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EXHIBIT 1

Labette Community College
Board of Trustees Meeting Agenda
Thursday, November 14, 2024
Board Meeting 5:30 p.m.
Cardinal Event Center

‘Labette Community College provides quality learning opportunities in a supportive

environment for success in a changing world.”

Adoption of AgeNda..........ooeiiiiiii e Exhibit 1
Approval of October 10, 2024, Regular Meeting Minutes................. Exhibit 2
Reports and/or Board Discussion

A. Faculty Senate Report

B. SGA Report

C. Administrative Reports
i. Comparison of Expenditure to Budget
ii. Facilities Report

D. President’s Report

Old Business (Action, Report, or Discussion)

A. WTC Classroom QUOLE........coooiiiiiiii e Exhibit 3
New Business (Action, Report, or Discussion)

A. Department Reviews ..............cccooiiiiii e Exhibit 4/5
B. Approval of Bills ... Exhibit 6

Public Comment

The Board of Trustees agenda shall contain one opportunity for public comment.
This structure has been designed to provide the public with an opportunity to
comment on any topic. The Chair of the Board explains the Board'’s approach to
public comment with the following statement:

"At this time we invite anyone in the audience to speak to the Board about
any item or concern that pertains to the college. By policy, at this time the
Board will not take any action on any item or concern, but we will be happy
to take it under advisement for possible future action.” The Board also
retains the right to set time limits on public comment.

In the event that a large number of citizens are present and wish to speak in
favor or opposition to an issue before the Board, the Board reserves the right to
poli the number of citizens in favor of and opposition to the issue at hand as well



EXHIBIT 1

as to limit the number of spokespersons representing opposing viewpoints. The
Board also retains the right to set time limits as deemed appropriate.

VII.  Next Regular Board Meeting: Thursday, December 10, 2024, 5:30 p.m., Cardinal
Event Center

VI, Adjournment
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LABETTE COMMUNITY COLLEGE
Board of Trustees Minutes
October 10, 2024

The Board of Trustees met at 5:30 p.m. on Thursday, October 10, 2024, at the Cardinal
Event Center.

Members Present
Greg Chalker
Becky Dantic

Carl Hoskins
David Winchel

Members Absent
Rod Landrum
Montie Taylor

Others Present e

Dr. Mark Watkins  Dr. Jason Sharp  Leanna Doherty  Kelly Kirkpatrick
Theresa Hundley  Dr. Ken Elliott Lindi Forbes . Kevin Doherty
Harrison Hall Briauna Valdez Kaila Ozler . * Ray Nolting

Heidi Flora recorded the minutes.

Adoption of Agenda (ACTION ITEM)

Chair Dantic asked for changes or additions to the meetmg agenda There were none.
Trustee Winchell moved to approve the meeting agenda as presented. Trustee Hoskins
seconded the motion and the motlon carried 4-0.

Approval of Regular Meetmq Mmutes (ACTION ITEM)

Chair Dantic asked for correc‘tions or addttlons to the September 12, 2024, regular
meeting minutes. There were none. Trustee Hoskins moved to approve the minutes as
presented. Trustee Winchell seconded the motion and the motion carried 4-0.

Reports and/or Board Dlscussmn

Faculty Senate Report: None

Student Government Report: Harrison Hall, Student Life Specialist, reported on the
recent and upcoming SGA events and activities.

Administrative Report:

Comparison of Expenditures to Budget: The September financial report was placed
on the tables. At the end of September, we were 25% through the year. The general
fund was 23% expended and the technical education/vocational fund was 23%
expended. Vice-President Doherty invited questions from the Trustees.

Facility Report: Kevin Doherty, Facilities Director, reported on the athletic complex
HVAC issues, a new option for portable restrooms at the softball field, and the annex
exterior renovation.
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President’s Report: Dr. Sharp gave an HLC update and went over the LCC vision,
mission statement, core values, and new HLC criterion.

Old Business (ACTION, INFORMATION, OR DISCUSSION ITEMS)

Policy Approval

Trustee Winchell moved to approve the revisions to Policy 7.01 Administrators and
Staff: Conditions of Employment and Policy 8.01 Educational Support Staff: Conditions
of Employment. Trustee Chalker seconded the motion and the motion carried 4-0.

New Business (ACTION, INFORMATION, OR DISCUSSION ITEMS)

2024 Report of Student Learning

Dr. Elliott presented the 2024 Report of Student Leammg Trustee Chalker moved to
accept the 2024 Report of Student Learning. Trustee_Hoskms seconded the motion and
the motion carried 4-0. i g

Faculty Contract >

Trustee Winchell moved to approve the Faculty Contract for Tom Brungardt, Science
Faculty, at a salary of $57,608, to begin 1/13/2025. Trustee Chalker seconded the
motion and the motion carried 4-0. -

Approval of Bills S
Trustee Hoskins moved to approve the Clalms Register. Trustee Winchell seconded the
motion and the motion carried 4-0. e

WTC Classroom Quote

This agenda item was tabled for more mformatton unt;l fhe November 14, 2024, Board
Meeting. o

Public Com_m_ent
None -

Next Board Meetmq

Chair Dantic reminded everyone of the next regular meeting of the Board of Trustees
scheduled for November 14, 2024 at 5:30 p.m. in the Cardinal Event Center.

Adjournment

Trustee Chalker move"d:t_c_) _-éajeurn the meeting at 6:16 p.m. Trustee Hoskins seconded
the motion and the motion carried 4-0.

Heidi Flora, Clerk of the Board



Agenda ltem #: V.A.
Date: November 14, 2024

SUBJECT

Department Reviews: Advising Center, Library

REASON FOR CONSIDERATION BY THE BOARD

Part of the Board'’s responsibility is to maintain oversight of the quality of academic and
administrative programs and services. Labette Community College completed
Departmental (Non-Academic Program) Reviews for many years. However, the process
was paused for a time due to a variety of factors. The process has been updated and
has resumed as of the 23-24 Fiscal Year.

BACKGROUND

The Departmental Review, Planning, and Development framework facilitates a
systematic approach to continuous improvement. This process aims to maintain a focus
on student success and community needs, enhance departmental coherence and
quality, align departmental needs with campus priorities and budgeting, and ensure
consistency with the college's mission to provide quality learning opportunities in a
supportive environment for success in a changing world.

VPSA and department staff will present the Advising Center Department Review and
VPAA and department staff will present the Library Department Review to the Board of
Trustees.

PRESIDENT'S RECOMMENDATION

President recommends the acceptance of the department reviews for Advising Center
and the Library.



Advising Center

Comprehensive Review
August 1, 2022 - July 31, 2024

Prepared by:
April Bolinger, Director of Advising
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Advising Center Comprehensive Review

1.0 Department Summary

The mission of the Advising Center at Labette Community College (LCC) is to assist all students
and community members in forming and completing their plans to acquire foundational skills
and knowledge essential for their education, work, and life. The Advising Center staff foster
meaningful and supportive relationships, facilitate career exploration, and guide students
through the course registration and enroliment process.

