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The Library Liaison is an academic department’s primary representative to the library for collection development issues.  They act as a go-between for their department and the library.  

The Library Director consults with a Liaison from each academic department to help identify subject areas in the curriculum that will require support during the year.
The Liaisons also coordinate faculty-requests for titles that directly support upcoming classes.

The Liaison also helps monitor the library’s fund balance for department faculty-requests
Funding

The library has designated two fund lines for each department:

· Library staff selections – used to build the collection along subject lines that support the curriculum.

· Faculty-request selections – used for books and media that directly support classes.

The Liaison monitors the later fund.  This money is part of the library’s budget and the library has final approval over selections that are added to the collection.  This rarely becomes an issue, but when it does, it’s typically due to a requested title being prohibitively expensive or deemed to be too far outside the subject scope of the Cornish Library. 

Key duties

· Communicate with the Library Director about departmental needs.

· Collect faculty-requests for titles and submit them to the library.

· Generally familiarize yourself with the library’s collection in your area.  Talk to colleagues about what they need to support their classes.

· Monitor the fund balance.  Periodic reports are sent from the library with the current balance.

· Keep faculty apprised of the current fund balance and encourage them to submit their requests well in advance of deadlines for fastest service.

· Assist faculty when needed by explaining the order process, what bibliographic information is necessary to identify a title, and sometimes helping them fill out order cards.

· Communicate regularly with department faculty by email and faculty-meeting announcements.  Be accessible to colleagues in your department.

How do you go about this?

Meet with the Library Director as soon as possible at the beginning of the year to get updates on any changes in procedure and to get a supply of order cards.

At the first faculty meeting of each semester, remind the faculty that title requests need to be given to you, not the library.  You can ask faculty to submit orders in priority order.  Ask them to annotate order cards or emails and specify which titles are needed for a particular class, especially anything needed for class reserve.  We will want to give these top priority.  Rank remaining requests according to those considered essential to a core collection and those that would be a nice addition if we have money left over.  
Encourage faculty to check the library catalog first to see if we own the title already.  Surprisingly, people often skip this step.

Once you receive a batch of requests, you should review the cards or emails to make sure they include enough information and make sense.  Group them by priority (when necessary) and submit the orders to the library.

One of the purposes of having a liaison is to make sure that the funds are being used in a balanced manner and that one or two people are not spending most of the money.  Some departments have a first come first served approach and leave it up to the liaison to monitor the requests until funds are low.  Other departments divide the allocation along area lines at the beginning of the year and hold strictly to those divisions.  Some years a department may decide they want to spend most of their money on a special reference set or expensive videos, although this hasn’t happened very often.
This process gives the department the responsibility for setting the priority for the current year’s faculty-requests.  It’s intended to be beneficial to the department as a whole rather than to individual faculty.  It also gets the library out of the role of tiebreaker when there are competing needs for class support and not enough funds.
Whatever arrangement you work out with your colleagues for collecting requests, the finished order cards go to the Cornish Library for review and final authorization.  The library then verifies publisher, price and availability information.  If everything checks out, the items will be ordered.  If there is incomplete information to identify the book, we will contact the requestor directly to clarify.
Order Schedule

The bulk of the ordering should be done between June 1 and December 31 in order to have things here in time for Fall and Spring semesters.  Faculty should be encouraged to have all their title requests in by the end of December, especially for Spring classes.  
We can still rush order titles in January if something is needed for a Spring class, but it’s better to order ahead of time.  The absolute deadline for the fiscal year is March 31.  This gives us enough time to get all the new orders delivered and paid for before the end of the fiscal year in May.
If a department fails to use up their faculty-request allotment by March 31, then the library will put the remaining money toward suitable titles in that department’s subject area.  Requests received after March 31 will be held until June 1 for next year's fiscal purchases.
Reports sent to Liaisons
The library will supply you with fund reports throughout the year so you can track the balance.  We will also supply title lists to let you know which titles have been purchased from faculty-requests and which ones have been selected by the library.  You are encouraged to share this list with faculty in your department so they can see what’s been added to the collection in their area.

ORDERING GUIDELINES 

Order Format  -- How do we submit orders?

Whether faculty like to send emails, compile printed bibliographies or circle adds in publisher catalogs, by the time the order is submitted to the library it is easiest if it is on an order card.
Recently we have been accepting emails with complete bibliographic information: author, title, isbn, publisher, publication date, price and the requestor’s name.  If you can easily cut and paste this information into an email we can work with it.
Although we prefer the cards, we can be flexible.

