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University Library Australia

Review of Operations of the Program

UTS Library

7 August 2002, from 9am to 4pm

Minutes (DRAFT 29/08/02)

1. Attendance:  Alison Ransome (SCU, Chair), Sharon Lenord (USC, QULOC), Beth Marnane (UTS, Unison), Tony Arthur (UMelbourne, CAVAL), Stephen Beaumont (UAdelaide, ULSA), Imogen Garner (UWA, WAGUL), Jan Gordon (ADFA, ACTUAL), Diane Costello (CAUL)

2. Timetable.  The deadline for papers for the CAUL meeting is 2 September.  Reports from Review Group members should be completed by 21 August.  The appended “action list” includes responsibility for specific activities and recommendation to CAUL regarding the continuation of the program.

3. Arrangement of Agenda.  It was agreed to work through the list drawn up by Diane Costello, while ensuring that all issues raised in the responses to the review survey are addressed.  Indemnity will be addressed in the discussion on “delinquents.”  

It was affirmed that the guiding principle of the program should be to develop principles, not expect problems or devise procedures for problems that may not occur, or may occur only infrequently, and to address individual problems as and when they occur.

4. Information, Communication & Publicity.  The ULA web-site will be the primary access point for information about the program.  Local information on local web-sites should include a common core set of details for ULA borrowers.  These should include services available and not available to ULA borrowers.

A standard brochure will be produced centrally annually, with orders batched once a year, and thereafter made individually on demand as institutions require additional copies.  Details will be made available on the web site, and to the ULA list.  A list will be established, membership to include all ULA contacts, and any other library staff interested.  

5. Eligible Borrowers.  The basic requirement is for proof of current enrolment or current employment at an AVCC university.  The status of Open Learning Australia needs clarification.  Recommend that CONZUL be included.  Include TAFE on the agenda for the next review.

6. Statistics.  Collect statistics annually, registrants and loans according to institutions, but not borrower category.  Collect ULA and regional statistics together, and show sub-totals for different programs.  Review purpose of collection in 2003.  

7. Borrower ID.  Letter of offer not sufficient.  Host library may require local and permanent address.  

8. Charging.  Some, but not all, QULOC and Unison members charge for registration.  Recommend that all institutions that choose to charge all charge the same fee ie $50 (including GST).  No institutions currently charge staff for registration. Registration fees are at the discretion of the host library.  It was noted that some libraries reimburse their students for these feess.

9. Reciprocity.  A narrow definition of reciprocity emerges periodically. “Reciprocal” was deliberately not used in the name of the program.  A statement of the spirit of the program will be promulgated.

10. New campuses.  Concerns about higher level of service demanded by students at new campuses – no such concerns expressed about CSU or UNE students.  Affirm requirement to conform to ACRL guidelines for distance education students ie home institution makes provision for its own students, is the primary provider for its students, and ensures that its students are aware of the services it provides.  Affirm eligibility of all students in ULA. Affirm that concerns should be addressed bilaterally between University Librarians, and conveyed to service staff.  Suggest “hotline” for students who don’t attend the main campus.

11. Delinquency / Privacy / Indemnity.  The approach acknowledges that delinquency will occur, and that university assets need to be protected.  Affirm that information about borrowers not be shared with anyone who doesn’t need to know, ie details should only be shared between the host and home institution, and not in any kind of shared database.  It was also affirmed that lists of registrants need not be provided to the home library.  Any reference to “stop lists” should be changed to “notification.”  Alex Byrne’s paper on privacy is appended.

Affirm that host institutions should report delinquents at least once per year, preferably twice, if they wish to ensure that home institutions have time to institute processes for retrieving overdue material or fees while the delinquent is still within their ambit.  Host libraries are not obliged to pursue borrowers through the home library, but if they do, it must be within the appropriate time-frame.  Suggested times are late May and late October.  

It was agreed that “indemnity” refers to the replacement costs of borrowed items, not to fines.  “If a borrower is eligible to register then he/she is indemnified by their home library for the replacement cost of missing items (including handling costs if applicable).”

