Small Group Discussion: Running the Race
Questions and Answers

How do you maintain sanity? 

· Lower some standards maybe – can’t be perfect

· MPLP theory

· Look at small accomplishments and focus on them

· Don’t always look ahead, but sometimes look back on what you have done

· Realize you can’t always do things the “right” way

· Put things into perspective

· Use high school or college students as interns

Do you need a written program for students?

· Offer a position through an already established undergraduate internship program

· Offer a variety of jobs (easy to do as a lone arranger!)

· Tailor the jobs to each student’s skill set 

What about unpaid volunteers?

· One person had bad luck with actual follow through

· Hard to find the right skill set

· Some inherited some folks who may not be that good

· Some have more structured programs that really help

Does having a lot of unpaid help keep administration from hiring professionals?

· Keep a list of what volunteers can do and what has to be done by professionals

Ever write a position description for an intern?

· Put one up at a local university to get a pool of candidates

· Undergraduates can be used to the idea of unpaid internships

· Possibly approach the position from a research angle, and if the results from a project are published, it could promote the archives

How do you handle reference with only one person? 

· Open by appointment only
· Use students, especially if it’s just to make sure the reading room is supervised

· Drop everything to answer questions, especially for external queries
· Internal queries answered anytime, while outside researchers must make appointment

· Create Excel spreadsheet to manage all open queries

· Princeton gives them a one hour time limit then asks them to hire external researcher (a new lone arranger had worked there previously!)

· Use automatic bounce-back email reply that states you won’t hear back for a certain number of days  

What is reference?

· Sometimes it can be a full-service reference experience, sometimes not

· One person always does full research for the director, for example, but not for other researchers

· Can be hard to not do full-service internally, but sometimes you need to do it

· Can function more like a large reading room where the patron does the searching

What do you do when you are literally the only person in the reading room and you need to get more boxes, make photocopies, or go to the bathroom?
· Sometimes you just have to trust the patrons

· Bring the patrons with you

· Just grab any other staff members in the institution to wait there

How do you secure access?

· To control access, make sure you have the only key, or get a new key if it turns out you supposedly only had the only key, but find out otherwise

· Use an electronic keypad to control access

· A supervisor that really understands the need for access control is a bonus

What about a developing a budget?

· Talk with other departments and maybe they have supplies to donate

· Go to grant websites such as NHRPC and look at sample project budgets

· Sometimes end of the year “use it or lose it money” can be bad because you have to spend it without thinking, so keep a wish list for such times

· Create an inventory of supplies and keep it up to date to look back at what you actually bought and used

· Libraries often give away their old shelving for free

How do you know how many boxes/folders to buy when starting out?

· Maybe lone arrangers can pool together our resources to figure out a general yearly supply inventory

· There was a recent article in American Archivist or Archival Outlook about making boxes from scratch for oddly sized objects

What do you do when you’re running out of space?

· Weeding, especially duplicates

What do you do when someone doesn’t want you to toss anything (including many multiple copies)?

· Write a collection policy which states how many copies you will keep (research collection policies and best practices online)

· Stick it out because it can take a while to gain their trust as the archivist and get to the point where they know that your decisions and practices are final

What about grants?

· Hard to find money for start-ups and for supplies
· Lots of money out there for the “cool” stuff (i.e. digital projects) that we often don’t do

· Try and find opportunities to form partnerships, as that is really popular right now

