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581 Management of Libraries and Information Agencies
Prerequisites: LIS 505 Introduction to Library and Information
Studies

Christopher Brown-Syed, PhD. 546 Baldy Hall, University at Buffalo. E-
mail: clb24@buffalo.edu Phone: (716) 645-2412 x1164

Course Description

Management theory and practice applicable to varied information service
agencies and to supervisory, middle, and top managers are explored
through lecture, case studies, problem analysis, role playing, and course
assighments. It is recommended that students defer LIS 581 until their
final coursework for better translation of management principles to work
environments. Brown-Syed Web Site Ellison Web Site

Course Objectives

Upon successful completion of this course, participants will have gained a
basic understanding of the historical development of management theory,
be able to identify sources in the management literature, and to describe
current issues of particular relevance to libraries and archives. They will
be able to identify and apply appropriate management and leadership
techniques, and to discuss ethical and professional issues of concern to
managers.

Readings

Stueart, Robert D. and Barbara B. Moran. Library and information center
management. 7th ed. Westport, CT. : Libraries Unlimited, 2007. ISBN13:

9781591584063 ISBNI0: 159158406X.

Handy, Charles B. Understanding organizations. 4th ed. Harmondsworth,
Middlesex : Penguin Books, 2005. ISBN 9780140156034

Additional readings will be posted to the class Web site at
http://ublearns.buffalo.edu
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Vancouver Library Strike - Forum - Due 9/4/07
Analyze the Vancouver Public Library strike from a manager’s perspective.
Curriculum Vitae (Résumé) - Due 9/18/07

Prepare both a word-processor and a text-only or online version of your
résumé, as though you were attending the NYLA conference in Buffalo, mid-
October.

Case Study | - Forum - Due 9/27/07

Analyze a case study to accompany a chapter of Stueart and Moran.
Case Study 2 - Forum - 10/4/07

Analyze a case study to accompany a chapter of Stueart and Moran.
Case Study 3 - Forum - 10/11/07

Analyze a case study to accompany a chapter of Stueart and Moran.
Case Study 4 - Forum - 10/18/07

Analyze a case study to accompany a chapter of Stueart and Moran.
Library Marketplace Study - Assignment - Due 10/22/07

Identify a target audience for library services, and suggest a marketing strat-
egy.

Budget - Assignment - Due 11/6/07

Construct a mock budget for a library department.

Project Plan - Assignment - Due 11/15/07

Plan a project using a PERT chart.

Grant Proposal - Group Assignment - Due 12/4/07

Prepare a mock submission for an IMLS, Gates Foundation, or similar grant.
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Important events occurring during the Fall 2007 semester:

The 2007 NYLA Annual Conference, “Libraries: Learning for Life”. October 17 -20,
2007, Buffalo, New York.

Important links:

Stueart and Moran - Case Studies http://lu.com/management/cases.cfm

NYLA www.nyla.org

WESTERN NEW YORK LIBRARY RESOURCEs COUNCIL www.wnylrc.org

AMERICAN LIBRARY ASSOCIATION www.ala.org

COURSE TOPICS

Essentially, we will be following the progression of chapters in Library and Informa-

tion Center Management Seventh Edition, by Stueart and Moran. For background in-
formation, we will refer to Charles Handy’s Understanding Organizations. During

the 2007-08 academic year, this class will not meet during Rosh Hashana,Yom Kippur,
and Fall Recess (Thanksgiving). Group presentations will be held during the final two

weeks of the course.

SCHEDULE OF TOPICS (Subject to Change)

Tue Aug 28 - Introduction

Thu Aug 30 - Chapter |: Managing in Today's Library & Information Centers
Tue Sep 4 - Chapter 2: Evolution of Management Thought

Thu Sep 6 - Chapter 3:The Innovative Process
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Tue Sep 11 -
Thu Sep 13 -
Thu Sep 18 -
Tue Sep 20 -
Thu Sep 25 -
Tue Sep 27 -
Thu Sep 28 -
Tue Oct 2 -

Thu Oct 4 -

Tue Oct 9 -

Thu Oct 11 -
Tue Oct 15 -
Thu Oct 18 -
Tue Oct 23 -

Thu Oct 25 -
Tue Oct 29 -

Thu Oct 31 -
Tue Nov 6 -
Tue Nov 6 -
Thu Nov 8 -
Tue Nov 13 -
Thu Nov 15 -
Tue Nov 20 -

FILM: Breaking the mold; innovative libraries and programs.

