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UNBF Bookstore Advisory Committee
Midyear Report to Senate

January 17, 2006
 

 
The UNBF/STU Bookstore Advisory Committee has spent considerable time reviewing concerns about ordering,
availability, and charges of coursepacks for students and academic departments.  This report is being brought forward
to UNBF Senate at this time to inform senators of the concerns and the resulting recommendations.  We would
welcome having the recommendations endorsed by Senate.
 
Coursepack background and concerns:

Coursepacks are assembled and printed by Imaging Services and sold by the Bookstore.  As primary course
materials, they are collections of published papers and chapters from one or more books, plus possibly some
original work of the instructor.  The reason for having these collections printed, assembled and sold in this
manner is that Imaging Services handles all legal requirements related to copyright and the Bookstore ensures
that GST is collected.  When this course material was printed and sold through academic departments, we were
in violation of both these legal requirements.
Coursepacks are currently able to be developed in two ways:

1. Instructors take their hardcopy materials to Imaging Services, where they are scanned and processed, then
stored at the Bookstore so that if further copies are required they are sent back to Imaging Services and
rescanned.  This process takes up to 2 weeks for delivery every time an order is placed.

2. Instructors take their hardcopy materials to Imagining Services and request that they be digitized.  Using
this method, the instructor must have the materials to Imaging Services 4 weeks in advance of a digitized
version being produced, but once the digitized version is made, an order or re-order is delivered within 48
hours.

The cost of any unsold coursepacks is charged back automatically to the academic unit.  Several departments
and faculties have been astonished by the amounts they have been charged without recourse, amounting in some
cases to thousands of dollars.  Even if the coursepack is going to be used again in the next term, the Bookstore
sends back the unsold coursepacks and charges the department.  The Bookstore’s policy is that the department
can sell back those coursepacks back to the Bookstore the next term at any price they want.  The Bookstore then
adds the normal margin and starts the process over again.

 
The Committee has worked to identify ways in which chargebacks can be eliminated or at least minimized, while
providing good service to our students.
 
In order to minimize or eliminate chargeback to the academic units for unsold coursepacks, units have to be able to
partial-order and then have any additional students pay for extra orders with quick turnaround.  UNBF English has
done this with positive results this past year.  They have instituted a rule whereby only 50% of estimated enrolment is
ordered for any course using a coursepack.  Two re-order opportunities are subsequently provided for students, who
prepay for these orders at the Bookstore.  The process for creating coursepacks using hardcopies, as opposed to using
digitized materials, simply does not provide the flexibility to allow quick turnaround of second and third orders.  All in
all, it is a cumbersome, time-consuming process that is difficult to manage.
 

Recommendation: All coursepacks should be created in digital form only.  No coursepacks will be created by
hardcopy as of September 2006.

 
 
The suggested coursepack ordering process is as follows:

1. All coursepacks will be digitized, which means that the first time they are ordered they must be at Imaging
Services 2 weeks (at the latest) prior to when they are needed in the Bookstore.

2. Once a coursepack is in digital form, it can be reproduced within 48 hours.  The strong recommendation
is that all first orders of a term are for no more than 50% of a class. 

3. If subsequently there are students who could not buy a coursepack, they will be advised by their instructor
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to go to the Bookstore by a certain deadline (end of week 1 of term, end of week 2) and prepay for the
coursepack.  They will be given a receipt that they will use to pick the coursepack.  On the day of the
deadline, the Bookstore will send word to Imaging Services of the number of coursepacks to be produced,
plus a list of the names of the students and the dept of the coursepack.  Imaging Services will send the
completed coursepacks to the Bookstore with the list of students who have paid and will also inform the
instructor.  The instructor will notify the students that the coursepacks are available at the Bookstore; the
students will pick them up by providing the receipt.

4. The instructor needs to keep track of his or her class and whether students need the coursepack, and what
deadlines should be established for a second and possibly third reorder.

STU has instituted a policy whereby coursepack orders will not be completed by Imagining Services
without the signature of a chair or dean.  This is because the chair or dean has financial responsibility for any
unsold coursepacks.  This has run into the thousands of dollars for some units.  This process has worked well for
STU.  UNBF units may want to consider bringing in a similar policy.

 
Chairs, deans, and office staff need to be clearly informed of this process.  A Coursepack workshop for UNBF
and STU together will be held in late April to go through the full process, requirements for instructors, and
expectations for everyone involved.
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