Katy Dillman
ILS 565
In-box Exercise

     As director of the Metrono Public Library, there are always a number of library issues to deal with.  This morning, a number of problems are facing me.  I'd love to take care of each and every one, but that simply is not going to happen.  I must choose the most pressing issues and deal with them in less than an hour, so I have time to focus on the upcoming workshop.
     I looked at each email, and determined if it was an emergency or not, and if it could be handled by others or not.  There seem to be two types of non-emergency issues this morning: inter-personal issues and library policy issues.  These issues are important, in that if left alone they could escalate and become major problems.  These definitely need to be dealt with – we must stick to and enforce our library's policies and we must have peace between coworkers.  If we need to review policies to make them better, I am open to that, but that is something that needs to be discussed another day.
     The emergency issues that deal with the fixing the toilets and computers and getting rid of safety hazards must be taken care of – but can be done by others.  I want to give the staff an opportunity to take charge and make their own decisions.  The two issues that are not quite emergencies, but need to be dealt with very soon are the hiring of the Tech Services head and the personnel recision.  Neither issue is easy, and snap decisions should not be made.  While I have been given deadlines in both issues, I believe there is some wiggle room.  I want to talk to both the search committe and my boss before any reply.  My overall goal is to keep my staff, keep them engaged and empowered, and keep the library on track with its budget and policies.

Communication 1: Late Employee
Tomorrow or the following day, I will call Al and ask him to stop by my office.  I want to quickly chat our attendance policies and let Al know that I don't want to let things slide, but it's up to him to decide if he wants to write Ralph up or give him one more chance – he just needs to be consistent.  I will let him know that we can bring this up at the next department head meeting to see what, if anything, needs to be done. 
Rationale: Not an emergency and can be dealt with later.  Al  needs to step up and manage his department, and needs to know I’ll support him.
Communication 2: Recent "Retirement"
I will call Diane to set up a department head meeting for later this week.  I want to share with them the information that we will be dealing with spot audits.  We all need to make sure we are sticking to our budgets and are on track to complete our goals.  We will also review internet and attendance policies, address any concerns and see what we need to do, if anything, to move forward.
Rationale: Important, but not an emergency. Want to make sure all department heads are on the same page, sticking to budgets, and following library policy.  They need to know that we are being checked up on, and must continue to serve as leaders for their departments. 

Communication 3: Tech Svcs Position
After sighing in frustration, I will ask Diane to call the committee members and set up a quick meeting for tomorrow afternoon, either in person or in conference call, or both.  I am concerned that the candidate does not meet the job requirements, and that the committee is allowing their emotions to drive their decision-making.  I have to decide if I will take their recommendation or overrule them and hire the person I know to be the better candidate. I will make this decision after sleeping on it and talking with the committee - can wait until tomorrow to talk to Jane Anne.
Rationale: To be dealt with after the workshop.  Need to make a decision very soon, but want to make sure we get the best person for the job, and not alienate the new person from everyone else.  Need to consider all angles, and sleep on the final answer.

Communication 4 & 5: New Discards and Toilet
In response to both of these emails, I will call Elmo and ask him to please clean the mess in the restroom ASAP.  Then, I'd like him to take ownership of getting the toilet fixed – either by doing it himself or finding someone to do it.  I also need him to get rid of the newspapers that are piling up outside the staff room when he's done cleaning the restroom – this has to be done today.
     I will then email Merle and ask her to get the discards out of the staff area and onto the ongoing book sale shelf.  She should get someone to help her, if she needs it.
Rationale: This is something that can be taken care of by others, and it should all be done today.

Communication 6: Deadbeats
Tomorrow or Wednesday, I will reply in an email explaining that the past policy still stands.  The patron always has the benefit of the doubt.  I will remind the sender about how we want to keep up goodwill with the public.  The cost of a few waived fines is nothing compared to the cost of negative feelings towards the library.  If this person wants to talk more about it, please stop by my office to chat – if he/she has ideas for policy improvements, I am open to hearing them later on in the week.
Rationale: Not an emergency, but definitely need to stick to library policy. Happy to hear and consider new policy ideas.

Communication 7: Internet Porn
In the next few days, I will send Merle an email to remind her of the ALA stance on filters.  As our library policy is to provide access, we do not want to go against that by installing filters.  If Merle wants to look at moving the computers so that the librarians/staff on duty can keep an eye the users, and make sure no one is actually committing lewd acts in public and that no children are accidentally being exposed, so to speak, then she can go ahead and do that.  If she has any other suggestions, aside from installing filters, I am open to hearing them later on this week.  I am also concerned that the cache is not being cleared each time a user logs off - this goes against privacy policies, and I want Merle to talk to IT about getting that changed ASAP.
Rationale: Not an emergency, but Merle needs a reminder of the library's stance on not filtering/censoring.  Want Merle to take charge of this, so she is involved and proud of what she does.

Communication 8: PC's not working
After I swear under my breath, I put in a call to Diane to ask her to please take care of the computers one more time.  I'll tell her to not let the IT people give her a hard time, and to get someone to help her, so she doesn't go there alone.  I’ll let her know that if they give her/my staff a hard time again, I'll formally complain to their manager.
Rationale: This needs to be taken care of ASAP, I need Diane to do it, with help if need be.

Communication 9: Personnel
I will sleep on this, and tomorrow will call Hector to talk about the need.  I want to fight for my (already bare bones) staff and don't want to just hand over a list.  I want to argue for cutting anything but staff and explore other alternatives to laying people off.
Rationale: Not giving in without a (civil) fight – must be other creative alternatives that have not yet been considered, I want to explore them. Will not respond until tomorrow to give myself time to think about possible solutions – this will be in the back of my head until then.

Communication 10: Merle on Internet
Will plan to talk about internet use/abuse during the upcoming department head meeting, and will follow up with Merle one-on-one afterwards.
Rationale: not an emergency, but important.

Communication 11 & 12: Tech Svcs heating up
Over the next few days, I’ll email Sylvia and remind her that the library cannot afford to heat Tech Services any higher than it already is.  The budget is just too tight.  If she’d like to bring in a little space heater for under her desk, that would be fine.  I’ll email Mia and tell her she is correct, and the temp needs to stay at 68, and to let her know personal space heaters are fine, but the thermostat should not be touched.
Rationale: Not an emergency, not really important, but should be dealt with – need to keep people fairly happy and comfortable, but absolutely cannot have the heating costs go up.

