PROCEDURES FOR THE MONITORING OF LIBRARY AND IT RESOURCES IN PARTNER INSTITUTIONS
1 The procedures outlined below indicate how the University of Ulster will assure itself of the adequacy of the library and IT resources available to students studying programmes leading to University of Ulster awards in partner institutions.  For ease of reference, paragraphs have been numbered.

Institutional Approval
2 Partners seeking to deliver University of Ulster awards are initially considered under the institutional approval procedures.  As part of this process, all partners submit specific documentation to the University relating to their learning resources strategy and provision.  Typically the documentation will address aspects such as:

· What central resources are available to facilitate student learning in an HE environment?

· What is the physical infrastructure for the delivery of programmes – classrooms, laboratories, study rooms?

· Is there an institution-wide computer network?

· Is there an appropriate replacement policy for computers?

· Is there a system in place for software licence management?

· Is there a periodic review of software versions to ensure the currency of the versions deployed?

· Has the institution an IT Strategy, and is it periodically reviewed to ensure alignment with its Teaching and Learning Strategy?

· What is the policy with regard to the purchase of library books?

· When do staff and students have access to the resources (eg library opening hours) and what are the borrowing arrangements?

· Are electronic resources accessible?

· Is the library catalogue easily accessible?

· Are sufficient professional support staff available?

3 This is then circulated to the Library and ICT Services who provide a commentary on the submission.  If there are significant issues raised in regard to the library and/or IT provision, appropriate staff from the Library and ICT Services will be included in the membership of the panel that subsequently visits the partner.  Subsequent to the visit, a written report is ultimately presented to Senate, containing any conditions and/or recommendations associated with the approval.  Where there are conditions, these will be formally signed off by the Chair of the panel who visited the potential new partner institution (typically a Pro-Vice-Chancellor) before approval is granted.  However, in practice, the Chair of the panel will seek specialist advice from the appropriate department and hence the Library and ICT Services will be consulted on conditions relating to library and IT provision.

Institutional Re-Approval
4 Institutional re-approval operates on a periodic basis and partner institutions will be advised of the schedule by the Quality Management and Audit Unit.  The process of approval is identical to the initial approval process outlined in section 1 Institutional Approval above but clearly consideration will also be given to evidence of the success of the partnership to date.

Programme Evaluation
5 Proposals for new programmes are formally notified to the University via a CA2 form.

6 There is no requirement for the Library or ICT Services to be involved with the development of this document as they will already have looked at library and IT provision through the institutional approval process.  However, it is important that the CA2 does incorporate information acquired from the partner institution’s central library and IT departments.  Also, the University’s Library and ICT Services will continue to offer advice and guidance where this is sought through the Subject Partnership Manager (SPM) or Head of Partnership (HoP).

7 On receipt of a CA2 form, the Academic Office will send it to the University’s Librarian and the ICT Service Centre Manager to allow them to seek the views of relevant staff within their departments in advance of the meeting of Academic Planning Advisory Group (APAG) which will formally consider the proposal.  In this way, any serious concerns can be noted within the minutes, the relevant extract of which is then sent to the partner institution and also made available to the validation panel.  The panel can then determine the progress in relation to the issues identified and any further recommendations or conditions applied.

8 Following APAG approval preparations for an evaluation are made through the Academic Office who will notify the University Librarian and the ICT Services Manager as soon as the dates for a particular event are known.  Upon receipt, the Academic Office will send copies of the course document to relevant staff in the Library and ICT Services for completion of Forms CA10(a) (Library) and CA10(b)(IT), which are subsequently considered by the evaluation panel.  When generating these reports Library and ICT Services staff may visit the partner institution and/or engage with the appropriate SPM or HoP as well as staff from the partner institution.

9 Thus the evaluation panel will receive both the initial generic comments from the Library and ICT Services on the CA2 (extract from APAG minutes included in Academic Office notes for Panel members) and also a more detailed, course specific commentary (CA10(a/b)).

10 If the evaluation panel has issues regarding the library or IT provision, these will be noted as conditions or recommendations within the report.  Where there are conditions imposed which relate to library or IT matters, the Academic Office will forward a copy of the validation report to the University Librarian and/or ICT Services Manager and this will automatically instigate a follow-up review by Information Services in advance of any intake to the programme.  Again, this review may involve a visit to the partner institution if necessary.

