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Liverpool Hope University: CLA scanning process

Overview
Hope operates a hybrid approach with both library and academic staff playing a role in the digitization process.  The University’s Reprographics Unit is also involved as they undertake the actual scanning of materials.  Hope has been offering digitization since the introduction of the CLA pilot licence.  For an initial pilot period library worked with Moodle champions (the University was in the process of changing VLE at the time) and the library undertook the whole process except for uploading the digital image onto VLE.  The current system was introduced when the pilot was extended to all academic staff.  The library has always and continues to be responsible for the annual return to the CLA.  Library staff provide information about the CLA licence and specific queries raised by academics including the provision of copyright section on library web pages.

Summary of actual process

1) Academic staff complete a scanning request form which is available from library web pages http://www.hope.ac.uk/copyright/pilot-scanning-licence.html
2) Information required includes bibliographic information, class details (for CLA return).  The staff also have to undertake the copyright checks and complete and sign a table to indicate the checks have been done. They also have to provide a financial code so the CD-Rom that the item is burned to can be recharged.

3) The academic passes the request form and the item if it is departmental copy to their Faculty Librarian.  The librarian will retrieve library copy from the shelves and check the information supplied e.g. copyright is correct.  Any queries will be referred back to the academic.

4) The library Admin Assistant will then produce the CLA cover sheet and pass the request to the Reprographics Unit who will undertake the scanning process.  As part of the scanning they will clean up the image as much as possible before burning as pdf to disc. We do not OCR any scanning.

5) The academic will then upload the article from the disc to their Moodle.

6) Library Admin Assistant adds information to CLA return.
Lessons Learned

1) 
Academic staff find completing the form and undertaking the checks a burden, it probably does put some off.
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2)
Detailed guidance and information needs to be provided e.g. web site, new staff inductions, copyright workshops and regular reminders via Faculty Librarian reports.

3)
Despite the best efforts of library and Reprographics unit staff to encourage academic staff to submit requests in quieter periods e.g. over the summer & Christmas vacations in reality this rarely happens so there are gluts of requests in September and January (which clashes with other heavy demands on Reprographics Unit such a module handbooks and other start of course handouts). We still haven’t solved this one.

4) 
Compiling the data for the CLA return is a huge job and needs designated staffing, that is why our Admin Assistant now undertakes this.  Another aspect that takes up a lot of time is contacting tutors to identify which scans are to be reused the following year and obtaining updated forms and re-entering on CLA return.  We do not have access to the Moodle modules so we can not check if material is being reused or not.

Three pieces of advice

1) Be clear to any staff who participate in a pilot if there is to be a change in procedures that this applies to all staff & that any different procedures undertaken in pilot no longer apply – I got stuck doing copyright checking for some champions for a long period because this hadn’t been made clear to them.

2) Work closely with staff undertaking scanning (especially if not library staff as in our case) to agree how priorities will be identified.  Also ensure clear guidance on turn around times, including time for all processes, are advertised so staff can refer to when dealing with academic staff who turn up with items at last minute.   We advertise a 10 day turnaround (most get done much quicker than that but this allows for equipment being out of order in Reprographics etc) but with a rider that at busy times e.g. September it may be longer.

3) Encourage academic staff to complete the form electronically & then print off and sign so that if they need to use with another cohort of students they just need to check, update (e.g. dates, module codes) and then print off & sign.  They don’t like having to fill in a new form manually each year!

Liverpool Hope University Scanning Pages:

http://www.hope.ac.uk/copyright/pilot-scanning-licence.html
For more information on this case study contact:
Susan Murray, Deputy Director, murrays@hope.ac.uk
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