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C-5.5.1. Library Services

Libraries within the Army fall under the Army Library Program (ALP).  The Service Provider shall staff, manage and operate the Ft. Belvoir library IAW the requirements of this section and all cited guidance, laws and regulations. The ALP has issued the following directives:

· There shall be no censorship in Army libraries.

· Libraries shall comply with the Army Privacy Act.

· Libraries shall comply with the Copyright Laws of the United States (17 USC).

· Subscriptions for periodicals, newspapers, and other publications for which it is known in advance that a continuing requirement exists, should be for multiple years rather than for a single year where such method is advantageous for the purpose of economy or otherwise.

· Fines and charges will not be assessed for overdue library materials.

The Service Provider shall operate the library on Fort Belvoir during the following hours.  All library services will be available during these times.

Monday 
1000-2000

Tuesday 
1000-2000

Wednesday 
1000-2000

Thursday
1130-1800

Friday

Closed

Saturday
0900-1700

Sunday
Closed

Library services will be provided to Military ID holders, U.S. Government Civilians within the Northern Virginia/District of Columbia area, and other authorized users.  

The library’s cataloged collection includes, but is not limited to, books (clothbound and paperback), bound periodicals, audio recordings, videocassettes, CD-ROM disks, computer software packages, and vertical file material.  The library’s collection of non-cataloged materials includes, but is not limited to, unbound periodicals, microfilm holdings, and military publications. 

C-5.5.1.1. Collection Maintenance

The Service Provider shall perform the following task related to the Collection Maintenance:

Catalog and process library materials in accordance with established policies (Dewey Decimal Classification, MARKs Records, Bar codes, Security strips, Subject Classification Labels, Spine reinforcing, protective covers, records tagged in OCLC database, property identification, Shelf-list maintenance).

Prepare Voucher Registers necessary to insure property accountability per AR 735-17.

Repair/preserve useful but worn/damaged library materials.  

Inventory the complete library collection triennially.

Maintain the collection in proper order on the shelves.

Regularly weed the collection of obsolete, duplicate, and worn materials to insure adequate space for adding new materials.

The Service Provider shall verify receipt of all new materials and provide receiving reports to designated Government representative.  The Service Provider shall maintain and update voucher registers for each media type added or deleted from the library collection as specified in AR 735-17.

The Service Provider shall log the receipt of all magazine and newspaper issues, currently the Library is using the serials module library automation system (SIRSI). If the Service Provider chooses not to use the current system, the Service Provider’s system must have the capabilities to perform the task IAW the standards outlined in this document. Individual issues should be marked as Van Noy Library property and bar code labels affixed for circulation use. Current issues will be made available and back issues will be managed in a manner that keeps the area neat and orderly.  

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Dispose of library cataloged materials

Repair collection items

Maintain voucher registers 

Log, label, display magazines/newspapers

Conduct inventory

Catalog/Process New Materials

Maintain Shelf-list

Shelf Reading of collection

Shelving Materials
	Annually

Daily

Annually

Daily

Triennial

Daily

Weekly

Daily

Daily
	2500

1-2

400

22

1

12

48

7161

317


	2500

      270

400

5500

0

2902

2500

1861714

82500
	2500

270

400

5500

0

2902

2500

1861714

82500
	2500

270

400

5500

1

2902

2500

1861714

82500
	2500

270

400

5500

0

2902

2500

1861714

82500
	2500

270

400

5500

0

2902

2500

1861714

82500


	Performance Standard
	Guidance and Regulations

	Dispose materials within 90 days of disposal determination

Repair collection materials within 1 day of detection of  need
Update OPAC within 1 day of  receipt of leased  books

Update OPAC and OCLC  within  2 weeks of  receipt of  new materials

Maintain the OPAC at  99% accuracy

Conduct a 100% inventory every 3-years

99% of all materials (excluding children’s room) in proper location

95% of children’s room materials in proper location 

Shelve materials within 3 operating hours of patron return

Maintain voucher  registers at 100% accuracy

	AR 215-1; AR 735-17; AR 735-5 Chapter 2; and Van Noy Library Selection Policy


C-5.5.1.1.1 Collection Development

The Service Provider shall provide collection lease and purchase recommendations to the designated Government representative IAW AR 870-5.  Recommended collection purchases shall be requested in an effort to provide materials that are current and in accordance with the Library Selection Policy. These materials should include but not be limited to, books on local school reading lists, material to support the courses taught on the installation, military history, updated reference works, online databases, and items that are publicized on popular television and radio programs.  Duplicate items shall not be selected unless customer demand warrants.

