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Introduction

Library Mission Statement

The West Hartford Public Library System shall serve as the central, cultural, educational and informational resource for the West Hartford community:

· by assembling, organizing and administering collections of information in a variety of formats;

· by facilitating free access to its collection;

· by providing entry to the developing regional, national and global information infrastructure;

· and by encouraging the use of the library resources for reference, education, recreation and personal growth.

Adopted by the West Hartford Library Board on July 20, 1993
Library Automation Policy

Understanding that automation is an essential element of contemporary library service, the West Hartford Public Library will incorporate automation where feasible to achieve its mission and goals. Automation will be used especially to support enhanced access to library information for library users and efficient operation of library services for library staff.  Automation at the West Hartford Public Library will be sustained by a development plan which will provide for appropriate and sufficient equipment and furniture, for adequate maintenance thereof, and for a cyclical plan for replacement and upgrading thereof. This development plan will also incorporate an ongoing program of staff training and support.

Approved by the West Hartford Library Board on October 19, 1993

Technology Vision Statement

West Hartford Public Library’s mission statement includes goals of facilitating free access to both the growing global information infrastructure and to collections of information in a variety of formats including electronic.  Technology including personal computers, electronic databases, software products, and telecommunications networks is a core component of library services and will be used to provide our customers with access to information in a quicker and easier manner, to facilitate communication, to help bridge the digital divide, and to automate staff tasks when practical.  Public access to technology will be free and equitable.  Professional staff whose skills are updated through regular training will provide customers with assistance in using our technological resources.

Objectives of this Plan
1. To examine the current status of technology at the library. 

2. To establish goals for improving library service through the use of technology by

a. planing for the acquisition of new hardware and software 

b. expanding and enhancing public access to technology

c. providing staff with the hardware, software, and training required to provide excellent service

3. To provide a mechanism for evaluating the technological progress made over the time period of July 1, 2005-June 30 2008.

Current Technological Environment
The West Hartford Public Library has three branches: the Main Library, the Faxon Branch, and the Bishops Corner Branch.  All three buildings have broadband network connections at T1 speed (1.5 Mbps), internal category 5 wiring, and internet access.  All provide free public access to personal computers for accessing the library’s catalog, electronic databases, research, recreational internet browsing, word processing, and educational game programs for children. All internet traffic is examined by a content filter, but only those internet workstations in the children’s and teen areas of the library are actually filtered.  At the Main Branch there is an additional cable modem internet connection that is used to provide a public access wireless internet connection that can be accessed by patrons bringing their own WiFi-enabled devices.  The Main library also has a fiber optic connection to the Town’s computer network and a connection to the Town’s voice-over-IP (VoIP) telephone system which allows for voice and data traffic to share the same network cabling.

Many of the public computers at the Main Library use Smart Access Manager (SAM), a piece of software that controls reservations, time management, and print cost recovery.  SAM is accessed by customers via their library card or by a computer use card for those who are unable or unwilling to get a library card.  Most PCs in all three branches have the capability to print information and download it to floppy disk.  Many also have the option of downloading information to a CD-R disk or a USB storage device.

All networked library computers are protected from computer viruses and worms by Norton Anti-Virus Corporate Edition.  All public computers are protected from accidental misuse or intentional abuse by a variety of software and hardware products.

More detailed information about the hardware and software available broken down by branch follows.

Main Library
· Public Computers

· 13 internet workstations with Public Web Browser, Microsoft Word, and Acrobat Reader installed

· 11 online public access catalogs to search our library catalog and subscription databases

· 7 word processors with Microsoft Office suite installed (two of these also have flatbed scanners connected and OCR and photo-editing software installed)

· 6 gaming computers with age appropriate games for children and teens

· 1 workstation for persons with disabilities, equipped with screen magnification and screen reader software

· 1 workstation connected to a microfilm/fiche reader available for converting content on microfilm or microfiche into digital files

· Staff Computers

· 41 desktop PCs for public service desks and staff workstations

· 3 laptops for demonstrations and programs, both inside the library and out in the community

· 5 servers including a fileserver, a domain controller, a filtering server, a call manager server for our VoIP telephones, and a CD-ROM server

· Printers

· 33 laser printers

· 6 inkjet printers

· 6 receipt printers

· 2 dot matrix printers

· Networking Equipment

· 1 Cisco 2600 series router

· 1 Cisco 3800 series PRI gateway

· 2 48-port Cisco 3750 Catalyst switches

· 2 DataSmart 656 CSU/DSU modems

· 1 Cisco VG224 voice gateway

· Audio/Visual Equipment

· 3 data projectors

· 3 videocassette recorders

· 2 DVD players

· 1 TapeChek XCL videotape cleaner

· 1 VMI 3500a CD/DVD refinisher

· 1 television

Bishops Corner Branch
· Public Computers

· 3 internet workstations with Public Web Browser, Microsoft Word, and Acrobat Reader installed

