09.3
RESOURCES: GUIDELINES AND QUESTIONNAIRE
LIBRARY, INFORMATION AND LEARNING SUPPORT SERVICES AT COLLABORATIVE INSTITUTIONS

GUIDELINES AND QUESTIONNAIRE

The following guidelines are intended to ensure that students enrolled on programmes offered collaboratively with Cardiff Metropolitan University or at institutions seeking to collaborate with Cardiff Metropolitan University have access to an appropriate level of learning resources to support the overall learning experience. The guidelines take the form of a set of minimum requirements together with the formulation of a development plan, both of which should be referred to in the submission document.

The minimum requirements list a number of services and facilities which institutions seeking to collaborate with the University should have in place (or at least indicating a commitment that the minimum requirements will be met within the first year of the running of a scheme) in order for validation to proceed. The second stage consists of a development plan, to be implemented by an institution during the first three years of a scheme’s operation and achieved by the Periodic Partnership Review. The minimum requirements should ensure that institutions meet a minimum threshold but given the wide range of institutions which seek to collaborate with the University, the development plan will reflect the local circumstances. The guidelines will hopefully encourage institutions to place an emphasis on providing wider access to learning resources to all students and staff, rather than simply encouraging institutions to purchase quantities of books.
It is worth bearing in mind that students will have access to a wide range of on-line materials from the University, although the availability of texts will be dependent on specific publisher licence arrangements.

A questionnaire (attached) has been produced for members of approval and Periodic Partnership Review panels and for Moderators/Link Tutors, to enable assessors to evaluate institutions’ existing library and IT resources and development plans. The intention is that the basic information is provided by staff at the institution, and that this information is then vetted by an assessor/Moderator/Link Tutor.

Minimum Requirements

Library provision

· Is there a dedicated area, of suitable dimensions, for library services? Is library access available at times that are convenient for the students, and in addition to teaching times?

· Are all core texts and journals stipulated on module reading lists provided as a core collection in the library or available on-line? Assessors may be satisfied if alternative arrangements are in place, e.g. if students are required to purchase core texts or when the institution provides students with all such texts.

· Will a collection of hand-out material provided to students during the course of their studies be kept centrally, in the institution’s library (subject to the copyright laws pertaining to the country in question)? The collection should be available for inspection by the Moderator/Link Tutor during his/her visits to the institution. 

· Will the institution designate a person to manage the library, and to be responsible for developing the resource? If yes, who is that person and his/her status? Who is s/he responsible to? Will the institution provide support for the person appointed to enhance his/her ability to manage and develop the resource? Will the academic co-ordinators of collaborative programmes be responsible for acquiring lists of suggested texts from the teaching staff and for advising on the acquisition of those texts?

· Has evidence been provided of any formal arrangements in place if the institution’s library resources are to be supplemented by providing access to other local (e.g. public, Universities, business) libraries? A visit to the collaborating libraries may be necessary, especially if such libraries have been identified by the institutions as a major source of such texts and journals.

· Students will have access to electronic resources at the University, but is the institution taking advice and exploring links with the learning and information services department at the University or with the relevant School?

· Are students introduced to library facilities (including electronic resources) as part of an induction course?

ICT provision

· Is there a dedicated area, of suitable dimensions, for ICT services? Is access to the IT facilities freely available during the institution’s opening hours?

· Are there a satisfactory number of IT workstations provided for students’ use? The number should be specified in the submission document. Are these workstations networked, with a range of appropriate software provided? Is the necessary software to teach courses available? 

· Many students will have their own PCs or laptops. What, if any, arrangements are in place to ensure access for students, e.g. remote access or wireless networks?

· Has the institution designated a person with responsibility for managing the IT resources, ideally in collaboration with any other persons with designated responsibilities for learning resource provision?

· Has a list of the course specific and other software provided for students’ use been included as part of the submission documentation?

· Are appropriate initial skills and training in ICT provided as part of an induction course?

Development Plan

A fully costed resource development plan should be submitted as part of the submission document and should encompass the following:

· Plans for developing and increasing access to library facilities. 

· Plans for renewing and upgrading ICT hardware and software.