The order-request cards displayed in the following instructions are available from the library.  They are distributed to Department Liaisons at the beginning of the academic year.  Contact the library at x5041 or x5040 or libref@cornish.edu if you need more.

Why even bother with cards?

Library staff use order cards to keep track of the many details needed to identify and order titles.  The records in our online database do not have enough fields to track all the data.  We are not set up to receive electronic forms or e-mail orders directly into the database.  Since it is easiest to receive the information in card format for quick processing, it’s often convenient to have the original requester fill out the order card at the beginning of the process, if they are willing.  

HOW TO FILL OUT ORDER CARDS
Most of the information needed to fill out this card can be found at web sites like Amazon.com or Barnes and Noble.  They supply author, title, ISBN, publisher, and edition/date information. When noting the price, always use the list price, not the discount price.  We will follow up on discounts with our regular book vendors. 
1. Book order-requests.
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The 3x5 white cards are for ordering books. All the following information is essential for us to know what you are requesting. We will verify data before ordering but, please fill in all the information you have.

· Author 

· Title 

· ISBN (International Standard Book Number) ISBN-10 preferred, ISBN-13 okay.  If available.  Leave blank if not.
· Date Requested 

· Publisher 

· Year (published)
· List Price (if known) – not discount price
· Requested by: The faculty member requesting the title. 

· Notify: Optional.  Fill in name of person to be notified – if wanted.

· Do Not fill in the FUND CHARGED box. This is for internal fund codes used in data input. 

· NOTES about class reserve (Needed for ART 101 reserve, fall semester) can be put under “Reviewed in” or Approved by” since we don’t use that part of the card.

2. Non – book format order-requests. (CDs, videos, scores...)

Use the same order card, but make sure that all the identifying information unique to your format is present.  Write the format name in upper right hand corner of the card.  Again, all the following information is essential for ordering. Please include as much as possible. Shaded areas are for office use only.

· Title 

· Series, if video is produced as part of a series 

· Year (published)
· List Price, if known 

· (ISBN) Substitute any applicable number from your format: music publisher number for CDs, Distributor number for Videos.  If available.  Leave blank if not.
· Distributor info, if available.  If a video or cd can only be purchased from a distributor then please include a note with the distributor’s web site, or mail address and phone. 
· Requested by: The faculty member requesting the title. 

· Notify: Optional.  Fill in name of person to be notified – if wanted.

· Do Not fill in the FUND CHARGED box. This is for internal fund codes used in data input. 

· NOTES about class reserve (Needed for ART 101 reserve, fall semester) can be put under “Reviewed in” or Approved by” since we don’t use that part of the card.

ORDER PAYMENT POLICY

Faculty should not purchase books for the library on their own and expect the library to reimburse them.  The library will not pay for items ordered or purchased by a department or individual unless this has been pre-arranged in special circumstances.  Orders must be placed by the library in order to use money from the library’s budget.

________________________________________________________________

If circumstances require special handling of an order, call or email the Director of Library

Services at x5040 – hnear@cornish.edu, and we’ll see what can be arranged. Thanks.

________________________________________________________________

JOURNAL SUBSCRIPTIONS

Faculty suggestions for new journal and periodical subscriptions may also be submitted through a Department Liaison; however, the final decision on whether to fund a new subscription is made by the library and depends on the relevance to the collection as a whole and budget.  At this time all journals are paid for out of a limited general fund line that is reviewed periodically to determine if departments are being supported equitably.  Sometimes we have to cancel one title to afford another.

We discuss each new journal request on a case by case basis with the Liaison and try to make the decision by looking at all the departmental subscriptions as a whole.

VIDEO PREVIEW COPIES
Each distributor has different fees, rules and deadlines governing preview copies.  Most vendors suggest purchasing the item and returning it within a limited time period if it is not wanted.  However, if you forget to return the preview copy by the deadline the library is stuck with it whether you want it or not.  The money will come out of the department’s library allocation.  The same goes for any late fees applied to the final cost of preview copies that are purchased.   

PUBLICATION REVIEWS  - Information about recent publications

Choice Magazine

The Library subscribes to a monthly review publication called Choice Magazine.  It contains critical reviews, not publisher promotions, of new academic titles.  Many reviewers include a ranking indicating the most suitable academic levels for the title.  Choice Magazine is organized by subject for easy reference and covers titles that have been published in the last year.  Even though it can take about three months for a new title to be reviewed in Choice, it’s an excellent resource for keeping up to date with recent publications in a given field.

Publisher Catalogs


These are also an excellent source of staying abreast of current titles, even though they do not offer objective reviews.  The library can advise on some publisher catalogs.  Also, if you know of good catalog sources for your discipline, please share the information with the library.
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