12. Borrowers with Disabilities.  Imogen Garner prepared a briefing paper on obligations to library users with disabilities.  It is expected that borrowers with disabilities will have access to the same services as all others, even if they are visiting. In the case of an individual ULA borrower with a disability, the service provided should be negotiated between the home and host university librarians.  It is recommended that CAUL affirm that the home library will provide an appropriate level of support to their students and to the host library on behalf of their students.
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ULA Review Meeting – Action List

BM
Develop checklist of information which should be included on each university’s web site (Appendix E)

DC
Set up email list, to be run on CEIRC lines ie at least one contact person from each organisation, and as many others who are interested.  Notify CAUL and ULA.

DC
Organise printing of ULA brochure annually – outsource to printer who will take orders and supply at nominated cost, in an annual batch, then on demand as required. Add ordering details to ULA web site.

SL
Develop checklist for each organisation to provide to any library staff who are likely to be handling inquiries about ULA. (Appendix G)

SL
Develop template for a borrower information sheet to be handed to all ULA registrants at registration.  (Appendix F)

Recommend
QULOC & Unison are already moving local schemes towards the ULA model ie host library registration, payment directly to host institution.  It is recommended that other regional groups consider the advantages in reduced administrative overheads by moving to this model.

JG
List all positive comments from review responses to highlight what works well about the program.  Add to ULA web site.  Note:  include user quotes from responses eg UMelbourne

DC
Survey CAUL re public / ULA access to Internet and databases, noting all limitations.

DC
Check status of OLA students – are they enrolled in AVCC institution?

CAUL
Communicate with OLA about expected level of support of OLA students by CAUL libraries.

Recommend
CONZUL be invited to join ULA, noting its close ongoing relationship with CAUL, its clearly defined membership, pending agreement to indemnify students & staff as per CAUL agreement.

AR
Extract “good-practice” list from review responses, for addition to ULA web site. (Appendix D)

DC
Agenda for next review of ULA to include discussion of eligibility of TAFE institutions, noting close relationships already with many CAUL libraries and the experience of relatively low-level use of programs.

Recommend
Borrowing by members of any other institutions is at the discretion of each organisation, and subject to bilateral agreements.

Recommend
Collect ULA statistics annually
- # loans / institution
- # registrants / institution
not borrower category eg p/g, u/g etc

DC
Agenda for next review to include statistics collection and usage ie to what use have statistics been put or going to be put.

Recommend
Include both ULA and local RB program statistics in one report, with sub-total for ULA.

Recommend
Noting that some universities in some states wish to continue charging for registration of ULA borrowers, it is recommended that a standard registration fee be charged and that the fee be $50 (including GST) for 2003. 

It was noted that those institutions who currently impose a fee for registration do not charge staff for registration.

SB
Develop a statement on reciprocity, as a guide to the nature of the program, not intended to support reciprocity between individual institutions.  (Appendix C)

DC
Encourage Margaret Appleton to communicate with individual ULs and ULA contacts in each city with a CQU campus to provide information about resources & services (including information literacy) available to CQU students, and encourage them to report directly to her if there appears to be problems with specific students.

Note that it would send positive signals if CQU campus libraries were open to other students even if it is unlikely that they will take advantage.  Suggest hotline for issues regarding CQU users of other libraries.

IG
Review ACRL guidelines on services to distance education students, decide if they need redrafting for Australian conditions, or just highlighting clauses specifically relevant to CAUL, and recommend that CAUL endorse them.  (Appendix A)

Recommend
CAUL reaffirm that universities with campuses in different cities are not special cases under ULA.

JG
Extract all comments re problems or clarification from the review responses and match with a response, either from the ULA protocols, or the minutes of the Review Meeting.

DC
In any redesign of the brochure, ensure that ULA stands out more – size and colour

Recommend
That borrower information not be shared except in specific cases where information is required to retrieve books / fees.

Recommend
Indemnification be specifically for the “replacement costs & associated fees” (including handling costs) of items borrowed from the host library and not returned.

Recommend
Standard dates be used for notification to home libraries of (currently outstanding) delinquent borrowers at host libraries eg end May and end October

Recommend
The guiding principle of ULA should be to develop principles, and not to anticipate problems but rather address them should they occur.

AR
Discuss privacy proposal with Alex Byrne, regarding circulation of lists of registrants.  (Appendix B)

ALL
Send comments on privacy policy to the ULA Review Group.