The Advising Center creates a supportive environment that helps students transition to college
while fostering a lasting sense of community throughout their time at LCC. By promoting
collaboration among students, families, faculty, and staff, the Center guides students through
key milestones from enroliment to graduation and transfer. It cultivates a welcoming
atmosphere by offering free refreshments, hosting events in partnership with Student Life, and
sponsoring giveaways. With a focus on personalized support, the Advising Center connects
students to vital campus resources and remains a consistent, approachable presence for those
seeking encouragement or assistance.

Additionally, the Center administers the Early Academic Warning {EAW) plan, which identifies
students earning below-average grades in their classes at set intervals during the semester.
Advisors contact each of these students individually to help connect them to supportive
academic and personal resources in hopes of improving their persistence and academic
success. Advising staff also celebrate students’ academic achievements each semester by
acknowledging those on the President’s and Dean’s Honor Rolls.

The Advising Center opened its doors in an office suite within the Student Success Center on
LCC's Main Campus in Parsons in August 2022. It is led by the Director of Advising, who
oversees all advising services across campus. The advising team consists of the Director and two
full-time Academic Advisors, who report directly to the Director. The Director of Advising, in
turn, reports to the Vice President of Student Affairs and collaborates closely with the Director
of Student Support Services to ensure comprehensive student support. This organizational
structure facilitates seamless communication and coordination within the broader framework
of student success initiatives at the College,

During AY24, advisors partnered with the Case Manager to provide Student Affairs services to
students at the Cherokee Center, including answering phones and general student questions,
proctoring exams and placement tests, as well as advising and enrolling students.
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1.1 Quantitative and Qualitative Data

During AY24 the Advising Center averaged about 300 student contacts per month, roughly 20
students per day. Since its inception in Fall 2022, the Center has hosted four Transfer Fairs,
allowing representatives from regional colleges and universities an opportunity to connect not
only with LCC students who wish to transfer after completing their studies at LCC but also with
students who have not previously considered transfer. In line with our mission to serve the
community at large, these fairs welcome community members to attend and interact with the
college representatives.

One of the primary objectives of the Advising Center is to ensure that students are consistently
informed about their academic performance. In addition, the Center seeks to make students
aware of the resources available to support their understanding of course material, ultimately
enhancing their academic success, With the establishment of a data collection system to track
student achievement, the Advising Center aims to analyze whether early identification of
students facing academic challenges, paired with access to institutional resources, can
positively impact their grades.

Early Academic Warning (EAW} Data Overview

5 EAW - Semester -
_ Semester  headcount = - Headcount %onlist
COFW22 - 392 - 1588 . 2468%
“em T mi T am
suz3 89 . AT 2160%
FW23 346 . 14%0  23.20%
wan T e T e o
su2a 53 389 13.60%

This data table highlights the trends in the number of students placed on the EAW list across
recent semesters, as well as the proportion of these students relative to the total semester
enrollment. By tracking these metrics, the Advising Center can better assess the effectiveness
of its interventions and resource referrals. For students, a greater awareness of both their
academic progress within the semester, and the supportive options available to them, helps
empower students to make better, more-informed choices about their enroliment status.



Withdrawal Data

In some cases, the wiser choice for a student is to withdraw from a class prior to its conclusion.

The Advising Center tracks this data as well:
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in addition to gross withdrawal statistics, the Advising Center also tracks the reason students
give for withdrawing:

Reasons for Withdrawal
AY23 & AY24

Unrecoverable Grade
Other

wWithdrawal by Instructor
Totat Withdrawal for Term
Student Health lssue
Leath of Family Member/Important Person
issue with Instructor

Family Issue

Muaving cut of area

Finacial Aid issues

Transporiation Difficuities
Transferring to Another College
Student/Family called to Active Duty

Death of Student

Change int Work Schedule

8 iU 20 36 46 B0 80 70 3 20 100 110 120 130 140 150

EAYI4 mAYI3

The percentage changes in withdrawal reasons from AY23 to AY24 reveal notable shifts. The
most significant change occurred in the "Change in Work Schedule” category, as this reason was
not tracked or reported in AY23.

Similarly, the “Family Issue" reason saw an 18% increase, growing from 7 to 25 instances. This
indicates that personal or family-related challenges became a more prominent factor for
students who withdrew from a course. "Withdrawal by Instructor" had a modest 7% increase,
showing a slight uptick from 128 to 137 cases. "Transferring to Another College" and "Moving
out of area" saw small but noticeable increases of 3%, though the absolute numbers remain
relatively low.
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These shifts highlight how certain external factors, like family responsibilities and work
schedules, have played an increasingly influential role in student withdrawals over time. This
data is shared across campus to identify trends and adjust services and supports to ensure
student persistence within the semester. Continued data collection and analysis will inform
future strategic interventions spearheaded by the Advising Center in order to improve student

success.

Academic Success Data

The Advising Center alse recognizes students’ academic achievements and tracks students
appearing on the Dean’s and President’s Honor Rolls each Fall and Spring semesters:

_ Honor Roll Semester % on
Samester headcount Headcounf Honor Roti
1364 12%

W23 - 220 1490 5
sp24 189 1388

Student Satisfaction Data

Each spring, LCC partners with Ruffalo-Noel Levitz to administer the Student Satisfaction
inventory (55i), a widely-used survey designed to assess student satisfaction and priorities in
higher education. The survey typically asks students to rate various aspects of their college
experience, such as academic support, campus services, and overall campus environment.
Institutions use this data to identify areas for improvement, enhance student retention, and

align institutional services with student needs.

The SSI as administered in the spring semesters of AYs 22, 23, and 24, measured LCC student
satisfaction with several areas related to academic advising and course registration:
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The smaller the gap between an item’s importance and its satisfaction, the stronger the
Institution’s performance is in this area. Of the items listed above, “My academic advisor is
available when | need help” has the smallest gap, indicating that LCC is better meeting student
expectations in this area compared to, “My advisor helps me apply my program of study to
career goals” which has a larger gap.

Beginning AY24, the advising center conducted its own internal survey of student satisfaction.
In the 6 months the survey, 77% of the student surveyed indicated they were extremely
satisfied with services provided during their appointment with their Academic Advisor.

2.0 Department Support of Student Success

The Advising Center plays an integral role in advancing LCC's mission to provide quality learning
opportunities in a supportive environment for success in a changing world by offering
individualized support and connecting students with campus and community resources that
foster both academic and personal growth.

The Advising Center’s core responsibility is to provide personalized academic guidance,
ensuring that students are aware of their academic progress each semester and receive support
in navigating the most effective path toward their goals. Recognizing that success is influenced
by a range of factors beyond GPA, the Center takes a holistic approach, tailoring advice to meet
each student's unique circumstances.