Chapter 4: Planning Information Services and Systems

NO CLASS - Rosh Hashana

Chapter 5: Strategic Planning--Thinking and Doing
Chapter 6: Marketing Information Services

Chapter 7: Organizations and Organizational Culture
Chapter 8: Structuring--Specialization and Coordination
Chapter 9: Formal Organizations--Today and in the Future
Chapter |0: Staffing the Library

FILM: Safety and security.

Chapter | I:The Human Resources Functions in the Library

Chapter [2: Other Issues in Human Resource Management
Chapter |3: Motivation

Chapter |4: Leadership

Chapter 15: Ethics

Chapter |6: Communication

Chapter |7: Participative Management and Teams

Chapter |8: Measuring, Evaluating, and Coordinating Organiza
tion Performance

Chapter 19: Financial Responsibility and Control and Handy
Recruiting and hiring - resumes

Chapter 20: Managers:The Next Generation

Project Management

Group work

Grants and Funding

Group work
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Thu Nov 23 - NO CLASS - FALL RECESS
Tue Nov 27 - Final project due

Thu Nov 29 - Discussion of projects
Tue Dec 4 - Discussion of projects
Thu Dec 6 - Conclusion

How will we be using the readings, cases, and discussions?

The course textbook is Stueart and Moran. It provides the basic frame-
work for the course. Charles Handy’s book contains a wealth of back-
ground information and general organizational behavior and management
theory. Use it to explicate concepts or terms with which you are unfamil-
iar. You will also find many examples of real and hypothetical manage-
ment situations in Handy. We will also discuss current news stories as
appropriate, and articles from the management and library literatures.

The case studies are opportunities for you to apply knowledge gained
from the texts, using hypothetical workplace situations. There are no ab-
solutely “right” nor “wrong” answers to cases - only justifiable ones.

Why do librarians take management courses?

It would be difficult to find a workplace in which people neither managed
others nor were managed by someone. Even professionals who work
alone manage time, resources, and budgets, interact with people who
work in organizations, and belong to professional associations. Under-
standing how organizations operate will help you work in them. Beyond
that, most new MLS graduates immediately find themselves in manage-
ment positions, often at group or departmental levels, even occasionally
as CEOs. Managing paraprofessionals, student assistants, or volunteers is
almost always part of entry-level professional jobs.
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Course Requirements:

Attendance: It is important to be present at each session.While lecture notes maybe
provided, they will not necessarily cover each topic we discuss together. Habitual ab-
sence will result in a lower participation grade.Advise the instructor by e.mail in ad-

vance if you cannot attend a particular class.

Attentiveness: Habitual personal conversation in class, using cell phones, eating and
drinking, and similar behaviors distract the instructor and your colleagues, and will
result in a lower participation grade.

Readings: Complete the assigned readings, and come prepared to discuss them in
class. Check the instructor's Web site for upcoming topics and summaries of recent
sessions.

Late assignments will be marked down one point for every day they are late.Work
which clearly misses the object of the exercise will be returned marked "redo for
credit". All work must be submitted by the last scheduled day of class in a given Term.
If you expect grades to be returned promptly, submit your assignments on time. Re-
quest extensions on assignments by email before their respective due dates.

Requests for Grades of "Incomplete” must be made in writing on or before the
second-last scheduled class. Grades of "Incomplete" will be converted to grades of
"F" if outstanding work is not completed within the agreed time.
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Grading Scale

95-100 points A
90-94 points. A-.
87-89 points. B+
84-86 points. B
80-83 points. B.
77-79 points. C+
70-76 points. C
60-69 points. D
0-59 points. F

To be credited, any and all outstanding term work must be received no later than

one week after the last class. Late assignments will not be considered for grades of
n n
A"

Notes: The schedule of topics is subject to change.Additional readings will be as-
signed from time to time.

Online Forum Grades - Criteria

+ Does the student begin meaningful discussion threads about management-related
topics?

+ Does the student respond in meaningful ways to existing discussions, providing ex-
amples or evidence to back up his or her opinions?

+ Does the student participate substantively?
+ Does the student demonstrate understanding of course concepts?

« Do the student’s contributions further the aims of the group!?
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Academic Honesty

Students are responsible for the honest completion and representation of their
work, for the appropriate citation of sources, and for respect for others’ academic
endeavors. By placing their name on academic work, students certify the originality of
all work not otherwise identified by appropriate acknowledgments.

It is difficult and unnecessary to provide a definition for every act of academic dis-
honesty. The generic term covers a multitude of wrongful acts and derives content
through usage, custom, and a commonly shared understanding of integrity and re-
sponsibility. All of these sources of standards are particularly important in the profes-
sion and the practice of communication and information science.