Recommend
Use the term “notify” with respect to list of delinquents rather than “stop lists”

Recommend
In the case of an individual ULA borrower with a disability, the service provided should be negotiated between the home and host university librarians.  That CAUL should affirm that the home library will provide an appropriate level of support to their students and to the host library on behalf of their students.

Recommend
Registration fees are at the discretion of the host library.  It was noted that some universities reimburse their students for this payment.

DC
Ask Monash to clarify the difference between reports of delinquencies in the statistics and the Monash response to the review.

DC
Ask QUT for specifics on which host institutions have asked for letters of indemnity.

APPENDIX A

Universities with remote campuses

A number of ULA survey responses touch on problems experienced with students attending campuses remote from the main campus, often interstate. Issues include:

· Perception that the home library has made inadequate provision for library services and resources to meet the needs of their students leading these students to make extensive use of library services and resources from other ULA member libraries.

· No reciprocity at the interstate campus level

· Confusion about whether students studying at the interstate campus are eligible to join ULA 

Lack of reciprocity is a misconception as the home library is a member of ULA and reciprocity does exist in the wider national context although maybe not at the local interstate campus level.  Also these students are eligible to join ULA wherever they are located.  The main issue appears to be dot point one

The Association of College & Research Libraries (ACRL) revised their Guidelines for Distance Learning Library Services in 2000 and it was felt that these ‘Guidelines’ might provide a useful set of principles that CAUL could also adopt.  

The ‘Guidelines’ in their entirety are quite long and range beyond the scope of the issues confronting ULA and therefore their adoption by CAUL, while possibly appropriate in a wider context is, I believe, rather too broad for ULA purposes.  However some principles that can usefully be drawn out from them are listed below.

“Library resources and services in institutions of higher education must meet the needs of all their faculty, students, and academic support staff, wherever these individuals are located whether on a main campus, off campus, in distance education or extended campus programs…”

“…Members of the distance learning community are entitled to library services and resources equivalent to those provided for students and faculty in traditional campus settings.”

“The originating institution is responsible, through its chief administrative officers and governance organisations, for funding and appropriately meeting the information needs of its distance learning programs in support of their teaching, learning and research.  This support should provide ready and equivalent library service and learning resources to all its students, regardless of location.”

“Effective and appropriate services for distance learning communities may differ from, but must be equivalent to, those services offered on a traditional campus”.

“When resources and services of unaffliliated local libraries are to be used to support information needs of the distance learning community, …such resources and services are not to be used simply as substitutes for supplying adequate materials and services by the originating institution.”

I recommend that ULA incorporate these key points into its statement on ‘Procedures & Protocols’ in an abridged form acknowledging their source as follows:

Guidelines for ULA libraries with campuses remote from the main campus 

· The home library is responsible for providing library resources and services to meet the primary needs of their staff and students wherever they are working or studying

· These staff and students at locations remote from the main campus are entitled to library resources and services that may differ from but are equivalent to those provided to staff and students on the main campus 

· Resources and services provided by ULA libraries are not to be used as substitutes for supplying adequate materials and services by the home library.

(Based on the Association of College and Research Libraries (2000) Guidelines for Distance Learning Library Services)

APPENDIX B.

Privacy and ULA

University Library Australia 

(Based on http://www.caul.edu.au/ula/ula-brochure.pdf)

ULA is a national borrowing scheme that allows all staff and higher education students of AVCC member universities to borrow in person from any other university in Australia. The scheme is a cooperative borrowing scheme between the libraries of member universities of the Australian Vice-Chancellors’ Committee.  At time of writing the national scheme applies to interstate registrations with intrastate registrations made under state schemes. However, NSW has proposed merging the schemes so this paper addresses privacy questions relating to a single national scheme.  

Applicants must register annually in person at the libraries they wish to use and may be required to pay a fee. Registration is personal and not transferable.  Applicants must present a photo ID and proof of current enrolment or employment at a participating Australian university.  They will be required to provide full name, addresses, telephone and email numbers and level of enrolment and student number.

Participating home libraries indemnify host libraries against the acts of their staff and students when using the host library and applicants are warned that “The lending library may also send details of overdue material or monies to your university library, which may also impose penalties.”