In an effort to aid the Service Provider in lease recommendations, the Government will provide a book lease collection program (McNaughton is current vendor).  The Service Provider shall maintain a collection of 75% of the books on the New York Times bestseller list.

The Service Provider shall update the library selection plan that discusses selection criteria under the auspices of the Army Library Program and submit plan to the designated Government representative for approval (IAW Van Noy Selection Policy Letter).

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Recommend book lease acquisitions

Review and update the selection plan

Select new  materials for purchase


	Monthly

Annually

Monthly
	1

1

12
	12

 1

12


	12

1

12
	12

 1

12
	12

 1

12
	12

1

12


	Performance Standard
	Guidance and Regulations

	75% of books on the New York Times bestseller list available through the lease program

Donated materials cataloged within 60 days of receipt

Update plan NLT 1 Oct of each year

Submit request to designated Government representative for new materials by last working day of each month


	AR 1-100; AR 735-17 Section 10; AR 870-5 Chapter 4 Section 10; and Van Noy Selection Policy Letter




C-5.5.1.2. Circulation and Patron Accountability

The Van Noy Library currently has a collection containing 70,000 books, CDs, and other materials available for checkout by patrons IAW AR 25-1. The Service Provider shall maintain normal operational records that ensure the proper lending, safeguarding, and return of library materials.  The automated circulation system shall manage the following capabilities: registration; item check-in and checkout; renewals; and reserves.

The Service Provider shall card-register all new patrons for access to the Library’s collection.  Registration data shall be entered into the SIRSI Automated System.  Signature card and Patron Database shall be updated to reflect any changes.  SIRSI Patron Database shall be reviewed yearly to eliminate inactive users (any account with no activity for three (3) years.)  Also, user records shall be deleted when patron leaves the installation/area. 

The Service Provider shall clear military members departing Fort Belvoir using the automated clearing system that is part of Fort Belvoir’s Installation Support Module (ISM).  Prior to departure, military members are required to have the library verify whether the military member or family members have any outstanding materials or issues.

In the maintenance of the circulation, the Service Provider shall issue overdue notices in order to maintain the integrity of the collection.

The Service Provider shall require patron to replace lost/damaged materials. 

The Service Provider shall empty the internal and external book drops to ensure materials are processed back into circulation in a timely manner.

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Notify patrons of overdue materials

Register new patrons

Check-out materials for patrons

Check-in materials for patrons

Renew materials for patrons

Reserve materials for patrons

Clear soldiers leaving installation

Empty circulation drops  

Notify patrons to replace materials 

Update SIRSI patron database

Review Patron database for elimination of inactive users


	Daily

Daily

Daily

Daily

Daily

Daily

Daily

Daily

Annually

Weekly

Annually


	15

10                           298-302           298-302                  10

10

10

2-3

100

               1

          8732
	3765

2510

50000

50000

2510

2510

2510

600

100

52

8732
	3765

2510

50000

50000

2510

2510

2510

600

100

52

8732
	3765

2510

50000

50000

2510

2510

2510

600

100

52

8732
	3765

2510

50000

50000

2510

2510

  2510

    600

    100

      52

  8732


	3765

2510

50000

50000

2510

2510

2510

600

100

52

8732

	Performance Standard
	Guidance and Regulations

	Notify patrons NLT 2 weeks after due date

Register patrons at 100 % accuracy

Maintain patron records at 98% accuracy 

Service customers within 1 minute of customer request

Check-in materials within 1 minute of customer request

Renew materials within 1 minute of customer request

Reservations updated within 1 day of receipt

Complete soldier clearances within 1 work day

Ensure circulation drops are available to patrons a minimum of 100% of the time

Borrowers notified of replacement requirement NLT 6 weeks from overdue date


	AR 25-1 Oct 97; AR 735-17 Section 17 & 18; AR 735-5 Chapter 2; AR 215-1; AR 25-1 Oct 97; DA PAM 25-96; and the Van Noy Library S.O.P.




C-5.5.1.2.1 Networking

Throughout the United States, many groups of libraries have formed library networks to address common goals and to accomplish them more effectively.  Library networks promote resource sharing and participation in interlibrary loans.  