The relevant portions of Article 3a: University Standards are available at:
http://www.ub-judiciary.buffalo.edu/art3a.shtml#integrity.

Depending on the severity of the violation, disciplinary action may range from a
warning or admonition, to an “F” grade for a course, to expulsion from a degree pro-
gram. For guidelines on specific actions and procedures to be followed in negotiating
and adjudicating charges see the Academic Integrity section of the Undergraduate
Handbook at:
http://undergrad-catalog.buffalo.edu/undergraduateeducation/studentrights.shtml.

Guidelines for Submitting Papers

Papers and articles in Library and Information Studies generally follow the social sci-
ences paradigm. Most papers follow a format like the one outlined here. In graduate
school, term-papers are usually about ten pages in length, and should be "publishable"
with only minor grammatical changes. Grammar counts. Spelling matters. Do not rely
upon automated spelling checkers. It often helps to have a colleague proof read your
work.

Identification
Provide the name of the article, your name and contact information (e.g. your UB E-
mail address). If the paper is for a class, provide the class name and number, the se-

mester and year, and the name of the instructor. Check the SI Web site to make sure
you have listed them correctly.
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You may not present the same essay in two different UB courses without the prior
consent of both instructors. If you are writing for a journal, you may not submit the
same manuscript to two different publishers at once. However, it is common practice
to turn a conference presentation into a journal article. If you do that, be sure to
mention that the current paper was previously presented in a modified form, and
provide the details. If the paper was made possible by a grant, or with the help of
some entity, provide the details.

Abstract and Keywords (Required only if you are submitting a
manuscript for publication).

An abstract is a one or two paragraph summary of the article. A few keywords, (or
key phrases), should be provided to help researchers identify the main topics dealt
with in the article. (e.g. Libraries - Workplace hazards; Molds and fungi - Stachybot-

rys.)
Introduction and Statement of the Problem

Begin with a commonly held assumption, a piece of anecdotal evidence, or an issue of
importance to the field which needs to be examined critically and methodically. In-
troduce the reader to the topic, and outline the issues to be investigated. Explain
why this problem is interesting or exciting.

Review of the Literature

Discuss prior research in the form of pro and con arguments if possible. Cite articles
in peer-reviewed journals which you have found using the subscription databases
available through UBLib. Do not rely upon items found on the Web.

Restatement of the Problem in the form of an Hypothesis

Express the problem in terms of something testable, for example, that X might be
determined by Y, taking into account the effects of Z.

Methodology

In LIS, both quantitative (e.g. statistical, experimental), and qualitative (e.g. historical,
ethnographic, etc.), methods are acceptable. Discuss the method(s) you have selected
in order to conduct this particular investigation, and explain why they seem suited to
the problem at hand. If you are doing historical research, rather than interviews, sur-
veys, or experiments, explain how and why you chose your sources.
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Data Collection

Describe the instruments used and the conditions under which you performed the
investigation (or will perform it), and the numbers of cases or individuals investi-
gated. Did you select or reject particular subjects based on demographics or similar
criteria? If you are conducting a survey, include the survey instrument in an appendix.
If appropriate, make sure your research complies with the Institutional Review
Board's regulations for research using human subjects.

Discussion

Analyze the results. Use statistical methods if appropriate. If your research is qualita-
tive, make sure you categorize the results, analyze them according to some well-
defined schema.

Conclusion and Suggestions for Future Research

Restate the hypothesis,and make a cogent argument to support your conclusions.
What further questions does the study raise? Outline any shortcomings of the cur-
rent study, and recommend future avenues of research..

References

List all the authors or works, (including private communication), which you cited in
the literature review. Iltems of interest which you did not use directly should be listed
as "further reading".

Appendix

Attach samples or survey instruments here as requried. Don't clutter up the paper
itself with non-essential but still supportive or intersting material which would de-
tract from the flow of the article.

Author’'s Biography (Required only if you are submitting a manu-
script for publication).

Many journals ask authors to provide two or three sentence biographies.You don't

need to do this for a term-paper. For example: "Jim Smith holds an MLIS from Acme
University in Pawtucket Maine. He is currently Assistant Librarian at the Roadrunner
Resource Library, Acme University, with responsibility for readers' advisory services.
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He can be contacted at jsmith@acme.edu." The publisher will need your complete
mailing address, but it will not appear in the journal.

