ADDING NEW MATERIALS TO LIBRARY

COLLECTION VIA NEW AND UPDATED COURSE OUTLINES

Process:

Instructor meets with Sharon Smith, Collection Development librarian.

Sharon and instructor browse collection for overview of materials that library has on subject.

Following form instructions*, instructor checks online catalog, Coastline, to determine whether proposed new title(s) are in the collection.

If title(s) are not in the collection, instructor completes form, attaches to Course Outline, and delivers to Instructional Director.

Instructional Director detaches and retains library form, then delivers Course Outline to Kathy Metzger, Curriculum Coordinator, for inclusion on Instructional Council agenda.

Instructional Director retains library form until course has been approved and is being added to the Class Schedule.  At that time, library form is forwarded to Sharon Smith.

Library orders the requested titles.

· Form located in My Network Places.  (Click on My Network Places -> Entire Network -> Entire Contents -> Microsoft Windows Network -> ittd -> itt -> Outlines -> Forms -> Library Resources).

