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1. Introduction

 What is a Community of Practice?

Communities of Practice are one of the ways MLA members can connect with colleagues and the association. Within the Communities of Practice, members can access knowledge resources developed by CoPs, grow professionally through leadership opportunities, network with colleagues sharing similar interests or work duties, share professional advice and solutions, and develop additional resources to share with the MLA community.

The Communities of Practice are a way for members to bring their skills and views to their colleagues in a member driven process, instead of through the set processes of a committee. MLA’s committees and workgroups are places where members assist colleagues and move the organization forward by completing established tasks and events. MLA’s communities of practice are places where members bring their skills and interests to the table in a fluid and member driven environment.

What Do the Communities of Practice Look Like at MLA?

MLA CoPs require voluntary leadership and self-starting participation. The primary modes of interaction are web-based, ensuring access to participation for all MLA members; however, in person meetings and networking are also possible if the community of practice decides this is beneficial. 

Community life cycles are dependent on member interest, topic timeliness or relevance, and whether members want to produce a concrete product or output beyond archived discussions.  The CoP model includes the option to develop special CoP Projects that would be of value to MLA members, the association, or the profession and will require extra resources to complete.

What Are the Opportunities for Leadership and Recognition in CoPs?

Information on best practices for Communities of Practice points to six key roles that offer differing levels of leadership, commitment and participation. These member roles and contributions to MLA CoPs enhance participation and effectiveness of the community and can be documented through the CoP wiki biographies and postings.  The following roles are recommended: 

· Leader – guides the community’s purpose and strategic intent (Required)

· Champion – promotes the value of membership across the group (Optional as needed)

· Facilitator – fosters and facilitates interaction (Optional as needed)

· Subject Matter Experts – knowledgeable and experienced members of the community (Optional as needed)

· Content Editor – maintains accuracy of community content (Optional as needed)

· Member – participates and contributes/receives knowledge

How do I join an MLA Community of Practice?

You join a community of practice by signing up for the CoP listserv. See instructions in the Participant Guide or Technology Guide sections. 
CoP Theory

The theory of Communities of Practice originated from the work of Etienne Wenger.  According to Wenger, by definition, Communities of Practice are: formed by people who engage in a process of collective learning in a shared domain of human endeavor.  They are also groups of people who share a concern or a passion for something they do, and they learn how to do it better as they interact regularly.

There are three characteristics that distinguish Communities of Practice.

The domain: A community of practice is not merely a club of friends or a network of connections between people. It has an identity defined by a shared domain of interest. 

The community: In pursuing their interest in their domain, members engage in joint activities and discussions, help each other, and share information. As they interact, they build relationships and learn from each other.

The practice: A community of practice is not merely a community of interest—but a community of practitioners. They develop a shared repertoire of resources: experiences, stories, tools, ways of addressing recurring problems—in short a shared practice. This takes time and sustained interaction.

The concept of community of practice has found a number of practical applications in business, government and other professional organizations. Typical activities of a Community of Practice include problem solving, requests for information, seeking experience, reusing assets provided by colleagues, discussing professional practices, and developing knowledge resources.

How do Communities of Practice Develop through Time?
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2. Background

In 2007, the Michigan Library Association (MLA) Restructuring Workgroup recommended, and the MLA Board of Directors approved, a new strategic governance model that included the convening of a Transitional Leadership Forum (TLF) composed of the 2007-08 Division, Roundtable, and Committee Chairs and Chair-Elects.  The TLF was charged to study and recommend a plan to establish Communities of Practice (CoPs) that would provide members with the opportunity to network and pursue topics of special interest, since the former Divisions, Roundtables and Committees would no longer exist in the new governance model.  The TLF also considered mechanisms to assess members’ ongoing needs and interests to provide opportunities for meaningful participation within a strategic governance system that enables MLA to achieve its vision, effectively serve its members, and sustain a quality association in future years.  

Beginning March 2008 members of the TLF engaged in a process where they:

· Gathered and reviewed member input on what was wanted and needed from the implementation of Communities of Practice for MLA

· Studied theoretical and practical research

· Examined models that have been implemented in library and other organizations

· Reviewed MLA’s current operational capacities and limitations

· Discussed and debated the benefits and drawbacks of various options

· Reported to the Board of Directors and sought their feedback

· Developed the recommendation that MLA integrate Communities of Practice into the new MLA

Participation in the TLF was robust and many participants volunteered extra time to follow up on discussions of the full group, to further develop ideas, to edit draft documents and to help think through the implications of various options.
The members of the TLF presented their recommendation, and the board approved a model for Communities of Practice at MLA.  This initiative has the potential to connect MLA members with each other to share interests, develop knowledge and solve problems.  It also presents a significant undertaking for our association. The TLF proposed that MLA could implement CoPs in phases, and that MLA members will support a thoughtful, thorough process to ensure that MLA Communities of Practice build both value for members and the effectiveness of our association.

