out across 3 campuses in Alabama, we wanted a way to involve all the technical services staff without everyone having to travel to get together to work on the manual. The second reason is the learning curve for working with the wiki is minor compared to working with web design. The third reason we chose a wiki, is that it is fairly paperless. (I say “fairly” because every once in a while someone prints out a page to have on hand.) This makes us feel like we are doing a small part to be “green.” The final reason for choosing a wiki is the ease of updating all changes are tracked automatically. Therefore, a change is made once and everyone has instant access to the new information.
Once the choice was made to put the manual on a wiki, the question was which one this was answered through a continuing education class on wikis, consultation with other university librarians, and the WikiMatrix program. Through the use of a comprehensive questionnaire, WikiMatrix determined our needs and then compared all the available software.

The results were reviewed and PBWorks was chosen because it was free, remotely hosted, had plenty enough storage space for our needs, and it was easy to use. Remotely hosted wikis tend to be less complicated, but charge a fee for larger space requirements. Locally hosted wikis allow more control, but they require server space and technical expertise which we don’t have.

The main goal of our wiki is to collect all of our processes in one place to allow for easier cross training and coverage during vacations or turn over periods.

Our wiki is divided into the four areas of technical services: Acquisitions, Cataloging, Physical Processing, and Serials. The sections are divided by function. Pages relevant to more than one section have linked access. The hierarchy provides structure which allows information to be found through browsing and suggests new areas for content.

The final step in getting started was involving others in the wiki. All technical services staff attended a couple of face to face meetings where the wiki was demonstrated and where decisions were made concerning the responsibility of adding specific content. The manual continues to be updated and content is added when someone learns a new trick or just has time to spell out more of the processes that they do. If someone mentions that they know something or have learned something, it’s recommended that they add it to the wiki so all can benefit.

This is the front page of our wiki manual

· Main divisions: Acquisitions, Cataloging, Physical Processing, and Serials
· Comments section
· Navigator area: List of all the pages & files we have serves as something of an index.
· “Tools” area: The most common tools are listed here. This is where Jana can give new people permission to use the wiki.
· Recent Activity: Makes it easy to go back and make quick adjustments every time a change is made. Everyone in tech services receives email notification when something is changed.

Section: Practical Uses of the Wiki
Speaker: Ruth Elder, M.L.S., Cataloging Librarian, Troy University Library, Troy  Campus

Okay now I am switching from being Jana to being myself. My section is the practical uses of the wiki. My colleagues are more familiar with acquisitions then I am so they can answer questions about that section after the presentation. However, I am a cataloger so, from me, you are going to get information about the cataloging section. 

This is the main page of the cataloging section. It includes the information a cataloger needs in our library. I will show you how we use each of these

This is the Searching section. The first line helps you know where you are in the wiki.

· Searching: When you click on “Search for record in OCLC Connexion Client” you get a word document with detailed instructions and screen shots so you can see what you should be typing or clicking on in OCLC AND what the outcome will be or at least what it should be.

Side note: when you are adding information to the wiki you can type it straight in the wiki or you can download a word document 	for involved information we often use a word document so we have a backup of the instructions on our PCs.

· Library Materials: This part of the cataloging section is organized by the items we catalog. Therefore, if you are cataloging a book you can go straight to the books section and get the instructions.

· Tools: In this area we have provided links to the tools Troy University catalogers need. Being able to click on these and go straight to the tool is one of the major advantages to an electronic manual.

· Connexion: This is the Connexion area within the Cataloging section. Most of these are links to the Connexion webpage where you can find tutorials and other helpful information. The last 3 are content we added to help us with cataloging materials in our library.

· SIRSI: This is the SIRSI area. All of this is content we added therefore its specific to our university libraries. Notice the last section. Since not everyone got the “new Sirsi” at the same time this is how we chose to keep instructions for both versions available. However, now that we have all been migrated, all the instructions will be updated and the old will be no more. This is one of those times when having an electronic manual is very helpful. Someone can add the instructions for the new procedure and anyone from any campus can add their tips or tricks to these instructions.

If you have any further questions about the wiki or would like a demonstration please talk with any one of us after the presentation.

Section: Cataloging Meetings & Communication
Speaker: Olga Casey, M.L.I.S., Technical Services Librarian, Troy University, Dothan Campus

Montgomery and Dothan campuses are located 45 miles each from the main Troy campus. Although all 3 campuses now since 2005 belong to the same University, historically established working practices, assignments of functions, and areas of responsibilities within each campus differ considerably. That is why meeting the whole team of colleagues and understanding their distribution of duties allow us to compare the workflows and to enhance the existing practices on each campus.