· Details of any additional collaborative resource sharing agreements which are planned, e.g. details of any planned visits to the University to discuss library or ICT resources.

· Staff development plans for the member of staff designated to manage the library and ICT resources.

· A budget for the above.

Application of the Guidelines and Questionnaire

A copy of the guidelines and associated questionnaire will be provided to the institution seeking to collaborate with Cardiff Metropolitan University/undergoing a review. The basic information should be provided by staff at the institution and made available to the Panel of Assessors. One member of the validation panel should assume the role of learning resources scrutineer and evaluate the responses provided as part of the validation event, following a tour of the facilities and discussions with the relevant members of staff at the institution. Similarly, a member of a Periodic Partnership Review panel should undertake a similar role, giving due regard to development plans and their actual implementation.

Moderators/Link Tutors should also ensure that the Collaborative Provision Committee’s attention is drawn to any learning resource issues arising from meetings with staff and students in the collaborating centre through the normal reporting mechanisms.
Completed questionnaires should be submitted to the Quality Enhancement Directorate and will be copied to the relevant persons (e.g. Moderator/Link Tutor, Head of the Institution) and the appropriate follow up action will be taken, depending on the nature of the responses provided. Should any serious concerns be raised in the questionnaire, the matter will be referred to the University’s Collaborative Provision Committee.
LIBRARY, INFORMATION AND LEARNING SUPPORT SERVICES AT COLLABORATIVE CENTRES

Quality Assurance Questionnaire
Introduction

This questionnaire is designed to provide a comprehensive record of library, information and learning support services provided by or at centres seeking to collaborate or already in a collaborative partnership with the University.

The questionnaire should be completed in conjunction with staff from the institution concerned and the responses evaluated by an assessor during the initial validation event, or by Moderators when they undertake their periodic visits to the centres/institutions, by Periodic Partnership Review Panels, or at any other appropriate event, such as a special review visit.  It should also be used if matters relating to these services have been the specific subject of discussions between the University and the collaborating institution, and when action has been requested. 

Institutions seeking to collaborate with the University are already required to provide an initial policy statement relating to library, information and library support services and facilities, together with a strategic development plan. Annual Programme Reviews and Periodic Partnership Review documents also seek comments and reports on library and information services. This questionnaire is to be used in conjunction with such reports as part of the University’s on-going quality assurance mechanisms, and as part of the continuing process of monitoring the quality and standards of provision at collaborative centres.

It is accepted that it is difficult to design a questionnaire that will embrace all library and learning support matters in all contexts, especially given the wide range of subject areas and geographical locations at which collaborative programmes are offered. Assessors/Moderators/Link Tutors are encouraged to exercise their discretion and judgement when judging the quality of the resources and the information provided in the questionnaire. You will encounter different standards and cultural and traditional attitudes and practices, but the University is primarily concerned with improving and developing resources, facilities and services to ensure that a minimum and acceptable standard for students on the University’s collaborative programmes is in place. 

Your comments and views on this important matter are most valuable; please make every effort to complete the questionnaires in a comprehensive manner – your qualitative comments are as important as the quantitative data provided by the institutions. The questionnaires will be scrutinised as part of the regular monitoring processes carried out by the University and any necessary follow up action will be taken. Any matters of particular concern indicated in the questionnaires will be reported to the University’s Collaborative Provision Committee.

The University is very grateful for your support in this work.










Jan 2016
ASSESSOR/MODERATOR’S/LINK TUTOR’s NAME:

1.
GENERAL INFORMATION

To be completed by the institution

	Name of institution (a questionnaire should be completed for each collaborating institution and, whenever possible, for every centre at which a scheme of study is to be delivered, if there are more than one):



	Total number of registered students at institution:
	Total number of students registered on the Cardiff Metropolitan University collaborative programmes:



	Type of scheme(s) (e.g. Bachelor’s, Master’s degree, full time, part time):




To be completed by the Assessor/Moderator/Link Tutor
	Has the institution submitted a Development Plan for its library, information and learning support resources?
	If yes, in your opinion is this an adequate plan in relation to what you have observed at the institution?


