Technology Plan Guidelines for Missouri Public Libraries FY 2016
Missouri State Library


Technology Plans are no longer required for either the E-Rate or for LSTA Grants.  However, writing and updating technology plans is a best practice and the State Library encourages all libraries to have an up-to-date technology plan.


Plan Elements:  Use the information and considerations listed under each element to guide your responses.

1. Page or First Page Header: 

The words “Technology Plan”; Library Name and Address, Contact Person, Contact Address, Telephone, and E-mail; Dates Covered in the Plan,

a. Library Name: 
Indicate the library or library system for which the plan is written. Include the address of the library’s headquarters.

b. Contact Information: 
Provide contact information for the person to whom questions should be directed.

c. Dates Covered in the Plan: 
Typically, this will be for one-to-three fiscal or calendar years: e.g., 2013-2015, which indicates that your plan covers January 1, 2013 through December 31, 2015; or FY 2103-2015, which indicates that your plan covers July 1, 2013 to June 30, 2016.

2. Library’s Mission Statement

Include your library’s mission statement.

3. Demographics of the Public Library System or Public Library

The purpose of this criterion is to provide some information relating to the size of the public library service area and identify demographic factors that may impact the direction of the technology plan.

a. Are there specific challenges in terms of service delivery that you face because of your location or size?

b. Have there been significant changes in the demographics of your public library system or public library customers within the last three years? If so, describe these changes.

c. Are there specific challenges in terms of service delivery that you face because of the changes in the demographics of your public library system or public library customers?
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4. Identify Your Technology Planning Team 

Identify the individuals involved in technology planning and the reason they are involved in the process.

5. Identify Your Technology Vision, Goals, and Strategies 

Establish a technology vision, goals, and strategies for technology to maintain or improve delivery of public library services as foundational elements of the technology plan. These should be based on the results of the needs assessment and include activities for all three years of the plan.

a. What programs or services will your library seek to maintain in the upcoming three years?

b. What programs or services will your library seek to improve in the upcoming three years?

c. What programs or services will your library seek to add in the upcoming three years?

d. What steps will you take to bring your plans to fruition?

6. Staff Training 

Describe your plans for training library staff in effective use of technology to support library service goals.  Include your budget for related professional development costs in Section #9.

a. What knowledge and skills are needed for staff to effectively use and maintain telecommunications and information technologies used in delivering library services?

b. Who is in charge of coordinating professional development activities?

c. How will staff receive necessary training? Identify training resources you will use.

7. Technology Assessment 

Describe your basic technology infrastructure.

a. What is your Internet connectivity and bandwidth?

b. Describe your network’s configuration, any filtering tools used, and frequency of updates.

c. Complete a hardware and software inventory for your library system and attach it to your Technology Plan. You may group similar items. Indicate operating systems and age for your workstations.

d. Include your library automation system name and when the current system was implemented.

Other Considerations:

Do you offer wireless access to the Internet?

Do you check out any in-library-use devices such as laptops, e-Readers, Netbooks, etc.?

How are assistive technologies provided and supported?

8. Needs Assessment 

Conducting a needs assessment involves identifying the technology needs of the organization, staff, and its stakeholders.

a. How do you determine when equipment is approaching obsolescence? Do you have an equipment replacement schedule? If so, please describe the basic schedule. If not, what criteria 
do you use?

b. How do you determine the technology needs of the staff?

c. How do you identify the technology needs of the community?

9. Budget

This section is designed for the public library to show that an estimated operating budget has been planned and exists for the course of the technology plan. To the extent possible, identify existing and potential funding sources, and create a budget summary of projected expenditures for all the years covered by the plan. If not already present, include separate estimates for expenditures on hardware, software, consulting contracts, telecommunications services, staff, training for technical staff, and staff development.

10. Implementation Plan 

The implementation plan should include basic schedules and timelines, budget commitments, equipment to be purchased, specific trainings to be pursued, communications strategies associated with the technology plan, action steps for tasks to be completed, periodic evaluation of progress with implementation of the plan, milestones to be reached, staff assignments, and time estimates for tasks. If you prefer, you may incorporate this piece of information into the Technology Vision, Goals and Strategies section.

11. Evaluation Technology 

Plans submitted must incorporate an evaluation strategy for the plan. Evaluation and outcome measurement are an integral part of technology planning and are essential to successful implementation. Progress should be measured at least annually.

a. How will the library evaluate the effectiveness of technology in accomplishing its service goals?

b. How will the library monitor and document progress in meeting the objectives of this plan?

c. In addition to measuring services, identify how and when the evaluation will be used to update and modify your plan. Who is responsible for updating the plan?

Please note that the technology planning is an ongoing process. The planning cycle includes:




Mail your Technology Plan to:

Library Consultant, Technology
Missouri State Library
600 West Main Street, P.O. Box 387
Jefferson City, MO 65102-0387

Resources:

Bolan, Kimberly and Robert Cullin. Technology Made Simple: An Improvement Guide for Small and Medium Libraries. Chicago: American Library Association, 2007.

WebJunction. TechAtlas. Accessed at http://www.webjunction.org/explore-topics/tech-planning.html
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