Background:  Privacy Principles

(Based on http://www.records.uts.edu.au/records.php?section=privacy&subsect=act)

All government agencies in NSW, including all universities, must comply with the twelve Information Protection Principles identified in the Privacy and Personal Information Protection Act 1998. Similar provisions are imposed by other State and Commonwealth laws.  The principles are designed to protect privacy by regulating the collection, storage and use of personal information.  

Personal information is any information that relates to an identifiable person. Information does not have to be sensitive or confidential to be classified as 'personal'.  It is not necessary that the information specifically identify a person. It is enough that identity could 'reasonably be ascertained from the information'. 

The twelve Information Protection Principles are grouped under three headings:

Collection

Personal information may be collected only:

1. for purposes directly related to a function or activity of the University

2. from the individual to whom the information relates, unless otherwise authorised

3. in circumstances where the individual from whom it is collected is made aware of the following:

· the purpose for collecting it

· the intended recipients of the information

· whether supplying the information is mandatory or voluntary

· the right to gain access to and correct the information 

4. if reasonable steps are taken to ensure that the information is 

· relevant

· accurate and up to date

· not excessive 

· and that collection of it does not unreasonably intrude on the individual's personal affairs.

Storage and Access

Where the university stores personal information it must:

5. ensure that the information is:

· kept no longer than necessary

· disposed of appropriately

· protected by reasonable security safeguards

· protected from unauthorised use or disclosure when made available to a third party for provision of a service to the university 

6. provide individuals with sufficient information about the University's holdings of personal information.

7. provide individuals with access to personal information about themselves.

8. comply with individual requests to amend personal information to ensure that it is relevant, up to date, complete and not misleading.

Use and Disclosure

In proposing to use or disclose personal information, the University must:

9. take reasonable steps to ensure that the information is accurate

10. use it only for:

· the purpose for which it was collected

· a directly related purpose

· a purpose to which the individual has given consent, or

· prevention of a threat to life or health 

11. disclose it only for a purpose:

· directly related to the purpose of collection and where the individual is unlikely to object

· where the individual has been informed, or is likely to be aware, that the information is usually disclosed to the person or body in question, or 

· where disclosure is necessary to prevent or lessen a threat to life or health 

12. not disclose personal information about a person's ethnic or racial origin, political opinions or religious beliefs

In accordance with exemptions authorised under the Act, the university is not required to comply with:

· IPPs 2 or 3 if compliance would prejudice the interests of that person

· IPPs 3, 11 or 12 if the person has so consented

· IPPs 2, 3, 6, 7, 8, 10, 11 or 12 where non-compliance is required or permitted under another Act or law. 

Concerns with ULA

As ULA is currently configured, no checks are undertaken with the home institution to verify that the student or staff member is still enrolled and in good standing with the Library.  It is possible that the student may have withdrawn or been excluded but still have proof of enrolment for the semester or the staff member resigned or separated but still have evidence of employment.  

This is generally of minor concern except if the applicant should have perpetrated serious acts at another institution (eg theft, mutilation of library materials, conduct warranting exclusion or legal action).   Experiences in the USA and UK demonstrate that there is a small number of serial perpetrators who go from library to library stealing books and/or elements of library materials such as plates and maps.  It would be prudent for ULA to provide a mechanism to guard against such individuals however rare.

Checking with the home institution before registration is impracticable since it would be labour intensive and difficult to achieve promptly without authorising all loans staff at all participating university libraries to access the borrower records at all other participating libraries.  This would involve enormous training costs and raise serious privacy concerns.

An alternative would be the creation of a shared ‘black list’ of those not in good standing. This too would raise serious privacy concerns and there would be a great danger that individuals might be included on the list in error or not removed promptly.

Also, all participating universities have agreed to indemnify each other for unreturned material, after the normal methods of notification and sanctions have failed to work directly on the borrower by the host library.  In order for the home library to have some chance of contacting the borrower and imposing their own sanctions before students graduate or leave, they must be notified in a timely manner at least once per year. Therefore host libraries may send information about borrowers and relevant information about the outstanding material to their home libraries.

