Strategic Planning, University Library
Special Collections and University Archives Departments

Special Collections Department - Mission
The Special Collections Department collects, organizes, preserves and makes available documents of enduring historic value in support of the educational and research activities undertaken by UIC students and faculty, visiting scholars and the research community at large.  The Special Collections Department documents the political, social, literary and cultural history of Chicago and provides access to its holdings through the library catalog, electronic databases and in the Special Collections Reading Room.

University Archives - Mission

The University Archives oversees the preservation of the UIC institutional memory and assists with the effective management of UIC records and information.  It does this by approving the transfer or destruction of UIC records and information after their administrative value has expired, by serving as the campus depository for UIC records having research or historical value, by collecting professional and personal manuscripts of members of the professional and administrative staffs as well as the records of faculty and student organizations that may be given to the University for preservation or use, and by providing photographic services to document current events. 

Environmental Issues

· There has been an influx of large gifts that require storage space and processing before they are accessible to the public.

· There is a need for more space to house collections and process new acquisitions.

· The departments increasingly serve non-traditional patrons (e.g., public, K-12 students, genealogists) and patrons who expect information to be available in a digital format.
· The departments house a diversity of unique materials of various formats, sizes, and physical conditions that have different preservation requirements.

· The collections are deteriorating due to age and poor environmental conditions.

· Some audio, visual, and digital materials are inaccessible because they are in unreadable formats. 

SWOT analysis

Strengths

· Special Collections holds significant collections of Chicagoana, history of social welfare, history of medicine, and women’s history that attract researchers from around the world.
· University Archives collections of records, papers, and photographs document the history of UIC, its relationship with the surrounding community, and the development of selected curriculum.
· Expert staff provides quality public service and implements current best professional practices in preserving and providing access to manuscripts, rare books, and archives.

· Public spaces include two reading rooms that allow access for the public and security for materials.

· Exhibit space at both Daley and the Library of the Health Sciences is available to showcase the collections and provide opportunities for outreach.

· The newly redesigned webpages have greater usability and expanded features that focus on the collections rather than their locations or departments.

· There is an increasing online presence of the rare book and manuscript collections through UICCAT.

· A significant percentage of finding aids are available online.

· The digitization lab provides image reproduction services and expertise in increasing online access to visual collections.

· Special Collections is increasingly successful in applying for and obtaining large grants.

· The Dominican University-UIC Special Collections/Archives partnership provides internship opportunities for graduate Library and Information Science students and teaching opportunities for the professional staff.

Opportunities
· Expand the political collections though the acquisition of currently available papers of several major Chicago political figures.
· Provide advanced digitization and photographic services.
· Promote services to non-traditional users such as Chicago Metro History Fair participants.
· Become a leading institution for the acquisition and preservation of Chicago-area photographic images.
· Increase access to the collections through searchable online finding aids.
· Generate cost recovery income through the work of our digitization photographic services staff.
· Assess preservation issues of collections and apply for preservation grants for endangered collections.
· Contribute to the University’s educational mission through collaboration with campus faculty and departments.
· Establish campus-wide compliance with the University’s Records Disposition Scheduling program.
· Provide internships to Library Science students from Dominican University or other programs.
Threats

· Cuts to the operating budget and decreased interest rates for endowment funds for special purposes.

· Understaffing in other departments impacts the ability of Special Collections to catalog material and transfer monographs.

· The lack of preservation of all materials

· Obsolete formats require the retention of equipment and software programs in order to read, listen, or view to them.

· Photographic negatives can be delicate and hard to handle.  Silver-nitrate negatives are flammable when exposed to moderately high temperatures and acetate-based negatives turn to vinegar as they age and are exposed to heat.

· Unprocessed materials pose the danger of lingering in “temporary” storage areas.  They may be forgotten and never used.

· Climate for all materials should be cool and dry.  Sub-zero storage is the desired location for photographic negatives and prints except for making digital copies and short-term exhibition.

· The warehouses does not have regulated temperature and humidity control.  Rodents, insects and mold may also pose problems in warehouse facilities.  Frequent transferal of materials from one warehouse facility to another lessens the life expectancy of materials and may present the problem of loss and theft during transit.

· Staff cuts in all areas, including department heads, cataloging, support staff, and students decrease the ability to process collections and provide reference services

· Special Collections staff should be consulted about acquisition of collections in regards to collection policies, condition, and processing.  Donors need to be made aware of these relevant issues.
· Acquisitions of materials that come with unreasonable use restrictions affect Special Collection’s staff ability to process and provide access to donated materials.

· Collections that do not match the guidelines of the Special Collections Department threaten to weaken collecting efforts of the professional staff and divert limited resources.

GOALS 2015

· Be a key destination for researchers interested in the cultural, political, and social history of Chicago and in understanding the history of UIC and its faculty in Chicago, Illinois and higher education.  
· Promote the collection through outreach activities including marketing, exhibits, and instruction.
· Apply collection policy to reduce out of scope collecting and focus resources on improving targeted collecting areas.
· Be the first place users come to for information on the history of the campus and its programs through a combination of collecting, records and information management, marketing, cataloging, and outreach.
· Develop the most comprehensive collection of 20/21st century Chicago monographs and Chicago photographic collections.

