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MINUTES 
CLARENCE REGIONAL LIBRARY COMMITTEE 6th August 2018 

SIR EARLE PAGE LIBRARY AND EDUCATION CENTRE, Grafton NSW 
 
PRESENT:  Bellingen Shire Council 

Jill Haynes Bellingen Shire Librarian 
  Alison Pope Bellingen Shire Library  

Cllr Toni Wright-Turner 
   

   Clarence Valley Council 
Cllr Karen Toms 
Cllr Peter Ellem 

   Des Schroder (Executive Officer) 
   Katrina Shillam Team Leader (Libraries East) 
   Kathryn Breward Regional Librarian 
 
 Meeting opened at 10:30am  
 

1. Acknowledgement of Traditional Custodians 
 

2. APOLOGIES 
 

Alison Pattinson 

3. Disclosure of Conflict of Interest 
 
Nil 
 

4. CONFIRMATION OF MINUTES – Meeting held 10 May 2018 
 
No issue with previous minutes. 
 
Moved: Cllr Karen Toms  
Second: Jill Haynes  
 
Adopted 

 
5. Business arising from  the Minutes – Meeting held 10 May 2018 

 5.1 Library Agreement 

Acknowledgement of the signing by both General Managers. 
  
Recommendation 

  
That the CRL Committee note the adoption of the Library Agreement by Clarence Valley 
and Bellingen Shire Councils. 

 
 
Moved: Cllr Karen Toms 
Second: Jill Haynes 

 
 Adopted 
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5.2 CRL Collection Management Plan Review 

The Collection Management Plan provides an overview of all documentation that relates to 
obtaining, maintaining and disposal of the various collections held by the CRL. As such, it 
incorporates key aspects of related documents, which are referred to as Appendices for 
further information. New appendices include: Appendix 5 - CRL STACK Collection 
Guideline and Appendix 6 – CRL magazine deselection. 
 

Recommendation 
  

That the committee endorse the CRL Collection Management Plan for adoption by the 
Executive Council, with the correction on page 5,deleting Kempsey Library and replacing 
with the Clarence Regional Library. 
 

 Moved: Cllr Karen Toms 
Second: Jill Haynes 

 
 Adopted 

 

5.3  Review draft CRL Internet Policy and Draft CRL Children’s and Youth Policy 

An update on the adoption by the Executive Council of the Clarence Regional Library 
Internet Policy and the Children and Young Adults Policy. 
  
Recommendation 

  
That the CRL Committee note the Adoption by the Executive Council of the Clarence 
Regional Library Internet Policy and the Children and Young Adults Policy. 

 
 Moved: Cllr Peter Ellem 

Second: Jill Haynes 
 

 Adopted 
 
5.4 eSmart accreditation progress 

 
Recommendation 

  
That the committee notes the successful eSmart accreditation of the CRL. 
 
Moved: Cllr Karen Toms 
Second: Jill Haynes 
 
 

6. Correspondence   

 In-coming: Estate of Late Eunice Campbell - $2,000 

 Recommended a letter of thanks be provided to the Executors of the late Eunice Campbell. 
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 Out-going: Nil 

 Media Releases:  

CVC – 5/4/2018 – Byron Writer’s festival story bus rolls into town for plunge 

CVC – 29/3/2018 – Crafters showcase their wares at Iluka Library 

CVC – 12/3/2018 – parking planned for Yamba community precinct 

CVC – 8/3/2018 – Tech Savvy Seniors 

CVC – 20/2/2018 – Tourism Portal 

CVC – 14/2/2018 – Storytime 

CVC – 1/2/2018 – Literary Speed Dating 

BSC - 29/3/2018 – Special Seniors Festival Storytime at Dorrigo Library  

BSC – 27/3/2018 – Bellingen library helping Older Australians to Be Connected 

BSC – 22/3/2018 – Bellingen No 1 Book Club 

BSC – 20/3/2018 – Book Launch at Bellingen Library 

BSC – 7/3/2018 – Library projects a big hit 

 

Moved: Cllr Peter Ellem 
Second: Cllr Karen Toms 
 
 Adopted 

 

7. Executive Officer’s Reports    

 
Cllr Toni Wright-Turner arrived 11:06am 
 

8. Regional Library Reports -   

 8.1 DVD Collection 

 
Recommendation 

 
That the committee note the DVD collection acquisitions. 
 
Moved: Cllr Karen Toms 
Second: Jill Hanes 
 

 Adopted 
 
 

8.2 Review the progress of the State Library Recommendations 

 
Discussion revolved around the various items in the recommendations, including the 
Yamba and Maclean Precincts and the various partnerships currently being undertaken and 



4 
 

 

  Clarence Regional Library: Bellingen, Dorrigo, Grafton, Iluka, Maclean, Urunga, Yamba and Mobile Library 

 

 

 

 

the new ones being developed, in particular the Dorrigo U3A and the consideration of a 
“Friends” group for the Bellingen Libraries. 
 
Recommendation 

  
That the committee note the progress of the implementation of the commendations of the 
Clarence Regional Library Review 2017. 
 
Moved: Cllr Karen Toms 
Second: Cllr Toni Wright-Turner 
 

 Adopted 
 
 

8.3 Library restructure 

An explanation of the funding for the new Grade 2 Technical Services Assistant was 
provided by the Regional Librarian. 
 
Recommendation 

  
That the committee notes the Draft Restructure of the CVC Public Library Services and the 
Clarence Regional Library. 
 
Moved: Cllr Peter Ellem 
Second: Cllr Toni Wright-Turner 
 

 Adopted 
 

8.4 Quarterly Income and Expenditure Sheets 

Committee requested further information on: 

 Additional amount in the Reserve which was above expected result.  

 Under spend for subscriptions and databases and Computer system costs. 
 
Recommendation 

  
That the report on the Quarterly Income and Expenditure Sheet and the initial 2018/19 
budget is noted by the Committee 
 
Moved: Cllr Peter Ellem 
Second: Jill Haynes  
 

 Adopted 
 

 
 

9. Items for Information 

9.1  Update on Yamba precinct and Maclean Precinct 

9.2  Renew our Libraries NSWPLA & LGA funding campaign 
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10. Additional Matters 

 
  

11. Items for next meeting 

11.1 eResources 

11.2 New technologies 

11.3 Targeted public consultation 

11.4 Public Libraries Statistical Comparison 2016/17 

   
 
Meeting Closed: 12.22 pm 
 
Next meeting:   Wednesday 15th November in Grafton 
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ITEM: 5.1     No. 3/18 – LIBRARY AGREEMENT 
Meeting:   Clarence Regional Library Committee   16 August 2018 
Reviewed By: 
Attachment:    No  

 
REPORT SUMMARY 
 
This report provides an update on the status of the new CRL Agreement and additional discussion points 
for the new CRL Agreement. 
 