Guidelines for Evaluating Published Papers

Generally speaking, one would apply the same criteria to one’s own writing that one
applies to that of similar work in the field. The best way to see what those criteria
are is to examine several articles, from several of the field’s top journals, to observe
their form and content, and to note the processes through which they were created.
Historical articles may not look like sociology articles. Astronomical research may
not be reported using the same conventions as research in political science. How-
ever, whether the research is qualitative or quantitative, and regardless of the styles
used in particular fields of study, certain things should be obvious to the reader.

e What research question is being addressed?

e Why is it important or interesting?

e How does it compare to previous studies? Does the paper contain a literature re-
view?

e What is the unit of analysis or the phenomenon being studied?

e Has the research question been re-formulated as a testable hypothesis, or as a de-
fensible historical thesis or premise?

e Do the methods selected and employed appear to be adequate to answer the
questions raised?

e Were the data collected and analyzed reasonably and rigorously?

e Are any limitations, gaps or deficiencies noted?

e Does the conclusion address the initial problem and explain its resolution?*

e Are the bibliographies and footnotes, and the methodological details which the
author provides sufficient to allow others to replicate the work?

* NB: When submitting your own papers, make sure your concluding paragraphs
address the initial question or problem you raised, and explain the extent to which
the paper addresses it. Do NOT conclude with observations about the value of the
assignment. Imagine you are submitting the paper for a wider professional audience,
not just for the instructor.

Peer-Reviewed Sources

Whether it appears in print,a combination of print and electronic forms, or only in
electronic form, a peer reviewed journal is one in which each feature article has been
examined by people with credentials in the article's field of study before it is
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published. Book reviews, short research reports, and other pieces which are not full-
length articles may receive “expedited” reviews, or may merely be approved by the
journal’s editorial staff.

Collections of papers from conferences may be considered peer reviewed as well, if
the original presentations were "invited" or “juried”, or examined by experts before
being accepted. Papers which appear in sources like these are considered to be as
reliable as humanly possible.

In "double blind" peer review, neither the author nor the reviewers know each oth-
ers' identities. Not all peer review is double blind.As well, the literature of any pro-
fession may include journals written both for practitioners and for theorists.

You can sometimes categorize a journal just by looking at its first and last few pages.
Check to see if there is a page listing the Editorial Board, and see what credentials
they have. If there is a page containing "instructions for authors", it may actually say
the journal is peer reviewed. If the instructions mention submitting several copies,
with your name on the front page but not anywhere else in the manuscript, that is
your clue that the journal uses double blind peer review. Peer-review is explained by
EBSCO Publishing thus:

I.  Blind Peer-Review - articles appearing in a journal are sent outside of the
journal's publishing or sponsoring organization for review by external review-
er(s) who are unaware of the author's identity.

2. Editorial Board Peer-Review - articles appearing in a journal are reviewed by
an internal board of editors and not solely by one editor. Author's identity is
known or unknown.

3. Expert Peer-Review - articles appearing in a journal are reviewed by experts
(either internal or external to the journal) whose credentials are known and
are experts within the subject matter of the article under review.Author's
identity is known or unknown.

-- “About Peer Review Policy; EBSCO Publishing Peer Review Policy”
(http://www.ebscohost.com)

* NB: Not sure if a journal is peer-reviewed? Examine the “instructions for authors”
on the journal’s Web page. If they mention sending copies without the
authors’ names on them, then you can be fairly sure that those submissions
are being sent out for review.As well, Ulrich’s Guide to Periodical Literature,
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and similar indexes used in LIS indicate whether or not most journals are
peer-reviewed.

Papers Submitted as E-Mail Attachments

*  Attached filenames should include your name. For example,
"jimsmith506paperl.doc” or “jsmith506al.doc” are good file
names. "LIS 506 Assignment One.doc" is NOT a good name, as it is apt to
be confused with someone else's paper.Avoid spaces in filenames. For exam-
ple, use "jimsmith", not "Jim Smith".

*  As well, each paper MUST include within the body of the attached file, a title
page with your full name, e-mail, the course and professor, and the title of the
work. Otherwise, when the instructor files the attachment, and the e-mail
header becomes separated from it, s/he will not be able to identify your pa-
per.

All papers submitted, whether as short assignments or term papers, must be written
in full sentences, at an appropriate level of sophistication. Each paper should have an
introduction, a body containing a discussion supported by examples or citations, and
a conclusion.Articles you read to prepare for the paper should be included in a "lit-
erature review" section if applicable. Articles should include analysis, not merely a
narrative of what you did or discovered.

Papers must be proof read for grammar, style, and spelling. While minor grammatical
errors will merely be noted for your reference, marks will be deducted if your
grammar obscures your meaning.Word processors such as Microsoft Word offer
online grammar and spelling checkers, but these may not catch every misused homo-
nym, unintentional double-entendre, and so forth. For example, "site, sight, and cite",
"form and from", or "their, there, and they're" will all pass a spelling checker, but may
be meaningless in context.