In addition to academic advising, the Center actively contributes to student success initiatives
across campus. The Director of Advising has actively participated in the Student Success
Academy, reflecting the Center’s dedication to continuous improvement and academic
excellence. Advisors serve on various institutional committees and play key roles in programs
such as New Student Orientation, TRIO Day, and Campus Visit Days. They also provide direct
support to students through participation in the Student Food Pantry, Belonging Committee,
and other student services.

The Advising Center is committed to accessibility, offering appointments beyond regular office
hours to accommodate students’ schedules. Advisors prioritize building long-term relationships
with students, maintaining regular communication throughout their academic journey at LCC.
By fostering these connections, advisors ensure that students receive consistent support as
they work toward achieving their educational and career objectives.
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3.0 Department Outcomes

Goal #1

Provide students with feedback and resources according to their
academic progress.

Measurement of
Success

The Advising Center will conduct a grade check at 4, 8 and 12 weeks
during the semester.

Achievement Plan

= Conduct grade checks at 4, 8, and 12 weeks to identify
students with below-average grades.

» Email and follow up with phone calls or meetings for students
receiving below-average grades,

= Provide feedback on academic standing and discuss
challenges with students.

= Offer tailored resources such as tutoring, study skills
workshops, or referrals to campus services,

* Monitor student progress after each intervention and
schedule additionat check-ins if needed.

» Collaborate with Student Life to recognize students on the
academic honor rolls at the end of each semester.

* Provide incentives such as certificates or small awards o
honor roll students to encourage continued success.

Relevance This feedback and support system is designed to both motivate
students who are struggling academically and acknowledge those
excelling, helping all students make informed decisions about their
courses and overall academic path.

Time frame ongoing

Goal #2 Provide all students with ongoing communication about important

advising topics and dates.

Measurement of
Success

The Advising Center will send newsletters to all students at least
twice per semester, ensuring consistent communication about key
advising topics and deadlines.

Achievement Plan

= Set a newsletter distribution schedule for key semester dates

= Create content aligned with advising deadlines, events, and
campus updates.

= Collect content from relevant departments (e.g., financial aid,
student support, academics).

= Email newsletters to students and archive on the coliege
website.

Relevance This communication ensures students are informed of key advising
topics and deadlines, helping them stay engaged and proactive in
their academic pianning. Archiving newsletters on the website offers
an additional resource for students.

Time frame AY25
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Goal #3

Provide the LCC campus community with an Advising Policy and
Procedure Guide.

Measurement of
Success

The Advising Center will publish a comprehensive advising policy and
procedure guide for campus-wide use,

Achievement Plan

¢ Draft the guide in collaboration with the VPSA

= Ensure the guide aligns with institutional policies and advising
best practices.

s Review and revise the document with input from relevant
campus departments.

= Publish the final guide on the LCC website and share with
faculty and staff.

Relevance This guide will standardize advising practices and inform decision-
making across campus, ensuring consistency in advising services,

Time frame AY25

Goal #4 Enhance data systems and coilection.

Measurement of
Success

Implementation of formal data collection system to aid in analysis of
trends and impacts, especially those relating to student advising and
academic progress.

Achievement Plan

» Track advising contacts from initial meeting through key
academic milestones.

» Use data gathered from the system to identify factors
influencing student retention and academic success.

»  Apply insights from the data to improve Advising Center
programming and service delivery.

Relevance The Advising Center staff will use this data to continuously improve
advising practices and better support student success.

Time frame AY26

Goal #5 Hire and train an additional full-time advisor to support Health

Science students,

Measurement of
Success

A full-time advisor position will be created and funded, enabling the
Director to hire additional staff.

Achievement Plan

= Collaborate with the VP of Student Affairs to develop an
operational plan and budget for the new position.

= Define the role and responsibilities of the additional advisor
to meet the needs of Health Science students.

= Implement a recruitment and training process to ensure the
new advisor is equipped to support students effectively.

Relevance The addition of an advisor is essential to manage increased
enroliment and data responsibilities, allowing the Director to focus
on data analysis and strategies for student success.

Time frame AY26

10



Advising Center Comprehensive Review

Goal #6 Centralize advising services within the Advising Center.

Measurement of All advising for LCC students will be conducted exclusively in the

Success Student Success Center, as assigned by the Director of Advising

Achievement Plan = Hire an additional advisor as described in Goal #5 to
accommodate the increased advising needs of health science
students.

= Secure adequate office space and resources for the new
advisor to effectively support students,

* Develop a transition plan to ensure a smooth shift of advising
responsibilities to the Advising Center,

Relevance Centralizing advising services will enhance accessibility for students,

streamline communication, and provide a cohesive support system

for their academic journey.

Time frame AY27

3.1 Significant Impacts

Since the opening of the Advising Center, Labette Community College (LCC) has experienced an
upward trend in enroliment. While this increase cannot be attributed solely to the Advising
Center, our proactive outreach to students who have not enrolled, coupled with the provision
of a centralized location for advising, has likely contributed to this positive trend.

Over the past two decades, educational institutions across the country have recognized that
student success and retention are significantly influenced by their ability to provide access to
caring and knowledgeable advisors. In response to this need, many institutions, including LCC,
have established centralized advising centers. At the time of its inception, LCC opted for a
blended advising model, allowing students to work with both general advisors in the Advising
Center and major-specific advisors within academic departments. This model enables year-
round access to guidance, facilitating students' academic journeys. As the Advising Center has
gained prominence and established credibility within the institution, there has been a
noticeable increase in students seeking assistance for various academic and personal needs.
Consequently, LCC will begin the process of centralizing advising services under full-time
professional advisors located within the Student Success Center.

This transition will clarify the points of contact for students facing different issues and enhance
the overall advising experience. The Advising Center will continue to foster and strengthen
coilaborative relationships between advisors, faculty, and other key departments across
campus.

11
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4.0 External Constituency and Significant Trends

The Advising Center actively collaborates with all campus departments to support students and
community members. Since our opening, numerous community members have approached the
office seeking advice or resources. Many of these individuals are referred to us when they
inguire about specific classes. However, we have found that, in many instances, what they truly
need is not a class but rather a supportive ear and guidance to help direct them toward
appropriate resources for their specific chalienges.

5.0 Department Success

Advising Center established in AY23 fo assist students and empower advisors.

Hired a director and new fuil-time academic advisors.

Planned and implemented advising roundtables and workshops for all campus advisors
on topics such as preparing students for graduation and the new general education
package.

Informed advisors and students of below-average grades multiple times each semester
and congratulated students who achieved the academic honor roll.

Hosted two Kansas Association of Collegiate Registrars and Admissions Officers
{KACRAQ) transfer fairs each year, featuring over 20 regional colleges and universities
for student interaction.

Published a newsletter several times a year to inform students about upcoming
activities and important dates.

Transitioned new student advising from a one-day event to individual appointments to
better meet student needs and foster relationships.

Staff participated in professional development through organizations such as National
Academic Advising Association {NACADA), Kansas Academic Advising Network {KAAN),
Kansas international Educators (KIE}, and Association of International Educators {NAFSA)

5.1 Staff Accomplishments

Commitment to Continuous Learning: The Advising Center staff is dedicated to ongoing
professional development.