3. Participant Guide & Roles

Why are Communities of Practice important to MLA members and what will they do for me?

· They are nodes for the exchange and interpretation of information.

· They can retain knowledge in "living" ways, unlike a database or a manual. 

· They can steward competencies to keep the organization at the cutting edge. 

· They provide homes for identities. They are not as temporary as teams, and unlike business units, they are organized around what matters to their members.

Communities of practice will give you an opportunity to expand your skills and work with your colleagues as you work together to share knowledge and create resources. In communities of practice, you will have the chance to develop new ideas and projects in a more free form manner than in workgroups or committees.  The communities are an ideal arena to be proactive.

Why should I participate in an MLA Community of Practice?

This is your chance to help build something to meet the needs of library professionals in Michigan.  By participating in a CoP that matters to you, you can explore networking opportunities online with colleagues and engage with others as you wrestle with a problem and find solutions.  You can connect with your peers, develop leadership skills, create knowledge resources, and lead MLA into the future.

Join as many CoPs as you would like to :

· Network with others who share your professional duties or interests


· Keep current on a particular topic

· Share resources and materials with colleagues

· Create a community to meet your professional development needs
How do I join an MLA Community of Practice?

You join a community of practice by signing up for the CoP listserv. Start at the MLA web site at

http://mla.lib.mi.us .

· Go to "Pilot Communities of Practice" on the left sidebar

· Click on "Login and select a CoP list-serv":

http://members.mla.lib.mi.us/Scripts/4Disapi.dll/4DCGI/person/ListServ.html 

· Login with your MLA membership login

· Select the type of listserv registration you want next to the name of the CoP you are interested in.

· Click on Submit changes at the bottom of the screen to join. 
If you have further questions on the CoP technology, see the Technology Guide on page 9.
How can I participate?

Web-based Discussions & Resource Sharing:  Each CoP has an email discussion list, forum and a wiki where you can add biographical information about yourself and post resources for other CoP members. A technology guide is included in this handbook.

Face-to-Face Sessions: CoPs may arrange meeting space at MLA or at CoP member libraries to work on projects or network face to face.

Leadership Roles: CoP members may take on a variety of leadership roles. Work with your CoP leader and group in any of the following roles.

· Leader – guides the community’s purpose and strategic intent (Required). CoPs may want co-leaders.

· Champion – promotes the value of membership across the group (Optional as needed)

· Facilitator – fosters and facilitates interaction (Optional as needed)

· Subject Matter Experts – knowledgeable and experienced members of the community (Optional as needed)

· Content Editor – maintains accuracy of community content (Optional as needed)

· Member – participates and contributes/receives knowledge

If MLA continues with Communities of Practice in the long term, we will also host annual events for CoPs.

Annual CoP Day: A CoP Day will be held annually for all MLA members to learn about CoPs, have some training sessions and have work and networking time for the CoPs. The focus of the day is adding value for participants by facilitating face-to-face interaction and providing training support. Participants will register through the MLA website.

Annual Conference Events: CoPs will have an opportunity for networking and sharing events at Annual Conference each fall. The events will be open to CoP members and general MLA members.

What do we want to achieve through Communities of Practice at MLA?

The MLA Board adopted seven key outcomes of Communities of Practice that they believe represent the interests of MLA members. The recommended model was designed to result in these outcomes:

· Open access to all and broad participation of members

· A supportive forum for networking and discussion

· Simple, clear, easy process to get involved and participate

· A ‘warehouse’ of member-created resources

· The incubation of new initiatives

· A positive, rewarding culture within MLA

· A powerful, united presence in the community at-large

MLA members can benefit from the opportunity to network and pursue topics of interest through Communities of Practice.  MLA Communities of Practice are intended to be: 

· groups by topic or interest area; 

· flexible to meet member interests and needs; 

· inclusive of all MLA members throughout the state; 

· a place to provide a networking opportunity; 

· supportive of peer-to-peer professional development and; 

· a means for identification of emerging issues and professional development needs.  

