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Reference Mission

The mission of the Department’s reference services program is:

· To support instruction and research for UCSD academic programs in the social sciences and humanities.

· To promote scholarly pursuits by the wider community, in the interests of advancing knowledge and encouraging intellectual synergy.

To facilitate access to the Library’s government documents collections.

Nature of Reference Services

Categories and Characteristics of Users:
· UCSD faculty, students and staff (Primary and largest user group).

Impact on service: Major

· Non-UCSD students and faculty: Includes students, teachers and faculty from secondary schools and higher education in the San Diego area. 

Impact on service: Significant; high traffic at times

Special Affiliates: Members of groups for which campus libraries have some kind of contractual or professional courtesy obligation (many branches have their own arrangements).  Examples include: Corporate Associates, Friends of the Library, UC Extension, Institute for Continued Learning, local librarians, and special libraries.  Modest in number.

· Impact on service: Moderate

· Scholarly Community: Includes students, independent researchers and scholars with no institutional link to UCSD from outside the local area.

Impact on service: Low

· General Community: Community members from the San Diego area as well as outside of San Diego area

Impact on service: Moderate

· Government document users: All of the categories above constitute documents users. UCSD is a Federal Depository Library that is required by law to provide reference services to all government documents users regardless of affiliation. 

Impact on service: Moderate, often time-consuming

Reference Service Points

· The reference desk staffed by Research Services librarians and staff – a focal point for reference assistance – provides reference assistance in the field of Social Sciences and Humanities, Government Documents, maps and general research. Librarians and staff from the Research Services Department operate the reference desk. 

· Information desk – staffed by Research Services librarians, staff and volunteers from other library units – provides initial assistance to patrons, and referral to appropriate library units, reference librarians and subject specialists.
Assistance at the reference and information desks is characterized by a collaborative spirit among staff, which places the inquiry ahead of other considerations.  Mutual consultation and sharing of expertise is the norm.

Types of Reference Service:

· Direct Reference Services: Provide reference assistance in person. Services range from provision of ready reference to in-depth research assistance including teaching effective search strategies, locating appropriate search tools and facilitating extended assistance with research-related inquiries.  

· Remote Reference Services: Provide reference assistance via phone, email, and Live Chat. Remote services are given equal weight as direct reference services. 

· Consultation: One-on-one in-depth research services with a subject specialist. Consultations may be conducted on a walk-in or appointment basis. 
· Research: Reference staff may conduct research in response to queries from UCSD administrators or individual bibliographers arising from consultations with UCSD faculty or students. Requests for research from non-UCSD users may be referred to the PLUS service or other fee-based services.

· Instructional Services

· Library orientation: Provide Geisel library tours of collections and units within the building as well as basic overview of research tools and library resources. Tours are geared toward new members of the UCSD community. Examples include tours for library staff, Welcome Week tours for incoming students, sessions tailored to international students and transfer students, and sessions for student research assistants who are part of the Faculty Mentor Program.

· Workshops: Designed to enhance research skills. Workshops cover various topics including instruction within specific subject areas and on the use of the library web site, library catalogs, article databases, government information, bibliographic management software, and the web. All workshops are open to faculty, students and staff. 

· Course Integrated Instruction: Subject specialists at SSHL will work with faculty to integrate research into the curriculum of a course or academic department. Course integrated instruction usually takes place in the form of one or two library instruction sessions. During these sessions, students learn how to locate and evaluate sources that will help them complete their course assignments (e.g. annotated bibliographies, term papers, portfolios, debates, cap-stone research projects, etc.).
Referrals
When the reference provider has analyzed the inquiry and is unable to provide an answer or suggest a strategy, a referral to another staff, unit, or library is a reasonable alternative.  We should attempt to answer questions outside of SSH disciplines, within our comfort limits, before referring to other libraries. We should call first before referring patrons to other libraries, especially across campus. Phone calls are considered necessary when: a question is complex; we need to verify if the other library has the necessary resources to answer a question (available staff or pertinent collections); or we feel the other library would benefit from the heads-up.
· Colleagues or Subject Experts
A common method of referral is to consult with a colleague or subject expert within Research Services. Quick telephone calls or email are encouraged to solicit advice or ideas to pursue, as well as to establish if the colleague is the best choice for referral and/or is available to discuss the inquiry with the user, if necessary.

· Other Geisel Library Units, UCSD Libraries or UCSD Offices
If the required expertise is not available within Research Services, referrals may be made, as appropriate, to other units, UCSD libraries or offices on campus.  If the referring staff member has any doubts as to the appropriateness of the referral or the availability of service at the referral point, a telephone call or email is advised.

