CAUL COMMUNICATION STRATEGY AND GUIDELINES

Strategy

Introduction

CAUL is dedicated to improving access by the students and staff of Australian universities to the information resources that are fundamental to the advancement of teaching, learning and research.

From its inception the strength of CAUL has always been the open communication between members about matters of common concern.  In the greatly changed and changing environment of the present, effective external communication is just as important in advancing CAUL’s mission.

CAUL’s key objectives include:

· Maximising access to information resources and services

· Transforming the current scholarly communication system

· Promoting continuous improvement in university libraries and

· Advocating effective policies and an appropriate legal and regulatory environment

CAUL pursues these objectives by:

· promoting and supporting collaboration between institutions, 

· organising meetings, conferences, seminars and workshops, 

· maintaining a web site of useful information,

· issuing other publications and reports

· establishing special purpose working groups  

· making submissions and representations to appropriate bodies including governments, 

· liaising with other library organisations in Australia and overseas, and 

· working with other professions in higher education.

Good communication is important if these activities are to be effective.

Guiding Principles
The Communications Strategy has been formulated on the following principles:

· Communication processes must be clear and understood by all members

· Communication must be inclusive, purposeful and timely, particularly in relation to consultation and decision-making

· Wherever possible, communication must be open and frank

· Communication is a two-way process and members should inform and involve themselves in discussions affecting them.  Communication upward to the Executive is as important as communication down.

· Electronic forms of communication will be preferred.  Systems supporting email and web-based communications must be easy to use, accessible, robust and reliable

· Decision making and organisational structures will support effective communication by for example, ensuring accountability and clear reporting lines to the membership

· In representations to external bodies it is important that consistent messages are conveyed, and the authority to represent CAUL therefore rests with the President and Executive. 

Key Strategic Aims

The Communications Strategy will support the mission and objectives of CAUL, promote its activities, and assist in the efficient running of the organisation.

The key strategic aims will be:

· To promote CAUL and its activities in a coherent way

· To facilitate communication between members

· To make it easy for people to find out about CAUL

· To report and consult regularly with members

· To establish and foster links with governmental and other organisations

· To maximise the influence of CAUL within the higher education sector

· To make the most effective use of appropriate media and technologies

Guidelines for implementation

These Guidelines are written to support the implementation of the CAUL Communications Strategy.

They will clarify for members, working group members, partner organisations and staff of the CAUL office, the channels of communication and how these operate.

They will assist smooth running and continuity within CAUL, especially for new members and members of committees.

Members of the CAUL Executive and staff of the executive office will promote and encourage the use of the Strategy and follow it themselves.

The Strategy and its Guidelines will be made available on the CAUL web site, and will be reviewed and updated regularly.  Feedback and comments are welcome and should be addressed to the Executive Officer to assist this process.

Channels of communication

CAUL uses many channels of communication including:

· The CAUL web site

· Email lists.  Subscription in most instances is limited to representatives of member libraries.

· Reports and minutes of meetings

· Events – conferences, workshops, meetings – the proceedings of which are usually available on the web site

· Statistics, surveys and evaluations

· Questionnaires and results of questionnaires – see http://www.caul.edu.au/surveys/guidelin.htm for guidelines

· Submissions to government and other bodies

· Press releases

CAUL web site

The CAUL web site is the main place where people will be able to find information about CAUL and its activities.  It includes details about the organisation, its members and activities, records of meetings and events, links to related material, documents and reports, and news of interest to libraries.

The web site is maintained by the Executive Officer.  Its primary purpose is to make CAUL information easy to find for CAUL members.

Password access will only be used for the following purposes:

· CEIRC meeting minutes, because discussion of commercial vendors is involved.

· Documents provided to CAUL by commercial vendors, deemed by them to be commercial-in-confidence.
· Documents provided to CAUL by members, for members only, usually because it involves reporting of costs or fees & charges eg survey on photocopying charging.

CAUL membership details

A complete list of members with contact details is maintained on the CAUL web site by the Executive Officer.

CAUL email lists

CAUL maintains a number of email lists, the details of which are available from http://www.caul.edu.au/caul-doc/lists.html
Meetings

The Executive meets six times a year, or as required.  Meeting papers are circulated by the Executive Officer at least 2 working days in advance.

CAUL meetings are held twice a year, hosted by a member institution.  The venue and dates for future meetings will be determined and notified to members at least 12 months in advance.  Chairs of committees and working groups are required to present a report on activities to each general meeting, to be in the hands of the Executive Officer at least 14 days prior to the meeting.  Meeting papers are distributed to members at least one week in advance of the meeting.

Meetings of committees and working groups are held as necessary.  Teleconferencing will be used where convenient and to minimise costs.

Minutes and reports of meetings

DRAFT minutes of meetings should be circulated to their membership by the secretary within 3 weeks of the meeting.  Following any immediate amendments, the DRAFT minutes should be made available on the CAUL web site, and CAUL advised accordingly.  The Executive Officer is secretary to CAUL, the Executive Committee, the CEIRC Committee, the ADT Policy Reference Group and the CAUL Statistics Focus Group.

Chairs of CAUL committees and working groups should provide a brief report to CAUL of the highlights of their meetings as soon as practicable following the meeting.

Events, conferences and meetings

Details of planned events will be advertised by email and on the web site well in advance to help avoid clashes with other organisations.  After the event, relevant papers, presentations or reports will be published on the web site.

Links to government and other organisations

Links with other bodies, such as CAUDIT, ACODE, CONZUL, SPARC, SCONUL, AVCC etc will be maintained and reported on at CAUL meetings.

The executive will determine when it is appropriate for CAUL to make submissions to government or other bodies.  Submissions will be drafted by the most appropriate member and signed by the President.  Personal representations to government, the AVCC, or other peak bodies are most appropriately made by the President or members of the Executive, or by delegation another CAUL member.

Press releases

Press releases will be issued by the Executive Officer on the authority of the Executive.
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