4. Facilitator Guide & Roles

Community of practice leaders have the responsibility and role of guiding the community through whichever goals the community has selected and facilitating discussion and interaction of the members. Your role includes elements of a project manager and community builder. The members will take time to develop into an active community and encouragement from you as a leader will be an important part of achieving that. The appendix includes resources about online community building and project management.

Specific responsibilities are listed below, but as questions arise, your liaison from the Professional Development and Networking Committee and the MLA staff are always available to help. Please remember to always notify MLA staff of meeting space and technology needs so that they are aware of activities or issues when members contact them with questions.

If you need to make a change in leadership for the community, such as stepping down, adding a co-leader, identifying a new leader, etc., you must work with the PDNC liaison and the MLA staff to do so. Please send a message to the PDNC liaison and request they notify the MLA staff.

In general, you should read CoP mail every few days at a minimum, post regularly with open ended questions, learn about online community building to generate enthusiasm and cohesiveness, and teach members about how to use the CoP technology.

CoP Leader Responsibilities

· Guides the community’s purpose and strategic intent.

· Facilitates email discussions and use of the forum and wiki.

· Adds a biography to the CoP wiki page and encourages CoP members to do the same.

· List CoP goals, projects and activities on the wiki.

· Maintains the meeting schedule and project timeline as stated in the CoP application.

· Recruits other MLA members to fulfill roles needed to succeed (ex. Co-Leader, Champion, Facilitator, Subject Matter Expert, Content Editor, members-at-large)

· Maintains contact with MLA office and Professional Development and Networking Committee (PDNC) Liaison assigned to the CoP.

· Serves as primary contact for the CoP and coordinates work of all other members.

· Submits marketing/communications information to MLA for website, Michigan Libraries, and Executive Director email blasts as requested.

· Finalizes all materials/products developed by the CoP to provide to the Association membership through the MLA office. A style sheet is included in the appendix.

· Completes a final evaluation each spring for the PDNC Committee to report on the progress of the community to the Board and MLA as a whole.

· For Face-to-Face meetings, the Leader must coordinate logistics, budget, and registration through the MLA staff and office.

· Attends MLA Spring CoP Day and Annual Conference events or arranges for another leader from the CoP to attend.

· Participates in the CoP Leaders listserv.

Administrative functions that can help create community and make the wiki and forum a valuable resource for members can include:

· Frequently Asked Questions—Collects frequently asked questions from members and develops answers to post on the wiki. 

· Community Announcements—Post new items of interest, copies of e-mail blast, results of polls.

· Wiki Links—Add appropriate links to wiki, verify addresses are correct, review appropriateness of link.  Links should be information-based and not promotional.  Obtain permission from organization that CoP is linking to. 

· Knowledge Sharing — Posts on applicable articles or blogs members may want to read.

· Community Discussions—Monitor discussion threads, start new threads as appropriate, contact community experts to respond to messages and respond to postings as needed.

· Events—Post upcoming events for the CoP such as Face-to-Face meetings, Spring CoP Day, etc.

· Polls—Post simple poll questions, set schedule for polls, and share results with members.

· Organizational Emails – Regularly (biweekly, monthly) post a message with information on how to use the technology and encouraging members to post, add links and materials to the wiki, etc. New members can join at any time and current members may benefit from the reminder.

To arrange meetings, the volunteer leader may submit a form notifying MLA of desire to host an exclusive members only Face to Face Session for in-depth exploration or knowledge-building on a topic (speaker, demo, etc).  Staff will confirm the details and communicate the opportunity to CoP and MLA members as appropriate.  Participants will register through the MLA website.

5. Technology Guide

Note: You will need your MLA membership login to use the online CoP technologies. If you don’t remember your web login (username) and/or password, go to the MLA website, select the Membership Service Center button at the top left of the screen, then select Login from the left sidebar. Once at the login screen, click on the “Forgot Your Login Information” link.  Follow the prompts to send an email to MLA staff and we will send your information to you as soon as possible.  
What Technology is available?

Each community of practice has a listserv, forum and wiki.

How do I join an MLA Community of Practice?

You join a community of practice by signing up for the CoP listserv. Start at the MLA web site at

http://mla.lib.mi.us .