· Other Local Libraries or Agencies
If the inquiry cannot be answered satisfactorily from sources at UCSD, an attempt is made to identify other information resources in the San Diego area.   Referrals to local libraries are based on collection strengths or on the convenience for telephone users of a closer source for standard works; referrals to local agencies are frequently based on the probability of an organization with a topical focus providing the best or quickest response to the inquiry.

· Non-Local Sources
These include a broad range of libraries, archives, cultural or ethnic organizations, foreign consultants, media resources, and the like.  Standard print sources (such as Ash’s Subject Collections and the United States Government Manual) or online directories and listservs, as well as advice from colleagues, may be used to determine potential referral points.

· Handling of Inappropriate Referrals 
Referrals from other units or UCSD libraries that appear to be inappropriate should be handled with graciousness and tact.  Staff should keep in mind that the nature of an inquiry may well be altered as the user moves from one service point to another or may not have been correctly stated to begin with.  In general, before referring back to the unit of origin or elsewhere, staff should make sure that the question is fully understood and may first wish to consult with staff at the referring library.  

· Ownership of Inquiry
Because of staff changes between desk shifts and individuals’ time commitments, inquiries may need to be referred (or handed off) to other staff members for follow up and/or resolution.  This is an acceptable practice in most cases, especially if the inquiry is discussed in brief before it is passed along.

In cases where the reference provider has conducted an in-depth reference interview and has become fully immersed in the pursuit of an answer to the inquiry, it is usually advisable for the staff member to stay with the question rather than turn it over to a colleague assuming desk duty, even if this means that the response will need to be deferred.  Another method of handling a situation of this kind is to outline a clear strategy for the user to pursue at his or her own pace, but encourage the user to seek assistance from staff at the desk (or contact the staff member directly) if problems are encountered. The reference provider may also offer a telephone number, email or an office time for follow up consultation. 

An attitude of owning the inquiry conveys responsibility on the part of the reference provider and engenders confidence on the part of the user.
Extent of Reference Service

· General Guidelines
The goal of reference is to facilitate the learning process and to teach users how to be critical researchers who understand the intricacies of information and knowledge. The emphasis in providing service is to identify appropriate research tools, to teach research strategies, to assist in evaluating materials and to explain each step to users in clear terms, so that they may proceed more or less on their own. 
· Exceptions to the Guideline
Quick lookups of factual information, especially in response to telephone calls or e-mail, are the most common exceptions to the general guideline.  In addition, certain types of inquiries require that reference staff undertake research (at least on a limited basis) on behalf of the user.  

With regard to the department’s government documents holdings, it is recognized that in many cases it is more efficient to directly assist the user in locating the physical item than to explain the intricacies of documents classification systems, especially for one-time or infrequent users.

Reasonable flexibility may also be exercised in providing paper or electronic copies of limited or discrete bodies of texts. For remote inquiries, a variety of delivery methods, such as emailing of online search results or faxing a few pages of text, may be employed at the discretion of the reference provider. The library also provides various means of access to library materials for remote users: Library Express for UCSD students, faculty, and staff, proxy access to electronic resources, and the PLUS Information Service for research and document delivery to businesses and individuals on a cost-recovery basis.

Service at the reference desk

Reference providers should maintain the guidelines of behavior outlined by ACRL.  These can be found at:

· Guidelines for Behavioral Performance of Reference and Information Service Providers (2004) (http://www.ala.org/ala/rusa/rusaprotools/referenceguide/guidelinesbehavioral.htm )

· Professional Competencies for Reference and User Services Librarians (2003) (http://www.ala.org/ala/rusa/rusaprotools/referenceguide/professional.htm )
More succinctly, follow Bruno’s laws!

Bruno’s Laws

--Phil Smith, Reference Librarian Extraordinaire

1. Never Assume.
Anything about anyone. Typically, the user who says "I’ve looked in the catalog and you don’t have the book" or the colleague who says "I’ve checked every conceivable source." Skepticism as process. 

2. Get OFF Your Duff.
Pointing has its place, Emily Post to the Contrary, but the skilled librarian never simply points the user to a complex or iffy source. If there is any doubt that the user might run into problems, MOVE.

3. Attempt to Answer the Original Question.
During the reference interview, it often turns out that the question is reformulated. This is fine, but take care to respond to the question as asked. Example:

Original question: "Where are the books on England?"