Professional Memberships

KAAN
KACRAO
KIE
NACADA
NAFSA
12
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Professional Development

* KAAN Annual Conference AY23 & AY24

» NACADA course “Academic Success and the Student Athlete” AY23

= NACADA course "Career Advising” AY23

= NAFSA Region 2 Conference AY24

= Kansas State University Transfer Summit AY23

* Higher Learning Commission Student Success Academy Conference AY24
Campus Engagement: The Advising Center staff has actively participated in various campus
activities, including:

=  Engaging in student life events.

»  Attending sporting events.

» Serving on the Belonging Committee,

=  Contributing to other campus initiatives.

7.0 Supervising Administrator Response

As the Vice President of Student Affairs, | commend the Advising Center for its unwavering
commitment to supporting students throughout their academic journey. The comprehensive
review underscores the department's strengths, particularly its focus on fostering meaningful
relationships and guiding students in their career exploration. From hosting Transfer Fairs to
providing personalized academic guidance, the Advising Center plays an essential role in
creating a supportive environment that enhances the overall student experience at Labette
Community College. This dedication not only empowers students to take ownership of their
educational pathways but also cultivates a sense of community that is vital to student success.

Moreover, | would like to emphasize the Advising Center's recognition of key opportunities for
continued growth. The establishment of a data collection system to track student achievement
is a significant step forward, enabling the department to assess the effectiveness of its
interventions and tailor support to meet individual student needs. The staff's commitment to
ongoing professional development further demonstrates a proactive approach to ensuring
excellence in advising practices. By building on these data-driven initiatives and exploring
additional resources, the Advising Center will enhance its suppaort for students, particularly
those facing academic challenges.

i fully endorse the Advising Center's short- and long-term goals, which align with LCC’s mission
of providing quality learning opportunities in a supportive environment. The focus on increasing
student engagement with advising services, data collection efforts, and centralizing advising
practices reflects our commitment to continuous improvement and student support. Through
these initiatives, we aim to strengthen our students' academic success and well-being, ensuring
they are equipped to thrive in an ever—changinglgvorid.
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Comprehensive Review
August 2022 - July 2024

Prepared by:
Scotty Zollars, Director of Library Services
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Library Comprehensive Review

1.0 Department Summary

The mission of the Labette Community College Library is to supplement and enhance the curriculum
provided to the students by the faculty of the College. The purpose of the Library is to provide activities,
resources, and services that supplement and enhance the College’s curriculum and to work to resolve the

information-seeking needs of the students and employees of Labette Community College, as well as those
of the citizens of the College’s service area.

The Library provides print and electronic resources and services to assist the students, the employees, and
the citizens of the College’s service area in meeting their information-seeking needs, whether they are for
curriculum supporting research or for personal informational needs. The Library’s caring and qualified staff
members provide a variety of resources and services in a supportive environment. The Library Director also
has developed and teaches two courses, Research Skills and Information Literacy, to assist students in
developing their research and information seeking abilities. The Library in cooperation with the Library
Committee awards students the annual Paper of the Year awards.

1.1 Quantitative and Qualitative Data

Stajfing
Staffing and Work Study Comparison
FY23 FY24
Full-Time Staff Full-Time Staff
Library Director FT Library Director FT
Library Associate FT Library Associate FT
Library Aide FT Library Aide FT

Approximate Work Study Approximate Work Study

0.42 0.17
Total Staff Total Staff
3 plus .42 WS 3 plus .17 WS

Staffing levels have been a concern of the Library Department over the last couple years. The Library
currently employees one Director, one Library Associate, and one Library Aide, to cover full operational
hours from 8:00 a.m. to 9:00 p.m. Job descriptions for each employee are located in Appendix A—Staffing,
along with a chart outlining the staffing for each year and the use of Work Study students. The Library staff
has cut hours and rearranged scheduling to maximize the use of the staff members that we have. The hour
shifts cut were Friday afternoons, before the College was closing on Fridays. Each of the staff members

have been cross trained on aspects of the other staff members positions, so that each library employee is
able to step in wherever necessary.

Many times, employees are working by themselves which the library believes is a safety issue because the
department is located on Main Street, and because of the incidents that have occurred and type of public
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patrons that have utilized our services. This also means, at times, leaving a work study to run the Library by
themselves in the evening because of absent employees and/or employees that have already worked their
set hours for the day. Also, we are typically open later than any other office on campus.

A spreadsheet detailing daily and hourly activity is available below, in chart format. This data is categorized
by the combination of semesters: August to December for the Fall Semester, January through May for the
Spring Semester, and July 2022 to June 2023 for the Summer Semester. Library employees track and log
this data for the Library Director. The data below suggest that within the regular semesters, the most
popular times for Library usage are before 6 PM, while during the Summer Semester, peak hours occur
between 8 AM and 5 PM.

A possible solution to the staffing concern would be to restructure the operational hours of the library,
with staffed personnel. The Library Aide, who mainly works evenings, could be moved to mid-day hours,
this would add more flexibility in the scheduling of staff. The evening hours’ headcounts shown in the chart
below that this could be done without affecting a farge number of students. There would be some
processes that would need to be discussed for implementation (intercom, key card access, etc.)

The Vice President of Academic Affairs and the Library Director have been discussing the concerns,
operational hours and data. Through the discussions the Vice President of Academic Affairs has shared
data with the decline of evening classes from years, prior due to the enrollment trend shifts, may shift
student needs for library services. With these discussions, data, etc. in mind, the Library Director is creating
a plan to adjust library operational hours yet still meet student needs.

Hourly Attendance Fall Semester 2022
(August-December 2022)




Library Comprehensive Review

Hourly Attendance Spring Semester
2023
{January-May 2023}
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Hourly Attendance Summer Semester
(June-July 2023)

Hourly Attendance Fali Semester
(Augusi-December 2023)
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Hourly Attendance Spring
Semester
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A final staffing concern coming in the near future is the retirement of staff members. Within the next five
years the Library Director and the Library Associate will become available for retirement. They will be
thinking of this as they begin in the next few years to weed and downsize their offices and files in
preparation for retirement on or before FY28. Succession planning along with strategic planning is
occurring to ensure a smooth transition in hopes to minimize disruption.

{ustomers

Headcount by Patron Type

AY 2023 to AY2024
AY AY
2023 2024
Students 1,098 4,359*
LCC Employees 497 622
Community 2,365 3,747

Total Headcount 3,960 8,728

Library staff members diligently track usage by monitoring the number of patrons present each hour.
This data is categorized into three distinct types of users: students, LCC employees, and community
members. The academic year 2024 {AY 2024) has shown remarkable growth in headcount, with figures
more than double that of the previous year. In the previous academic year, community members were
the predominant users, followed closely by students and then employees.