· Go to "Pilot Communities of Practice" on the left sidebar

· Click on "Login and select a CoP list-serv":

http://members.mla.lib.mi.us/Scripts/4Disapi.dll/4DCGI/person/ListServ.html 

· Login with your MLA membership login

· Select the type of listserv registration you want next to the name of the CoP you are interested in.

· Click on Submit changes at the bottom of the screen to join. 
If you have further questions on setting up your subscription to the listserv, please read the section below on How do I manage my MLA listservs?
How do I get to the CoP forum (archive of listserv messages) ?

Start at the MLA web site at http://mla.lib.mi.us .

· Go to "Pilot Communities of Practice" on the left sidebar

· Click on "Login and select a CoP list-serv":

http://members.mla.lib.mi.us/Scripts/4Disapi.dll/4DCGI/person/ListServ.html 

· Login with your MLA membership login

· Click on the "Go to forum" link to the right of the listserv name for your CoP

· Login again with the email address you use for MLA and your MLA membership login password. Note this second login uses your email address as the user name, not your MLA membership login user name.

You should see the most recent messages.  If you have further questions on how to set up your access to the forum, including setting up an RSS feed, please read the section below on How do I access forums (archived email discussions)?

How do I find basic information on the CoP (number of members, number of messages)?

Follow the directions for accessing the CoP forum and then look on the left for "About" to view statistics about your CoP.

How do I use and access the MLA Wiki?

Start at the MLA web site at http://mla.lib.mi.us .

· Go to "Pilot Communities of Practice" on the left sidebar.

· Click on Pilot CoPs Wiki on the left sidebar to go to the general CoP Wiki.

· Click on Communities of Practice in the Navigation section on the left sidebar.

· Select the name of the CoP you need from the middle of the page to go to that CoP’s Wiki page.

For general instructions on using a wiki, posting materials, etc., you can look at the Wikipedia site page on How to Edit a Wiki, http://en.wikipedia.org/wiki/How_to_edit. Please work with your CoP leader in making changes to the Wiki.

In brief, you can post documents on the wiki for your CoP after creating an account on the wiki. You can do this by clicking on Log In at the upper left hand corner of the screen at the wiki home page.  Once you have created an account, you will have access to a “Tool Box” in the lower right hand corner of the screen. You can select upload file in that section. Follow the directions for selecting the document to upload.

You can set up an RSS feed to notify you of changes to the wiki. Start at the CoP wiki page.

· Click on Recent Changes in the Navigation section on the left sidebar.

· Click on the type of RSS feed you want in the Toolbox section on the left sidebar. The feed type you want will depend on what RSS feed reader you use. If you do not have use an RSS feed reader, you can try one such as Bloglines or Google.

How do I manage my MLA listservs?

There are two ways to sign up for MLA email discussion lists.

1.  Follow the URL link from the email invitation that is sent to you from MLA.

2.  Go directly to MLA’s Membership Service Center (MSC). 


· Once in the MSC, log in using your MLA username and password.  The Login shortcut is the first item in the menu on the left side of your screen.*

· After logging in, click on Person Record Detail. 

· Inside your Person Record Detail, click on the drop-down menu arrow next to the 


                   field.  Select Email Discussion Lists.  

· Click Go.

· The Email Discussion Lists Settings page will open.  This page contains all of the MLA email discussion lists to which you can subscribe.

· In the Subscription Type column for each list, you will see a drop down menu that displays your current status with that particular list.

· Not Subscribed = eligible for list but have not signed up 

· Unsubscribed = once a member of the list, but opted out

· Subscribe Single = receive each email as it is sent to the list

· Subscribe Digest = the system will batch emails and send them to you
· Subscribe Nomail = emails will not be sent to your address.  You must go to the Forum to read correspondence.

· After selecting the Subscription Type, click on Submit Changes to update your record.  If the action you choose is to subscribe to a list, you will receive a confirmation email after clicking on the Submit Changes button. 

How do I access forums (archived email discussions)?

· If you have selected the Subscribe Nomail option for a list or want to look for a particular message without searching through your personal inbox, click on Go To Forum for the list in which you are interested.  

· This action will take you to the Lyris ListManager.  

· The system will prompt you for Your Email Address that MLA has on file in the database for you and your Membership Service Center password.  (Please note that you can only use one email address to subscribe to MLA’s lists and that email address had to be in your Person Record Detail.)

· Once inside the forum you can:

· Go to My Forums, which contains a list of all the lists to which you are subscribed.  