Reformulated question: "Where can I find information on the Gunpowder Plot?"

Somewhere early in the interview if possible, indicate that if the user truly does wish to browse the stacks, many books on England can be found the DA section on the fifth floor. In this way he/she perceives that the request for help has been fully heard. 

4. Never Take Anything Interesting to Read With You to the Desk.
Not terribly interesting anyway. If you’re absorbed, with head lowered, you’ll appear to be unapproachable. 

5. Make it a Practice to Follow up on Unresolved Questions.
This applies to questions you feel could have been answered better, even if the user has long since left the building. For several reasons: Sometimes the user returns. The question, or one like it, will probably come up again. It’s good device for testing new sources ("I wish I’d known about this last week.") A back burner, for odd moments on a rainy Tuesday, is a fine device. 

6. Keep in Mind: You May Have Heard the Question a Thousand Times, but it’s the First Time the User Has Ever Asked It. 

7. Dress Comfortably.

8. Avoid Library Jargon like the Plague. 
If you tell someone to look under the main entry, the chances are good that he/she will find it – and leave it. 

9. Be Prepared to Drop all Conversation with Colleagues the instant a User Shows Up. 
No one will be offended by this standard practice.

10. Before Coming to the Desk, Try to Take a Few Minutes for Mental Calisthenics.
The desk shift should be approached for the fun and challenge that it is.

11. Always pass along any Useful Information You Encounter in a Search.

12. Be as Concrete as Possible When Giving Directions ("the second door on the white wall.")

Reference Collections

Social Sciences and Humanities Reference Collection

Scope:

The reference collection covers a wide range of resources to provide ready access to research in the social sciences and humanities.

Description:
The collection consists of over 35,000 volumes and numerous electronic reference resources. Types of reference sources include dictionaries and encyclopedias, biographical handbooks, directories, atlases and gazetteers, indexes and abstracts, bibliographies etc.
Programmatic Needs

The major programmatic goal is to provide in-depth reference support for the social sciences and humanities programs.  A secondary goal is to provide the foundation for well-balanced, high-quality general reference service to the campus community.

Collection Guidelines
The common criteria in selecting reference sources are quality, scholarship, relevance to campus programs, timelines, and ease of use. Individual subject bibliographers are charged with keeping up with new reference sources in their fields and acquiring them as appropriate.  The Reference Collection Bibliographer coordinates and monitors this collaborative endeavor and acquires new sources not specifically covered by subject bibliographers.
Physical Arrangement of Collection

The collection is located on the second (main) floor of the West Wing of the Social Sciences and Humanities Library.  Much of the collection is shelved in a main sequence (Library of Congress A-Z), with the remainder housed in sub-locations.  These latter include: ready reference sources near the reference desk; index tables (for current indexes and abstracts); CD-ROM workstations; atlas case; biographical sources; news sources; grants reference sources; business sources.  A small ready reference collection is also housed at the information desk in the lobby of the Geisel Library.

Other Available Resources
Other campus libraries and service units within the UCSD Libraries are essential resources, both for collections and services.  The Biomedical Library, Scripps Institution of Oceanography Library, Science and Engineering Library, International Relations/Pacific Studies Library (and, to a lesser extent, the Center for Magnetic Recording Research Library, and the Medical Center Library) all have unique reference collections reflecting their programmatic missions.  Geisel Library units, such as the Music Library, the Art and Architecture Library, and the Mandeville Special Collections Library, also offer specialized sources in their collecting areas. Examples of local resources in fields for which UCSD has limited curricular interest are the San Diego County Public Law Library (for law) and the San Diego State University Library (for business administration). Bibliographers also collect links to selected online resources. These can be accessed via Sage, the UCSD library’s gateway to the Web.  

Collection Maintenance and Weeding
The reference collection is large, but selective.  Weeding to insure currency and relevance (and to keep the collection within spatial bounds) is conducted both systematically and on an ad hoc basis.  Regular maintenance of published materials, including shelving, sub-locations indicator preparations, and interfiling of new materials is handled on a daily basis; support for collection projects (e.g., weeding, point of use guides) is provided as needed and available.  Electronic reference materials also require maintenance activities, such as database updates, software upgrades, and hardware maintenance.
Government Documents

Scope

Documents collections, as identified in the collection profile dated 1990, consist of collections housed and serviced as part of Research Services of the Social Sciences and Humanities Library, as well as depository items that are sent to other UCSD libraries.

