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As a consortium, NEOS operates through the efforts and contributions of the staff of NEOS Member Libraries.  Library staff are involved in NEOS activities primarily through committee participation.  In order to facilitate decision-making and communication, the following guidelines are approved by Executive Committee.
Committee Members:

· Prepare for meetings by reviewing the meeting agenda and applicable documents
· Inform the Committee Chair if unable to attend a meeting
· Participate actively in the meeting

· Review the draft meeting Minutes

· Complete action items as identified at the meeting
Committee Chairs:

· Schedule meetings in accordance with the Terms of Reference for the applicable Committee
· Ensure that the Committee operates in accordance with its Terms of Reference

· Ensure that Minutes are kept and circulated in accordance with the Committee Terms of Reference
· Prepare and submit written reports to the meetings of Library Directors
· May attend an Executive Committee meeting in October to report on respective Committee’s strategic direction and budget requirements
· Inform the Executive Committee Liaison and the NEOS Manager of Committee membership changes
· Inform the NEOS community of approved/adopted changes to procedure
· Communicate regularly with respective Executive Committee Liaison 

Individuals appointed to Technical Services Committee and Access Services Committees:

· Represent the interests of their respective  institution/Member Library
· Prior to each Committee meeting, review the meeting Agenda and become informed  of issues applicable to their Library

· Communicate issues and decisions from the meeting to their respective library colleagues
· Participate actively in Committee meetings, representing the needs of their institution/Member Library and seeking a common solution to problems
Executive Committee Members who are appointed as Liaisons to Service Committees:

· Ensure a clear line of communication between their assigned Committee and the NEOS Executive Committee
· May choose to attend Committee meetings; are ex-officio, non-voting Committee members
· Communicate regularly with their Committee Chair
· Take policy recommendations and other issues raised by the Committee Chair to the Executive Committee; communicate results of Executive Committee discussions back to the Committee Chair
Executive Committee Member who is appointed to be Technology Liaison:

· Establish a relationship with senior staff in Bibliographic and Information Technology Services (BITS) at the University of Alberta; communicate with them regularly
· Convey technological concerns of NEOS to BITS
· Communicate technology plans of the University of Alberta to the NEOS Executive Committee
· Recommend technology training needs to the Continuing Education Committee
Additional University of Alberta appointments to the Technical Services Committee and the Access Services Committee:

· Are appointed to these Committees in addition to the University of Alberta Library representative

· Their role is to provide technical expertise; they do not vote 
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