· Look at all messages posted to a particular list by clicking on the Forum name on the left side of the window.

· To look at a particular message and its string of responses, click on the Subject line.  You can also reply to a message from this same screen.

· Set up RSS Feeds for your lists by going to the About shortcut on the left side of the screen.  When the window opens, check to make sure the list you want to create an RSS feed for is listed in the Name field.  Click on RSS 0.92 to complete your subscription.

6. CoP Toolkit – Guidelines, Procedures & Calendar

If MLA continues with Communities of Practice in the long term, the following guidelines, procedures and calendars will be used.
How to start a CoP

Submit an application form to the Professional Development and Networking Committee. The PDNC will review the application and make a recommendation to the MLA Board of Directors. New CoPs will start twice a year, at the Spring CoP Day and at Annual Conference. Applications can be submitted at any time. You can find applications at the MLA website in the Communities of Practice section and in Appendix A of this handbook.
CoP Support You Can Expect From MLA

· PDNC will provide a liaison for each Community of Practice.

· MLA will promote the opportunity to participate in CoPs through Michigan Libraries, on the MLA website, and through monthly Executive Director emails.

· Each CoP will have an MLA sponsored listserv, forum and a wiki .

· For Face-to-Face meetings, the CoP will receive meeting logistics support, registration support, and promotion support from MLA.

· MLA Staff can be reached at 517-394-2774:

· Gretchen Couraud, Executive Director – couraudg@mlcnet.org;  Ext. 224

· Primary point of communication contact for pilot CoPs

· Denise Cook, Dir. Professional Development & Meetings – cookd@mlcnet.org; Ext. 223

· Primary point of contact for meetings and logistics

· Genny Allen, Director of Finance & Administration- alleng@mlcnet.org; Ext. 226

· Primary point of contact for registration

Participant Expectations

See Participant Guide & Roles

Facilitator (Leader) Expectations

See Facilitator Guide & Roles
Professional Development and Networking Committee CoP Liaison Responsibilities
· Participates in the CoP to monitor progress and ensure that the CoP is progressing well, is meeting assigned deadlines and is completing required materials, including planned resources and an annual or final evaluation.

· Ensures that Pilot CoP is meeting timelines established in the Communications Plan – to/from about the CoP, website, Michigan Libraries, Executive Director Updates, etc.

· Ensures that the CoP is working within the boundaries of the CoP process.

· Provides two-way communication with MLA staff to learn from the experience and refine the sustainable business plan for MLA CoPs.

MLA CoPs Can

· Network and share resources virtually through MLA’s email discussion list, forum and wiki.

· Prepare proposals for Annual Conference or MLA workshops.

· Propose low-cost, exclusive member only Face-to-Face CoP events or meetings to the Professional Development and Networking Committee.

· Produce best practices tools/resources/guidelines under the brand, guidelines and approval of MLA.

MLA CoPs Must

· Include only MLA members.

· Work closely on promotion and marketing with MLA staff.

· Must work with the PDNC liaison and MLA staff in making changes to proposed projects or activities.

· Must work with the PDNC liaison and MLA staff in making changes to MLA provided technology or using alternative technology.

· Coordinate planning and promotion of Face-to-Face meetings with PDNC and MLA staff.

· Work within MLA/PDNC approval process on best practices guidelines/toolkits to utilize MLA logo, brand and promotion

· Promote CoPs through MLA communication vehicles including website, MI Libraries, Executive Director and President’s updates

· Retain contact and involvement of PDNC liaison and MLA staff

· Rely on mla-info@mlcnet.org as the first point of communication to the MLA members about CoP activities and events.

· Any communications with Michlib-L must direct people to the MLA website for more information and to promote membership in MLA.

Options to Retire an MLA CoP

· Annually the community Leader will submit an application form that specifies the CoP purpose, roles, anticipated outcomes and value for the forthcoming year. 

· After completion of its stated goals, delivery of final outcomes and outputs to MLA, and completion of a CoP Evaluation/Final Report, a community may chose to end.

· If a community is inactive for one-year, it will automatically be retired by MLA.

CoP Annual Timeline
	Any time
	Submit application to start a new CoP.