	Comments:



	In your opinion, do the facilities and services seen by you correspond to those indicated in the centre's/institution's submission documentation, annual programme reports etc?:


	If no, please elaborate below:



	Additional comments, if necessary:




2 
LIBRARY FACILITIES

To be completed by the institution

	Please describe briefly the library facilities (location, nature of accommodation, accessibility within institution/centre, nature and state of collections, number of journals, periodicals (including on-line) etc):



	Please provide details of library opening hours:


	Please list the entitlements (access, loan entitlements, copying, printing accounts etc) of teaching staff and students:

Teaching Staff:

Students:



	Please describe who manages and supervises the library services and facilities (list job title, indication of line manager, qualifications etc):



To be completed by the Assessor/Moderator/Link Tutor
	In your opinion, is the number and range of materials in the library (books, journals, material for reference, other learning materials, including those produced by teaching staff or others in-house) adequate to meet the needs of the staff who are teaching Cardiff Metropolitan University collaborative programmes(s) and the needs of students following those programmes?:



	If no, please comment:



	Please indicate any specific aspects of provision that should be improved:



	Are these improvements (please tick):

essential and urgent?
                                                                 (
necessary, and should be phased in within ___ years?
             (
desirable, and should be considered by the centre/institution?      (



3
ICT FACILITIES

To be completed by the institution

	Please describe briefly the ICT facilities in place (number and adequacy of PCs, networking facilities, range of software and peripherals and other equipment etc):



	Please provide details of opening hours (and any constraints) of the ICT facilities:



	Who is responsible for managing and supervising the ICT services and facilities (list job title, indication of line manager, qualifications etc):




To be completed by the Assessor/Moderator/Link Tutor
	In your opinion, are the ICT facilities provided (hardware, software, peripherals, Internet access and technology-based learning materials) adequate to meet the needs of the staff teaching Cardiff Metropolitan University collaborative programmes and the needs of the students following those programmes?


	If no, please comment:



	Please indicate any specific aspects of provision that should be improved:



	Are these improvements (please tick):

essential and urgent?
                                                                  (
necessary and should be phased in within ___ years?
              (

desirable, and should be considered by the centre/institution?       (



4.
MANAGING THE LIBRARY AND ICT FACILITIES

To be completed by the Institution
	Please outline the mechanisms that are in place for teaching staff to make their requirements for library and ICT facilities known:



	Please describe how matters relating to library and ICT facilities are included in course review and student feedback and evaluation procedures:




	Aside from the people mentioned in 2 and 3 above, who has overall/strategic responsibility for library and ICT facilities at the institution?



	Is that person, and/or the individuals responsible for day-to-day management of the services, involved in key academic decision-making committees and processes?



Assessor/Moderator’s/Link Tutor’s Comments regarding the above:
	


5.
INDUCTION AND TRAINING

To be completed by the institution
	Please describe briefly the means by which students are introduced to the library and ICT facilities and services:



	Please describe any additional guidance or training given to students in information seeking or handling skills and ICT during the course of their studies:



	Please describe how students and staff will be introduced to and will access Cardiff Metropolitan Universitys on-line resources (including electronic journals and Moodle):




Assessor/Moderator’s/Link Tutor’s Comments regarding the above:

	


6. OTHER FACILITIES OR ALTERNATIVE ARRANGEMENTS

To be completed by the institution
	Please describe any additional or alternative arrangements to provide or augment library, information and learning support facilities (e.g. agreed access/use arrangements for staff/students with other public, academic or commercial libraries and ICT facilities at or near the location, preferential hardware purchase agreements with certain suppliers, loan of hardware etc):



	Are these arrangements on a formal contractual basis?


	Please describe any arrangements (formal or informal) made with the Moderator's/Link Tutor’s School or the University’s central services in the context of planning and providing library, information and learning support services:



	Please describe any other kinds of co-operative activity between the centre/institution and others in the provision of information, library and learning support service:




Assessor/Moderator’s/Link Tutor’s Comments regarding the above:

	


7. ADDITIONAL COMMENTS OR OBSERVATIONS

To be completed by the Assessor/Moderator/Link Tutor
	Please add below any other comment pertaining to library, information and learning support services at the centre/institution that it has not been possible to include above.



Signed (Assessor/Moderator/Link Tutor):

Date:
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