Social Sciences & Humanities Library
Guide to Activity Statistics Form[footnoteRef:2] [2:  Definitions and Guidelines were borrowed from 2 documents:  Instruction & Outreach Statistics Form (IOC, 2004) and Reference Statistics Guidelines (RISC, 2008)] 

Date of Event
Date or Month, but definitely not for the whole quarter!
 (
Reference
)Name of activity
One per line.  


# of or check off transactions.  You can list all the same type (QuestionPoint, IM, email) of reference transaction on one line, as long as you make a separate them by month.
Reference Guidelines:
· An information contact is defined as a single transaction between a staff member and a requester.
· If a transaction includes both reference and directional components, it should be counted as one reference transaction.
· If the question involves one or more conceptual topics: several questions may be asked and answered, and should be counted as one reference transaction.  However, if a patron returns to the reference desk at a later time this would be counted as a separate reference transaction, even if the second transaction were a follow-up to the first.
Directional (In person or virtual transactions):
A directional transaction is an information contact that facilitates the logistical use of the UCSD Libraries or the UCSD campus and does not involve the knowledge, use, recommendations, interpretation, or instruction in the use of any information sources other than those that describe the library, such as schedules, floor plans, and policies.  Examples of directional questions include:
· directions for locating facilities such as restrooms, telephones, photocopiers, etc.
· assisting patrons in navigating our website, such as helping patron with the location of Roger (however, assisting with using Roger, or other online resources, is a Reference transaction)
· directions for locating library staff members
·  information concerning library hours and policies
·  instructions in using microform machines, photocopiers, photocopy card vending machines, etc
· directions to book stacks when patron has call number
· directing a patron to a requested title such as Books in Print, the Schedule of Classes, or a dictionary
· assisting patrons with mechanical aspects of equipment such as card readers, switchboxes, "out of paper" error messages, paper jams, etc
· referrals to reference desks.
Reference (In person, off the desk transactions, or reference consultation*):
A reference transaction is an information contact that involves the knowledge, use, recommendations, interpretation, or instruction in the use of one or more information sources. Consultations are typically by appointment.  Information sources include 
· printed and non-printed material
· machine-readable databases (including computer-assisted instruction)
· catalogs and other holdings
· other libraries and institutions through communication or referral 
· persons both inside and outside the library. 
When a staff member uses information gained from previous use of information sources to answer a question, the transaction is reported as a reference transaction even if the source is not consulted again.  
Examples of reference transactions include:
· assisting a patron with a ready reference transaction that involves a quick look-up in a directory or encyclopedia
·  assisting a patron with verifying an ILL citation
· assisting a patron in the use of catalogs, databases, and the Internet. Etc
·  assisting a patron in selecting appropriate resources for a research paper
· interpretation, instruction in the use of a resource (print or electronic) or printing from an electronic resource. This does not include assistance merely with mechanical aspects of equipment such as card readers, switchboxes, "out of paper" error messages, paper jams, etc. 
· instruction on downloading to a disc which involves use of an information source such as JSTOR
*See also Instruction Consultation (page 4)
Virtual:  A virtual reference transaction must include a question either received electronically (e.g., via email, WWW form, etc.) or responded to electronically. A transaction that is both received and responded to electronically is counted as one transaction.  Include a separate subject line for various categories.  Examples of virtual reference include:
· email
· IM
· QuestionPoint email
· QuestionPoint chat
· answering reference questions in any other online format (wikis, discussion boards, etc.)
 (
Instruction & Outreach
)

Tour:  An instructional session designed to introduce one or more individuals to the library with emphasis on the physical location of library materials and services.
Class:  Classes are distinct from tours in that the physical location of materials and services are of lesser importance and the topics covered are focused on the needs of the particular audience.
How to report Co-teaching:
If you co-teach with non-SSHL:  report class and split number of participants
If you co-teach with SSHL:  Decide who will report the class and split the participants
Co-teacher 1:  report class and half of participants
Co-teacher2:  label class co-taught (name of activity), add Ø in Instruction & Outreach category, include half of participants in status category
Class & Tour:  Classes may include a tour as part of the instruction; count each of these sessions as “class with tour” rather than “tour.”
Virtual Instruction:  An instructional activity that occurs without face-to-face contact and that:
1) Targets a particular class or group (i.e., a finite audience)
2) Is interactive
3) Includes a feedback or assessment component (e.g., a quiz, instructor feedback, etc.).
Examples of Virtual Instruction:
· Exercise in which students explore the Getting Started website and are asked to complete an assignment 
· E-mail quiz in which questions are posted on the web and then student submits email responses to instructor 
Examples of what is not Virtual Instruction:
· Websites that are non-interactive (e.g., bibliographies, lists of resources, etc.) 
Outreach:  Contact with clientele to promote a library, its services and/or resources.  If it’s a combined activity that is equal parts instruction and outreach, count it as instruction.  Also, the original intent of the meeting will help determine if it’s outreach or instruction.  For example if you’re meeting with the department to introduce yourself as subject librarian and talk about your role and library services, and someone asks about a database and you show how to use it, that would be outreach.  If you’re meeting with the department to showcase a new database and happen to talk about your role as subject librarian, that’s instruction.
Other examples of Outreach include:  
· Tabling events
· orientation activities
·  attending department meetings (for promotional activity, not instruction)
Examples of what is not Outreach:
· Sending emails about new books/resources/services to listservs or mailing lists 
Consultation:  Consultations are typically by appointment, require advanced preparation, and usually have a greater instructional component than reference transactions. However, depending on the content, they can be counted either as a reference transaction or as an instructional consultation. 
A consultation includes one or two people; any instructional contact with more than two people should be counted as a class or a tour.  If the consultation involves both aspects of the above (reference and instruction), librarians should make a judgment call as to where the consultation should be counted.  A good guide to follow is: 
· If the consultation is how to research a topic, it should be counted as a reference transaction.  
1. If the consultation is to explain or describe information resources, and is not assisting a patron with how to research a topic, it should be counted as an instructional consultation. 
 (
Status (# of Participants in each)
)

UCSD UG= UCSD undergraduate student
UCSD Grad= UCSD graduate student
UCSD Acad= UCSD faculty, librarians, visiting scholars, other academic appointments
UCSD other= UCSD affiliated programs (ex. Preuss school, Osher Lifelong Learning Inst., UCSD Extension) This category can also be used if don’t know the breakdown of UCSD UG, Grad, or Acad.
Non-UCSD= no connection to UCSD (ex. high school students, community college, etc.)
 (
Total # of Participants
)
 (
Total # Hours
)

round up to the quarter hour (.25, .5, .75. 1)
Prep= Preparation
Pres= Presentation
[1]