Collections maintained by Research Services are defined by provenance, that is, the issuing body or agency.  The governments or organizations represented consist of the following:


U.S. Government


State of California

San Diego City and County agencies

Local and international non-governmental organizations (NGOs)

Great Britain Colonial Documents

United Nations Documents 

European Community Documents

Commercially produced reference publications and databases are also acquired to support access to documents-related information.

Description
Documents collections in Social Sciences and Humanities Library (and the Annex) contain more than 600,000 pieces.  Approximately 390,000 of these are in paper and 250,000 are microforms; compact discs (CDs) number more than 250 and floppy disks more than 60. 

Programmatic Needs
UCSD programs in the social sciences account for well over half the use of government documents – including the departments of Political Science, Sociology, Economics, Communication, History, and Ethnic Studies.  Use involves documents on topics such as health care financing, federal communications policy, demographics, and comparative politics.  Programs, sequences, or other course offerings that require occasional, intensive use include Urban Studies and Planning, Women’s Studies, and Science, Technology, and Public Affairs.
Collection guidelines

Major focus is on the materials in the social sciences, humanities, and public policy development or implementation.  Statistics and data sources are actively acquired.  Scientific and technical materials received through depository programs are sent to the other UCSD libraries, although some have remained in the Social Sciences and Humanities Library collections. 

Physical Arrangement of Collection
The documents collection is located on the second (main) floor of the West Wing of the Social Sciences and Humanities Library.  Printed materials are arranged by classification and notation based on issuing governmental agency. Microformats and electronic media are housed separately, with special equipment provided for viewing, searching, and printing.

Other Available Resources
Government documents are found in the collections of all the other libraries at UCSD.

Online resources comprise an important and growing avenue for government documents, particularly for current materials.  These include databases available through commercial services such as LexisNexis, the online catalog, and the Internet.

Resources at other libraries, particularly other UC libraries, the California State Library, and local libraries (e.g., San Diego State University, San Diego Public Library, and University of San Diego) complement the UCSD documents collections.

Collection Maintenance and Weeding
Shelving, interfiling, and other basic tasks are ongoing.  Weeding by documents specialists is conducted on a project basis.  Maintenance of electronic reference materials and databases is also required.
Map and Geographic Information Systems (GIS) Collections 
Scope
Global collection of land areas, aerial photography of San Diego and Imperial counties, city maps, worldwide, and planetary maps. Collecting emphasis is on the Pacific Basin, the Americas, and Western Europe. GIS data covers UCSD campus, San Diego County, US, Canada, Mexico, China and generalized world data. GIS data is used to perform spacial or geographic analysis of numerical data. 
Description
The collection contains more than 1,000,000 map sheets, air photos, map microforms, atlases, gazetteers, cartobibliographies and GIS data. Current emphasis is on adding online resources.  

Programmatic Needs
Maps and GIS are collected to support UCSD research and instructional programs in the earth sciences, social sciences and humanities, wherever land-based information is needed.  All academic disciplines use the collection.
Collection Guidelines

The collection focuses on global system-wide cooperative arrangements and specific responsibilities for San Diego and Imperial Counties, Mexico, Papua New Guinea, and the Middle East.
Physical Arrangement of Collection

The maps and GIS collection is located on the second (main) floor of the West Wing of the Social Sciences and Humanities Library.  Because of the multiplicity of formats, a variety of shelving methods are employed.  Most of the topographic and large flat maps are stored in special map cases. In addition to the hardcopy maps in the map cases, some maps and data are located on CD in the GIS lab.

Other Available Resources
At UCSD, complementary holdings are the nautical chart and earth sciences map collections at the Scripps Institution of Oceanography Library and rare map-related materials in the Special Collections Department.

There is also a Geographic Information Systems (GIS) lab in the Social Sciences and humanities Library. The lab's primary purpose is to provide faculty, staff and students a project environment for training and research-based analysis using GIS. The lab is located in the second floor, West Wing of the Geisel Library. The lab houses five computers for use on project and class GIS assignments with plotting and printing services. It shares CD storage with the Map Collection.

Complementary collections in the San Diego area include those of San Diego State University, San Diego Public Library, and the San Diego Historical Society. Mutual arrangements with other UC libraries offer additional collection support. There are numerous local and regional online resources as well.
Collection Maintenance and Weeding
In addition to basic maintenance, selective weeding is undertaken periodically.

Social Science Data Collection
Scope

Numeric social science data files suitable for analysis with statistical software.

Description

Economic time series, public opinion polls, survey research data, census data.