 
LINKAGE TO CVC COMMUNITY PLAN 
 
Theme 1 Society 

Objective 1.3  We will have a diverse and creative culture 

Strategy 1.3.1  Support arts, learning, cultural services, community events and festivals 

 
LINKAGE TO BSC COMMUNITY VISION 2030 
 
Theme 2: Community Wellbeing 

Objective: 1   Our children, youth and seniors are valued, involved and supported 
2   We are a learning and creative community 
3  We value, honour and actively acknowledge our Gumbaynggirr culture and 
heritage 
4   we are connected, safe and healthy with a strong sense of community 

 
BACKGROUND  
 

On the 17 April Clarence Valley Council meeting the council resolution stated: 
 

That Council adopt: 

1.  The Clarence Regional Library Service Agreement for subsequent signing by members. 
2.  Population as defined by the actual population figures released each year by the Australian Bureau of  
Statistics (ABS) generally in March of each year. 
3.  The funding formula for the Per Capita increase = rate peg + X% = 4%. 
4.  The new adopted Agreement to be in place from 1 July 2018 for a period of three (3) years in line with 
the Delivery Program under the Integrated Planning & Reporting (IP&R) and Local Government  
Elections.  
 
For: all councillors 
Against: NIL 

 
KEY ISSUES 

 

OFFICER RECOMMENDATION 
 
That the CRL Committee note the adoption of the Library Agreement by Clarence Valley and Bellingen 
Shire Councils. 
 
The following changes in wording in the adopted Library Agreement be made and the Committee 
endorse these changes for the Executive council to amend in the adopted Agreement. 
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On the 27 July 2018, Bellingen Shire Council voted to adopt the Clarence Regional Library Agreement. The 
Regional Library Agreement has now been signed by both General Managers. 

 

Prepared by Kathryn Breward - Regional Librarian 

Attachment NIL 

 
  



3 

 

ITEM: 5.2      No. 3/18 – CRL COLLECTION MANAGEMENT PLAN REVIEW 
 
Meeting:   Clarence Regional Library Committee   16 August 2018 
Reviewed By: 
Attachment:    No  

 
REPORT SUMMARY 
 
This report provides information on the CRL Collection Management Plan review. 

 

 
LINKAGE TO CVC COMMUNITY PLAN 
 
Theme 1 Society 

Objective 1.3  We will have a diverse and creative culture 

Strategy 1.3.1  Support arts, learning, cultural services, community events and festivals 

 
LINKAGE TO BSC COMMUNITY VISION 2030 
 
Theme 2: Community Wellbeing 

Objective: 1   Our children, youth and seniors are valued, involved and supported 
2   We are a learning and creative community 
3  We value, honour and actively acknowledge our Gumbaynggirr culture and 
heritage 
4   we are connected, safe and healthy with a strong sense of community 

 
BACKGROUND 
 
The Collection Management Plan provides an overview of all documentation that relates to obtaining, 
maintaining and disposal of the various collections held by the CRL. As such, it incorporates key aspects of 
related documents, which are referred to as Appendices for further information.  
 
Related documents include: 
 
Internal documents 

 CRL Collection Development Policy April 2018 

 CRL Local Studies Collection Policy May 2015 

 CRL Disaster Management and Recovery Plan March 2016 

 Sample Supplier specification 

   
External documents 
 

 Australian Library and Information Association Statement on free access to information  

 Australian Library and Information Association Statement on public library services  

 Australian Library and Information Association Statement on Online Content Regulation  

 Australian Library and Information Association Statement on Information Literacy for all Australians 

 Australian Library and Information Association Standards and Guidelines for Public Libraries 

OFFICER RECOMMENDATION 
 
That the committee endorse the CRL Collection Management Plan for adoption by the Executive Council. 

https://www.alia.org.au/about-alia/policies-standards-and-guidelines/statement-free-access-information
https://www.alia.org.au/about-alia/policies-standards-and-guidelines/statement-public-library-services
https://www.alia.org.au/about-alia/policies-standards-and-guidelines/alia-online-content-regulation
https://www.alia.org.au/about-alia/policies-standards-and-guidelines/statement-information-literacy-all-australians
https://www.alia.org.au/open-access-resources/policies-standards-and-guidelines
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 Library Council of NSW. Living Learning Libraries 2015. 

 Library Council of NSW. Access to Information in NSW Public Libraries 

 Office of Film and Literature Classification. Information for Libraries. 

 
 
KEY ISSUES 
 

The Collection Management Plan is an overview of the documentation of Policies and procedures required 
in order to manage the CRL collection. As such, it exists mainly as a reference to other essential 
documentation, and may include some duplication of points covered in more detail within the Appendices. 
 
This review required an update to the links to external documents, as well as updating the content of internal 
documents, where necessary. 
 
External appendices 
  

 Living Learning Libraries link has been revised from the 2013, 4th edition to the 2015, 6th edition 

 
Internal documents 
  

 The CRL Collection Development Policy 2018 has been reviewed from the 2015 version, with major 
changes being: 

o Update to population data from the 2016 Census 
o Deletion of references to the now defunct CD-ROM format 
o Inclusion of reference to specially grouped and identified collections, ie; 

 HSC collection 
 Issues in Society 
 LIAC 
 DrugInfo 
 Aboriginal collection 
 Parenting collection 
 Readers 
 Digitised Collection 

o The change in terminology from On-line to eResource to reflect the everyday use of this term 
along with eBooks, eMagazines, eAudio. 

o Definition of items to be placed in the Stack location 

o Inclusion of RFID tags in the deselection process 

 

 
 

Prepared by Martyn Williams – Team Leader (Collections and Reference) 

Attachment Collection Management Plan 

 
 
  

http://www.sl.nsw.gov.au/sites/default/files/living_learning_libraries_2015.pdf
http://www.sl.nsw.gov.au/sites/default/files/accesstoinformation2007.pdf
http://www.classification.gov.au/Public/Resources/Documents/fact-sheets/information-for-libraries--lending-films-and-playing-computer-games.pdf
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ITEM: 5.3     No. 3 /18 – REVISED CLARENCE REGIONAL LIBRARY INTERNET POLICY AND 
CHILDRENS AND YOUNG ADULTS POLICY 2018 
 
Meeting:   Clarence Regional Library Committee   16 August 2018 
Reviewed By: 
Attachment:    Yes  

 
REPORT SUMMARY 
 
This report provides an update on the adoption by the Executive Council of the Clarence Regional Library 
Internet Policy and the Children and Young Adults Policy. 
 