	Any time
	Contact PDNC & MLA staff with any issues

	Year Round
	Online interactions

	Year Round
	Face-to-face meetings as necessary

	January
	Submit proposals for Annual Conference sessions if doing

	January & February
	Wrap up annual project or activity if doing

	March 1
	Submit project or activity to PDNC

	March 1
	Annual or Final CoP evaluation report

	March 1
	Submit application to renew a CoP

	March
	PDNC review of evaluations, projects and renewal applications

	April
	Board review of PDNC report and recommendations on CoPs

	Summer/Early Fall
	Annual CoP Day

	Fall
	Annual Conference Activities


7. Measuring Community of Practice Success

Each CoP will be expected to define for itself and others the measurable outcomes it anticipates.  For example, CoPs may measure how many people will participate, what they aim to achieve (such as networking, idea sharing, development of best practices, shared resources, articles for publication, presentations for conferences), and more.  The Professional Development and Networking Committee will play an important role in evaluating the success of CoPs for MLA and for developing resources to assist individual CoPs in defining and measuring outcomes.  At a minimum, CoPs should measure:

· Quantitative results – participation data (outputs – ex. Number of participants)

· Qualitative results - participant satisfaction with value related to CoP purpose, objectives (outcomes -  ex. simple survey tool)

Communities of Practice Planning Definitions
As previously noted, the MLA Board of Directors adopted seven outcomes for Communities of Practice to achieve as a whole within MLA.  These outcomes must remain at the forefront as we plan and evaluate the entire Community of Practice experience at MLA.

MLA Adopted Outcomes for Pilot Communities of Practice

· Open access to all and broad participation of members

· A supportive forum for networking and discussion

· Simple, clear, easy process to get involved and participate

· A ‘warehouse’ of member-created resources

· The incubation of new initiatives

· A positive, rewarding culture within MLA

· A powerful, united presence in the community at-large

Using Goals, Outputs and Outcome Techniques to Evaluate Success

Communities of Practice have two roles in the new structure of the Michigan Library Association. The first is to accomplish the project or goal of the individual community. The second is to provide a rewarding opportunity for MLA members to participate in. To be successful, the application, planning, and evaluation process for Communities of Practice must be clear and connected. 

Definitions:

Goal: The end result sought by the group or organization.  Goals are statements of broad outcomes, or ends, that the group or organization seeks to accomplish.  Goals define, in general terms, the desired achievement, are broad in aim and are not operationally measurable.

Audience/Intended User:  A group of people with a similar interest in a topic.

Outputs: Outputs measure what you did.  Outputs are generally quantitative measures, such as how many people participated, how many meetings were held, was a report put out, etc.  Outputs can be collected through observation and counting throughout an activity.

Sample Output Measures:

· Number of participants

· Number of meetings

· Percentage of active participants – a measure of how comfortable members felt participating.

· Completion of best practice document

· Number of wiki entries.

Outcomes: Outcomes measure the impact of what you did.  Outcomes are generally qualitative measures that examine how an activity influenced participants, such as did participants’ knowledge, attitudes, skills, and/or behaviors change as a result of the activity.  Outcomes can be collected through surveying or interviewing participants.

Sample Outcome Measures:

· Did participants learn new things about the CoP topic? How many did? [Knowledge]

· Did participants see a value in a new technology or technique developed or discussed within the CoP? How many did? [Attitude]

· Did participants learn a new technique or a new technology as part of their participation in the CoP? How many did? [Skill]

· Did participants use information gained during CoP participation to change how they did a job duty or program? How many did this? [Behavior]
8. MLA Pilot Communities of Practice

The MLA Pilot CoPs will document their experiences and processes, participate in the Community of Practice Day, experiment with technology and report findings at MLA’s 2009 Annual Conference.  Pilots will help define how CoPs will be implemented and incorporated into MLA.  All pilot CoPs will have an MLA hosted email discussion list and a wiki. MLA has selected five pilot CoPs:

Economic Development Pilot Community of Practice

This pilot is intended for business librarians or anyone in MLA that serves, or would like to serve, a business community. The primary goal of the Economic Development CoP is to provide training/best practices for service to the business community and to develop partnerships/relationships with other librarians who serve business communities for the purpose of sharing ideas and strategies.  This pilot intends to produce a best practices toolkit and develop mechanisms/formulas and tools that librarians can use to show the measurable impact that they have had on their community’s economic development.  Participants will learn outreach techniques to interface with the business community. Participants will become familiar with economic development best practices.