Programmatic Needs
Data for research and for teaching quantitative methods in the social sciences.
Physical Arrangement of Collection

Data are online and available for searching, browsing, sub-setting, and downloading at http://ssdc.ucsd.edu

Other Available Resources
Data are also available through subscriptions to remote services such as Interuniversity Consortium for Political and Social Research (ICPSR) (www.icpsr.umich.edu), and through data cruncher, a dedicated workstation in the GIS lab (http://ssdc.ucsd.edu/ssdc/workstation.html). Other resources are listed in "Data on the Net" (http://odwin.ucsd.edu/idata/)
Policies and Procedures
Opening and Closing the Reference Desk

Opening Procedures

1. Before the scheduled opening of the reference desk, take the set of 2 keys marked “Ref Desk and CD-ROM Cabinet,” kept in a basket on the administrative assistant’s desk. The Ref Desk key unlocks all the drawers at the Reference Desk.  The CD-ROM cabinet key unlocks the CD-ROM cabinets near the restrooms.

2. Unlock all the Ref Desk drawers; pull out the telephone from the drawer in the middle of the desk; put the key in that drawer. The CD-ROM cabinets should remain locked unless a patron requests a CD-ROM.

3. Remove the Closed sign and store it in the middle drawer of the right-hand computer station.

4. Turn on the two computers at either end of the Reference Desk.  

5. Open the cabinets behind the Reference Desk.

6. Take a blank statistics sheet from the bottom right drawer, date it, and place it on the Desk.

Closing Procedures

1. Five to ten minutes before closing, check whether there are any students in the GIS Lab.  Let them know they will have to leave when the Reference Desk closes.

2. Place the “Closed” sign on the Reference Desk.

3. Shut down all computers at the Desk, and place the mouse and mouse pad in the closest drawer.

4. Place the telephone in the center Reference Desk drawer.

5. Lock all Reference Desk drawers.

6. Close the cabinets behind the Reference Desk.

7. Take the statistics sheet and keys back to the office, detouring by the GIS Lab to make sure that the lab vacated and locked, and that the CD-ROM cabinets are locked.

8. Place the statistics sheet in the basket on the counter at the Administrative Assistant’s desk; place the keys in the basket. 

9. If nobody else is in the office when you leave, make sure the lights are turned off and the office door is locked.

Policy for reference statistics

Reference statistics are kept at the reference desk and at your own desk.  For the definitions of what is directional and what is defined as a reference statistic at the reference desk, see https://libnet.ucsd.edu/new/RISC/UCSD%20Libraries%20Reference%20Statistics.pdf
To record your statistics when you are off-desk, use the statistics form at:

Policy for Checking Out Limited Loan Materials

There are some library materials that may only be checked out for short periods of time and/or under special circumstances. These include: Reference materials, Maps and Current Periodicals. Only reference staff can authorize the checking out of these materials. The reference staff will fill out a limited loan authorization form, available in the cabinet at the reference desk, and circulation staff will process to check out.  Please note: Only current UCSD affiliates are eligible for this service.
SSHL GIS Lab Policies 

All patrons must check in with the Reference Desk or the GIS Coordinator before entering.  The lab is generally open Monday – Thursday,10am – 8pm, Fridays 10am – 5pm, Saturday and Sunday 11am – 5pm. Lab open times may be extended when GIS student assistants are available. Those needing to use the GIS Lab outside of the stated hours, must contact the GIS Coordinator. 

First-time patrons should first check in with the GIS coordinator so that the coordinator can familiarize them with the policies of and equipment in the lab. Please encourage patrons to set up a time with the GIS coordinator for a 15 minute orientation.

The Lab is only to be used for GIS related-projects.

Any GIS-related questions should be directed to the GIS coordinator. 

Patrons must exit the lab when the Reference Desk closes. Security should be notified if there are patrons in the lab after the reference desk is closed.

Visitors

While the UCSD libraries are staffed and funded to serve the scholarly needs of the University of California faculty, students, and staff, they provide the San Diego community with access to a major academic research library.  Since priority is given to UCSD faculty, students, and staff, services for our visitors are provided subject to availability of staff and resources. Visitors are subject to additional restrictions on their use of the Libraries in addition to observing the UCSD Libraries Use and Conduct Code. For more details, see the policy on services to visitors at http://libraries.ucsd.edu/services/visitors.html
Persons with Disabilities

The UCSD Libraries are committed to providing access to library materials, programs and services for all users. 

