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NEOS Communication Plan

Purpose: 
To provide a framework for consistent and effective communication within NEOS and to the broader community.

Vision:  


NEOS a dynamic and evolving model for library cooperation and resource

sharing

Mission:


NEOS is a cooperative consortium of member libraries providing access to

information in a cost-effective manner.  It does so through the sharing of

people, technology, collections and other resources.  In doing so, NEOS

provides a strong voice for its members and its clients.

Audiences:

1. NEOS Staff

· NEOS Staff will be well informed about services of the NEOS Library Consortium.

2. NEOS Clients

· NEOS Clients will be familiar with the services of the NEOS Library Consortium.

3. NEOS Partners

· NEOS Partners will be informed about NEOS Library Consortium, especially those services that impact the partner organization.

4. Library Community

· The library community will be aware of the NEOS Library Consortium and will be provided opportunities to network with NEOS.

5. Students in Library Programs 

· Library students will be aware of the NEOS Library Consortium and will be provided opportunities for participation and networking. 

· NEOS will support and contribute to the development of the library profession.

6. General Public

· The public will be aware of the NEOS Library Consortium and will be well informed in their specific areas of interest.


Communication Tools

      
The following tools will ensure a relevant and consistent NEOS Identity 

1. The NEOS Website

Issues such as content, format, access and archiving will be directed to the Communications Committee for resolution.

2. The NEOS Listserv

The NEOS listserv will be a private listserv in order to encourage discussion among NEOS staff and provide a more secure forum for system alerts and critical announcements.

3. The NEOS Newsletter

The current co-editors will continue to publish the newsletter under the guidance of the Communications Committee, with the Committee addressing any major changes to its content, format or structure. 

4. NEOS Brochures

NEOS Brochures may be printed as a promotional tool on a cost recovery basis.

5. NEOS Bookmarks
NEOS Bookmarks may be printed as a promotional tool on a cost recovery basis.

6. NEOS Posters

NEOS Posters will be printed as a promotional tool.

7. NEOS Help Guides

NEOS Committees will liaise with the Communications Committee in the production of help guides on relevant topics (e.g. How to Request Books, How to Renew Items Online, etc.).

8. NEOS Promotional Items

Promotional items may be produced for recognition purposes, as honorariums, and for purchase.  They may be advertised, as appropriate, on the NEOS website and in the NEOS newsletter. 
9. NEOS Annual Report

A NEOS Annual Report may be produced.

Communication Opportunities

1. Mini-Conference

NEOS Mini-Conference planning is the responsibility of the NEOS Continuing Education Committee.  Promotion for this event will be done in liaison with the Communications Committee. 

2. NEOS Events

NEOS Committees will liaise with the Communications Committee regarding the promotion of NEOS events (e.g. workshops, seminars, recognition).

NEOS Committees will liaise with the Communications Committee regarding sponsorship of library students at NEOS Events.

3. Library Conferences

NEOS will be represented at library conferences as appropriate.

4. Other Consortial Activities

NEOS will participate in other consortial activities, as appropriate.

Communication Roles and Responsibilities

1.  Staff of NEOS Libraries

· Communicate issues/concerns to their NEOS Library Director.

· Ensure that NEOS promotional material (e.g. brochures, bookmarks, posters) is visible and distributed appropriately.
2. NEOS Working Groups

· Working group members report to respective Library Director on Working 

Group activities, discussions, events, etc.

· Discuss issues, make policy recommendations.

3. NEOS Working Group Chairs

· Contact NEOS Manager regarding issues or concerns of the Working Group.

· Report to Executive verbally at October meeting of Executive.

· Provide written report at May meeting of NEOS Directors.

· Ensure that minutes of Working Group meetings are posted to the NEOS listserv.
4. NEOS Library Directors



· Ensure that NEOS policy documents are provided to NEOS library staff.

· Communicate NEOS information and decisions to staff.

· Encourage staff to participate in NEOS activities.

· Attend bi-annual Library Director meeting.

· Vote on policy issues.

· Communicate issues or concerns to any Executive member.
5. NEOS Executive

NEOS Manager

· Provide a written report to Library Directors at bi-annual meetings.

· Report to Executive at Executive meetings.

· Present mid-year financial report and budget on behalf of Executive at the fall 

   
meeting of Library Directors.

· Present financial statement at the Spring meeting of Library Directors.

· Communicate regularly to Chair and Executive Committee members as

   
identified in the NEOS Executive Internal Policies & Procedures.

· Post minutes of meetings of Executive to NEOSdir.

· Post agenda and minutes of Directors’ meetings to NEOSdir.

· Receive issues or concerns of the Library Directors /Working Group chairs.

· Represent NEOS on TAL board, Consortia Canada, ICOLC.

· Implement advocacy strategy as directed by Executive.

· Represent NEOS to the external library community.
Chair of NEOS Executive
· Present oral & written report to Library Directors at bi-annual meetings.

· Chair regular Executive meetings.

· Chair bi-annual Library Directors’ meetings

· Communicate regularly to NEOS Manager and Executive Committee members as identified in the NEOS Executive Internal Policies & Procedures.

· Call meetings of Executive.

· Post agenda of Executive meetings to NEOSdir.

· Implement advocacy strategy as directed by Executive.

· Represent NEOS to the external library community.

Members of NEOS Executive

· Give directions to Chairs of NEOS Working Groups.

· Receive proposals/policy recommendations from Working Group Chairs.

· Respond to reports from Working Group Chairs.

· Propose policy changes to Library Directors.

· Distribute new or revised policies for consideration by NEOS Directors.

· Report on all policy, membership, personnel and advocacy matters to  

Library Directors.

· Call regular and special meetings of NEOS Executive.

· Receive issues or concerns from Library Directors.