CoP Leaders: Liz Kudwa, Marketing Director, Capital Area District Library and Nicolette Sosulski, Business Librarian, Portage District Library

Engaging Tweens and Teens @ Your Library Pilot Community of Practice 

This pilot is intended for those interested in advancing youth services for children ages 11 to 16. Its goals are to provide a forum for mutual collaboration and support, and to identify and promote best practices in youth services. It intends to develop a resource book or an online resource including tween and teen programs, program aids and samples.  Participants will acquire increased confidence in creating relevant programs, participate in creating a new knowledge base and become skilled in researching and establishing valuable community partnerships.

CoP Leader: Michelle Brussow, Head Librarian Williamston, Capital Area District Library

Library Technologies Pilot Community of Practice
This pilot is intended for any MLA member with an interest in sharing ideas and expertise regarding the use of technology in all types of libraries. Its goal is to provide a forum for community members to share ideas and experiences related to library technologies, discuss current issues and engage in in-person and online networking.  It seeks to hold two to three in-person networking opportunities – Community of Practice Day; one to two other face-to-face events, probably in the form of “Techno Tours” a library or other facility with an interesting technology project to share, or “Tech Talks” at a host library to discuss a particular issue/problem/service – and two to three scheduled online real-time discussions on specific topics.

CoP Leader: Sara Memmott, Emerging Technologies Librarian, Eastern Michigan University

Special Collections Pilot Community of Practice

This pilot is intended for any MLA member responsible for special collections within their libraries.  Its goal is to share knowledge, information and best practices about the administration of library special collections on a statewide basis. It plans to produce a best practices toolkit for housing and preservation of special collections and to submit a spring 2010 Special Collections Librarianship workshop proposal. Participants in the CoP will learn how to administer the physical and environmental well being of a special collection workshop participants will get an overview of the existence and importance of special collections in Michigan, as well as gain knowledge on the administration of the physical and environmental maintenance of such collections

CoP Leader:  Cindy Krolikowski, Librarian III, Wayne State University

Work/Life Balance Pilot Community of Practice

This pilot is for MLA members who are the parents of young children.  As library workforce demographics trend toward younger workers, many libraries in Michigan will see more employees becoming parents.  This Community of Practice will focus on balancing work and young children.  It aims to produce a best practices paper about balancing work and family life and will survey members to find out if they used the information discussed to change the way they do something at work. 

CoP Leader:  Holly Flynn, Mathematics Librarian, Michigan State University

Appendix A

If MLA continues with Communities of Practice in the long term, this is the application for starting a new CoP or continuing a current CoP.

Please copy the text of Appendix A below this paragraph, remove the sample text and fill in with your proposed CoP information. Please send a copy to Denise Cook at the MLA Offices (cookd@mlcnet.org). Thank you!
MLA Community of Practice Letter of Intent/Commitment Form
Communities of Practice agree to work toward achieving the following MLA adopted outcomes 

· Open access to all and broad participation of members

· A supportive forum for networking and discussion

· Simple, clear, easy process to get involved and participate

· A ‘warehouse’ of member-created resources

· The incubation of new initiatives

· A positive, rewarding culture within MLA

· A powerful, united presence in the community at-large

1. Community of Practice Name:  Sample – Special Collections

2. Audience: Sample - librarians responsible for special collections within their libraries.

3. Goal: Sample: To share knowledge, information and best practices about the administration of library special collections on a statewide basis.

4. Outputs: Sample

· 10 librarians actively involved

· Maintenance of one wiki page

· best practices toolkit for the basic physical and environmental maintenance of special collections

· a spring 2010 Special Collections Librarianship workshop proposal

5. Outcomes: Sample

· Participants of the CoP will learn how to administer the physical and environmental well being of a special collection

· Attendants of the workshop will get an overview of the existence and importance of special collections in Michigan, as well as gain knowledge on the administration of the physical and environmental maintenance of such collections

6. Technology: Sample - We agree to use MLA’s email discussion list and wiki for regular, ongoing communications and work in order to participate in the Pilot.  We may use FreeConference, Skype or GotoMeetings to facilitate our work, in coordination with our Liaison and MLA.

7. Proposed/ Timeline:  Sample - We will pursue the following steps in this timeline to achieve our defined outcomes by November 2009.

8. Evaluation Method:  Sample

· Survey CoP participants

· Complete MLA CoP Evaluation form

9. Contact Information: If you have more than one CoP leader, please submit contact information for all.

Name:

Library:

Street Address:

City/State/Zip Code:

Email:

Phone:

10. I have read, understood and agree to:

· Communities of Practice Handbook, specifically the Facilitator Guide & Roles and CoP Toolkit sections.