LINKAGE TO CVC COMMUNITY PLAN 

 
Theme 1  Our Society 

Objective 1.3  We will have a diverse and creative culture 

Strategy 1.3.1  Provide innovative and enhanced library services that support and encourage life 
long learning 

 
LINKAGE TO BSC COMMUNITY VISION 2030 
 
Theme 2: Community Wellbeing 

Objective: 1   Our children, youth and seniors are valued, involved and supported 
2   We are a learning and creative community 
3  We value, honour and actively acknowledge our Gumbaynggirr culture and 
heritage 
4   we are connected, safe and healthy with a strong sense of community 

 
BACKGROUND 
 
The current Internet Policy was last reviewed in July 2014. 
 
The current Childrens and Young Adult was last reviewed in October 2014. 
 
At the last Committee meeting an update on the review Clarence Regional Library Internet Policy and the 
Children’s and Young Adults Policy was provided. Committee agreed to a review date of May 2020. 
 
 
KEY ISSUES 
 
As no changes were needed at this time, the Committee questioned the need to take the policies through a 
full council and public exhibition process. 
 
From an administrative perspective, Corporate and Governance have implemented a Policy Framework 
where they have oversight of policy reviews. The actual review of policy is to be conducted by the policy 
author, however the reporting to Council, public exhibition and updating of Council’s web site is to be through 
Corporate and Governance. This allows all policy reviews to be combined into one report.  
 

OFFICER RECOMMENDATION 
 
That the CRL Committee note the Adoption by the Executive Council of the Clarence Regional Library 
Internet Policy and the Children and Young Adults Policy. 
 
. 
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When reviewing policy we have been advised to make any amendments in revision marking to track changes 
made. This version of the policy is to be forwarded to Corporate and Governance with advice on whether: 

 it needs to go on public exhibition for a period of 28 days. 
o subject to there being no public comment that changes the intent of the policy, the policy be 

adopted. 
o if submissions are received that change the intent of the policy, the policy and submission(s) 

will be returned to Council for reconsideration 

 or if the proposed changes are not material in nature and it is a reiteration of the previous policy’s 
content then the policy is to be adopted by council. 
 

It is this last advice to proceed to adoption by Council that has been forwarded with the CRL Internet policy 
and the CRL Childrens and Young Adult policy to Corporate and Governance. At the July Council meeting, 
these two policies were adopted by Clarence Valley Council.  
 

Prepared by Kathryn Breward - Regional Librarian 

Attachment NIL 
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ITEM: 5.4     No. 3/18 – ESMART ACCREDITATION PROGRESS 
 
Meeting:   Clarence Regional Library Committee   16 August 2018 
Reviewed By: 
Attachment:    No  

 
REPORT SUMMARY 
 
This report provides information on the CRL eSmart Accreditation progress. 

 

 
LINKAGE TO CVC COMMUNITY PLAN 
 
Theme 1 Society 

Objective 1.3  We will have a diverse and creative culture 

Strategy 1.3.1  Support arts, learning, cultural services, community events and festivals 

 
LINKAGE TO BSC COMMUNITY VISION 2030 
 
Theme 2: Community Wellbeing 

Objective: 1   Our children, youth and seniors are valued, involved and supported 
2   We are a learning and creative community 
3  We value, honour and actively acknowledge our Gumbaynggirr culture and 
heritage 
4   we are connected, safe and healthy with a strong sense of community 

 
BACKGROUND 
 
Achieving eSmart accreditation involves a process of using the eSmart framework to either identify or sign-
off tasks that have already been performed as part of running a library service, or identifying and performing 
tasks that should be performed. There are few additional tasks, workloads or costs required, eSmart provides 
a framework and shared resources from other libraries which improves the efficiency of the process. 
 
Using eSmart to reach the goals of library strategy, library procedures, staff knowledge, user guidance and 
community connections does involve staff time in creating and updating documents such as policies, 
procedures, surveys, training guides and meeting to discuss these as well as delivering required training to 
staff and community members.  
 
The process began at CRL in mid-2016 and was completed in June 2018. Evidence of all stages of the 
process, including staff and public training in internet safety and awareness has been forwarded to the eSmart 
governing body. This has been approved and Clarence Regional Libraries are now an accredited eSmart 
organisation.  
 
All CRL libraries will soon be receiving signage to promote the eSmart status and make users aware that 
Clarence Regional Libraries support smart, safe and responsible internet usage.  
 

OFFICER RECOMMENDATION 
 
That the committee notes the successful eSmart accreditation of the CRL. 
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Membership of eSmart will be maintained and any future materials will be provided by eSmart for 
incorporation into sustaining this status. 
 
KEY ISSUES 
 

The major issue has been delivering appropriate training and materials to a dispersed team of staff. This 
has been largely overcome through online delivery of eSmart awareness modules. 
 
 

Prepared by Martyn Williams – Team Leader Collections and Reference 

Attachment NIL 
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ITEM: 8.1      No. 3/18 – DVD Collection 
Meeting:   Clarence Regional Library Committee   16 August 2018 
Reviewed By: 
Attachment:    No  

 
REPORT SUMMARY 
 
This report provides information on the CRL on the DVD collection. 

 

 
LINKAGE TO CVC COMMUNITY PLAN 
 
Theme 1 Society 

Objective 1.3  We will have a diverse and creative culture 

Strategy 1.3.1  Support arts, learning, cultural services, community events and festivals 

 
LINKAGE TO BSC COMMUNITY VISION 2030 
 
Theme 2: Community Wellbeing 

Objective: 1   Our children, youth and seniors are valued, involved and supported 
2   We are a learning and creative community 
3  We value, honour and actively acknowledge our Gumbaynggirr culture and 
heritage 
4   we are connected, safe and healthy with a strong sense of community 

 
BACKGROUND 
 
Movies are recognised as a convenient, often stimulating means of delivering entertainment, information and 
cultural perspectives to a wide range of viewers. Public libraries have for some time included videos and 
more recently DVDs in their collections to supplement the other formats of recreational and informational 
materials that are offered.  
 
The Clarence Regional Library introduced a DVD collection for loan in 2011/12, committing a portion of the 
collections budget to starting the collection with 2060 titles.  
 
The demand for this collection continues to increase and in 2017/18 the number of DVD titles held had 
increased from the 2016/17 figure of 8224 to 9545 with loans of DVD’s maintaining a high level at 55,132, an 
excellent figure when compared to other collections. The purchase of DVDs continues to be supplemented 
with noticeably more DVDs included in donations to the library. A high proportion of the Requests for 
Purchase from customers are DVD’s, particularly those required to maintain a series. 
 
