USMA Library Mission and Vision

To support the primary educational mission of the U.S. Military Academy by providing progressive and responsive information service, collections, and personnel which meet the study and research needs of cadets and instructors. 

The Academic Dean's vision for the USMA Library is that it will: 

· Be a center of learning at the Academy 

· Teach information literacy skills 

· Be the gateway to real-time global knowledge; any type, anywhere, any time 

· Exist in real space and have a virtual presence 

· Preserve and promote the documentary heritage of USMA and West Point 

Mission of the Departmental Library Liaisons
Each academic department is assigned a library liaison.  The mission of the library liaison is to provide library services and materials that support faculty instruction and research.  The library liaison should serve as the faculty’s primary point of contact in the library.  All Library related questions should be directed toward Library liaisons.  Examples of service provided by library liaisons are:

· Library orientations

· Purchasing materials
· Bibliographic instruction

· Collection develpment

· InterLibrary Loan/Document delivery

If you do not know your library liaison, a list is provided on the Library liaison webpage or contact the reference desk at ext. 8325.
Circulation Procedures
Borrowing - Faculty members must present library cards when checking out library materials.  Books are normally checked out for a period of 28 days, however, faculty members may extend this period for up to a semester. Other library materials have varying due dates. 

Renewing - Books may be renewed for another 28 days if there are no holds. In order to renew books, books and library cards must be presented at the circulation desk.   Books cannot be renewed over the phone or by e-mail. 

Overdues - Three overdue notices are sent if materials are not returned on time. The 1st notice is a reminder and is sent three days after due date. The 2nd notice suspends borrowing privileges and is sent seven days after due date. The 3rd notice bills patrons for overdue materials and is sent 15 days after due date. All notices are sent via e-mail to the faculty member’s supervisor.
Hold Requests – A hold request may be placed on a book currently charged out to another borrower. This can be done online by following the instructions on the WebPac. When a book on hold has been returned, the person making the hold request will be notified via e-mail. 

Borrowers will be held liable for the cost of replacing lost library materials. 

Anyone who mutilates property of the United States may be punished as provided by Title 18, U.S. Code, section 1361. 

Do not lend or use another person's library or smart card. The patron is responsible for all material charged out on the card.

Under no circumstances will patron records be disclosed.

Library Services
Reference

The USMA librarians are always willing to provide reference service to faculty members.   Ready reference questions are those which can be answered with definitive answers and are not subject to conjecture. Good examples of ready reference questions are "What is the capital of Ecuador"? or "Who was the 20th President of the United States"? Bad examples of ready reference questions are "Who was a better General, Patton or MacArthur"? and "How did Napoleon's interior lines of communication affect the Battle of Austerlitz"? 

To ask a ready reference question call the reference desk at ext. 8325 or call/e-mail your Library Liaison. 

Bibliographic Instruction

In addition to providing ready reference, the USD Librarians also provide bibliographic instruction. Currently we provide this service to cadets enrolled in HI 104, HI 108, SS 202, and RS 103. RS 103 is a .5 credit hour course developed by USD Librarians and the Center for Enhanced Performance. The focus of this course is to develop the critical thinking skills of incoming plebes. Although strictly voluntary, this course is highly encouraged. 

Instructors are encouraged to consult with library liaisons to create subject specific bibliographic classes.  Library liaisons will be more than happy to assist in tailoring a class that supports classroom instruction.

Reserve

Instructors often place material on Reserve to provide maximum availability for all cadets within a given course. These materials include library books, departmental library books, personal books, photocopied articles, solution notebooks, and other items. 

Items on Reserve have three circulation options: 

· For use only in the Reserve Room (photocopying is allowed). 

· For check out after 2100 hours and return by 0900 hours the following day. 

· For check out for a seven day period. 

To find out whether your instructor has placed an item on Reserve you can search the WebPac by either course number or instructor. 

To place materials on Reserve, the instructor needs to fill out USMA Form 17-34 and present the form as well as the proposed reserve materials to the Reserve Room Technician, at ext. 8333.
Interlibrary Loan (ILL)

If an instructor needs an item not found in the USMA Library or Connect NY, the ILL staff may be able to get it through ILL. ILL is a resource sharing service which provides cadets, faculty and staff with published materials not owned by the USMA Library. ILL items include both books and articles. Audio visual materials are ILL items but are not always easy to obtain. Phonographic materials are not available through ILL.

Before requesting an item through ILL faculty members should discuss your request with the reference librarian on duty. Because ILL requests may take up to three weeks to process, the librarian may be able to find a suitable substitute. If it becomes necessary to request an item through ILL, complete an ILL Request Form located at the reference desk and give it to the reference librarian on duty.

Requests can also be place from the Interlibrary Loan homepage.  The option to submit electronic requests is only available to staff and faculty.  Cadets must fill out requests using the ILL forms located at the reference desk. 
Ensure all the necessary information is recorded on the form.  For books OCLC number is the most important piece of information.  

Every attempt is made to acquire ILL material free of charge. If this is not possible, however, the patron is responsible for payment and will be contacted by the ILL Department. 

When material is received, notification will be made via e-mail. Material may then be picked up at the circulation desk. 

If a faculty member wishes to renew an ILL book, he must bring the book to the ILL Librarian 3 days before the due date. All renewals are at the discretion of the lending library. 