During the first year, our face-to-face cataloging meetings usually took place at alternating campuses, This was especially important when we were all new to insure that out cataloging software was set up in a consistent way and to become familiar with each other’s department and location. In the beginning we used to meet once a month, but now our meetings are quarterly with more contact via email, phone calls, wiki, Google documents, possibly Skype (we discussed it but haven’t set it up yet).

The cataloging meetings tend to have a flexible agenda that is organized around a training session of project discussion. We have found it to be beneficial to take online classes and webinars together because we have the opportunity to exchange our thoughts during the training session, formulate questions to the lecturers, share our own work methods, and experiment with newly acquired skills and ideas immediately after the session.  For instance, since 2010 we have been taking courses on RDA from LYRASIS and ALCTS webinars discussing this new cataloging code. This year, from august to November we subscribed to 4 more LYRASIS courses on RDA structure, principles core elements; resource description, access point in bibliographic records and authority records.

Working all day long as a team helps us develop openness to changes and new developments.
Lots of ideas about wiki were born during these meetings. In person meetings acknowledge the fact that some problems or questions cannot be effectively resolved over the phone or via email. These issues are voiced and are solved through sharing our combine expertise during the in-person meetings. Besides improvement of TS procedures, we also help one another when attending professional conferences by sharing our notes and materials, especially with those who were unable to attend.

We are fortunate that the Troy University Libraries administration is very supportive of these face-to-face meetings. They understand that they lead not only to consistency and uniformity of bibliographic records and statistical reporting, but also to fast problem solving, professional development, absence of the feeling of isolation from colleagues, and as a result – more efficient and standardized library services.

Section: Initiating Collaboration & Filtering to Other Campus Libraries and Library Departments
Speaker: Erin E. Boyd, M.L.I.S., Cataloging/Reference Librarian, Rosa Parks Library,
Troy University, Montgomery Campus


· I will be discussing how wikis can initiate collaboration and how it can filter to other campus libraries or departments.

FILTERING TO THE REST OF THE LIBRARY
· After many questions and much discussion of the success of the Troy University Technical Services wiki, the Montgomery Campus Library created a wiki in the summer of 2010 as a way to organize all of our procedures
· Since we are a small branch campus library with a staff that wears many hats, it became a place to aid in cross-training.
· Like the Troy University Technical Services wiki, it is a closed/invitation-only site, which helps to encourage all staff members to collaborate to their area of the site.
· It has become a vital tool in our library
· We have been able to easily reorganize all of our policies, or create new ones, as well as redevelop and enhance our current procedures

ACCESS SERVICES
· Since we have new staff that have joined the Access Services department over the last year, this section has become a training tool.  Also, throughout the training sessions, several sections have been reworked, and this section continues to evolve.
· This section also contains all informational sheets that are placed in kiosks, as well as all library signage.

REFERENCE SERVICES
· This is our section for Reference Services:
· Within each section you will find more specific information related to that department.
· Since all of the librarians on my campus work the Reference desk, the Reference section is where we can list quick, problem-solving answers and most frequently asked questions.  Also, recommendations of certain databases and keywords for searching a particular subject area.
· The library instruction is where we collect our most commonly used handouts for instruction sessions.


TECHNICAL SERVICES (MONTGOMERY)
· This is section is Montgomery Campus specific
· As you can see from the top link, we have a direct link to the Troy University Technical Services wiki.
· This site has been created for the “non-cataloger,” and aids in the cataloging of materials on the Montgomery campus.
· Since there is a paraprofessional with no formal cataloging background in my department, I can tailor the procedures for my campus and their style of learning.

STUDENT ASSISTANTS/WORK STUDY
· This portion of the wiki just started as an idea.  Our Circulation Supervisor took this idea and created an area where Work Study students can go for training (or retraining) or for quick problem-solving if a staff member is working with another patron.
· Training information, schedules, assignments, and other information is located here for the Work Study students.
· A section has also been created for shelf-reading assignments.  Students can find which areas are assigned to them, and are able to log when areas have been shelf-read.
· All librarians and staff have access to this separate wiki, and the students have a log-in specific to them for accessing and adding content.

COLLABORATION IDEAS AT MONTGOMERY
· Here are just a few ideas that have been spurred by the creation of this wiki:
· Internal wiki for library system-wide policy creation and revision
· Departmental wiki(s) for policies and training
· Collaborative place for library and/or bibliographic instruction informational handouts.

OTHER COLLABORATION IDEAS
· There are just a few of the ideas that can be translated to your library.
· Collaboration among library staff
· Create departmental wikis for policies and training
· Create an internal wiki for Library System wide policy creation and revisions
· Project management
· Collaboration among libraries
· Consortium agreements
· Statewide
· A wiki does not have to be used as just a procedure manual.  It can be used for project management, committees/appointments, collection development liaison activities, and even for consortia agreements.
