Undergraduate Library Questionnaire

(Rev. January 2004)

Instructions

This questionnaire is designed for university undergraduate libraries.   Answers should be based on the fiscal year.  Please send completed questionnaires by November 1 as an email attachment to Michele Ostrow, micheleo@mail.utexas.edu.

*Please place an asterisk next to any services/equipment which are unique to the undergraduate library (ie., not available in any other library on campus).

A. General

1. Name of Library:

2. Name of Institution:

3. Address:

4. Director’s name, email and phone:

5. Preparer’s name, email and phone:

6. Please check all that apply:

a. The undergraduate library is in its own building ___

b. The undergraduate library is in a building shared with other units on campus ___

c. If yes to “b”, the undergraduate library is part of the main or another library ___

d. If yes to “b” or “c”, the undergraduate library has its own desks ___

e. If yes to “b” or “c”, the undergraduate library has its own entrances ___

7. During a normal long semester, how many hours per week is the library open? _____

8. Is the library open all night?  Yes ____
No ____

a.
If yes, 24/7, 24/5 or another schedule?

b.
If yes, all semester or just at certain times of the semester?

c.
If yes, the whole building or just one area?

d.
If yes, how late is staff available?

e.
If yes to D, what kind of staff (eg., reference librarians, guards, etc.)

9. Gate counts (fiscal year) ________

10. Number of service points ________

11. Do you do a survey?  Yes ___  No ___

a.
If yes, for the UGL only or for the entire library system?

b.
If possible, provide URLs for the survey tool and results.

12. Food/Drink Policy:

a.
Do you allow drinks in the library? Yes ___   No ___

b.
Do you allow food in the library?  Yes ___  No ___

c.
If yes, in certain areas only or throughout the library?

13. Undergraduate Library Web Site:

a.
URL

b.
Hits to web site

B. Population Served

1. Total number of undergraduate students enrolled _______

2. The campus is primarily:  Residential ___    Commuter ___

3. Average age of typical undergraduate (eg., 18): _____

C. Collections

1. Do you have a separate collection and/or budget for undergraduates?

Yes ___

No ___  (If No, skip to section D)

2. Collection development policy URL:

3. Monographs

Beginning of year total:

Added:

Withdrawn:

End of year total:

Yearly budget:

4. Print serials

Beginning of year total:

Added:

Withdrawn:

End of year total:

Do you bind serials?  Yes ___ No ___

If you bind serials, # of titles bound:

5. Audiovisual items

CDs added in fiscal year:

Total CDs in collection:

DVDs added in fiscal year:

Total DVDs in collection:

Videotapes added in fiscal year:

Total videotapes in collection:

Total audiotapes in collection:

Total films in collection:

Total LPs in collection:

Total other AV materials in collection:

Grand total of audiovisual collection:

6. Microfilm/fiche/cards, etc.

Beginning of year total:

Added:

Withdrawn:

End of year total:

7. Graphic materials (posters, slides, post cards, etc.)

Beginning of year total:

Added:

Withdrawn:

End of year total:

8. CD Roms and Floppy discs (that come with library materials)

Beginning of year total:

Added:

Withdrawn:

End of year total:

D. Study/Learning Spaces  

(Note:  Unless otherwise indicated, please report number.  Do not include staff resources)

1. Library Workstations

a.
Individual library workstations:

b.
Workstations with scanners:

c.
Group workstations:

d.
Total:

2. AV playback equipment 

(Note:  In a, b, c, and d include equipment in viewing rooms)

a.
VCRs:

b.
DVD players:

c.
Televisions:

d.
Audio playback equipment (type and number):

e.
AV viewing rooms (for individuals or small groups of students):

3. Internet Access

a.
Ethernet ports Yes ___   No ___

If yes, where in the library?

b.
Wireless Yes ___   No ___

If yes, where in the library?