Proposed Action

In view of these concerns, it is recommended that applicants should be required to 

· Provide evidence of current enrolment/employment.

· State in writing (or electronic application) that they are currently enrolled/employed and have not been excluded from using their home university library or any other participating university library.

· Acknowledge in writing (or electronic application) that they will abide by the rules and conditions of the host university library.

· Sign a declaration that all the information they have provided is accurate and acknowledging that the host library may check with their home university library or any other participating university library and that their registration may be cancelled immediately if any of the information provided is found to be incorrect. 

· Acknowledge in writing that they understand that information may be sent to the home library of the borrower if items are not returned to the host library, and that further sanctions may apply at their home library depending on the rules of the home library. 

Participating host libraries may provide reports to each home library each semester listing the names and student numbers of registrants from the home library so that the home libraries may make checks (which may be random or periodic) for any discrepancies.  Should any be found, they will advise the host library which will immediately cancel the registration and demand return of any library materials.

This policy and procedure should be made clear to any ULA applicants.

Alex Byrne

University Librarian

University of Technology, Sydney

17 July 2002

(amended 21/8/02)

APPENDIX C.

RECIPROCITY 

University Library Australia is a scheme based on co-operation and complementarity rather, necessarily, than reciprocity.  The scheme offers significant benefits nationwide. Where special circumstances apply which mean that a particular burden falls on a library, that library is at liberty to set local conditions accordingly, to impose a charge for registration, or to negotiate special arrangements with another library 
APPENDIX D.

BEST PRACTICES ­ FROM ULA SURVEY JULY 2002

REGISTRATION ­ PRELIMINARY INFORMATION

· Clear information on host library website about registration and identification requirements (eg required documentation ­ photo ID, proof of enrolment, eg fees slip if currency not discernible on Student/Staff ID card)

REGISTRATION ­ IN PERSON

· In all cases, must present in person to verify current enrolment/employment

· If insufficient enrolment/currency verification, host library staff may assist potential patron to log into student account at home institution or verify employment through information on website (Melbourne, USQ)

· Registration form completed in host library - and borrower signs a form acknowledging and agreeing to Terms and conditions re ULA agreement and Privacy.

· If payment required, then suggest charging the standard fee of $50 to students only

BORROWER RECORD/CARD

· Client entered on system/client record created immediately (subject to card issue and payment process)

· Statistical category assigned which indicates borrower’s home institution  (required for stats)

CONDITIONS

· Borrowers given pamphlets/details of host library borrowing conditions upon registration 

BORROWER FOLLOW-UP

· Email borrowers 4 days before loans are due - reduces the number of overdues

APPENDIX E

ULA website requirements

This is a list of information which should be on a web page of each host institution (or at least linked to from this page). It should be regarded as the minimum information to be provided. 

(Each institution should send the url for this page to CAUL for inclusion on the CAUL website)

INFORMATION ABOUT ULA 

· A link to the CAUL ULA page. http://www.caul.edu.au/ula/
INFORMATION  ABOUT THE INSTITUTION

· Locations

· Links to maps

· Opening hours 

· Contact details - phone and email

INFORMATION ABOUT REGISTRATION

· Where to register

· How to get a borrowing card & any special requirements - ie they may need to get a photo taken and this service is only available within certain times etc

· Required documentation - ie a photo ID and proof of current enrolment or employment

· Privacy Requirement-they will need to sign a form acknowledging and agreeing to use of information.  If they do not return items to the host library, then this information may be sent to the home library and further sanctions may be imposed at the home library.

· The registration period is to 28th February the following year.

COST 

· Will there be a charge for registration?

· How they can pay?

INFORMATION ABOUT LOANS CONDITIONS

· No of items they can borrow

· Loan period

· Renewals - how many, how to do it

SERVICES AND COLLECTIONS which can be accessed - any exclusions?

· eg Placing a reservation

· ILL 

· AV Collections

· Reserve Collection etc

FINES AND CHARGES or other penalties

· Fines (if any) and how they work

· Bills for Replacement of lost books etc

· Other sanctions - blocks , penalty points etc

· How to pay

APPENDIX F

University Library Australia

Fact Sheet

Under University Library Australia staff and students from AVCC member universities are eligible to register with  FORMDROPDOWN 
 Library to borrow items from selected library collections.  For more information on ULA and participating libraries go to http://www.caul.edu.au/ula



Registration for ULA borrowing privileges does not provide access to  FORMDROPDOWN 


 FORMDROPDOWN 


 FORMDROPDOWN 


 FORMDROPDOWN 

Opening Hours

Opening hours may be subject to change.  Notices will be posted in the Library.