Parking

Designated parking spaces for patrons with disabilities are available at various locations on campus.  Please contact the UCSD Transportation/Parking Service Office at (858) 534-4223 for further information.  For information on Geisel Library parking and access for patrons with disabilities, please contact the Social Sciences and Humanities Library Circulation Desk at (858) 534-3336.

Building Access

All library buildings have electronic doors, elevators, and accessible restrooms. Contact staff at the circulation desk of any library if further assistance is needed.

Locating and retrieving material and information

Staff will assist patrons with disabilities in obtaining information from online catalogs and other library equipment or resources. Library staff will also retrieve known items from library stacks or other open areas that are inaccessible. The number of items retrieved per day may be limited due to staffing or workload considerations. When paging is not possible within 1-2 hours, particularly during evenings and on weekends, staff will make arrangements to have the material ready the next working day. Whenever possible, please contact the owning library in advance.   

Proxy Borrowing Privileges

Patrons with valid UCSD Library borrowing privileges may designate another individual as a proxy to borrow materials for them if a temporary or permanent disability prevents coming to the library in person.  Arrangements must be made in advance by contacting the Social Sciences and Humanities Library Proxy Borrowing Unit at (858) 534-8073. 

Library Express

UCSD faculty, staff, graduate students and undergraduate students may wish to use Library Express (LX) for retrieval and photocopying of materials. Directions for this service may be found at [http://libraries.ucsd.edu/services/ill-dds/index.html].  

Office for Students with Disabilities

Registered UCSD students are eligible for assistance from the Office for Students with Disabilities (OSD). The Office for Students with Disabilities has computer rooms equipped with adaptive technology in the Science and Engineering Library (in the Geisel Library building) and in the Center for Library & Instructional Computing Services (CLICS).  The rooms are available during all operating hours for those libraries.  OSD provides training in the use of the equipment and users must be authorized by OSD.  For more details on the Library OSD Rooms and information on other campus services for students, contact the Office for Students with Disabilities at (858) 534-4382 (voice/TTD) [http://orpheus.ucsd.edu/osd/].

Patrons with disabilities whose needs are not addressed in this document or who have specific library access questions should contact Nancy Relaford, Safety & Security Manager, Social Sciences and Humanities Library, 0175-L, 9500 Gilman Drive, La Jolla, California 92093-0175. Voice: (858) 534-3344 FAX  (858) 534-4970, nrelaford@ucsd.edu. For questions or concerns regarding UCSD campus access or policies, contact: Barry Niman. Please visit at http://libraries.ucsd.edu/services/disabilities.html for more detailed information.

Food and Drink Policy

The UCSD Libraries’ food and drink policy permits the consumption of beverages carried in spill-proof containers and individual size snack food items, except in designated areas*.
Examples: 

· Acceptable spill-proof beverage containers include plastic or glass bottles with twist-on lids, travel mugs with secure lids, and sport-type water bottles. Lids should be kept on bottles and containers except when drinking. 

· Unacceptable beverage containers include those without lids or with lids that are not spill-proof, such as disposable coffee cups or soda cups, containers with snap-on lids, and pop-top cans. 
· Acceptable food items include individual “snack size” containers of chips, cookies, candy, and other snack foods; small containers of finger foods (e.g., cut or small size fruits and vegetables, dry cereal, dried fruits and nuts).; candy bars, granola bars, power bars, etc.; and other relatively non-messy, individual snack foods. 

· Unacceptable food items include burgers, French fries, pizza, noodles, sub sandwiches, burritos, soup, hot entrees, and other hot, aromatic or potentially messy items; or large size bags or packages of chips, crackers, cookies, doughnuts, etc. 

*Designated Areas where different policies are in place:
Geisel Library:
[image: image1.png]


Mandeville Special Collections Library: no food or beverages permitted 
[image: image2.png]


Near photocopiers, printers, and microfilm reader/printers: no food or beverages permitted 
[image: image3.png]


Film & Video Reserves and Music/FVL Services Room: beverages only
[image: image4.png]


InfoStations and ACS computer labs: beverages only
[image: image5.png]


Instructional classrooms with computers: beverages only 
[image: image6.png]


Collections areas directly among books and other library materials: food and beverages discouraged
Scripps Institution of Oceanography Library:
[image: image7.png]


Excepting SIO Archives and immediately around the Library Training Room computers, the general    rule is that anything within reason is permitted
Please see the detailed Food and Drink Policy at http://libraries.ucsd.edu/services/foodanddrink.html
Research Services Security and Maintenance
Security
The Research Services Departmental Assistant is responsible for unlocking the doors Monday-Friday.  The Administrative Assistant or the Departmental Assistant is responsible for locking the department’s door at 4:30 Monday-Friday.  When the Administrative Assistant is absent, the first person in the office unlocks the doors.  If both the Administrative Assistant and the Departmental Assistant are absent, the last person who leaves the office is responsible for turning out the lights and locking the doors.