Interlibrary loans are provided through the courtesy of other libraries. This courtesy should be reciprocated through prompt return of borrowed items.  Failure to renew books  may cause participating ILL libraries to refuse further ILL requests from USMA. 
Book and Journal Purchases

There are two methods for faculty members to submit book or journal purchase request.  The first method, and more preferable, is to submit the request through the department Library liaison.  A simple e-mail or phone call is sufficient.  The second method is to submit the request on Library’s Suggestion webpage.
Library Carrels
Instructors may request a study carrel for the semester by completing the appropriate.  Forms and submitting them to the Office Automation Clerk, ext. 8340 is the point of contact for scheduling carrels.
Study Rooms
The Library has three group study rooms (Audio-Visual Study Room-3rd Floor, Faulkner Study Room-2nd Floor, Class of 1912 Study Room-3rd Floor) that instructors may use as classrooms provided there are no scheduling conflicts.  Supervisor, Administrative Services, ext. 8301 is the point of contact for scheduling these rooms.  Scheduling is done Monday though Friday.  Instructors are advised to reserve these rooms far enough in advance to resolve scheduling conflicts.

Room keys are checked out to patrons in the same manner as books.  Instructor or their designated representative may pick up the key to the group study room at the circulation desk on the day of the meeting.  Keys are to be returned to the circulation desk at the conclusion of the meeting. 

Photocopying and Computer Access

Photocopying
Faculty members are allowed to remove journals for a reasonable period of time to photocopying their offices.  Books must be checked out.   

Photocopiers are located throughout the Library for your convenience. The photocopiers use either coins or vendacards. Vendacards can be purchased or renewed in $1, $5, and $10 increments. 

The photocopying machines are located in the following places: 

· Two in the 1st Floor Reference Room. A vendacard machine is also here. 

Two in the Basement Stacks near the bound periodicals (south side). Vendacard/change machines are also here. 

· One outside of Government Documents on the 2nd Floor. 

· There are also microfilm copiers located in the Moore Wing next to the microfilm cabinets and in the Documents Room, 2nd Floor.

Computer Access

Computers throughout the Library are connected to the USMA network and the WWW.  The computers on the 1st Floor are primarily for searching the USMA WebPac.  For that reason, none these computers is loaded with Microsoft Office. 

The Media Arsenal on the 3rd Floor consists of two computers and two scanners. Both computers run on Windows 2000 and are loaded Microsoft Office, Dreamweaver 4.0, Photoshop Elements, Flash, Fireworks, Cool Edit 2000, and Band-in-a-Box. 

The Audio-Visual Study Room on the 3rd Floor has a computer, scanner, and printer. The computers run on Windows 2000 and is loaded with Microsoft Office, Dreamweaver 4.0, Photoshop Elements, Flash, and Fireworks. 

The Class of 1912 Study Room on the 3rd Floor has a computer, scanner, and printer. The computers run on Windows 2000 and is loaded with Microsoft Office, Dreamweaver 4.0, Photoshop Elements, Flash, and Fireworks. 

The Faulkner Study Room on the 2nd Floor has a computer, scanner, and printer. The computers run on Windows 2000 and is loaded with Microsoft Office, Dreamweaver 4.0, Photoshop Elements, Flash, and Fireworks. 

Most of the Library computers operate with either Windows 2000 or Windows XP. Please remember to log off the computers at the end of a computing session.
Areas of the Library

Government Documents

Government documents are government publications printed or produced by or for a United States government body. Many, but not all, government documents are primary sources. The Government Documents section of the USMA Library is located on the 2nd Floor. Although it contains an extensive collection of Federal government documents, it does not contain every one ever published. Most of the documents in this area are stored in microfiche or microfilm format. 

Government documents are not given call numbers like other items in the Library. Instead, each item is given a Superintendent of Documents number. Also, unlike journals and books, government documents are not cataloged on the USMA WebPac. To find government documents in the USMA Library go to the Government Documents link located on the Library's Homepage. Government documents can be intimidating.  If you have any questions regarding government documents, please contact, Government Documents Librarian, at ext. 8270 or the reference librarian at ext. 8325.
Periodicals Room

The Periodical Room is located on the 1st Floor and contains the latest issues of all journals and newspapers to which the Library currently subscribes. Journal titles are listed in alphabetical order.

Moore Wing

The Moore Wing is located on the 1st Floor and houses all the Library's non-government microfilm. Items found here include journals and newspapers on microfilm.

Audio-Visual Room

The Audio-Visual Room is located on the 3rd Floor and contains all of the Library's videotapes, records, and music CDs. The room also has VCR players, turntables, and a piano all for cadet use. Items in this room are cataloged on the WebPac. The Audio-Visual Room also houses the Media Arsenal.

Study Rooms

The Library has three group study rooms (Audio-Visual Study Room-3rd Floor, Faulkner Study Room-2rdFloor, Class of 1912 Study Room-3rd Floor). Groups of two or more are required to reserve a study room.  Each of these rooms is equipped an overhead projector networked to a computer.  .

Reserve Room

The Reserve Room is located on the 3rd Floor (click here to read more about Reserves).

Special Collections and Archives
Special Collections and Archives are located on the 4th Floor of the Library.  The Special Collections contain non-official items pertaining to the USMA. Included in this collection are historical Cullum Files and various items like letters and diaries that have been donated to the USMA.  Archives maintain the official publications and records of the USMA.
Before making an appointment please view the Special Collections/Archives webpage.  This page contains more information on the Special Collections and Archives Division.

Special Collections and Archives are open Monday through Friday 0800-1615.  Prior to making an appointment please fill out the Researcher Registration form so the Special Collections and Archives staff can better assist during your visit.  Please contact the Special Collections and Archives staff to make an appointment.