The Library is designated as a Command Reference Center for the Military District of Washington.  Resource sharing covers a variety of organizations and activities in which a group of libraries jointly engage to improve services or cut costs.  Resource sharing may be established by informal or formal agreements at the discretion of the designated Government representative.  

The Service Provider shall conduct interlibrary loans using OCLC and other avenues, upon user requests, when the requests meet the American Library Association (ALA) Interlibrary Loan Code.  The Library will participate as both a borrower and lender of materials.  An interlibrary loan (ILL) is a transaction in which one library lends an item from its collection, or furnishes a copy of the item, to another library.  Although ILLs are not a substitute for collection development, they can temporarily supplement local collections when the library does not normally collect on a specific topic.  The Service Provider shall update and provide a written ILL policy to authorized library users and cooperating institutions.  The Service Provider shall submit a copy of the ILL policy to the designated Government representative for acceptance. 

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Execute interlibrary loans

Update the ILL policy for patrons


	Annually

Annually


	2000

1


	2000

1


	2000

1


	2000

1


	2000

1


	2000

1



	Performance Standard
	Guidance and Regulations

	Interlibrary loan application processed within 1 day of request

Update ILL policy NLT Oct 1st

	AR 25-1 Chapter 3 Section 9; AR 215-1; DA PAM 25-96 Chapter 4; and http://www.ala.org/


C-5.5.1.3. Patron Programs

Van Noy Library was established within the Department of Army to provide library services to the military community.  Part of its mission is to provide programs that touch its unique patron base.  These programs are developed based on patron input and recurring observances of need.  The Service Provider shall:

· Develop a marketing plan based upon the Library and Garrison missions and customer feedback.  Plan shall include, but not limited to, preparing a library handbook or brochure denoting location, hours of operation, services, policies, etc.

· Notify patrons of library services and upcoming library programs using the web capabilities of the SIRSI system.

· Conduct community support library programs to include, but not limited to, Summer Reading Programs, library orientations, Book Review Clubs, Child Development Center reading program, and Children’s Story Hours.  The Summer Reading Program of seven (7) weeks duration, shall include, but not be limited to, three (3) scheduled weekly sessions.  The program shall be organized by age appropriate grouping.  The program shall include the reading of stories, a craft or other activity; establishment of reading goals, documentation of individual reading accomplishments, and presentation of achievement and participation awards.   The Service Provider shall sponsor a kickoff registration event and a closeout recognition event.

· Provide educational support reading lists based upon the Accelerated Reading list and the Summer Reading list from Fairfax County Public schools and Fairfax County Public Library.

· Develop programs in support of national observances including, but not limited to, Black History Month and Hispanic Heritage Month.  Observances include days of celebration that are recognized nationally.  Support for national observances shall include the creation of displays and providing materials.

· Provide community information services by providing current information including, but not limited to: bus schedules for Fort Belvoir and surrounding areas; Fort Belvoir local forms and applications; driving manuals; Morale, Welfare, and Recreation forms; and other promotional material to inform the public of community meetings, conferences, and events.

· Provide Federal and State Tax forms (order, store, stock, and reproduce)

· Provide individual/group assistance and instruction for use of the OPAC, CD-ROM, Internet, online services, and other specialized equipment and services.

· Provide group tours/orientation/instruction.

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Develop Marketing Action Plan

Conduct children’s  library  programs:

    Summer Reading Program

    Children’s Story Hour

    CDC Reading Program

Participate in national observances

Provide public informational and promotional materials

Provide individual assistance/instruction

Provide group tour/orientation/instruction

Provide educational reading list support


	Annually

Annually

Weekly

Weekly

Annually

Annually

Annually

Monthly

Annually
	1

1

2

2

15

12

13000

1

14
	1

1

104

104

15

12

13000

12

14
	1

1

104

104

15

12

13000

12

14
	1

1

104

104

15

12

13000

12

14
	1

1

104

104

15

12

13000

12

14
	1

1

104

104

15

12

13000

12

14

	Performance Standard
	Guidance and Regulations

	Develop Marketing Action Plan NLT 1 Oct each  year 

Conduct children’s library  programs at 100%   

Conduct other programs at 95%

Setup displays and material NLT 1 day before observance begins. Setup shall remain up until observance expires

Provide current  public information in accordance with their  publication date (e.g. Tax forms are updated annually)

Respond  to individual assistance within 1  minute

Respond  to all requests for group orientations

Provide education support lists within 1 month of list publication from the source


	DA PAM 25-96 and the Core Standards for central installations libraries contained within DODI 1015.10


The Service Provider shall respond to patron research inquiries.  Ready reference inquiries refer to questions that can be easily and quickly found within the library collection or online.  In-depth inquiries refer to questions that require more expertise, and the use of specialized resources.