Several initiatives have contributed significantly to the increased headcount. The Admissions
Department has been proactive in encouraging Library use during campus tours, which has likely
attracted more visitors. Additionally, the library has welcomed back the Men’s Basketball Team for
study sessions, further boosting attendance. These efforts have effectively influenced usage statistics
and enhanced the Library’s role as a vital resource on campus. {*)
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Historically, the Library has served as a valuable resource for community members, distinguishing itself
from the public library, which charges for printouts and imposes time limits on computer usage. The
recent move to Main Street has also introduced a new clientele alongside established community
users. However, this influx of different patrons has included some individuals who do not represent the
best aspects of the community.

The tibrary Director has worked for years to reshape the perception that the Library is exclusively for
students and faculty. While some employees have utilized Library services in the past, AY 2024 has
seen a concerted effort to increase employee usage, which appears to have been successful. (Chat GPT
assisted writing)

Funding

FY  Budget Requested Budget Received
2023 $110,869.00 $56,919.62
2024 $70,865.00 $53,318.00

Adequate funding has also been a concern. The Library staff recognizes that it is to provide an adequate
level of service to the college and to the community. However, limited available funding, At the same
time, it is challenging to be creative and future-seeking to find additional services that would fit within the
parameters of the Library.

The Library Director has attempted to introduce new ideas into the budget process. However, they have
had to be removed due to lack of coilege funds. CINAHL, a medical database covering all of our health
science fields, has been removed due to the cost and since the State Library currently provides an alternate
health science database. The Vice President of Academic Affairs has encouraged the Library Director to
include the database in the budget preparation each year with an understanding that it could be removed
depending on budget priority and state access. Each year the Vice President has conversations with the
Nursing Program Director and the Library Director to assess priority and then compare that to institutional
priorities. The state provided database could no longer be available due to cost whenever it goes for state
bids. The Library would be without a specific health science database. So far, we have been fortunate and
the State Library has been able to keep the provided database.

Likewise, increasing staffing has been suggested by the Library Director, but had to be removed due to lack
of college funds and priority assessments. The Library Department and Administration have been
collaborating on ways to increase coverage and maintain efficiencies of library services. Some things that
have occurred in the collaboration was a shift in position hours, implementation of after-hours key card
access, and a study of the shift of course offerings, especially evening courses. Through the meetings, the
Library Department and the Administration have identified some potential solutions which are outlined in
Section 3: Goals. {See Supervisor’'s comments.)

Also, the current budgeting release model, the college uses, does not always fit within the time frames of
our library vendors. The release amounts, which have not been more than 80% for many years, can cause
issues, The Library receives, at a maximum, on most of our line items, 80% of the needed amount. This
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causes delays in purchasing, or even forgoing purchasing items we have listed as needed to maintain the
current level of service. To assist with this, the Library currently has two line items that are released to
100%.

The development of a new line item that would be released to 100% for membership dues would help
solve the issue of the timing of membership payments. Currently membership dues for professional
organizations are listed in the Supplies budget line item. The current line item is only released to a
maximum of 80%. The creation of a new line item with the above stipulations for memberships would
resolve this concern. This project is reflected in the Goals section of this document.

Revenug

The Library’s main source of revenue, besides the receipt of general funds from the College, is through the
grants that the Library staff members make applications. The main endower of the grants for the Library is
the Southeast Kansas Library System {SEKLS). The System offers various grants for various purposes, and
the Library takes advantage of these opportunities whenever possible. Through the years the SEKLS has
provided the Library with many items that we would not have been able to purchase with the allotment of
general funds that the Library receives from the College.

The Library also receives a grant annually from the State Library of Kansas to purchase the Kansas Notable
Books. There have been some years in the past that with budget cuts, this was the only source of funding
to purchase books. The grant covers the cost of the books after they have been purchased.

AY Grant Revenue Received
2023 $5,732.75
2024 $6,371.62

2.0 Department Support of Student Success

Success in the Library at Labette Community College is achieved through a multifaceted approach that
aligns with the educational goals of the institution. Through collaboration with the faculty, the library
endeavors to supplement and enrich the curriculum offered to students, providing a diverse range of
activities, resources, and services that enhance the learning experience. By catering to the information-
seeking needs of students, employees, and the wider community, the library acts as a vital resource hub
for individuals within the college's service area. Offering both traditional print and modern electronic
resources, the library supports a variety of research and personal informational needs. Staff members
create a welcoming environment, where students are nurtured in developing their research and
information seeking skills. Furthermore, the library's dedication to academic excellence is exemplified
through initiatives like the annual Paper of the Year award, which acknowledges outstanding creative and
research papers submitted by students, fostering a culture of academic achievement and scholarship.
(generated by ChatGPT)
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3.0 Department Outcomes

Shart Terin Goals

Goal #1

Assess the Library Using the American Library Association (ALA)
Standards for Libraries in Higher Education

Measurement of Success

The Library staff completes the assessment

Achievement Plan

The Library staff members will assess the Library on
» Institutional effectiveness
* Professional value
» Educational role
» Discovery capabilities
s Collection
s Space
*  Management
*  Personnel
*» External relations

The ALA recently updated these Standards. Assessing the Library by
these standards will show where we are strong and weak according to
national standards. The weaknesses will become objectives in later

Relevance plans or be used as ideas for grant applications.
Time-Frame FY25
Goal #2 Compile an index of the LCC cookbooks

Measurement of Success

The index will be completed.

Achievement Plan

The Library staff will compile the index of the cookbooks showing the
year and page number of the recipes.

The College produced an annual cookbook for many years. There were
no indexes created with them, making them cumbersome to use. An

Relevance index will make them more accessible.
Time-Frame FY25
Goal #3 Assist the Foundation in the enhancement of the Alumni database.

Measurement of Success

The database will be enhanced with information.

Achievement Plan

s This may he a multivear project

e An Excel spreadsheet will be made of the graduates from the
yearbooks and commencement programs available in the
archives.

+ Contact information will be researched for living members.

The Foundation already has the beginnings of an alumni database. The
Library staff has the archive materials that might contain relevant data
to help enhance the number of alumni member’s information that

Relevance might be missing from the existing database.
Time-Frame FY25 to begin the project that will be continued.
Goal #4 Restructure staff and operating hours

Measurement of Success

Staffing will be more efficiently used.
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Achievement Plan

e Library Director will work with the Vice President of Academic
Affairs to deal with the logistics of the Emergency Intercom.

e Library Aide will be rescheduled to work with a small overlap
into the evening for evening courses.

¢ The new operating hours will be announced campus wide.

Evening class enroflment has declined and staffing could be used more

Relevance efficiently and effectively in the regular operating hours.
Time-Frame FY25 to begin the project that will be continued.

Wark with the Business Office and Vice President of Academic Affairs to
Goat #5 create a new line item for memberships.

Measurement of Success

Memberships will be paid in a timely manner,

Achievement Plan

¢ The library Director will work with the Business Office and Vice
President of Academic Affairs to create a new line item for
memberships.

» Memberships will be moved to the new fine item from the
Supplies line item

s The FY26 budget will be prepared with this change.