The Standing Order which was first established with a major DVD supplier in 2013 continues to ensure 
purchase of a balanced collection, with a monthly supply as follows: 
 
 
 
 
 

OFFICER RECOMMENDATION 
 
That the committee note the DVD collection acquisitions. 
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KEY ISSUES 
 
For the 2018/19 financial year the supplier will commence a new service, checking our catalogue for highly 
reserved DVD titles and sending suggested lists for purchasing additional copies of heavily reserved items. 
They will also continue to visit Regional Services on a regular basis with additional titles for selection.  
 
Combined with continued purchasing and the selection of quality DVD donations, the Clarence Regional 
Libraries continue to offer a regular supply of quality DVDs to borrowers. The service has established itself 
as a lender of a wide variety of DVDs including Movies, Childrens and Teens DVDs, Television series, 
documentaries, travel, cooking and Music DVDs, and is supplementing the standing order with selections of 
quality titles from supplier lists and donations.  
 
 
 

Prepared by Martyn Williams – Team Leader Collections and Reference 

Attachment NIL 

 
 
  

Music DVD 3 

Movie DVD New 15 

Movie DVD Classic 2 

World Film DVD 3 

Children DVD 15 

Lifestyle DVD 5 

Documentary DVD 6 

TV Series DVD 8 

ABC/BBC/SBS 8 

Anime 4 

Seasonal 12 yearly 
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ITEM: 8.2     No. 3/18 – REVIEW PROGRESS OF STATE LIBRARY RECOMMENDATIONS 
Meeting:   Clarence Regional Library Committee   16 August 2018 
Reviewed By: 
Attachment:    No  

 
REPORT SUMMARY 
 
This report provides information on the progress of the implementation of the commendations of the Clarence 
Regional Library Review 2017 by the State Library. 

 

 
LINKAGE TO CVC COMMUNITY PLAN 
 
Theme 1 Society 

Objective 1.3  We will have a diverse and creative culture 

Strategy 1.3.1  Support arts, learning, cultural services, community events and festivals 

 
LINKAGE TO BSC COMMUNITY VISION 2030 
 
Theme 2: Community Wellbeing 

Objective: 1   Our children, youth and seniors are valued, involved and supported 
2   We are a learning and creative community 
3  We value, honour and actively acknowledge our Gumbaynggirr culture and 
heritage 
4   we are connected, safe and healthy with a strong sense of community 

 
BACKGROUND 
 
The State Library provided 21 recommendations from the 2017 review of the Regional Library Service. The 
recommendations covered both Regional Library responsibilities and local Council responsibilities; these are 
identified in the table below as either CRL CVC or BSC.  
 
KEY ISSUES 
 
 

State Library Recommendation  Responsible 
party 

Progress July 2018 

1. Commence planning for new or 
extended libraries for Iluka, Maclean, 
Yamba, Dorrigo and Urunga. 

CVC & BSC BSC - Urunga has received State Library grant money 
($153,260) for refurbishment of existing library an 
addition of a disabled toilet. Plans are being drawn up 
for an extension of the library, the plans will form part 
of the proposal for a grant from the State Cultural 
Infrastructure Fund. 
 
CVC – October 2017 - Council voted to contribute 
$12,000 in funds for the development of a concept 

OFFICER RECOMMENDATION 
 
That the committee note the progress of the implementation of the commendations of the Clarence 
Regional Library Review 2017. 
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design and Quantity Survey for a relocated and 
collocated Yamba Library and Community Centre. The 
plan is to use these items to apply for grant money 
from the State Cultural Infrastructure Funds. 
A local architect was engaged and has presented to 
Council a draft of the concept for Yamba in June. 
 
CVC – December 2017 - Council voted to contribute 
$12,000 in funds for the development of a concept 
design and Quantity Survey for a relocated and 
collocated Maclean Library, performance space and 
Civic Precinct. The plan is to use these items to apply 
for grant money from the State Cultural Infrastructure 
Funds. An architect has been appointed for the 
development for Maclean. 
 
CVC – there are no plans to extend Iluka Library. 

2.  Consult Mobile & Outreach Services, 
NSW public libraries: Practice, standards and 
guidelines for ideas for services and pop-ups 

CVC  Go Digital! The Mobile Library on Wheels has arrived 
and a new timetable was rolled out in July to mirror the 
new service. 

3.  Plan to extend the opening hours at 
Grafton Library 

CVC  No plans progressed as no funds to accommodate 
additional hours. 

4.  Open Bellingen Library on Monday and 
Maclean Library on Wednesday using the 
existing staffing, or consider providing 
outreach on these days. 

CVC & BSC No plans progressed as no funds to accommodate 
additional hours. 
A paper proposing standardization and extension of 
library hours across all three BSC libraries is being 
developed; this will not extend to Monday opening 
though. 

5.  Consider investigating partnerships with 
Headspace, local health care providers, 
agricultural groups, and other potential 
partners. 

CRL CVC 
BSC 

partnerships currently being developed:  
CRL: 

 Grafton Gaol 

 Volunteering Clarence Valley 

 Maclean, Grafton Midday and Grafton Rotary 
Clubs 

 Be Connected 

 Tech Savvy Seniors 

 eSmart Libraries  

CVC: 

 Grafton Regional Gallery 

 Clarence Valley Conservatorium Inc.  

 FoGL – Friends of Grafton Library 

 Volunteering Clarence Valley 

 CYA (Clarence Youth Action) 

 Grafton U3A 

 CV Tourism 

BSC: 

 Dorrigo U3A 

 Consideration of a “Friends” group has 
commenced 
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6.  Investigate maker related partnerships to 
connect the library and the community. 

CRL CVC 
BSC 

CVC : Hands on Nature( Sharon Lehman)/TAFE 
 

7.  Work at increasing library connections 
with the local Aboriginal land councils and 
other relevant groups. 

CRL CVC 
BSC 

BSC: not yet progressed 
CVC: 

 2x NAIDOC event stalls Grafton and Yamba 

 NAIDOC Exhibition from small schools  

 Bush tucker seminar/workshop 

 Gummyaney Aboriginal Preschool storytime 

CRL: 

 Developing a web page highlighting our Aboriginal 
services including: book lists, the Lindt Research 
Collection, links to the Native Title 
Determinations and other relevant links. 

8.  Investigate connecting with Indigenous 
digital excellence. 

CRL CVC 
BSC 

CRL - Have followed the organisation on CRL Instagram 
page 

9.  Clarence Regional Library work towards 
increasing the FTE, with the median of one 
staff member per 3000 people as the goal. 