11 After the follow-up review, a report from the Library and/or ICT Services will be submitted to the Academic Office to be signed off by the Chair.  The Chair’s decision on any further action required in relation to outstanding issues identified in the report (for example, texts for year 2 modules may not have been acquired at the time of the initial intake) will be notified to the HE Contact and the librarian/IT contact (as appropriate) within the partner institution and also the relevant SPM/HoP.  Any outstanding issues will be monitored by the Library and/or ICT Services and updates reported through the Annual Course Review process.

Ongoing Monitoring
12 Once a programme is operational the SPM/HoP has a responsibility for the on-going monitoring of library and IT resources.  Where they become aware of an issue in this area, for example, from staff/student or course committee minutes, the SPM/HoP should advise the appropriate Subject Librarian or ICT Services (see Annex A) who will then liaise with the appropriate staff in the partner institution to check on the progress they have made in resolving the issue and, where necessary, provide any further advice.

13 In addition, Faculties should ensure that the appropriate staff within the Library and ICT Services receive copies of any CA3 forms that impact on library or IT resources, such as the introduction of new modules, updated reading lists or changes to software requirements.  Course Directors within partner institutions also have a responsibility to ensure that their own institution’s library and IT department are made aware of changes.

14 It is also recognised that some changes at module level are permitted without the need to seek formal approval through the CA3 process, for example, minor changes to reading list to refer to the latest edition of a particular textbook.  In these cases, it is the responsibility of the module coordinator within the partner institution to advise the appropriate staff within their organisation, such as the librarian or the IT department.

15 It should be noted that it remains the responsibility of partner institutions to ensure their library and IT resources are adequate.  Changes during a period of approval are given to the Library and ICT Services largely for information so that they have current information should, for example, an issue arise through staff/student meetings or a revalidation exercise is forthcoming.

16 Issues arising from the ongoing monitoring of library and IT resources are included in the SPM/HoP annual report.  In addition the Annual Course Review panel will receive a brief commentary from the Library and ICT Services listing any issues that have been brought to their attention and documenting the follow-up action initiated.  This will be requested by the Quality Management and Audit Unit (QMAU) as part of their role in collating the documentation for this exercise.

Programme/Subject Revalidation
17 CA10 reports from the Library and ICT Services are not required for existing provision undergoing revalidation except when new provision is to be evaluated as part of a revalidation event or if the existing provision is to be delivered at a new campus or by a new partner institution. For these events, the Academic Office will notify the University Librarian and ICT Service Centre Manager of the need for reports.  Upon receipt, the Academic Office will send copies of the course document to the Library and ICT Services for completion of Forms CA10(a & b), which are subsequently considered by the revalidation panel.  When generating these reports Library and ICT Services staff may visit the partner institution and/or engage with the appropriate SPM/HoP as well as staff from the partner institution.

18 If the revalidation panel has any concerns with regard to the library or IT provision, these will be noted as conditions or recommendations within the report.  Where there are conditions imposed which relate to library or IT matters, the Academic Office will forward the revalidation report to the University Librarian and/or ICT Service Centre Manager and this will automatically instigate a follow-up review by the Library and/or ICT Services in advance of any intake to the new programme or to an existing programme at a new campus or partner institution.

19 After the follow-up review, a report from the Library and/or ICT Services will be submitted to the Academic Office to be signed off by the Chair.  The Chair’s decision on any further action required in relation to outstanding issues identified in the report (for example, texts for year 2 modules may not have been acquired at the time of the initial intake) will be notified to the HE Contact and the librarian/IT contact (as appropriate) within the partner institution and also the relevant SPM/HoP.  Any outstanding issues will be monitored by the Library and/or ICT Services and updates reported through the Annual Course Review process.
ANNEX A
Contact Information

Library

	Name
	Email
	Ext
	Area of Responsibility

	Mr Frank Reynolds
	fj.reynolds@ulster.ac.uk 
	24540
	Arts

	Mr Jim Fitzsimons
	tj.fitzsimons@ulster.ac.uk 
	66963
	Art, Design and the Built Environment

	Mr Jim Fitzsimons
	tj.fitzsimons@ulster.ac.uk 
	66963 
	Computing and Engineering

	Miss Joan Atkinson 
	jce.atkinson@ulster.ac.uk 
	24287
	Life and Health Sciences

	Mr Niall Burns
	nd.burns@ulster.ac.uk 
	66970
	Social Sciences 

	Mr Gerard McFall
	gj.mcfall@ulster.ac.uk 
	68144
	Ulster Business School


ICT Services

	Name
	Email
	Ext
	Area of Responsibility

	Ann McSherry
	a.mcsherry@ulster.ac.uk
	66940
	All


Subject Partnership Manager
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