Purses and other valuable personal property should be kept in locked drawers or other secure locations at all times.  If you see an unfamiliar person in the Research Services staff area, politely ask if you can help them or if they are looking for someone.  Any individual in a staff only area may be asked to identify themselves and their reason for being in the area.  In case of suspicious behavior, theft of personal or library property, or other security issues, immediately contact the Library Security Officer on duty by calling the Circulation Desk at 4-0134.
Restrooms and Maintenance
During Research Services office hours, report restroom problems to the Administrative Assistant, who will then report it to the Facilities department.  When Research Services is closed, report it to the Circulation Desk Supervisor at 4-0134.

Report any other maintenance problems in the Research Services area of the building to the Research Services Administrative Assistant.  The Administrative Assistant will then report the problem to the Facilities Administrative Assistant.

What follows is a very brief overview of the procedures to follow in an emergency situation.  For a more thorough explanation of the procedures you are encouraged to read the “UCSD Libraries Emergency Manual” located in the Reference Desk file drawer under “Emergency Manual.”
Fire Alarm
If the fire alarm sounds, always assume it is a real emergency.  As quickly as possible, inform all patrons in your immediate proximity that they must leave the Library via the emergency exit on the West wall behind the restrooms.  Research Service staff members are not responsible for clearing the floor.  The Circulation Supervisor is responsible for clearing the Library.  If there are patrons with disabilities in the area who need assistance to leave the building, a reference desk provider should exit the building through the front entrance stopping at the Circulation Desk to notify the Circulation Supervisor of the patrons’ location.

In the event of a fire alarm evacuation, Research Services staff members should assemble at the Class of 1968 Marker on Library Walk to check in and wait for further instructions.  It is important to report to the designated area even when we know it is a drill or when we exit from an area other than our usual area.  All Research Services staff must be accounted for.

Earthquake Evacuation
In an actual disaster such as a major earthquake, your personal safety is the highest priority.  In the event of an earthquake, reference desk providers should immediately take cover under tables or desks and if possible shout for patrons to take cover.  All Research Services staff members should take cover under tables or desks wherever they are.  Patrons and staff should avoid glass and the book stacks.

Immediately following an earthquake with structural damage or other major structural disaster, proceed exiting the building as you would for a fire alarm if it is safe to do so, or through the nearest safely accessible exit.  You are not responsible for helping to evacuate others from the building.  Every Library employee would be expected simply to use their best judgment in responding to the emergency, taking responsibility first for their own safety.

In the event of a major earthquake or other disaster, Research Services staff members should assemble in the open area north of the Faculty Club to check in and wait for further instructions.  It is important to report to the designated area even when we know it is a drill or when we exit from an area other than our usual area.  All Research Services staff must be accounted for.
Lost and Found

The official “Lost and Found” area at the Geisel Library is behind the Main Circulation Desk.  All items should be taken to the Circulation Desk as soon as possible.  Affix a note to the item indicating when and where it was found.  In the case of a wallet, purse, keys, money, identification or similar valuable item, call the Circulation Desk at 4-0134 and ask for a Security Officer to come to the Reference Desk to pick up the item.
Web Pages of Importance to Reference services
· UCSD Home Page (http://www.ucsd.edu/)
· UCSD Library Home Page (http://libraries.ucsd.edu/)
· SSHL Home Page (http://sshl.ucsd.edu/ )

· Libraries Get Started (http://libraries.ucsd.edu/services/getstarted/ ) Online tutorial to get acclimated with the library and its resources.
· SSHL Database A – Z (http://libraries.ucsd.edu/sshl/databases.html ). A complete list of UCSD Library subscription databases is available at http://libraries.ucsd.edu/sage/databases.html . 
· Reference Shelf (http://libraries.ucsd.edu/refshelf.html) A selective list of mostly free Internet resources for ready reference needs. 
· Sage (http://libraries.ucsd.edu/sage/subjects/) UCSD Library's gateway to the Web.  It is a database of electronic resources licensed for UCSD as well as some freely available on the Internet.

· SSHL Data, Government and Geographic Information Services (http://govinfo.ucsd.edu )
· SSHL Intranet (http://sshl.ucsd.edu/intranet/) Includes SSHL annual reports, list of working groups, statistics and other SSHL activities. 