Relevance

This expense is currently in the Supplies line item that is released in
increments. The memberships have specific dates for renewals that do
not always coincide with the amount released in the current fine item.
A line item released to 100% will take care of this concern.

Time-Frame

FY26 to begin the project that will be continued.

Long Term Goals

Goal #1

Weeding and downsizing office files in preparation for Director’s
retirement.

Measurement of Success

The files in the office will be weeded.

Achievement Plan

e The Director will cull out files that are no longer needed.

¢ The Director will begin to remove personal items from the
office.

e Loose ends will be dealt with involved with the position.

Relevance

The current Library Director will retire on or before FY 27. In
preparation for the new Library Director, the office and files will be
downsized and weeded.

Time-Frame

FY26-27

Goal #2

Collaborate with the Maintenance and Grounds Department to
remodel the Library entry

Measurement of Success

Plans will be developed for the remodeling of the entry.

Achievement Plan

¢ The Library Director will meet with the Director of the
maintenance and Grounds department to review the suggested
renovations,

e Once the renovations are decided upon, the two Directors will
work together to begin the process of the renovations.

10
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* Funding for the project will be determined.
+ The work will be completed.

The noise level of the Library could be reduced by remodeling the entry
and the handicapped parking will be relocated to a more appropriate
space. In discussions with the Maintenance and Grounds Department,
there have been some possible renovations suggestions made. With

Relevance this goal, the plans will be solidified.
Time-Frame FY26
Goal #3 Reconfigure shelving to house the game collection

Measurement of Success The game collection will be located in its shelving location.

Achievement Plan e The collection will be moved o the new shelving location.

¢ A permanent location for the game collection will be
determined.

s Necessary reconfigurations will be made to make the needed
shelving available.

Relevance coliection area.

In an attempt to increase the foot traffic of students to the Library, the
Library staff obtained with grant funding a game collection. The
processed coliection will need a permanent storage area in the

Time-Frame FY26

3.1 Significant Impacts

The Library continues to assess various demographics of the college as to their satisfaction and
perceived needs,

The Library’s Board policies, administrative procedures, and departmental procedures are reviewed
onh an ongoing basis and necessary amendments are made as needed.

The Library is opened and staffed with qualified employees for 13 hours a day, 52 hours a week.
After hours, keycard access allows the students to have access to library resources beyond the
staffed hours.

The Library provides print and electronic resources and services to assist the students, the
employees, and the citizens of the College’s service area in meeting their information-seeking
needs.

The Library is actively collecting material for the College’s archive. The collection has outgrown the
area that has been set aside for it. It has proven to be an asset to the college in finding information,
such as the Alma Mater and its composer.,

The staff members provide a variety of resources and services in a supportive environment.

The Library Director has developed and teaches two courses, Research Skifls and Information
Literacy, to assist students in developing their research and information seeking abilities.

The Library, in cooperation with the Library Committee, awards students the annual Paper of the
Year awards.

Funding from grants has provided the Library with many items. Some of the items bought with
these grants include a microfilm reader and printer, various forms of seating, a white board, a set of
shelving, various books, a computer and a computer desk, a scanner, and a printer to use to

11
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process books that have been cataloged.

e Many times employees or work study students are working by themselves which is a safety issue
because we are located on Main Street, away from surrounding buildings, at hours after others
have gone home, and employees sometimes have to deal with not the best examples of our public
patrons.

o Some staff members will be retiring in less than five years.

* Alack of adequate funding has always been an issue.

e The current budgeting release model does not always fit within the time frames of our vendors. To
assist with this, the Library currently has two line items that are released to 100%, and would like a
third for memberships.

e Due to the decline of evening classes and the need for the hours worked by the Library Aide to be
in the regular operating hours, the Emergency Intercom should be turned off and the Library closed
in the evenings. The hour of closing will be determined by the Vice President of Academic Affairs
and the Library Director working jointly on the issue.

4.0 External Constituency and Significant Trends

The Library staff members hold membership in national, regional and state level library organizations.
Each of these organizations provide professional development opportunities and guide the Library in
keeping up with the latest trends in the profession. These organizations include the American Library
Association {ALA}, the Mountain Plains Library Association (MPLA), the Kansas Library Association
(KLA), the Southeast Kansas Library System (SEKLS), and the Southeast Kansas Academic Librarians
Council (SEKALC). There are entities within these organizations that are tailored to the academic side of
libraries. For example, on the state level, these include the College and University Libraries Section of
KLA {CULS), the Kansas Council of Academic Library Deans and Directors {KCALDD), and the Two-Year
Library Directors Council (TYLDC).

Community college libraries have seen significant trends that reflect the evolving needs of their diverse
student populations and surrounding communities. One major trend is the increasing integration of
technology and digital resources, allowing libraries to provide online access to databases and e-books,
thereby catering to students who may prefer remote learning or who have varying schedules.
Additionally, community college libraries are embyracing coilaborative spaces that encourage group
work and active learning, fostering an environment that supports academic success. Another notable
trend is a shift towards inclusive programming that actively engages community members, not just
students, emphasizing the library’s role as a hub for lifelong learning and community engagement.
Libraries are also focusing on providing services that address the unique needs of non-traditional
students, such as flexible hours, workshops, and resources tailored to various educational pathways.
Furthermore, the ongoing challenge of demonstrating their value in an era of budget cuts has
prompted community coliege libraries to employ data-driven approaches to track usage and outcomes,
thereby showcasing their impact on student retention and success. Overall, these trends highlight the
importance of adaptability and responsiveness in community college libraries as they strive to meet the
changing demands of their users. (Last three paragraphs generated by Al Chatbot)

5.0 Department Success

12
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A total inventory and count was completed after a twelve year’s lapse. The Library has 15,668
volumes.

The History of the Cardinal Mural designed by LCC Graphic Design students, and hung as a last
duty by long-time employee, Phil Jack, was installed in the Library.

The Library staff, in conjunction with the Belonging Committee, helped to present a program on
Diversity, with Chief Glenna J. Wallace of the Eastern Shawnee Tribe.

The Library has presented the annual Papers of the Year awards for over twenty years. The
awards come with monetary prizes given to the student winners,

David Beach, the newly retired Math professor, agreed to serve as the Community Member on
the Library Committee.

The Library held an author night featuring five authors with ties to the college sharing their
works and thoughts about writing.

There was an increase in LCC staff use after we advertised the Hoopla service.