· Acquire papers of prominent Chicago politicians (e.g., past mayors, important political figures).

· Be recognized as a resource for traveling exhibits of photographic prints and showcasing in-house photographic exhibits.

· Develop a process to decide what organizational records to collect and then establish relationships with those organizations and systematically collect their records.
· Be a model steward for records, papers, photos, rare books, manuscripts, and information in its custody.
· Begin a formal preservation program.
· Eliminate the backlog: catalog the monographs, process all manuscript collections, and process the photographic collections.  
· Accept only collections that can be processed in a timely fashion.
· House all collections in climate controlled and clean storage areas and install environmental sensors in all storage areas.
· Acquire adequate physical and server space for growth in all formats through 2025 and provide access to all electronic records.
· Use tracking technology (barcodes, radio frequency ID tags, etc) to improve retrieval, use statistics, and space planning.
· Obtain sufficient storage for all nonstandard formats in collection (e.g., maps, videos).
· Provide 24 hour retrieval for all remotely stored collections.
· Ensure that all staff are kept informed of best practices for preservation, arrangement, and description through ongoing training and updating of the procedures manual.

· Process collections according to best practices.
· Hire a Curator for the Chicago Board of Trade Records collection.

· Reformat material (e.g., digital, microfilm, facsimiles) to reduce use of fragile items.
· Provide subzero storage for items with high intrinsic value, but low probability of use (e.g., material that has been reformatted).
· Increase and better organize the processing space.

· Replace exhibit cases on the first floor of the Library of the Health Sciences in the same footprint as the current ones.

· Have space to properly house collection and equipment to access it.

· Move all material from the warehouse.

· Store all material in environmentally sound storage spaces.

· Replace computers every 3 to 5 years.

· Have a nationally recognized curatorial staff.

· Offer training workshops for professional staff and community organizations.

· Be recognized nationally for both outstanding research and service.

· Provide substantial electronic access to key collections.
· Digitize important material from key collections.
· Provide electronic ordering for all reproduction requests.
· Establish a procedure for digital preservation along national standards.
· Create searchable online finding aids that will be included in regional, national, and international consortia data sharing and harvesting projects for collections.
· Replace photocopying and mailing with scanning and e-delivery as the primary way of reproducing documents for patrons.
· Provide online access and make searchable a significant portion of the photographic collections.

· Make available online selected non-photographic material (e.g., documents, video, audio) by a combination of digitization on demand (patron driven) and analysis of use and collection strengths (staff driven).

· Use technology to automatically push information about collections to patrons.  For example, automatically comparing catalog record information from newly processed collections with a user database to notify researchers of new collections in their research area; automatically advising them of other collections/photos that may be of interest to them.

· Identify and pursue external sources of additional funding to acquire, arrange, describe and preserve collections.
· Apply for at least one significant grant a year (e.g., NEH, Save America’s Treasures grants).
· Have a development program for special collections in place.
· Foster collaboration between University Archives and Alumni Association to encourage donations of alumni collections and funds and to market historical material to alumni.
· With Development, establish an endowment to create an Archivist for Campus Life and Culture position that will collect material and oral histories from current students and faculty, work with the Alumni Association to identify historical material for reunions, and give presentations to new students, faculty, and guests on UIC History.

· Promote the importance of the collection.
· Establish a formal instruction program.
· Interact with other departments on campus on a regular basis to promote collections and services.
· Promote creatively our collections and services to the Chicago community.
· Develop promotional material on a regular basis.
· Collaborate with other Chicago Special Collections departments on a regular basis.
· Promote the University Archives role in the management of UIC’s strategic information by working with UIC to developing programs and guidelines for records and information management.
· Develop a records and information management program in compliance with Illinois State Records Act (including vital records program).
· Establish records liaisons in each department and office to assist with effective records and information management.
· Play a key role in all significant records and information policy committees/programs.
· Ensure that knowledge management and electronic document management systems used by campus include records management provisions and include a way to provide public access to historical university records.
· Coordinate remote storage of inactive records.
· Provide services to inventory documents and records for campus units.
· Assist with workflow documentation and analysis.
· Assist with data modeling and database integration.
· Coordinate scanning and micrographic services.
· Coordinate records disposal activities.
· Ensure the regular transfer of records of historical value to the University Archives as soon as they are no longer needed by campus units.
· Develop educational training sessions on records and information for campus units.
· Consolidate archives from the east and west sides of campus.

Personnel Requirements
Additional staff needed to carryout out the goals of the departments:
Special  Collections:



1 Preservation Officer


1 Cataloger, Special Collections

1 Curator, Special Collections


1 student to process materials, Special Collections

Archives:

High Priority:

Records Manager

Paraprofessional for accessioning/cataloging 

Medium Priority:

Archivist for Campus Life & Culture

Records Analyst

Low Priority:

Assistant University Archivist

Mandates-Special Collections

Document the political, social, literary and cultural history of Chicago and provides access to its holdings through the library catalog, electronic databases, and in the Special Collections Reading Rooms.

