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Checklist for the LINC Partnership and New and 
Potential Partners When New Partners Join
This document lists all aspects involved when new partners join LINC, both for the partnership and new partners.

Partners joining LINC y Gogledd:

· No cost for being a LINC partner

· 1 AGM

· 4 LINC Working Group meetings per annum
· Complete web entry template
· Restrictions

· Renewals

· On site borrowing

· Loan period 

· Terms of joining and loaning

· Materials and special collections

· Contact details

· Opening hours (where applicable)

· Appoint a LINC representative

· Appoint a LINC web volunteer

· Provide contact details for:

· Head of Service

· LINC Representative

· LINC Web Volunteer

· Provide catalogue and web page URLs

· Devise internal LINC procedures for staff and for upload onto the Staff Toolkit

LINC Needs to:
· Include new partners into delivery networks
· Ensure new and existing partners and relevant staff are notified of new procedures, inclusions in networks

· Include new partners on the statistics tables 

· Staff training

· Update:

	· Document
	Send to:

	· Delivery networks
	library.wales web team and new partners

	· FAQs customer & staff facing 
	library.wales web team and new partners

	· Flowcharts
	library.wales web team

	· Heads of Service contacts
	Heads of service, LINC reps, and library.wales web team

	· ILL addresses
	LINC reps, new partners and library.wales web team

	· Labelling document
	LINC reps, new partners, all staff and library.wales web team

	· LINC directory
	LINC reps, new partners, all staff and library.wales web team

	· LINC Representatives contacts
	Heads of service, LINC reps, new partners, all staff and library.wales web team

	· LINC web page volunteers contacts
	Heads of service, LINC reps, new partners and library.wales web team

	· LINC subscribers list
	Heads of service, LINC reps, new partners and library.wales web team

	· List of partner libraries and locations
	library.wales web team and new partners

	· List of partners
	library.wales web team and new partners

	· Stats tables
	LINC reps, new partners and library.wales web team


· Issue new partners with

· User name, password and instructions for the Staff Toolkit

· Duties for LINC representatives and web volunteers

· Stats tables
· Ensure the partners are included on library.wales.org and Cat Cymru searches
· Inform new partners they are responsible for the replacement of lost/unreturned/damaged copies