CRLC CVC 
BSC 

CRL & CVC - Restructure of both CVC Public Libraries 
and CRL Regional Services underway. (Report in detail 
attached) 

10.  Clarence Regional Library work towards 
increasing the number of qualified staff to 
6.4 FTE.  

CRLC CVC 
BSC 

CRL & CVC - Restructure of both CVC Public Libraries 
and CRL Regional Services underway. (Report in detail 
attached) 

11.  It is recommended that additional 
technology training be provided to library 
staff with the aim of increasing the skills of 
all library staff, building capacity across the 
network. 

CRL  Staff have undertaken training in: 

 Novelist with founder Duncan Smith 

 World Book Encyclopaedia database 

 BorrowBox onboarding 

 Be Connected 

 Come n try sessions with new digital devices for 
Mobile Library 

12.  It is recommended that regular 
reference training updates are provided to 
staff. 

CRL  January 2018 for CVC 

13.  It is recommended that the use of 
volunteers in the libraries comply with the 
ALIA Statement on voluntary work in library 
and information services 

CRL CVC 
BSC  

In light of this recommendation the additional position 
of Library Assistant Technical Services grade 2 .6 fte has 
been designated for CRL (see restructure report). 

14.  Extend the trial of videoconference for 
some of the meetings of library staff. 

CRL CVC 
BSC 

Not yet undertaken. 

15.  It is recommended that the Find legal 
answers collection is regularly updated 
based on the information provided from the 
State Library of NSW 

CRL  To be monitored by the Librarian (Collections Services) 

16.  It is recommended that the sign for 
Aboriginal Studies is changed to Aboriginal 
collection or Aboriginal resource collection. 

BSC  Wording for new signs in both Gumbaynggir and 
English for all collections with CRL. 

17. It is recommended that the purchasing 
ratios are altered to increase the size of 
higher performing collections. In particular, 
there should be slight increases in 
expenditure for junior (all formats), fiction 
(all age groups), and periodicals. This 

CRL  Funds have been taken from NF and redistributed to 
DVDs, Junior and YA fiction magazines and eBooks 
(both NF and fiction). 
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increase can be funded by a slight decrease 
in expenditure on adult non-fiction. 

18. It is recommended that the collecting 
profile for the non-fiction collection is 
reviewed to better reflect the interests of 
the community. 

CRL  This has been undertaken and in under ongoing review 
as a result. 

19. It is recommended that where possible 
non-fiction records are obtained as part of 
purchasing items.  

CRL  This is being reviewed and developed with our 
suppliers. 

20.  It is recommended that scoping is done 
to plan for collecting digital photographs and 
ephemera. 

CRL  Digitisation scoping and development of procedures 
has commenced. 

21.  It is recommended that other aspects of 
the collection management cycle 
(cataloguing and processing) are 
investigated with suppliers to evaluate 
whether there would be a financial benefit 
in outsourcing in order to redirect resources 
to direct client services. 

CRL  This has commenced with our various suppliers.  

 

Prepared by Kathryn Breward – Regional Librarian 

Attachment NIL 
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ITEM: 8.3     No. 3/18 – LIBRARY RESTRUCTURE 
 
Meeting:   Clarence Regional Library Committee   16 August 2018 
Reviewed By: 
Attachment:    No  

 
REPORT SUMMARY 
 
This report details the proposed draft restructure of Library Services Unit (CVC Public Libraries and the 
Clarence Regional Library) in 2018. 
 

 

 
LINKAGE TO CVC COMMUNITY PLAN 
 
Theme 1 Society 

Objective 1.3  We will have a diverse and creative culture 

Strategy 1.3.1  Support arts, learning, cultural services, community events and festivals 

 
LINKAGE TO BSC COMMUNITY VISION 2030 
 
Theme 2: Community Wellbeing 

Objective: 1   Our children, youth and seniors are valued, involved and supported 
2   We are a learning and creative community 
3  We value, honour and actively acknowledge our Gumbaynggirr culture and 
heritage 
4   we are connected, safe and healthy with a strong sense of community 

 
BACKGROUND 
 
The CVC Public Libraries and CRL under the Environment, Planning and Community Directorate have not 
had a substantial review of their structure since 2012.  

 
State Library Review 2017: 
Staffing recommendations: 
It is to be noted that we are already operating on the barest levels of staffing according State standards and 
this was also identified as recommendations 9 and 10 in the State Library Review 2017 of the Regional 
Library Service: 
 
9. Clarence Regional Library work towards increasing FTE, with the median of one staff member per 

3000 people as the goal. 
10. Clarence Regional Library work towards increasing the number of qualified staff to 6.4 FTE. 
 
Along with changes in emphasis in the services that libraries are now providing it has become necessary to 
review the current structure and work through a number of changes to meet the changed operational needs 
of library services, both with the CVC Public libraries and within the Clarence Regional Library. 
 

OFFICER RECOMMENDATION 
 
That the committee notes the Draft Restructure of the CVC Public Library Services and the Clarence 
Regional Library. 
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CVC Libraries have vacancies in Maclean (Grade 5), Yamba (Grade 5) and Grafton (Grade 2) these service 
points are being temporarily managed using casuals and the associated casual’s budget.  
 
Recently a CRL staff member at Grade 10 requested a change from full to part time work hours in a transition 
to retirement. This has been approved and is reflected in the currently adopted staff chart, leaving a 0.4 FTE 
vacancy.  
 
There has also been an increase in the workload for the Grade 3 Library Assistant (Acquisitions and 
Promotions) in library promotion activities including social media, website and development of marketing 
collateral. By moving some of the lower graded tasks from the Grade 3 position to the proposed Grade 2 
Library Assistant (Technical Services), we will be able to keep up with core business activities such as 
processing new book stock, repairing old book stock and moving stock between the libraries in the region. 
 
KEY ISSUES 

 
Public libraries proposed changes: 

 
 The proposed restructure of CVC Public Libraries is within existing resources. Retitling of some positions 

has occurred to provide consistency of titles across the Unit. 

 To accommodates the emerging trend of increased emphasis on technology and technology training 
skills the Library Technician (Local Studies) (Grade 6) will be replaced with a Library Technician Grade 
6 (Technology Services) 

 To provide increased professional expertise in Maclean and Yamba Libraries we will fill the vacancies 
Library Technicians (Grade 6) and will require a 4-year library diploma qualification for these positions. 

 A Senior Library Technician (Outreach Services) will be created that: 
o Wil engineer a focus on outreach services at Grafton Library and be responsible for CVC wide 

programs, events and activities coordination and promotion. 
o Will improve coordination of events and resources. 
o Will provide backup for Grade 10 position (Librarian (Public Libraries) name changed from Team 

Leader (Libraries West)). 