5.1 Staff Accomplishments

Each staff member attended webinars and professional development opportunities as they
were available. These include, but are not limited to, the following:
o Scotty Zollars, Director of Library Resources
= Prepared for Pride Month: A Conversation
®*  The annual Southeast Kansas Library System Academic In-Service
» The Southeast Kansas Library System Annual Meeting and In-service
®=  Happiness at Work.
®= JSTOR Orientation for Administrators Webinar
= |STOR Updates webinar.
»  Kansas Library Association annual conferences
* The College and University Library Section of the Kansas Library Association
annual conferences.
* Meetings of the Southeast Kansas Academic Librarians Council
o Phylis Coomes, Library Associate
* A national COVID webinar from the Southeast Kansas Library System.
* A webinar on Consumer Health Complete by InfoBase databases
* The annual Southeast Kansas Library System Academic In-Service
* The Southeast Kansas Library System Annual Meeting and In-service
* The monthly Southeast Kansas Library System’s online forums.
* Awebinar on the databases offered statewide by the State Library of Kansas.
o Hillary Bode, Library Aide
* The annual Southeast Kansas Library System Academic In-Service
*  The Southeast Kansas Library System Annual Meeting and In-service
*  Come Play at the Library: How to Launch a Library Board Game Program for
Everyone
Scotty Zollars, Director of Library Services
o Scotty worked with the Library Education faculty from the University of Nebraska
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Omaha (UNO} to begin to develop the Library Technician plan, originally being worked
on with Emporia State University. Emporia State had to back out of the planning stages
and suggested UNO. The group began to work together on the preliminaries. However,
with budget cuts and the multiple changes with the accrediting badies, the project was
once again put on hold.

Scotty gave a presentation to the President’s Council about the Library’s Annual Report
for FY21 and about the Library Committee.

Scotty served on a task force to evaluate the State Library of Kansas.

Scotty consulted with other academic library directors and graduate students on policies
and procedures and other research.

Scotty contributed ideas to a group of faculty and administrators at another community
college in the state that were looking a possible Library Technicians program.

Scotty is the Chair of the Southeast Kansas Library System Executive Board.

Scotty has held various state level offices in KCALDD, TYLDC, and CULS and done
committee work for MPLA.

Scotty made a presentation to the Beard of Trustees about the Library and his views on
the future of libraries in higher education.

Scotty spoke at in-service about using the Library for student displays, giving help to
design Library-related assignments for courses, and inviting ALL the employees to use
the Library, not just the faculty and the students.

Scotty spoke with the Student Life Director about using the Library for organizations’
meetings and other campus activities.

Scotty assisted a colieague with her research on information literacy in rural libraries.
Scotty reached out to the health science directors to receive information from their site
visits that pertained to the Library in order to work on any deficiencies.

Scotty assisted a colieague in a book chapter she is writing

Scotty completed the review of the Bylaws for the Southeast Kansas Library System and
made suggestions for future changes.

Scotty completed the Survey of Academic Library Leadership.

Scotty is part of the Parsons Police Department’s Domestic Abuse initiative team.
Scotty is an elected Precinct Chairman for the Democratic Party in Labette County.
Scotty completed two surveys for two different companies on the future of libraries and
library analytics.

Scotty advised the high school librarian on databases.

Scotty worked with a colleague on her research about staff development at small
academic libraries.

Scotty is a member of the Kansas Council of Chief Diversity Officers.

Scotty completed a survey for a colleague on working in a small academic library.
Scotty developed displays of the books from the collection celebrating themes that are
from various areas of popular culture.

Scotty met with instructors in departments to ascertain their needs from the Library and
ensure that the Library’s resources are compatible with the alternate course methods
being employed. He reminded the instructors of the Library’s willingness to display
student work and host student meetings.
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o Scotty assisted a colleague in developing a policy.
o Scotty completed a research study on Phi Theta Kappa and Honors Students use of the
Library.
s Phylis Coomes, Library Assaciate
o Phylis served on a task force to evaluate the State Library of Kansas.
o Phylis serves as President of the Erie Public Library Board.
o Phylis serves a Secretary of her church’s Board of Trustees.
o Phylis developed displays of the books from the collection celebrating themes that are
from various areas of popular culture.
s Hillary Bode, Library Aide
o Hillary worked with Scotty to host game nights with mixed success.
o Hillary developed displays of the books from the collection celebrating themes that are
from various areas of popular culture.

7.0 Supervising Administrator Response

| appreciate the time and effort put forth by the Library Staff with generating this assessment. The Library
Director and 1 have had several meetings over the past year to year and a half in an effort to identify
strengths, chalienges, and opportunities for the library. During these meetings, we have experienced
differing perspectives which are healthy to move an organization forward and have continually worked
cotlaboratively in finding solutions to these differences.

We will continue to collaborate with the focus on taking advantage of opportunities and challenges while
maintaining fiscal responsibility.
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Appendix A—Staffing

POSITION DESCRIPTION

Director of Library Services
Reports to: Vice President of Academic Affairs
Organizational Unit: Professional Staff
Salary Range: Support Director, Exempt, Full time

Revision Date: July 2021

l. Basic Purpose of Position

The Director of Library Services is the administrator of the Library and its services and shall be responsible for all
matters pertaining to library scheduling and/or approving of library hours and staff working hours; supervising
professional and paraprofessional staff, formulating and executing library services policies and procedures; and
purchasing all library materials.

H. Essential Job Functions
Ability to schedule library activities
Ability to determine library operating hours and work with library assistant to schedule staff
Ability to select and acquire library materials through purchase and donation
Ability to process archive material
Ability to maintain a list of the contents of the archive
Ability to prepare and administer budget for library
Ability to record statistics and prepare appropriate reports and surveys including the annuat book count
Ability to perform computer searches through the Internet
Ability to interview and recommend for appointment staff members for library
Ability to train, supervise, and evaluate job performances of library staff and all hours of library operation
Ability to operate the Emergency Intercom System and its components
Ability to update position descriptions of library staff
Ability to keep current in library field through professional development and reading
Ability to evaluate and modify library policies and procedures as needed and as approved by Vice
President of Academic Affairs
Ability to select and acquire library supplies, equipment and furnishing
Ability to answer staff and student guestions during library hours
Ability to maintain the Library's Web pages and databases, and integrated library system
Ability to serve as a Campus Security Authority (CSA) and complete annuat training
Ability to follow all LCC policy and procedure
Abitity fo perform other duties as assigned
. Abitity to maintain regular and timely attendance
. Consulting Tasks
A, Faculty, staff, administration in compiling lists of titles to order and in dealing with issues regarding
information literacy and copyright
B. Booksellers, customer service depariments of publishers and jobbers
C. Area librarians
D. Student Success Center staff
Iv. Supervises the Following Staff
A. Library Associate
B. Library Aide
C. Work-Study
V. Required Knowledge, Skills and Personal Qualifications
A Thorough knowledge of library procedures (reference, cataloging, etc.)
B. Ability to prepare budget requests and administer library budget
C. Some familiarity with audiovisual hardware, specifically microfilm/fiche reader

CHAOBOTVO ZECAS~IOMMUO®>
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Working knowledge of computer technology and fax machines
Demonstrated commitment to students

Preferred Experience

Three to four years’ library experience at the community college level or in a public library including one to two years
of administrative experience (in either a library or some other institution or business)

Educational Background
Master's Degree in Library Science or equivalent from an ALA accredited institution
Working Conditions/Environment

EMMoOw>

Normal library environment

Worker must be able to reach high or low shelves

Substantial time will be spent working at computer screen effectively using keyboard and mouse
Occasional heavy lifting required

Flexible hours may be necessary

Occasional travet may be required

Weekend and evening work may be required

Library Associate
Reports to: Director of Library Services
Organizational Unit: Educational Support Staff - non exempt
Salary Range: ISS |
Revision Date: August 2015

Basic Purpose of Position

The Library Assistant acts as the Administrative Assistant and is responsible to the Library Director. The Library
Assistant provides reference services to Library patrons, provides interlibrary ioan material upon request, assists in
Library orientations and tours, performs seriais control, supervises the periodicals holding lists, supervises circulation

activities, supervises shelf and card catalog maintenance, and supervises the technical processing of Library
materials.