Contacts

Loans Desk

Information Desk

Length of membership 

ULA Memberships expire on February 28 each year and must be renewed each year.

Declaration  
By signing the registration form or submitting a registration form online you are acknowledging that the information you have provided on the registration form is accurate.  FORMDROPDOWN 
  library may check with your home library or any other ULA library and your registration may be cancelled immediately if any of the information provided is found to be incorrect. Information regarding items not returned may be sent to your home library and further sanctions may apply at both your home library and the host library.
Borrowing conditions

You must present your library card each time that you borrow.  You are responsible for all materials borrowed on your card.

ULA borrowers have a  FORMDROPDOWN 
 loan period with  FORMDROPDOWN 
 renewal.  You may borrow a maximum of   FORMDROPDOWN 
 items.

ULA borrowers are not eligible to borrow from the following collections:

a.  FORMDROPDOWN 

b.  FORMDROPDOWN 

c.  FORMDROPDOWN 

d.  FORMDROPDOWN 

Renewals

Borrowers may/ may not renew items.  Items may be renewed  FORMDROPDOWN 
. Items may/may not be renewed if they are overdue or if holds have been placed on them.

The renewal loan period is for  FORMDROPDOWN 
.
Borrowers can renew materials in the following ways: 

Holds (Reservations)

ULA borrowers may/may not reserve materials that are currently on loan to another borrower.

Overdues

Materials are considered to be overdue if they are not returned or renewed by the due date.  Overdue materials will result in: 

Loss of borrowing privileges

Fines will be assessed on all overdue materials at the rate of  FORMDROPDOWN 
 per  FORMDROPDOWN 
 per item.

Your home institution may be notified of outstanding items and fees and asked to assist in ensuring the return of overdue items to the host library and the payment of outstanding penalties. 

Replacement Costs

Borrowers, who have lost or not returned materials within  FORMDROPDOWN 
 of either the original date due or last renewal date due, will incur the following penalties:

 FORMDROPDOWN 


 FORMDROPDOWN 


 FORMDROPDOWN 

Recall

Under some conditions the Library may require the immediate return of an item whether or not it is overdue.  Failure to return recalled materials upon request will result in  FORMDROPDOWN 

APPENDIX G

University Library Australia

Processing ULA borrower registrations - checklist for library staff 

The following checklist should be used as a guide.  Local processes may vary.  For more information on ULA and participating institutions please check the ULA website http://www.caul.edu.au/ula



1. AVCC affiliation

Is the applicant affiliated with an AVCC institution?
   FORMCHECKBOX 



2. Proof of ID

Photo ID such as a driver’s licence 

 FORMCHECKBOX 

3. Proof of current enrolment/employment

All proof of enrolment/employment must include expiry date or details of dates covered by enrolment/employment.

Students:

ID card from home institution
 FORMCHECKBOX 

Confirmation of enrolment letter
 FORMCHECKBOX 

Information from home institution student administration system
  FORMCHECKBOX 

Record in home institution student administration system checked online   FORMCHECKBOX 

Staff:

Pay slip



 FORMCHECKBOX 

Letter confirming employment
 FORMCHECKBOX 

4.  Registration fee 

Take registration fee if applicable.  NB. No registration fees apply for staff.  Provide a receipt that clearly states the amount of the fee and specifies that the fee was for registration as a ULA borrower at your institution.

Registration fee paid
 FORMCHECKBOX 

Receipt issued

 FORMCHECKBOX 

4. Information sheet

Information provided re. borrowing conditions and access to services 
 FORMCHECKBOX 

5. Create patron record  and card

Patron record created
 FORMCHECKBOX 

Card created  FORMCHECKBOX 

Barcode added to existing card  FORMCHECKBOX 

6. Filing

Application and accompanying paperwork filed as appropriate
 FORMCHECKBOX 
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