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Protocols for CAUL Committees
The Executive and then-current convenors of CAUL working groups, committees etc met in August 2010 and recommended the following protocols for the composition, establishment, disestablishment and operation of CAUL advisory committees. These protocols do not preclude ad hoc working groups being established from time to time. They do not apply to the CAUL Executive Committee, but would apply to all other committees.
General
1. All CAUL standing committees are called advisory committees.
Establishment, Membership & Nature
2. Any CAUL member can propose the establishment of an advisory committee.

3. CAUL, with advice from the Executive Committee, is responsible for authorising the establishment and disestablishment of an advisory committee.

4. All advisory committees have terms of reference that articulate the purpose of the committee. The terms of reference will specify the focus of the committee, and may identify areas of potential overlap with other committees.  These areas should be clarified to identify which committee has primary responsibility, and how communication between the committees should ensure that work is not duplicated but all members stay informed.
5. As much as possible, all advisory committees have common ways of operating.

6. Normally there are no more than 7 members of advisory committees, comprising the chair, a maximum of 4 other CAUL members (normally 3 CAUL members including the chair), including CONZUL where relevant, and 2 practitioners from CAUL member institutions. Individuals can be co-opted from time to time.

7. Advisory committee chairs are appointed by the Executive Committee, based on expertise and capacity to contribute. It is the responsibility of the chair to chair the meetings, follow up on any issues arising and be consultative with other advisory committee chairs and CAUL and CONZUL more broadly.

8. CAUL members are invited by the Executive Committee to nominate for membership of advisory committees. The chair, in consultation with the Executive Committee, will determine university librarian membership, based on expertise and geographic considerations, and trying to avoid membership of multiple committees. Committee members are expected to contribute to the work of the committee.  

9. CONZUL advises CAUL of its nominees to appropriate committees.  Its nominees may be university librarians or other appropriate senior staff.
10. The practitioners are appointed by the advisory committees, following a call to CAUL member institutions.
a. Committees’ terms of reference will indicate that practitioner terms are generally 2 years, but are reviewed each year to allow members the opportunity to stand down.
11. Chairs and members are appointed for two-year terms, renewable for one two-year term.  Practitioner members are normally appointed for only a single term.
12. Each term ends immediately prior to the annual joint planning meeting of the Executive and committee chairs, which coincides with the final meeting of the CAUL Executive for the year.  (The terms of CAUL Executive members conclude immediately after the second CAUL meeting of the year.)

13. Members are appointed in their own right, not as an institutional representative.  Should a vacancy occur mid-term, a replacement will be sought from the membership according to the election protocols outlined in the CAUL constitution.
Planning
14. All advisory committees have annual action plans that respond to, and inform, the CAUL Strategic Plan.

15. Chairs (incoming and continuing) meet with the Executive Committee annually in November to review their action plans, prepare for coming year and exchange information. These meetings will also provide an opportunity to review the advisory committee structure and effectiveness.
Meetings & Logistics
16. Advisory committees meet at least twice a year, coinciding with CAUL meetings, and otherwise as required.  Meetings not associated with CAUL meetings are preferably held by teleconference or email exchange.  Frequency of meetings is determined according to the nature and workload of the committee.
a. Scheduling of advisory committee meetings alongside CAUL meetings should be done in consultation with the CAUL office to ensure that venues, travel arrangements for practitioners, and the timing of other committee meetings are taken into account.
17. Agendas are prepared for advisory committee meetings by the chair and circulated at least five working days before the meetings.

Communication
18. Minutes are taken and made available to the CAUL Executive Committee within a month of meetings.  When approved by the advisory committee, minutes should be made available to CAUL members via the CAUL website.  

a. Filename format for publication on the website is committeeyyyynmin.doc, where committee is its name or acronym, yyyy is the year, n is the meeting number for that year, min implies minutes e.g. cosiac20123min.docx.  
19. Advisory committee chairs provide written reports to each CAUL meeting and keep the Executive Committee informed about anything of note.

20. Advisory committees may maintain their own section on the CAUL website, or delegate it to the CAUL office as per clause 22.
21. Advisory committees may have a role in communicating outside CAUL, on behalf of CAUL.  This may involve communication with the press, the government – both members and the bureaucracy, university bodies & institutions, and international organisations.  Great care should be taken that such communication not occur without the consent of the chair or without advising the CAUL President beforehand.  
a. Official CAUL correspondence should be on CAUL letterhead.  

b. CAUL members should be advised as soon as possible of any external communication made under the name of CAUL or one of its committees.
c. Copies of all external correspondence on behalf of CAUL or its committees should be provided to the CAUL office for the record.  
Financial & organisational support
22. Advisory committee chairs may request that the CAUL office provide support for meetings and advisory committee activities.  The CAUL President, in consultation with the chair and CAUL Office staff, will approve and determine level of support to be provided.  

23. Advisory committee chairs advise the Executive Committee of any budget requirements in time to be considered in the coming year’s budget.  Normally, this would be before the end of each July.
24. See also items above regarding:
a. scheduling of meetings in conjunction with CAUL;

b. maintenance of committee area of the CAUL website;

c. uploading of all confirmed committee minutes to the CAUL website.
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