· 5 online public access catalogs to search our library catalog and subscription databases

· 1 word processor with Microsoft Office suite installed 

· 2 gaming computers with age appropriate games for children 

· Staff Computers

· 7 desktop PCs for public service desks and staff workstations

· 1 filtering server

· Printers

· 7 laser printers

· 2 inkjet printer

· 2 receipt printers

· Networking Equipment

· 1 Cisco 1005 router

· 1 24-port Bay Networks 350F-HD switch

· 1 DataSmart 656 CSU/DSU modem

Faxon Branch

· Public Computers

· 4 internet workstations with Public Web Browser, Microsoft Word, and Acrobat Reader installed

· 4 online public access catalogs to search our library catalog and subscription databases

· 1 word processor with Microsoft Office suite installed 

· 1 gaming computer with age appropriate games for children 

· Staff Computers

· 6 desktop PCs for public service desks and staff workstations

· 1 filtering server

· Printers

· 11 laser printers

· 1 inkjet printer

· 3 receipt printers

· Networking Equipment

· 1 Cisco 1005 router

· 1 24-port Bay Networks 350F-HD switch

· 1 DataSmart 656 CSU/DSU modem

Goals for Improving Library Service through Technology

Network/Hardware

1. Improve the Existing Network Infrastructure

a. Obtain direct network connections to both branches

Rationale: Currently, the branches have point-to-point T1 lines connecting each of them to the Main library; from there, these connections can access our integrated library system in Windsor, our email server and finance software at Town Hall, and the internet at large.  For redundancy, which will become increasingly important during the renovations of the Main library, each branch should have its own direct connection to these resources.

Action Steps:

1. Investigate the possibility of using the Connecticut Education Network (CEN) as a method of connecting one or both of our branches to the internet. (Immediate)
2. Work with both the Town IT department and Library Connection, our library consortium, to determine the appropriate bandwidth and method of connecting to their resources.  (Immediate)
3. Plan for any necessary increases in overhead costs for maintaining multiple direct connections.  (Immediate)
b. Install WiFi hotspots for free public internet access at both branches

Rationale: Our WiFi hotspot at the Main library has been very popular.  It is convenient for patrons with their own wireless ready laptops and also helps relieve some of the demand for our wired internet PCs.  

Action Steps:
1. Obtain a secondary internet connection to the branch libraries to ensure no security threat to the Town or library networks.  (Immediate)
2. Purchase, install, and configure routers and wireless access points for the branch libraries.  (Immediate)
c. Add at least one additional network switch at the Main library

Rationale: When the Main library reopens from renovation, sometime in 2007, there will be additional space and wiring for new computer workstations.  Unfortunately, our current network switches are working at or near capacity.  

Action Steps:
1. Working with the architect, determine the additional number of wired network drops that are called for in the new building.  (Short-range)
2. Purchase, install, and configure a network switch of the appropriate size.  (Short-range)
d. Add additional category 5 wiring at each branch

Rationale: Although we have adequate wiring for our current inventory of PCs and other devices connected to the network, our plans to expand the number of public PCs offered at the Main library and to implement VoIP telephony at the branch libraries will require additional wired network drops.

Action Steps:
1. Determine the Town’s timetable for installing VoIP at the branch libraries.  (Immediate)
2. Schedule additional wiring at the branches to precede that installation.  (Short-range)
3. Work with the architect and construction manager for the building project at the Main library to ensure that wired network drops are installed in the appropriate locations during construction.  (Short-range)
2. Maintain and Replace Existing Hardware

a. Add a climate-controlled server room at the Main library

Rationale: Currently our servers and network rack are in the corner of the technical services department.  The heat and noise generated by these devices is disruptive to the office-type environment and the conditions in the room are not ideal for the equipment either.  

Action Steps:
1. Ensure that this room is included in the final plans for the renovation of the Main library and that it is appropriately sized and wired.  (Short-range)
b. Upgrade the library’s fileserver

Rationale: Our current fileserver is about four years old and is running out of disk space.  We should replace it with a faster server with more disk space.

Action Steps:
1. Request funding for a new server in the Town’s 2005-06 budget.  (Immediate)
2. Acquire, install, and configure the new server.  (Immediate)
3. Transfer data from the old server to the new server.  (Immediate)
c. Maintain a maximum four year refresh rate for all computers

Rationale: Moore’s law states that computer processing power doubles about every 18 months.  This means a 3 year old computer is likely only ¼ as powerful as a newly acquired PC.  By replacing a computer when it is no older than 4 years old, we will hopefully avoid having obsolete equipment that will not function well in the demanding environment of a busy public library.