Signature: __________________________________________________________________________
Appendix B 

Community of Practice Evaluation/Final Report
Please include the following information in your report.  

Project Information

1. Community of Practice Name

2. Leader(s) Name and Contact Information

Description of Project Goal 

3. Restate the project’s audience and describe the CoP membership.  

4. Restate the project’s goals and describe how they were met.

5. Describe the overall planning and implementation of the project, including information about revisions made during its implementation. In retrospect, are there things you would do differently?

Evaluation of Project Outputs and Outcomes

6. Restate the project’s outputs and list them. Attach results.

7.   Restate the project’s outcomes and how you met them.  Attach results.

8. Describe the impact of the project on your CoP participants. 

9. Restate the overall MLA CoP outcomes and how you achieved them.  

CoP Promotion, Marketing and Communications

10. Describe what promotion, marketing and communications worked most effectively and what you recommend for the future?

11. How did the MLA member sign-up process work and what improvements do you recommend?

12. Do you have other suggestions?

Community of Practice Continuation

13. Do you want to continue the CoP?  If so, please complete an updated application for next year. Please update the goal, output and outcomes. 

14. Describe plans to continue the CoP if a long-term CoP.

Attach any final documents produced by the CoP.

Appendix C 

Style Sheet for Michigan Libraries
You may use this style sheet for reports and best practices papers as well as articles for Michigan Libraries.
· Give your article a headline if you want.

· Include your name, title or job, library, and email address.

· Use any standard font: Times, Arial, Cambria, or Calibri, in 10, 11 or 12 point.

· Single space paragraphs.

· Double space between paragraphs.

· Do not indent paragraphs.

· Space only once between sentences.

· Spell check your article before submitting. Pay attention to names.

· Keep formatting to a minimum. Use bold and italics in the body of your article for emphasis, but avoid fancy fonts, colors, font changes, centering, etc.

· Use subheads to break up the text if you want. However, if you use subheads, type them in the same font and size as the body text.

· Type numbered or bulleted lists using Word’s Numbering or Bullets feature.

· Do not type information into tables. If you must use a table, type the information in a list in the body of the article, and set up a table – for the layout – on a separate page, preferably the last one of the article. 

· If you embed graphics in your article, also include them separately as attachments to your email.

· If you send photos to use with your story, include them separately as attachments to your email.

· Identify anything in a photograph you want identified: people, places, events, times. Be as specific as you want. What you don’t identify will go unidentified.

· Line art and clip art and photographs should be saved as .tiff files.

Appendix D

Online Community Building Resources

The Art of Hosting Good Conversations Online. (general tips)

http://www.emoderators.com/moderators/artonlinehost.html 

Bacon, Jono. The Art of Community: Building the New Age of Participation. (Theory in Practice). 2009.

O’Keefe, Patrick. Managing Online Forums: Everything You Need to Know to Create and Run Successful Community Discussion Boards. 2008.

Study Circles in Cyberspace. (Good details on starting and managing conversions for moderators)

http://www.cpn.org/tools/manuals/Networking/studycircles2.html 

If you are aware of other resources, please let a PDNC member or the MLA staff know so this page can be updated.

Appendix E
Project Management Resources

Allan, Barbara. Project Management: Tools and Techniques for Today's ILS Professional. 2004.

Lewis, James P. Fundamentals of Project Management. (Worksmart). 2006.

“Project Management for Libraries: Are We Having Fun Yet?”, Michigan Library Association, Annual Conference, Lansing, MI, October 30, 2003. http://staff.lib.msu.edu/lucasn/staff/presentations/project.htm 

Tietjen, William, ed. Project Management in Libraries Wiki .http://librarycampwest.pbworks.com/Project+Management+in+Libraries 

If you are aware of other resources, please let a PDNC member or the MLA staff know so this page can be updated.

Choose…





Two ways to get to MLA’s Membership Service Center (MSC).





	1.  Go directly to the Membership Service Center by Copying and pasting 	this URL into your web browser: � HYPERLINK "https://members.mla.lib.mi.us" ��https://members.mla.lib.mi.us�





 	2.  From MLA’s home webpage, � HYPERLINK "http://mla.lib.mi.us" ��http://mla.lib.mi.us�, click on the 	Membership Service Center link under the MLA Logo in the top left 	corner of your screen.
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