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            Strategic Framework

      

            The 2024 Strategic Framework for Tisch Library and its branches.


      

      


	  
          
            Strategic Framework - Detailed View

      

            A more detailed view of the 2024 Strategic Framework with actions, outcomes, projects, leaders, assessments, and timelines


      

      


	  
          
            Organization Chart

      

            Library staff list organized by department.


      

      


	  
          
            Phone List

      

            Library staff phone list organized by name.


      

      


	  
          
            Who to Contact

      

            List of contacts for various questions regarding Tisch, Lilly, and SMFA Library operations.


      

      


	  
          
            Elists and Shared Mailboxes

      

            List of staff elists and shared email accounts.


      

      


	  
          
            Librarians Promotions Process

      

            A guide to rank promotion for librarians.


      

      


	  
          
            Library Management Council (LMC) Charge

      

            LMC is the leadership team for Tisch Library that addresses ideas, opportunities and challenges.


      

      


	  
          
            Teams and Working Groups List

      

            List of teams and working groups with Tisch Library representatives as members.


      

      


	  
          
            Library Partners and University Departments Contact List

      

            Contact list of internal library partners and external University departments.


      

      


	  
          
            Tufts Emergency Information/Weather Closings and Alerts

      

            Tufts emergency information on weather closings and the alerts communication system.


      

      


	  
          
            Addendum: Patriot Act

      

            Details on inquires involving the Foreign Intelligence Surveillance Act (FISA) search warrant or other USA PATRIOT ACT.


      

      







    Requests, Forms, & Checklists

  
          
      



	  
          
            Incident Report

      

            Use to document unusual or emergency events that occur at the library. 


      

      


	  
          
            Emergency Guide

      

            Guidance on responding to emergencies and unusual events.


      

      


	  
          
            Time Off Request

      

            Request for paid or unpaid time off from work.


      

      


	  
          
            Flexible Work Arrangement Form

      

            Request form for flexible and compressed work week schedule.


      

      


	  
          
            Supply Request

      

            Request for office and work-related materials.


      

      


	  
          
            Facilities Work Order Request

      

            Request to report a building issue or to have furniture relocated or arranged.


      

      


	  
          
            Tisch Building, Card Access & Keys

      

            Request building and card swipe access or keys.


      

      


	  
          
            Virtual Jumbo Thanks Form

      

            A web form to send Jumbo Thanks messages.


      

      


	  
          
            Event Request Guide

      

            Guidelines on hosting an event in the library.


      

      


	  
          
            Design Request Form

      

            Design services and consultations for staff for public-facing and library-related content.


      

      


	  
          
            ePAF Form

      

            Form for hiring, changing pay rate or terminating student employees.


      

      


	  
          
            Library Onboarding Checklist

      

            Checklist to ensure the successful onboarding of staff.


      

      


	  
          
            Library Offboarding Checklist

      

            Checklist to ensure the successful offboarding of staff. 


      

      


	  
          
            Staff Hiring Guide for Managers and New Hire Trial Period

      

            Policies and guidelines for managers to follow when hiring new staff members.


      

      







    Helpful Guides & FAQ



	  
          
            Tisch Library Rooms Guide on Outlook and Reserve Tufts

      

            Guide to rooms in the library bookable in Outlook and on Reserve Tufts and how to add a room/calendar and book rooms.


      

      


	  
          
            Staff Maps by Suite

      

            Navigate staff suites and locate staff by cubicle or office.


      

      


	  
          
            Staff Printers and Scanners in Tisch Library 

      

            List of the staff printers and scanning stations in the library. 


      

      


	  
          
            Tisch Jumbo Thanks FAQ

      

            Library staff rewards recognition program, known as Jumbo Thanks.  


      

      


	  
          
            Supply Ordering Guide

      

            Quick tips for placing supply requests.


      

      


	  
          
            Tisch Press Inquiries & Filming/Photography in the Library

      

            Procedures to follow if you are approached by the press or inquiries involving filming and photography in the library.


      

      


	  
          
            Tufts Travel and Apprticity Guide 

      

            FAQ for university travel expenses and reconciliation through Apptricity. 


      

      


	  
          
            Tisch Library website documentation manual

      

            Documentation for creating and editing content on the Tisch site, and the Tisch Library website Style Guide.


      

      


	  
          
            Tufts Acronyms Guide

      

            Guide to understanding acronyms in the library and at Tufts. 


      

      


	  
          
            Tufts Attendance and Time-Off Information

      

            Information regarding attendance, Tufts holidays, and various types of time-off.


      

      


	  
          
            University Holidays

      

            Paid holidays the University observes throughout the year.


      

      


	  
          
            University Academic Calendar

      

            The University Academic Calendar throughout the year.


      

      


	  
          
            Parking and Commuter Benefits

      

            Refer to this guide to find out about parking and commuter benefits.


      

      


	  
          
            Tisch Library Employee Advice

      

            Advice by employees from where to find a great cup of coffee to navigating being a new employee at the library and making the most out of all Tufts has to offer.


      

      







    Online Toolkit



	  
          
            Access Tufts

      

            Find out about all things University related.


      

      


	  
          
            Outlook

      

            Access to staff email through Outlook 365.


      

      


	  
          
            Support for Hybrid Work

      

            Including the Flexible Work Arrangement Form, connecting to the Tufts Virtual Private Network (VPN) and the Tufts Mobile Application.


      

      


	  
          
            Remote Platforms and Guides

      

            Including, information on Box, Zoom, Microsoft Teams, Jabber, Cisco Phones Guide, and Changing Sounds and Notification Settings.


      

      


	  
          
            Locker Login

      

            Locker login for authorized staff only.


      

      


	  
          
            Remote Learning Classes and Employee Resources

      

            Information on the Tufts Learning Center and Udemy Business, Supporting Online Students Guide, and Employee Assistance Program through KGA.


      

      


	  
          
            Supporting Online Students: Tools & Techniques

      

            A list of educational technologies and tips for providing support to online students.


      

      


	  
          
            HR Website

      

            Link to the University’s Human Resources Website.
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