Action Steps:
1. Work with Town staff to ensure that the Town’s Technology Fund has adequate funding to purchase the appropriate number of computers for the library each year.  (Immediate)
2. Obtain alternate funding through grants or donations for any computers the Town cannot fund.  (Immediate)
3. Deploy the new computers where needed and redeploy or recycle the older computers as appropriate.  (Immediate)
d. Implement anti-malware measures

Rationale: Spyware, adware and other malicious software is rampant on the internet.  In addition to degrading the functionality of computers where it is installed, some malware such as keyloggers can actually compromise the security of your entire network.  Although we have adequate anti-virus protection, most malware is not detected by anti-virus programs.

Action Steps:
1. Investigate available anti-malware products with enterprise versions and select one that fits our needs.  (Immediate)
2. Budget for the licensing cost of the software.  (Immediate)
3. Acquire, install and configure it.  (Immediate)
Public Services
1. Public Personal Computing

1. Install SAM at both the branches

Rationale: Our automated PC sign up and print cost recovery system, SAM, has been well received at the Main library.  Our number of recorded internet sessions has almost doubled with the use of SAM and we often have space to accommodate users without a reservation.  It is important to have this product in place at the branches before they need to deal with increased patron use when the Main library closes for renovations.

Action Steps:

1. Install SAM client on branch public computers.  (Immediate)
2. Install SAM staff interface on branch public service desk computers. (Immediate)
3. Train branch staff and patrons on its use.  (Immediate)
2. Increase the number of public computers at the Main library

Rationale: Although SAM has relieved some of the demand for our internet workstations by limiting users to one hour of internet per day, we still have significantly fewer public computers than necessary for peak times.  Also, additional computers would allow for more library sponsored computer training classes.

Action Steps:
1. Plan for an additional computer lab in the renovated building.  (Short-range)
2. Budget for and acquire furniture, hardware, and software for the lab.  (Short-range)
3. Add additional workstations for persons with disabilities

Rationale: Currently, only one workstation at the Main Library is available for persons with disabilities.  It is used regularly, but not constantly.  More accessible workstations should be available, including some at the branches.

Action Steps:
1. Investigate if there are any additional software or hardware products available that we should offer to persons with disabilities.  (Immediate)
2. Plan for the deployment of adaptive technology at the branch libraries.  (Immediate)
3. Budget for the costs of hardware, software, and accessible furniture for these workstations.  (Short-range)
4. Acquire and deploy the workstations.  (Short-range)
4. Ensure all public PCs have options other than floppy drives for removable media

Rationale: Many public PCs at the library now have access to CD-RW drives and USB ports for portable storage devices.  Since floppy disks can only store 1.4 MBs of data, the CD-R and USB storage options are more and more attractive to patrons.  We need to standardize all of our public PCs to have access to these devices.

Action Steps:
1. Continue to purchase all new computers with CD-RW drives and accessible USB ports.  (Immediate)
2. Standardize security settings and drive letter assignments to make sure that using CD-R disks and USB storage devices is simple for patrons.  (Immediate)
2. The Digital Library

1. Add commercially produced downloadable content to our collection

Rationale: Content such as MP3 files of audiobooks and web-based ebooks is becoming increasingly popular.  The library needs to add more of this type of content to our collection and educate our users about its availability and how to access it.  

Action Steps:
1. Investigate types of content available for purchase or license.  (Immediate)
2. Budget for the acquisition of content that seems appropriate.  (Immediate)
3. Publicize the availability of this content.  (Immediate)
2. Create in-house digital content

Rationale: Many of our local interest documents, such as monographs of local history, municipal documents, and locally produced indices are available only in print format at the library.  By digitizing these documents and posting them to the web, we can make them available to a larger audience in a more convenient format.

Action Steps:
1. Determine the specific documents that would be most useful in digital format.  (Immediate)
2. Investigate any copyright issues that might prevent their conversion to digital format.  (Immediate)
3. Find the best method to digitize the content (scanning, manual entry, file format conversion, etc.).  (Immediate)
4. Train staff or volunteers to perform this conversion.  (Short-range)
5. Load the digital documents to our web site and publicize their availability.  (Short-range)
3. Redesign the library’s web site

Rationale: As remote use of the library increases, our web page becomes more and more important as the public face to our many remote resources, such as our catalog, subscription databases, and self-renewal.  Although the content is updated regularly, the overall look and function of the web page has been unchanged for over 5 years, and a major redesign is long overdue.