Accept collections that can be arrange and describe in a timely manner and stored in environmentally suitable conditions. 

Accept collections only after the deed of gift has been signed.

Accept collections that meet the collection guidelines of the department, library, or university.

Arrange, describe, and conserve manuscript and photographic collections.

Arrange for the cataloging of monographs that meet collection guidelines.

Provide reference service and access to all collections that have been processed, while respecting any restrictions of the donors.

Mandates-Archives
UNIVERSITY OF ILLINOIS GENERAL RULES: ARTICLE VI: SECTION 4.

UNIVERSITY ARCHIVES

(a) The University Archives, a division of the Library under the direction of an archivist on each campus, is the depository for records having research or historical value and includes records transferred to its custody. The University Archives also includes professional and personal manuscripts of members of the academic and administrative staffs and records of faculty and student organizations that may be given to the University for preservation and use.

(b) Records produced or received by any agency or employee of the University in the transaction of university business become university property. For the purposes of this paragraph, records shall be defined as including all documents, correspondence, accounts, files, manuscripts, publications, photographs, tapes, drawings, or other material bearing upon the activities and functions of the University or its officers and employees.

No university records shall be discarded or destroyed except upon the prior approval of the archivist pursuant to the finding and recommendation by the administrative unit involved that such records have no further administrative value. The archivist shall withhold the approval of any such action until satisfied that the records involved have no value for other administrative offices and that they need not be retained for legal reasons, as determined by appropriate officers.  

Where appropriate, the archivist may arrange for the transfer of records to the University Archives as an alternative to destruction.

(c) Pursuant to the State Records Act, Illinois Compiled Statutes, 5

ILCS 160/16, 17, and 18, January 3, 2003, the university archivist shall forward approved requests for permission to discard or destroy records to the president and to the State Records Commission for their approvals.

(d) The archives of the university-level administration shall be under the jurisdiction of the archivist at the Urbana-Champaign campus. 

FROM APRIL 2001 MEMO FROM PRESIDENT OF THE UNIVERSITY OF ILLINOIS

"Administration of the legal and policy requirements regarding the disposal of University records is vested in the University Archivist at each campus. This includes the University's Records Disposition Scheduling. This policy confirms that and authorizes the University Archivists to develop use of a common form and procedure for records scheduling. The University Records Disposition Scheduling form is a part of this."

AND

"To comply with the Illinois State Records Act (5 ILCS 160) and the University of Illinois

General Rules Concerning University Organization and Procedure, all University of Illinois

campus and University Administration offices are required to secure approval of the University

archivist, the secretary of the Board of Trustees, and the State Records Commission prior to

discarding or deleting official University records."

ILLINOIS ADMINISTRATIVE CODE SECTION 4400.25(C)

 The State Records Act places three major responsibilities on State agencies:

1)         No record shall be disposed of by any agency of State, unless the approval of the State Records Commission (hereinafter referred to as the Commission) is first obtained.

2)         The head of each agency shall establish and maintain an active, continuing program for the economical and efficient management of records of the agency.

3)         The head of each agency shall submit to the Commission, lists or schedules of records in his custody that are not needed in the transaction of public business and do not warrant further preservation. Any agency that knowingly and without lawful authority alters, destroys, defaces, removes, or conceals any public record is guilty of a Class 4 felony as provided in Section 32-8 of the Criminal Code of 1961 (Ill. Rev. Stat. 1987, ch. 38, par. 32-8).

(5 ILCS 160/17) (from Ch. 116, par. 43.20)

    Sec. 17. Regardless of other authorization to the contrary, no record shall be disposed of by any agency of the State, unless approval of the State Records Commission is first obtained. The Commission shall issue regulations, not inconsistent with this Act, which shall be binding on all agencies. Such regulations shall establish procedures for compiling and submitting to the Commission lists and schedules of records proposed for disposal; procedures for the physical destruction or other disposition of records proposed for disposal; and standards for the reproduction of records by digital, photographic, or microphotographic processes with the view to the disposal of the original records. Such standards shall relate to the electronic digital process and format, quality of film used, preparation of the records for reproduction, proper identification matter on the records so that an individual document or series of documents can be located on the film or electronic medium with reasonable facility, and that the copies contain all significant record detail, to the end that the photographic, microphotographic, or digital copies will be adequate.

    Such regulations shall also provide that the State archivist may retain any records which the Commission has authorized to be destroyed, where they have a historical value, and that the State archivist may deposit them in the State Archives or State Historical Library or with a historical society, museum or library.

(Source: P.A. 92‑866, eff. 1‑3‑03.)

(5 ILCS 160/18) (from Ch. 116, par. 43.21)

    Sec. 18. The head of each agency shall submit to the Commission, in accordance with the regulations of the Commission, lists or schedules of records in his or her custody and his or her proposal for the length of time each record series warrants retention for administrative, legal or fiscal purposes after it has been created or received by the agency.

(Source: P.A. 92‑866, eff. 1‑3‑03.)
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