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Respond  to research inquiries

    Ready Reference

    In-depth Reference 
	Annually

Annually
	25000

1200


	25000

1200
	25000

1200
	25000

1200
	25000

1200
	25000

1200

	Performance Standard
	Guidance and Regulations

	Make contact with customer within 1 minute

Respond to ready reference inquiries within 5 minutes

Respond to in-depth reference inquiries within 5 minutes


	DA PAM 25-96


C-5.5.1.4. Automation

The Service Provider shall provide input for automation upgrades and purchases for enhancing the library to the designated Government representative.  The input shall be given annually at a minimum.

The Service Provider shall perform systems administration for the library system (currently SIRSI).  Systems administration includes the following activities: 

· Installing and upgrading software.

· Troubleshooting the system with the Government-provided vendor, utilizing a software maintenance contract.

· Conduct system backups to preserve the integrity of data. 

The Service Provider shall perform basic troubleshooting and maintenance activities to ensure that the twenty-five patron-use PCs and printers are operational during all open hours.

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Provide input to the five-year Automation Plan

Perform systems administration

  Upgrade software

  Troubleshoot problems

  Conduct full system backup

  Conduct daily log  backup

PC troubleshooting/maintenance
	Annually

Annually

Annually

Weekly

Daily

Daily
	1

1

6

1

1

10
	1

1

6

52

312

2510
	1

1

6

52

312

2510
	1

1

6

52

312

2510
	1

1

6

52

312

2510
	1

1

6

52

312

2510

	Performance Standard
	Guidance and Regulations

	Provide input on automation requirements on or before September 30

Upgrade software within 5 work days of receipt

Troubleshooting initiated within 1 hour of notification


	Software Manufacturer’s Guidelines 


C-5.5.1.5. Money Collection

No fees or charges shall be assessed to authorized users of library services, except for private use copying.  The Service Provider shall collect, count, and deposit monies from coin-operated printers and copiers in accordance with the NAF financial management procedures and submit a copy of the collection report to the designated Government representative.  

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Collect monies

Deposit monies

Submit a copy of the Collection Report to designated Government representative

Submit the Collection Report to DPCA Financial Management Office.
	Monthly

Monthly

Monthly
	2

2

2
	24

24

24
	24

24

24
	24

24

24
	24

24

24
	24

24

24

	Performance Standard
	Guidance and Regulations

	Collect and count monies on the 15th and 30th of every month

Deposit money  on same day as collection 100% of each instance

Submit a copy of the Collection reports to designated Government representative 100% accuracy , by next work day

Submit the Collection Report to Financial Management Office , by next work day


	AR 25-1, Chapter 2 Section 6 and AR 215-1


C-5.5.1.6. Reports

The Service Provider shall prepare and submit an annual report to the designated Government representative for the Office of the Army Librarian.  The annual report (DA Form 5444) shall contain basic statistics to define materials, facilities, usage, and collections.  The Service Provider shall submit monthly circulation, usage, holdings, library activities, and services data to designated Government representative.  Additional reports on library services may be required to meet Military District of Washington (MDW), Community and Family Support (CFSC), or designated Government representative’s requirements.

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Submit the Office of the Army Librarian report

Monthly/additional reports for MDW, CFSC, designated Government representative
	Annually

Annually
	1

16


	1

16
	1

16
	1

16
	1

16
	1

16

	Performance Standard
	Guidance and Regulations

	Meet suspense date set by MACOM functional manager for Libraries

Monthly report submitted to designated Government representative
	AR 25-1, Chapter 2 Section 5 


C-5.5.1.7. EMPLOYEE QUALIFICATIONS

The Service Provider shall provide on-site, at a minimum, one Librarian with a Masters Degree in Library Science from an American Library Association accredited program and at least one (1) year of professional library experience after receiving the Masters Degree.


C-5.5.1-i