Action Steps:
1. Form a committee of library staff to examine the current web site and suggest changes and enhancements.  (Immediate)
2. Investigate the costs and benefits of using a professional web designer.  (Immediate)
3. Determine whether to use in-house staff or outsource to a professional the project; budget funds for a professional if necessary.  (Immediate)
4. Provide access to the library’s catalog in or near the book stacks

Rationale: Having catalog computers at the ends of aisles in the book stacks that are remote from our public computers would be convenient.

Action Steps:
1. Work with the architect to ensure there are electrical outlets and network drops near the stack areas.  (Short-range)
2. Select appropriate furniture and computers for these catalog stations.  (Short-range)
3. Budget for and acquire the furniture and computers.  (Short-range)
Staff Services
1. The Portable Professional

a. Increase the number of laptop computers available

Rationale: During the renovations of the main library, staff who may be working in different places at different times will benefit from being able to bring their computer with them.  Also, laptop computers will give us more flexibility in the branches to temporarily deploy extra public access computers in areas where the branches may not want to retain public PCs once the main library reopens.  

Action Steps:
1. Request money from the Town Technology Fund to purchase laptops for staff during the 2005-06 fiscal year.  (Immediate)
2. Instead of purchasing additional desktop computers to keep up with our normal four year refresh rate, use that money to purchase laptop computers during the 2006-07 fiscal year when the Main library will be closed for renovations. (Short-range)
3. Devise a method to secure laptops from theft when they are used by the public at the branch libraries.  (Immediate)
b. Implement roaming profiles

Rationale: Since not all staff will have access to a laptop computer, using roaming profiles will let users bring their desktop with them.  Roaming profiles store data such as the user’s bookmarks, email messages, documents, desktop shortcuts, etc. on the server and push them down the local computer whenever and wherever that user logs in. 

Action Steps:

1. Configure our server for roaming profiles.  (Immediate)
2. Train staff in the use of these profiles.  (Immediate)
c. Investigate 24/7 electronic reference services

Rationale: The library currently provides some self-service electronic access for users with information needs when the library is not open, including email reference.  Some libraries have begun offering more interactive electronic reference services using chat room and instant messaging technology.  This allows for a more complete reference interview and quicker responses to questions.  

Action steps:
1. Investigate available products and models for 24/7 reference.  (Immediate)
2. Determine if staffing levels are sufficient to sustain 24/7 reference.  (Immediate)
3. Plan for implementation if determined appropriate.  (Short-range)
2. Automate Staff Processes

a. Investigate radio frequency identification (RFID) to speed up circulation of library materials

Rationale: RFID is poised to eclipse optical barcodes as the unique identifier used in various industries, including libraries.  RFID has the potential to streamline staff-assisted circulation, simplify self-checkout, and automate inventory processes.

Action Steps:
1. Investigate the RFID products marketed to libraries and their costs.  (Immediate)
2. Check with our ILS vendor and consortium to determine RFID compatibility with SIRSI.  (Immediate)
3. Determine the appropriate source of funding (grant, Town funds, private funding) if there is a product that meets our needs.  (Immediate)
4.  Acquire and install necessary hardware.  (Short-range)
5. Retrospectively convert the existing collection with RFID tags in addition to the optical barcodes they already have.  (Short-range)
b. Continue to automate our acquisitions process.  

Rationale: We need to continue to take advantage of the technological resources provided by our consortium and book vendors, as well as look at other ways to speed up the process of selecting and acquiring new materials.

Action Steps:
1. Investigate the products and services provided by our book, media and serials vendors.  (Immediate)
2. Work with book selectors, acquisitions staff, and branch librarians to streamline and coordinate materials ordering.  (Immediate)
Professional Development 

Considering the ever changing nature of technology and the ambitious list of goals in this plan, continuing staff training is essential.  The library will take advantage of the personnel and resources made available to us by the Town of West Hartford, our local library consortium, and the Connecticut State Library to help staff keep abreast of the latest technological advances.  In addition, we will provide both the budget and the opportunity for staff to attend off-site classes and seminars on technologies closely related to their job function.  

In this manner we expect to have a highly skilled, professional staff who will be able to make effective use of the technologies at their disposal and to teach and assist the public in using information technology available at the library.

Evaluation
Since technology is constantly evolving, this plan is considered a framework which will guide, but not limit, the library’s use of technology.  

1. The objectives outlined above will be categorized as immediate, short-range, or long-range by the management team of the library.

2. A person or department will be assigned to follow through with the planning, requesting necessary equipment or funding, implementation, testing, and evaluation of the success of each action step.

3. Immediate steps will be evaluated at the end of fiscal year 2006 and short-range goals at the end of the calendar year 2006, at which time they may be reassigned to longer range or set for completion by the end of fiscal year 2007.

4. Long range steps shall be reviewed at the end of fiscal year 2008 or will be written up for inclusion in a new iteration of this technology plan.

Approved by the West Hartford Library Board on September 19, 2005
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