· Reference Librarians Team (RLT) (http://sshl.ucsd.edu/intranet/groups/rdg/index.html) Includes Agendas and Minutes RLT meetings from 1999 to current. 

· Libnet (http://libnet.ucsd.edu/ ) UCSD Libraries internal business network
Documents of Importance to Reference Services

· Reference Service Guidelines
· Guidelines for Behavioral Performance of Reference and Information Service Providers (2004) (http://www.ala.org/ala/rusa/rusaprotools/referenceguide/guidelinesbehavioral.htm )

· Professional Competencies for Reference and User Services Librarians (2003) (http://www.ala.org/ala/rusa/rusaprotools/referenceguide/professional.htm )
· About Libraries (http://libraries.ucsd.edu/services/about.html)

· UCSD Library Organization Chart (http://libraries.ucsd.edu/services/orgchart.pdf)

· SSHL Organization Chart (http://sshl.ucsd.edu/intranet/people/sshlorgchart.pdf)

· SSHL Staff Contacts (http://sshl.ucsd.edu/services/contact.html)

· UCSD Libraries Fact Sheet (http://libraries.ucsd.edu/services/info/stats.html)
· UCSD Libraries Reference Statistics (https://libnet.ucsd.edu/new/RISC/UCSD%20Libraries%20Reference%20Statistics.pdf)
Guidelines for recording reference statistics.
· Library Use and Conduct Code (http://libraries.ucsd.edu/services/conduct.html)
Troubleshooting and Frequently Asked Questions
How do I print?
A UCSD Library Debit Copy Card is necessary to print from the InfoStations. The Copy Cards can be purchased with one dollar bill at Imprint Copy Card machines located in several areas around the library. The copy card can also be purchased at Imprints in Geisel Library. Imprints accepts debit/credit cards or cash.
Where can I print in Color?

The Biomedical Library has a color laser printer connected to one of their InfoStations. It costs 50c/page, using Imprints copy cards. Also, color printing is available at selected ACS labs (Please see http://acs.ucsd.edu/print/index.php for a complete list of ACS printer locations and costs) as well as Imprints at Price Center for a fee. 

Where can I get change for a copy card?
The reference desk does not provide change but if a patron needs to purchase a copy card then you can direct her/him to Imprints at Geisel or the Price Center. 

Do you have word processing? 

Infostations DO NOT have Microsoft word. All Academic Computing Services (ACS) lab computers have a full range of Microsoft Office products. Printing from ACS computers requires a laser printing account, which can be created online from the ACS Web site [http://acs.ucsd.edu/].  The closest (ACS) lab is on the first floor of Geisel in the tunnel. Please note: the ACS labs are only available for UCSD students, faculty and staff with ACS computer accounts. If patrons need only print a word document, they can print from the InfoStations by using the MS Word viewer installed in the Web browser of each terminal. 

What should I do if I am having problems printing at an InfoStation? 
Diagnose the problem and report to the proper authority (Imprints for printer problems, IT Help Desk for network problems). The SuperStation can be used as a backup for those with printing problems or special printing needs (power point slides etc.). 
Where can I print out power point slides?

Superstation computer in GIS lab has ability to print multiple power point slides in one page. ACS lab computers also have that functionality.

Who do I contact for public services machine related problems?

IT is responsible for all public services machines including Network problems, Roger, Sage, InfoStations, CD-Rom network. IT Help Desk (Ext. 24530). When talking to IT, it is suggested to provide detailed information including the machine number if applicable. For reference desk computer problems, please contact SSHL Tech Services Unit (Ext. 41258).
 Database problems? 
Please contact Dan Suchy, our Electronic Information Services Coordinator. 
Who do I contact for building maintenance problems?  

Weekdays: Contact facilities at 2-0324

Weekends: Report to the circulation supervisor who will contact the appropriate authority

Who do I contact for copy machine problems?  

Please call Imprints at 4-2534 and request service. Be sure to have the copier number handy to give to Imprints staff. The copier number should be clearly labeled on each machine.

Can I check out reference materials?

In general, reference materials are non-circulating. However, with authorization from a reference staff member, a patron may be able to check out some reference items for a limited time period. Please see the limited use policy above. 

Can I check out maps? 

Yes. With authorization from library staff, patrons may check out maps for a limited time period. Please see the limited use policy above. Please note: Only current UCSD affiliates are eligible for this service.  
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