Guidelines For a Short Paper (2-3 pages).

* A paper should include an introduction, a discussion,and a conclusion.As
noted film-maker James Beveridge used to say, "Tell them what you are about
to tell them.Tell them.Then, tell them that you told them." He also used to

LIS 581 Management of Libraries and Information Agencies 13



LIS 581 Management of Libraries and Information Agencies

say, "Every film has a beginning, a middle, and an end." Actually, he was para-
phrasing Aristotle, who said much the same thing in his Poetics.

* It should answer the basic questions - "who, what, when, where, why?". Again,
Aristotle said this in the Categories.

. It should exhibit consistent grammar, spelling, and style. | say this.

. It should raise and discuss at least 2-3 distinct points. This is a guideline, not
an absolute requirement.

. It should support its conclusions with examples or logic. Unsupported argu-
ments are just opinion.

. It should provide full bibliographic citations for direct or indirect quotes used

in the text, but not for items you read but didn't use, unless you are attaching
a "suggested readings" or "followup" list. Librarianship, like law, is based on
citations.
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Guidelines For Graduate "Term Papers"” (10 pages)
Style:

This sort of paper should be about 10 double spaced typed pages, (plus footnotes
and references). Proper scholarly English, spelling, and grammar are expected.The
length is ONLY a guideline. Do NOT "pad" your paper just to bring it up to an arbi-
trary word count. Automatic spelling and grammar checkers are not adequate substi-
tutes for proof reading. Use a style manual, such as the Publication Manual of the
American Psychological Association, or the MLA, Chicago, or another recognized style
manual to ensure the uniformity of your citations and bibliographical entries. If you
have trouble with terms like "dangling preposition"”, "gerund", or "passive voice", or
can never figure out when it's proper to use apostrophes, please consult the online
edition of Strunk's Elements of Style. or the many useful reference works at
http://www.bartleby.com.

A good graduate term paper reads like an article in a peer reviewed journal. It should
be publishable without major revisions, though it may not ever be published.

Presentation Hints for Longer Bibliographic or Historical Essays:
Since we tend to do a lot of bibliographic essays in LIS, here are some additional tips:

Identify an issue or area of interest , within library, archival, or information science.
Using the printed or online indexes and abstracting sources, conduct a literature re-
view, noting promising articles and books on your topic. Jot down the bibliographical
references as you go, to save "citation hunting" later. If you expect to be doing a lot
of research in the future, you might wish to consider purchasing one of the personal
bibliographic tools available on the market, such as Reference Manager, ProCite,
EndNote, Papyrus, etc. These software packages work as plug-ins to your word proc-
essor.They allow you to construct your own database of authors and titles, so you
can cite them easily in essays and articles. They also format your bibliographies and
lists of references according to various style manuals as well - Chicago, MLA, APA,
etc., and allow you to switch formats at the click of a mouse.

I.  Begin with an introduction and statement of the issue/problem and why you
feel it is worthwhile, interesting, important. Introduce your central argument,
that is, tell the reader what you hope to demonstrate or prove.
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2. Analyze the trends evident in the literature, identify competing views. Explain
the background or history of the issue being discussed, noting important or
controversial works written on the topic in the past.

3. Situate your paper with respect to the existing literature. Identify the key po-
sitions taken by previous authors, and give the reader some idea of how your
paper will contribute to the discussion.

4. Set out your central argument or position, or if you have done original re-
search, explain what you did, illustrated with examples which further your
argument. Back up your contentions with concrete examples from the works,
preferably, direct quotes with proper attributions.

5. Analyze or evaluate or synthesize the information or material you found. If
you are comparing various issues or ideas, or even different products on the
market, put them into categories and discuss the characteristics of the groups
systematically.

6. Present your conclusions, recommendations, suggestions for further research
or further reading. Convince the reader that you have proven your point.

Normally, 80% of the grade for an assignment will be awarded for research and/or content,
and 20% for presentation. Don't waste your time creating elegant graphics and cover pages.
By "presentation", | mean scholarly English and good grammar, a logical
thought progression, and evidence or reasoning backing up each claim
you make. "Motherhood and apple pie" statements, such as "Everyone in America loves li-
braries", are just opinion. Provide statistics or citations to prove such platitudes.To achieve a
grade of "A", your work must not merely satisfy the requirements of the assignment - it
must exceed them.

Can | request an "Incomplete” for the course?

Grades of "Incomplete” e.g. “IU” or “I”’ must be requested in writing before the end
of the term. If the outstanding work is not submitted within one calendar year, the

"Incomplete" will be converted to an "F".
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