	BRIARCLIFFE COLLEGE LIBRARY 

• F.A.Q. SHEET FOR FACULTY & STAFF •


1. “Does the library provide audio/visual equipment for faculty & staff use?” 
Yes, the Bethpage campus library offers projectors and remotes. Patchogue provides TV/DVD/VHS units. The librarian will assist you in checking out these items. All equipment must be returned to the library when finished. Students are NOT permitted to check out equipment in lieu of their instructors.
2. “Can the library help my students learn how to conduct effective research?” 
Yes, you are welcome to schedule an Information Literacy session for your class and a librarian will provide comprehensive instruction in the use of the library’s online catalog, the research databases including the CECybrary and many others, and assistance in performing proper source citation.  Ask a librarian for more information.
3. “My class doesn’t require instruction but can I still bring them down to the library to do research?” 
YES, you are free to bring your class to the library for research purposes. However, please see a librarian in advance to schedule a date and time and we will reserve the needed computer terminals for your class.
4. “Does the library have videos that I can show my class?” 
Yes, the library has a collection of DVDs and videos that are approved for classroom use. Please make sure to sign the Video Showing Log Sheet at the circulation desk before showing films. Ask a librarian about films not cleared for classroom use. We can sometimes obtain the performance rights for you to show the film(s) in question.
5. “Is the library on any social networking sites yet like Facebook, Myspace, or Twitter?” 
Yes, the library is currently on Twitter: http://twitter.com/BriarcliffeLib/. Please follow us on Twitter to view regularly posted library updates and related information.
6. “My class will be using a different textbook next semester. Should I let the librarian know about it?” 

Yes, please do inform one of the librarians about any textbook changes as soon as possible so we can order the new book for our reserve textbook collection.
7. “What exactly is the library’s policy on borrowing books?” 
Circulating books may be checked out for 28 days and can be renewed on or before the due date. Late books will be charged .15¢/day. Reserve textbooks may be checked out but students are only permitted to use them in the library.
8. “I know the library typically helps students, but can it provide assistance to instructors as well?
Yes, the librarians at Briarcliffe have successfully aided in numerous research projects both large and small, and we would be happy to provide further assistance in this regard. 
9. “The book I need is located at another campus but I won’t be going there any time soon. What do I do?” 
Just ask a librarian to order (inter-loan) the book you need and we’ll have it for you in just a couple days.  Even if the book needed is being held at a library outside of our system, we can usually obtain it for you via the interlibrary loan process.
10. “When classes are not in session, is the library still open?” 
Yes, we are typically OPEN even when classes aren’t in session, unless there’s a holiday or emergency situation in which the library must close. Any scheduling changes will be posted widely in the library and on our Twitter page @ http://twitter.com/BriarcliffeLib/
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