Chair, Committee on Affiliated Libraries Affairs – Duties and Tasks

LAUC-B Executive Committee
Description:

The Affiliated Libraries Chair is a LAUC-B position defined by the by-laws (see Appendix I, Section 5). The Chair ensures that the interests of the UCB Affiliated Libraries are represented and addressed with LAUC. The Chair is also charged with helping bridge the institutional gap between The Library and the Affiliated Libraries in order to achieve a productive and collegial working relationship within the campus library community. The Chair, along with other members of the Committee on Affiliated Libraries Affairs, is also charged with producing Fall and Spring Assemblies for the affiliated libraries. The assemblies serve as a forum for sharing information and issues.

The Affiliated Libraries Affairs Committee members include the incoming Chair-elect, TALAG Chair, and the LAUC-B Vice President (ex officio).

Duties:

1. Serves on LAUC-B Executive Committee (ExComm), attending its regular monthly, and special, meetings.

2. Serves as a delegate to the LAUC statewide Assembly (see Appendix I, Section 4).

3. Serves as an ex officio member of TALAG.

4. Organizes the Affiliated Libraries Fall and Spring Assemblies (see Appendix II).

5. Maintains a current roster of Affiliated Librarians for the use of the LAUC-B Secretary, as well as for the Library Systems Office Help Desk and the list owners of the related LAUC-B listservs: lauc@library.berkeley.edu (LAUC-B Secretary), affil@library.berkeley.edu (Affiliated Libraries Chair), and affil-ad@library.berkeley.edu (TALAG Chair).

6. Prepares the Affiliated Libraries Affairs reports. These include a report of activities presented to the LAUC-B Spring and Fall Assemblies, and an annual report to be included in the LAUC-B Archives (see Appendix III). [Affil archives?]
7. Work with ExComm, TALAG Chair, and Affiliated Chair-elect to stay abreast of, and follow-through on, issues as they arise.

8. Assists in the transition of the Affiliated Chair-elect.

9. Performs other duties as appropriate to the position.

Appendix I – Basis for position and general duties

LAUC-B bylaws

Section 4, Representatives:

Representatives to the LAUC Assembly shall be as follows:

A. The Chair.

B. The Vice-Chair/Chair-Elect

C. The Secretary.

D. Others as provided by the formula for representation set forth in the LAUC Assembly structure, divided as follows: One shall be the Committee on Affiliated Libraries Affairs Chair.

Section 5, Committees:

D.   The Committee on Affiliated Libraries Affairs shall be composed of four members: the Affiliated Libraries Representative to the LAUC-B Executive Committee, who will be Chair of this Committee for one year; the Affiliated Libraries incoming representative, who will be Chair-Elect for one year; convener of the Heads of the Affiliated Libraries [proposed bylaws change: Chair of the Affiliated Libraries Administrative Group (TALAG)]; and ex officio, the Vice-Chair of LAUC-B.

1. The Committee will investigate areas of concern to Affiliated librarians and will make recommendations relative to those concerns to the LAUC-B Executive Committee.

2. The Committee shall make recommendations to the Nomination Committee, the LAUC-B Executive Committee, and the University Librarian regarding Affiliated librarians to be appointed to committees.

Appendix II – Affiliated Assemblies
The Fall and Spring assemblies provide an opportunity for community-building and education. We attempt to find speakers and topics that will appeal to all of the affiliated librarians, but this is often difficult (expect to be asked why a particular speaker/topic has been chosen). It is the responsibility of the Affiliated Chair to secure a speaker, schedule the location and food (funded by LAUC-B), set the agenda, and lead the meeting.

Dates (see Appendix IV):

The Affiliated Assemblies are usually scheduled after the LAUC-B Assemblies. This is not necessary, but it can prove useful, particularly if there is an item of interest discussed at the LAUC-B Assembly.

Location:

The assemblies have traditionally taken place in the Goldberg Room at Boalt Hall. The room is easiest to reserve through our colleagues at the Law Library (e.g., Chris Tarr). Make sure you have a window of time large enough to set up the food beforehand and clean up afterwards; 8-10 is usually plenty.

Food and Reimbursement:

Rick and Ann’s has been used most recently. See past Assembly documentation for samples of requests. A list of attendees is required for reimbursement. Give the list (keep a copy for your records) and the invoice to the LAUC-B Treasurer. The Treasurer will process the request and will ask you to sign the final reimbursement paperwork before the vendor is paid.

Announcements:

The assemblies are promoted to the affiliated libraries listserv, affil@library.berkeley.edu, and to the whole of LAUC-B, lauc@library.berkeley.edu.

Minutes:

Send minutes of the assemblies via email to the affiliated librarians, affil@library.berkeley.edu, and post to the Affiliated Web site (edited as appropriate), http://www.lib.berkeley.edu/AFFIL/minutes.html
Agenda:

The following is a sample –

8:15  

Room and refreshments available.

8:30 – 9:00  
Meeting begins, Affiliated librarians reports (including: TALAG, committees, current topics of interest, etc.)

9:00 – 9:30  
Presentation by speaker. [Brief introductions after the speaker arrives.]

9:30 – 10:00  
Discussion and comment.

Appendix III – Reports to LAUC-B ExComm
Assembly Reports:

The Chair of the Committee on Affiliated Libraries Affairs presents a report of activities to LAUC-B during the Fall and Spring assemblies. A short summation is requested by the LAUC-B Chair prior to each assembly; provide the report to the LAUC-B Secretary. Notify LAUC-B Chair beforehand if you would like to present the report verbally or discuss a particular topic at the assembly.

Annual Report:

In August/September an annual report is requested by the outgoing LAUC-B Chair, who is then compiling the LAUC-B Annual Report. These materials will be stored with the LAUC-B Archives, held at The Bancroft Library.

Appendix IV – Calendar of duties
Tenure: September 1 – August 31

by September 1
· Meet with outgoing Chair and attend the LAUC-B ExComm turnover meeting (usually in late August).

· Take over as owner of affil@library listserv.

· Be sure your are added to affil-ad@library (TALAG) and excomm@library (LAUC-B ExComm) listservs.

· Read annual and assembly reports from previous year.

October - December
· Provide committee report for the LAUC-B Fall Assembly.

· Schedule and organize the Affiliated Fall Assembly (typically scheduled after the LAUC-B Assembly); solicit and assemble committee, council and group reports.

· Attend the LAUC Statewide Fall Assembly.

February – May
· Provide committee report for the LAUC-B Spring Assembly.

· Schedule and organize the Affiliated Spring Assembly (typically scheduled after the LAUC-B Assembly); solicit and assemble committee, council and group reports.

· Attend the LAUC Statewide Spring Assembly.

August – September
· Provide annual report to outgoing LAUC-B Chair.

· Schedule a transition meeting and assist the transition of the incoming Affiliated Chair.

Ongoing / As needed

Update Affiliated Librarians roster, including committee members and listservs, and notify the LAUC-B Secretary of any necessary changes.