 
CRL proposed changes:  
 

 Retitle the part time (0.6) Team Leader (Collection & Reference) Grade 10 position to Librarian (Collection 
Services)  

 The position has increased emphasis on Collections as core business for the Regional Library. 

 Create new part time (0.4) Librarian (Digital Engagement) (Grade 10).  

 This position will undertake the duties remaining as a result of the voluntary permanent reduction 
in hours of the current incumbent of the Team Leader (Collection & Reference) position  

 New position focus is on emerging technologies and social media to meet increased need in this 
area.  

 Create an additional part time (0.6) Library Assistant (Grade 2) with a technical services focus.  

 Created to accommodate an increase in the workload for the Grade 3 Library Assistant 
(Acquisitions and Promotions) in the area of library promotions both through social media, website 
and development of marketing collateral.  

 Previously this increased workload was accommodated temporarily through using 
volunteers for the core business tasks of processing new book stock, repairing old book 
stock and moving stock between the libraries in the region. 

 Using volunteers is no longer working: long-term volunteers have relocated out of area 
and we have struggled to find enough replacements to cover our needs ongoing. 

 This has resulted in delays in getting our stock out to our communities and this is becoming 
critical to our core business. 

 The State Library Review of the Regional Library Service in 2017 – reminded us of the 
need to comply with the Statement on Voluntary Work provided by the Australian Library 
and Information Association (ALIA). (https://www.alia.org.au/about-alia/policies-
standards-and-guidelines/statement-voluntary-work-library-and-information-services). 

https://www.alia.org.au/about-alia/policies-standards-and-guidelines/statement-voluntary-work-library-and-information-services
https://www.alia.org.au/about-alia/policies-standards-and-guidelines/statement-voluntary-work-library-and-information-services
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 Specifically: 

1. ALIA affirms that volunteers must not replace appropriately trained and 
paid staff: 

I. to compensate for the reduction, or withdrawal of services caused by 
inadequate staffing establishments, failure to fill vacant posts, or 
cutbacks in overall library and information services funding; or 

II. to establish and maintain library services or outreach programs 
which would normally be established and maintained by paid library 
staff. 

2. The replacement of trained, paid library staff by volunteers can only lead to 
a deterioration in the standard and the effectiveness of services, be wasteful 
of resources and be detrimental to the interests of library users. 

 Moving some of the lower graded tasks from the Grade 3 position to the new Grade 2 Library 
Assistant (Technical Services) will support keeping up with these core business activities. 

 For CRL an increase in staff wages of $29, 058.11 will occur to accommodate the Grade 2 
position, however this is within the annual income budgeted for the CRL.  

 Impacts to Clarence Regional Library 

 Operational funds: 
 No additional income required 
 Funded from annual income sources 

 CRL Reserve Funds (this is based on the 10 year forecast model developed for the Regional 
Library Agreement negotiations):  

 will retain Redundancy contingencies 
 will retain funds for current allocated projects 

 
 

Prepared by Kathryn Breward – Regional Librarian 

Attachment Draft staff chart 
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ITEM: 8.4     No. 3/18 – QUARTERLY INCOME AND EXPENDITURE SHEETS 
 
Meeting:   Clarence Regional Library Committee   16 August 2018 
Reviewed By: 
Attachment:    yes  

 
REPORT SUMMARY 
 
This report provides information on the progress of the Budget for the year to date and an indication of 
unspent monies and the projected amount that will go into Reserve at the end of the Financial Year. 
 

 
LINKAGE TO CVC COMMUNITY PLAN 
 
Theme 1 Society 

Objective 1.3  We will have a diverse and creative culture 

Strategy 1.3.1  Support arts, learning, cultural services, community events and festivals 

 
LINKAGE TO BSC COMMUNITY VISION 2030 
 
Theme 2: Community Wellbeing 

Objective: 1   Our children, youth and seniors are valued, involved and supported 
2   We are a learning and creative community 
3  We value, honour and actively acknowledge our Gumbaynggirr culture and 
heritage 
4   we are connected, safe and healthy with a strong sense of community 

 
BACKGROUND 
 
Items of note in the 4th Quarter expenditure sheet include: 
 

 Revenue that is from users was lower then expected 

 Subscriptions and databases are lower then expected the CollectionHQ  $12800 annual subs was part 
of this budget that was not used 

 Freight and cartage was slightly under expected, we will continue to monitor this.  

 Book maintenance is lower then expected, we will monitor this through the coming year. 

 Admin/operating which included postage, stationery, and web design is down this year we did not use 
webpage contractors this year and there were savings in materials through use of stock items purchased 
the previous year. 

 Promotional expenses was revised to $12,000 however this was not updated in Finance1 

 Our Telephone budget has had a group plan rebate so is currently carrying additional funds. 

 The book stock expenditure is based on delivered Purchase order only, we will be reviewing our 
purchasing processes in the new year. 

Overall the budget is on track for the quarter. 
 
Initial 2018/19 budget items to note: 

OFFICER RECOMMENDATION 
 
That the report on the Quarterly Income and Expenditure Sheet and the initial 2018/19 budget is noted 
by the Committee. 
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 Workers compensation for the year has already been paid for the year 
 

 

Prepared by Kathryn Breward - Regional Librarian 

Attachment 4rd Quarter income and expenditure sheet 2017/18 
Initial Budget 2018/19 
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POLICY OBJECTIVE 
 
The role of the Local Studies Collection is to provide materials relating to the local and family 
history of the area covered by the member councils of the Clarence Regional Library. Such 
materials will be relevant to the social, physical, economical and political heritage of the 
region. 

SCOPE 
 
 To provide a collection of current and retrospective material in various formats 

relating to the member councils of the Clarence Regional Library. 
 
 To promote the study and promotion of local history and family history within 

the areas covered by the member councils of the Clarence Regional Library. 
 

 To actively engage in the systematic selection of materials. 

 To preserve historical items for posterity 
 
 To record the ongoing developments and activities within the areas covered by the 

member councils of the Clarence Regional Library. 

PURPOSE 
 
The Clarence Regional Library (CRL) Local Studies collections are part of the heritage of the 

CRL Service area. The materials themselves and/or the subject areas they represent have 

permanent value to the community and are made available to the general public on a limited 

basis for research on local, genealogical and/or historical issues. 

The historical and informational value of the items in the Local Studies collections is more 

important than visual appeal.  The materials in these collections are intended for research and 

therefore are not usually lent. A lending copy of selected items may be provided. Preservation 

efforts, while attempting to conform to accepted conservation practice, will be undertaken so 

as not to restrict public access to the informational value of the item. 
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COLLECTION DEVELOPMENT POLICY 
 
To objectively select, acquire and purchase materials relevant to the local history (past, 
present and future) of the CRL Service area for inclusion in the library’s local studies 
collections. 