Essential Job Functions

A

r o mmoOo

e

Ability to perform clerical and assistant office duties as requested, which may inciude receiving incoming
communications, answering and transferring phone calls, drafting letters, memos, invoices, and reports
using word processing skills, including the use of the number pad, filing, typing, and data entry.

Ability to provide good customer service in assisting students and employees with taking payments,
calculating fines, and sefting holds on students’ accounts.

Ability to provide reference service fo Library patrons

Ability to send, receive, and filf interlibrary loan requests

Ability to supervise circulation activities

Ability to supervise the library at night.

Ability to operate the Emergency Infercom System and its components.
Ability to supervise periodical check-in and claims

Ability to handle monetary transactions

Ability to prepare electronic and print documentation for purchasing
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Ability to supervise shelving of books, periodicals and AV materials

Ability to transfer student data from the Jenzabar system to the Koha system
Ability to shelf reads in assigned area

Ability to assist with annual inventory and book count

Ability to prepare regular statistics reports on interlibrary loan circulation for S.E.K.'s Library Consortium
and Kansas State Library

Ability to conduct orientations and tours as requested

Ability to create monthly displays

Ability to catalog new Library materials, gifts and donations

Ability to maintain the Library’s holding records on the Kansas Library Catalog and cataloging as needed.
Ability to oversee the scheduling of staff

Ability to act as director in the Director's absence

Ability to keep information confidential,

. Ability to record daily statistics

Ability to provide monthly statistics to the Director
Ability to handle required paperwork and shipping of BACKSERY material

Ability to process archive material

AA. Ability to maintain list of archive contents

BB. Ability to perform other duties as assigned

CC._Ability to maintain regular and timely attendance

Consulting Tasks

mo o w >

Works on serials conirol fo claim missing issues

Works with Library Director on acquisitions, withdrawais and special collections
Works with Library Director on purchasing and budgets

Works with area libraries in providing interlibrary loan services

Works with the Library Director to organize and coordinate events

Superwses the Following Staff

A
B.

Library Aides
Work Study Students

Required Knowledge, Skills and Personal Qualifications

A

Knowledge of Library reference tools, circulation procedures, serials control and technical processing
operations

Minimum of two years’ experience performing general office duties.
Excellent customer service skills.

Ability to communicate effectively with students, faculty and staff (Replace with Ability to communicate
well, both verbally and written.)

Ability to prioritize and work independently

Ability to work as a team member
18



Library Comprehensive Review

G. Ability to keep information confidential
H. Ability to supervise paraprofessionals and student help
. Ability to work under pressure of deadlines
J.  Knowledge of Microsoft Excel, Word and Access software
VI.  Preferred Experience
At least one year Library experience
Vil. Educational Background
Associate of Applied Science or Associate Arts degree in English or equivalent
Vill. Working Conditions
Normal Library environment, no windows
Employee must be able to reach upper and lower shelves
Occasional lifing and moving of books and magazines from one area to ancther may be required
Extensive keyboarding and reading of CRT required

Staying on task with periodic interruptions

mmo o w>

Flexible hours may be necessary

POSITION DESCRIPTION

Library Aide
Reports to: Director of Library Services
Organizational Unit: Educational Support Staff
Pay Rate Range: ISS Il, nonexempt, full time
Revision Date: June 2022

1. Basic Purpose of Position

Library Alde is the immediate supervisor of the User Services area of the Library and assists with circulation;
technical processing and public relations duties, helps students and faculty locate Library materials, maintains
periodicals holdings lists and completes other duties as required.

il Essential Job Functions

Ability to oversee the User Services Area

Ability to supervise the library at might

Ability to provide good customer setvice in assisting patrons with taking payments and calculating fines
Ability to operate the Emergency Infercom System and its components

Ability to shelf books and periodicals

Ability to help students and faculty locate Library materials

Abhility to perform technical processing on Library materials

I @ mmoOoO m »

Ability to assist with periodical recelving and serials record keeping

Ability to assist with acquisitions

19
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Library Comprehensive Review

Ability to schedule orientations, tours, and activities for students as needed

Ability to assist with annual inventory and book count

Ability to create materials for Library signage, pamphiets, name badges and other public relations materials
Ability to create monthly displays

Ability to maintain the Library's social networking sites and online videos

Ability to assist with circulation activities, such as check outs, check ins, and instructional reserves
Ability to handle monetary transactions as needed

Ability to shelf reads in assigned area

Ability to record daily statistics

Ability to provide monthly statistics to Director

Ability to maintain the Facutty Video list

Ability to follow alf LCC policy and procedures

Ability to keep information confidential

. Abifity to perform other duties as required

Ability to maintain regular and timely attendance

Consulting Tasks

Works with the Director to organize and carry out Library events

Supervises the Following Staff

A

Work-study students, as needed

Required Knowledge, Skills and Personal Qualifications

A

I G mmo O W

= X &=

Must be familiar with Library catalogs, standard equipment like photocopiers, microfilm readers/printers,
keyboarding

Minimum one-year expetience performing general office duties.
Excellent customer service skills.

Ability to communicate well, both verbally and written

Ability to prioritize tasks and work independently

Ability to keep information confidential, as applicable

Ability to work as a team member.

Must be familiar with basic print and electronic reference tools
Must be able to make change

Must be familiar with social networking sites

Must be familiar with Microsoft Word, desktop publishing, and other creative software programs
Must be able to learn computer programs guickly

Must be familiar with operating a digital camera and digital audio and video recording devices

20



Library Comprehensive Review

VI.  Preferred Experience
One year of Library experience
Vil.  Educational Background
Associate Degree
Vill. Working Conditions/Environment
Nomal Library environment
Employee must be able to reach upper and lower shelves
Occasional lifting and moving of books and magazines from one area to another may be reguired
Extensive keyboarding and reading of CRT required

Periodic interruptions of work flow

mm o o w

Flexible hours may be required -
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Agenda ltem: V.B.
Date: November 14, 2024

SUBJECT
Approval of Bills

REASON FOR CONSIDERATION BY THE BOARD

Kansas statutes require the Board of Trustees’ approval of all expenditures

BACKGROUND

Each month a listing of claims to be paid is presented to the Board for approval.

PRESIDENT'S RECOMMENDATION

The President recommends approval of the bills.
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