4. Study spaces

a.
Group study rooms:

b.
Carrells:

c.
Tables:

d.
Soft seating:

5. Library computer labs (library has primary use)

(Note:  do not include mixed-use lab/instruction rooms here.  See 8 below)

a.
Number of labs:

b.
Number of workstations per lab:

c.
Number of seats per lab:

6. Non-library computer labs

a.
Number of labs:

b.
Number of workstations per lab:

c.
Number of seats per lab:

7. Software

a.
Do you have production software (eg., Microsoft Office, graphics programs, etc.) on workstations in the library?  Yes ___  No ___

b.
If yes, where in the library (check all that apply)

Library workstations:

Library computer labs:

Non-library computer labs:

8. Classrooms

a.
AV viewing classrooms

Number of rooms:

Number of seats per room:

b. 
Hands-on classrooms

Number of rooms:

Number of workstations per room:

Are classrooms used as labs when no class is in session? Yes ___  No ___

c.
Demonstration-only classrooms

Number of rooms: 

Number of seats per room:

E.  Circulation/Reserves

1. Book/serials circulation

Initial circulation (excluding print reserves):

Renewals:

Total (add above 2 lines):

Percentage of circulation of larger system:

2. Popular books collection circulation

Initial circulation:

Renewals:

Total (add above 2 lines):

Percentage of all UGL book/serial circulation:

3. AV materials circulation

Initial circulation (excluding reserves):

Renewals:

Total (add above 2 lines):

The collection is:  Open ___  Closed ___  Mixed ____

4. Special collection

Initial circulation:

Renewals:

Total (add above 2 lines):

5. Print reserve circulation

Initial circulation:

Renewals:

Total (add above 2 lines):

Number of classes with print reserves:

Number of items on print reserve:

6. AV reserve circulation

Initial circulation:

Renewals:

Total (add above 2 lines):

Number of classes with AV reserves:

Number of items on AV reserve:

7. Electronic reserves

Number of documents:

Number of classes:

Number of hits:

8. In-Library Use:

9. Equipment circulation:

	Type of equipment
	# available to checkout
	circulation

	Laptops
	
	

	Digital cameras
	
	

	Digital video cameras
	
	

	Video cameras
	
	

	Tripods
	
	

	Tape players
	
	

	Other: (please specify)


	
	


F.  Reference/Instruction

(Note:  only include reference if at a separate service point)

1. Reference questions

In-person:

Phone:

Email:

Chat:

Consultation service/appointment:

Off-site:

2. How do you collect reference statistics?

3. How often do you collect reference statistics?

4. Instruction sessions

Tours


Total number of tours:


Total number of students:

Instruction sessions (includes one-shots, orientations, etc.)


Total number of sessions:


Total number of students:

For-credit classes (librarian is instructor of record)


Number of classes offered per year:


Enrollment:

5. Online tutorials

Number of tutorials:

Number of hits:

URLs:

G.  Other services

1.  Assistive technology for users with disabilities

Does the UGL have this type of equipment? Yes ___  No ___

If yes, where is the equipment located in the library?

Number of workstations:

Does staff provide assistance/training using the equipment? Yes ___  No ___

2.  Other services?  Please describe.

H. Staff

1. Separate staff/dedicated positions for undergraduate services:

(Note: if this does not apply, see 2 below)

Professional staff FTE:

Paraprofessional/support staff FTE:

Student assistants

Total hours worked:

FTE:

TOTAL FTE (add above):

2. Staff as part of other units (estimate)

Professional staff FTE:

Paraprofessional/support staff FTE:

Student assistants

Total hours worked:

FTE:

TOTAL FTE (add above):

I. Expenditures 

1.Separate service/library:

(Note: If this does not apply, see 2 below)

a.
Collection expenditures

Monographs:

Current serials:

Reserves:

E-Reserves:

Media:

Circulating equipment:

Endowment funds:

Other:

b.
Salaries and wages

Professional staff

Support staff

Student assistants

Total

c.
Other:

d.
Total expenditures:

2. Library/services as part of other units (estimate)

a.
Collection expenditures

Monographs:

Current serials:

Reserves:

E-Reserves:

Media:

Circulating equipment:

Endowment funds:

Other:

b.
Salaries and wages

Professional staff

Support staff

Student assistants

Total

c.
Other:

d.
Total expenditures:

J.  Comments