 

Collection materials may include:  

 Published books (local and family history)  

 Newspapers (selected hard copy and in microform) and digital where available 

 Published and unpublished reports  

 Photographs 

 Maps 

 Pamphlets / ephemera 

 Donations of materials from CRL residents and others; and 

 Other items relating to the CRL Service area  

 

1. CRL will ensure due diligence in regard to copyright and intellectual property rights 

2. CRL will ensure optimum access to materials wherever possible or practicable 

3. The selection, acquisition and cataloguing of material for the Local Studies Collection 

will be made by the designated library staff 

 

COLLECTION COMPOSITION 

Published Works 
 

The Collection Development Policy provides for at least one (1) not-for-loan copy of 
published works and if available a lending copy. 

 
This component of the collection may include: 

 
 Published material regarding any aspect of the CRL Service area 

 Published material related to adjacent areas and their historical connection to the region 

 Material written by authors living or who have lived (where appropriate) in the region. 

 State or Federal Government reports concerning the region 

 Material published by local business 

 Local directories 

 Local biographies / autobiographies 
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 Local bibliographies 

 Local family histories 

 Council publications (regional Council members) 

 Material produced by regional Council bodies or bodies wholly or partly financed by a 

regional Council. 

Newspapers and Periodicals  
 

 Any newspaper, periodical / magazines containing local content in hard copy 
bound issues, on microfilm/fiche, or in digitised form where available. 

 Community groups and school newsletters 
o Any known titles are included in Appendix 3 

 Selected newsletters from local businesses, organisations or groups 
o Any known titles are included in Appendix 3 

 

Pictorial Materials 
 

Pictorial material includes: 
 
 Photographs (paper based and digital) 
 Video  
 Films 
 Slides 
 Artworks (as deemed appropriate, and affordable. Includes photographic copies) 

 

1. Wherever possible original material will be acquired / collected or a legal copy if 
originals are not available 

2. All items must depict people, places, culture and events relating to the  region 
 
3. Wherever possible, culturally appropriate, and depending on copyright permission 

pictorial materials will be digitised for access via the library’s catalogue and /or 
webpage.  

4. Procedures for digitisation utilising the Library Management System are included in the 
Appendices to this document.  

5. Storage medium for digital copies may vary with changes to technologies. 
6. Original materials are to be appropriately archived. 
 

Unpublished Material 
 

Material includes (but is not limited to): 

 Collections of unpublished letters 

 Diaries (or extracts) 



6 

 

 

Clarence Regional Library: Bellingen, Dorrigo, Grafton, Iluka, Maclean, Urunga and Yamba and Mobile Library  

   

 

 Oral histories (transcripts and recordings) – see also Oral History section below 

 Personal research notes 

 Manuscripts relating to the region or a resident / family / business etc 

 Theses 

Documents / Ephemera 
 

A representative collection of local / regional material including: 

 Pamphlets 

 Leaflets (including as appropriate a representative selection of local ‘junk mail’) 

 Postcards 

 Election materials (local and regional) 

 Minutes 

 Any other item deemed of importance 

Maps / Plans 
 

 Published and unpublished maps 

 Survey plans 

 Land subdivision maps / plans 

 Aerial photographs 

Oral History 
 

Oral histories (recordings and / or transcripts) relating to: 

 

 A specific local area or areas within the region 

 Persons and identities (of local and /or regional interest or significance) 

 Genealogy (family history interviews, recordings etc) 

 Indigenous histories, stories etc 

Note: Oral histories may also be collected on video or from video recordings 
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MATERIALS NOT COLLECTED 
  

Includes: 

1. Council records – these records at present are the responsibility of the Clarence Regional 
Library member Councils, and as such are not the responsibility of the library  
 

2. Photocopies – photocopies are not included, except where the library has photocopied 
original copyright material too fragile to be handled, or where the library is given the 
right to photocopy original material owned by a resident etc 
 

3. Artefacts – items will be referred to the relevant local museum 

4. Material deemed outside the collections scope 

5. Deteriorated material or material lacking in physical integrity 

6. Material unable to be preserved 

7. Non – authentic 

8. Duplicate material (unless duplication enhances access demands) 

METHODS OF COLLECTING MATERIAL 
 

 Purchase – dependent on budget available and the items collection priority. 

 Donation / Gift – donors are required to read and sign an agreement form, which 

addresses copyright, access and reproduction of material issues (see section on 

Donations/Gifts below for more detail) 

 Creation – publications, e.g. booklets 

 

ACCESS TO THE COLLECTION 
 

1. Most of the Local Studies Collection material is not for loan but may be used in the 

library. 

2. Irreplaceable or rare materials are not for general access, however, where possible 

copies of these materials will be created for public use. 

3. Duplicate copies of popular material will also be held in the general library collection 

where possible and available for borrowing. 

4. Where possible materials will be duplicated in digital format and this will be made 

available in preference to original print materials. 
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METHOD OF DISPOSAL OF MATERIAL 
 

The CRL Service reserves the right to dispose of materials as seen fit adhering to the 

following procedures: 

Deselecting the Collections 
 

In keeping with the purpose, nature and scope of the CRL Local Studies Collection, deselection 

of collections does not follow the same guidelines as those set out for the circulating and 

general reference collections. The materials housed in CRL Local Studies collections are part 

of the heritage of the CRL Service area, and as such, have permanent historic and cultural 

value. 

 

However, considerations of physical space limitations combined with the need to add new 

materials to the collections, make it imperative that the composition of the collection is   re-

evaluated periodically. At the same time, advances in technology, in archival preservation 

practices and the availability of previously scarce materials in reprint, micro format or online 

are changing the range of options available to the library to manage its collections.  

Deselection Criteria 
 

The first consideration in applying a deselection policy to these collections is the recognition 

of three distinct categories of materials and the nature of each category. 

 

These categories can be defined as follows: 

Permanent Intrinsic Value: 

 

Items and collections that have permanent intrinsic value, including such individual items as:  

 First editions of local histories, biographies and fictional works by local authors; 

 Items signed by, or from the collections of, prominent local residents; original 

documents, pamphlets, maps and manuscripts; 

 Original photographs, portraits and other images; other materials deemed to be of a 

similar nature. 

All items of permanent intrinsic value are valuable to the cultural heritage of the CRL region 

and should be preserved and permanently retained. 
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To avoid deselection these materials will be managed through a status placed on the library 

management system. 

 

Permanent Informational Value:   

 

Other materials in the collections are of permanent value for their informational content, but 

are not intrinsically valuable. Items   that   fall   into   this   category   are   candidates   for   

replacement   and/or reformatting should the condition of the material or space 

considerations make it desirable to do so. Replacing items in poor condition with reprints, 

micro formats or digital copies can preserve informational value.  Space consuming series and 

finding aids can be replaced with digital or micro formats as they become available. Items 

include, for example: 

 Council plans of management (an historical record of Councils various plans) 

 Reports and Studies 

 Any other items as required 

 

To avoid deselection these materials will be managed through a status placed on the library 

management system. 

 

Temporary Informational Value:  

 

Time sensitive materials, current informational reference sources and some periodicals have 

a finite period of usefulness. Items that fall into this category should be routinely evaluated 

and removed or replaced as appropriate. 

 

Frequency of Deselection 

 

The collection as a whole should be reviewed annually, keeping in mind the purpose, nature 

and scope of the collections as outlined. Based on the deselection criteria outlined, some 

areas of the collection will require more frequent review than others depending upon the 

category into which they fall. 
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Category Weeding Criteria 

Permanent Intrinsic Value Little or no deselection of materials that fall into this 

category is to be expected. 

Permanent Informational Value  Management of materials in this category is an 

ongoing process within the section, driven primarily 

by condition of the material, availability of 

replacements (in some format) and space availability 

Temporary Informational Value  Systematic review of materials in this category 

should be conducted on an ongoing and rotating 

basis, with all areas of the collection receiving 

attention every two years 

 

Disposal 

 

Most materials withdrawn from the Local Studies collection may be disposed of via: 

 Library book sale  

 Offered to other libraries  

 Passed onto interested individuals, groups, organisations or institutions 

 Sent to waste disposal  

 

 

DONATIONS / GIFTS 
 
Condition often forms an important criterion in determining whether or not to accept a 

donation/gift for the Local Studies Collection.  If material is in such poor condition that its 

shelving and use would be difficult, and if the cost of restoration by a qualified restorer is 

beyond the Library's budget, the potential donor should be encouraged to include as part of 

the gift the sum necessary to restore it to usable condition.   

The limited shelving space in any of the regional Local Studies sections is a consideration in 

adding volumes to the collection. CRL may find it necessary to decline a large donation/gift of 

material of a kind actively included in the collection should there be insufficient shelving or 

space to accommodate it.  If the decision is made to accept a donation/gift that cannot be 

housed in the Local Studies collection under existing conditions, funding to purchase shelving 

could either be solicited from the donor of the materials or appropriated from the library’s 

budget. 
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The long-term storage of unique local history or genealogical material outside of the Local 

Studies section is to be avoided.  Similarly, the lack of staffing to process a sizeable addition 

to the sections collections may also determine whether or not a donation/gift is accepted.   If 

it is desirable to accept a substantial donation/gift that cannot be promptly catalogued by the 

library, the library may seek funding from the donor to assist with the hire of additional 

cataloguing staff. 

Donors should be informed that library staff cannot be expected to provide an appraisal of 

donated material; and that the usual procedure is for the donor to pay for any appraisal 

desired. 

Donors of material to the Local Studies Collection will be routinely asked to provide written 

documentation acknowledging the donation/gift to the library and giving the CRL the right to 

dispose of the gift as they see fit.  Gifts of collections accepted by CRL may not be retained as 

a whole, but may be divided, with some items put into the Local Studies collections, and 

remaining items disposed of or sold. 

Major donations/gifts with restrictions attached may be accepted, but the provisions of the 

donation/gift must be stated in writing by the donor, and signed by the donor, the local 

librarian and the Regional Librarian.  In such cases, the library may remove these restrictions 

only by taking the appropriate legal steps recommended by legal advice i.e. via Council’s 

Solicitor. 

  



12 

 

 

Clarence Regional Library: Bellingen, Dorrigo, Grafton, Iluka, Maclean, Urunga and Yamba and Mobile Library  

   

 

APPENDIX 1 

CRL LOCAL STUDIES COLLECTION DONATION FORM 
Attached as a separate document 
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APPENDIX 2 
 

CRL LOCAL STUDIES COLLECTION DISASTER MANAGEMENT AND 

RECOVERY PLAN 
 

 

Attached as a separate document 
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PURPOSE 
 

 To provide guidelines for deaccessioning (deletion) of periodical items.  

 General policy guidelines in relation to these items. 

 

SCOPE 
The terms serials and periodicals are often used interchangeably, for materials that are 

published serially, or in a series, or periodically. 

This document is only concerned with materials that are magazines, journals, some 
newsletters & newspapers. We will call these periodicals. For the purposes of this 
document, a periodical is an item that is published regularly & continuously. 
 
A periodical may have a publication frequency of weekly, monthly, bi-monthly (every 
2 months), quarterly (every 3 months), bi-annually (twice a year) etc. 
 

In this document, the term periodical does not include books that run in series. 

Periodicals at your library will generally be kept in your magazine display area. There may be 

some (eg. Southerly) that are shelved with your books, but their title will include the term 

“magazine”. 

 Periodicals included here are magazines, journals, newsletters & newspapers that 
have a barcode attached. 
 

 The Land newspaper [magazine] is included here as it has a barcode.  
 

 
 Other newspapers (no barcodes) such as your local or national papers, are NOT 

included. Your library can use its own guidelines on how long to keep these. 
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PROCEDURES 
 

A) WEEDING FREQUENCY 

Use the following as a guide, depending on the frequency of the periodical: 

Weekly: keep for 6 months.  

Monthly: keep for 12 months. 

Bi-monthly, quarterly & bi-annually: keep for 2 years. 

 

Some periodicals are kept for longer: 

Local Studies items: keep permanently. 

Your library may wish to keep some periodicals (for example, Australian & National 

Geographic) for a longer period; this may depend on space & popularity. Keep these 

magazines for a minimum of 12 months. 

 

B)  WEEDING SCHEDULE 

There is no requirement to weed to a schedule. Libraries can weed as space becomes a 

problem; the weeding frequency above becomes the guideline for selecting which 

periodicals to discard.  
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C)  PROCESS FOR DELETION 

Use the following steps to delete periodicals: 

 

1. Open the Circulation module 

2. Item 

3. Bulk item deletion 
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4. Untick “Check if item is the last copy” 

5. Leave “Check for reservations” ticked.  

 

6. If the item comes up as reserved, go to Enquiries & check if that particular issue is in 

fact reserved. If not, proceed… 

7. Enter the barcode into the Accession Number field. 

8. Black out the barcode on the periodical, & cut through the RFID tag. Or you can 

simply remove the covers & discard. 

9. Discard the item (no need to send to Regional Library).  

 

 

 

 

 

 


