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1 Definitions

CHE
                              
Council on Higher Education

HEQC
Higher Education Quality Committee (a sub-committee of the CHE dealing with programme accreditation)

ILL
Interlibrary loan, or inter-lending, is a transaction to allow materials, or copies of materials held by one library to be available upon request through another library.
LIS



Library and Information Services.

NMMU



Nelson Mandela Metropolitan University.

Off Campus Students
Students that are registered NMMU students who are not residents of Port Elizabeth, George or the surrounding areas. The term includes distance students, distance education students and remote students.
2 Preamble
In accordance with the NMMU’s commitment to academic excellence the NMMU LIS strives to support the University’s teaching, learning and research goals by means of a Library Liaison Programme.  The purpose of this programme, which partners a Faculty Librarian with a designated Faculty, is to develop and foster two-way communication beneficial to both the LIS and the Faculties concerned. When Faculties offer programmes on other campuses or have departments on more than one campus, there should be a designated Faculty Librarian to support these programmes/departments.
The need for a Faculty Liaison Policy arises from the relative newness of the programme, which may have resulted in some uncertainty, particularly on the part of Faculty staff members, as to precisely what such a partnership entails.  It is anticipated that the policy will promote the development of an ongoing, active partnership between Faculty Librarians and their designated Faculties.
3 Regulatory Framework

This policy forms part of the Circulation and Information Services Policies of the NMMU LIS.  This policy must be read in conjunction with the Policy of LIS to Off Campus Students and the 

LIS Collection Development Policy.
4 Objectives

The objectives of this policy are:
4.1 To provide guidelines for Faculty Librarians on the role they are required to play and the services they should offer to faculties;
4.2 To delineate the nature and extent of such services, so as to provide academic staff with clarity on how the partnership should function, what type of assistance and support they may expect from their Faculty Librarians and what input will, in turn, be necessary on their parts.
4.3 To help consolidate a collaborative relationship which, it is envisaged, should support the instructional programmes of the University and help maximize their benefit to students, as well as developing or enhancing the information literacy skills required for lifelong learning.
5 Principles, Values & Philosophy

This policy is intended to reflect the university’s commitment to the principles, goals and ideals as outlined in its vision, mission and values.
This policy assumes the following precepts:
5.1 Access to adequate library and information services and resources is essential for quality education.

5.2 These services and resources can best be developed utilizing the knowledge and skills of both academic and LIS staff. 

5.3 The standard of students’ coursework and the quality of research done by staff and students depend heavily on the quality and accessibility of library resources and the appropriateness and effectiveness of library services.

5.4 The specialization of Faculty Librarians in one particular subject area and the tailoring of LIS services to meet the specific needs of a particular Faculty must maximize the value of such services and significantly improve the accessibility of library resources. 
5.5 Faculty Librarians are, however, dependent on the input and co-operation of Faculty staff members to enable them to offer such specialized and enhanced services.

5.6 The development of strong information literacy skills and the promotion of critical thinking are LIS priorities, as they are essential for students’ academic and future professional success.  The Faculty Liaison Programme can ensure that information literacy and research skills are also geared to the specialized needs of a particular Faculty.      
6 Scope of Applicability

6.1
Faculty Librarians are bound by this policy.  LIS staff will foster the implementation of the Faculty Liaison Programme, which will result in improved levels of service.
6.2
Both Faculty staff members and students will benefit from the contribution this Programme can make to the pursuit of academic excellence at NMMU.  The NMMU LIS caters for the needs of off campus students and other groups with special needs.
7 Policy Guidelines
In keeping with increased global emphasis on client-centred services, Faculty Librarians will strive to be proactive, rather than just reactive, in the provision of both instructional and information services.  They will not merely respond to the expressed needs of Faculty staff and students, but try to anticipate future requirements.  In short, they will attempt to make themselves indispensable to their designated Faculties.   
The Faculty Librarian will provide the following services:
7.1 Communication 
The primary function of the partnership is regular communication between the Faculty Librarian and Faculty.  Through regular contact with a designated Faculty, the Faculty Librarian becomes knowledgeable concerning the subjects taught and research conducted by the Faculty.
The Faculty Librarian performs the following communication tasks:
7.1.1 Informs Faculty about the services and resources available to them through the LIS.

7.1.2 Conveys Faculty opinions or suggestions to the LIS Management Team.

7.1.3 Informs Faculty about any new services provided or resources acquired by the LIS.

7.1.4 Sends out reminders of underutilized services.
Communication may involve face-to-face interviews; visits to individual Faculty members; scheduled visits to the Faculty or printed or electronic communication.

7.2 Consultation

The Faculty Librarians can provide individualized research support for Faculty members and postgraduate students. Research appointments can be made with the Faculty Librarian to perform a literature search. 
7.3 Information Services and Training 
To effectively support the Faculty in its teaching, learning and research activities, the Faculty Librarian:
7.3.1 Offers current awareness services.

7.3.2 Conducts literature searches to assist with research.

7.3.3 Gives guidance on the information resources relevant to the subjects taught in the Faculty.

7.3.4 Helps to verify citations.

7.3.5 Provides expert assistance and instruction in the use of an increasing variety of information sources and technologies.

7.3.6 Keep track of new Faculty members or postgraduate students in need of library orientation and/or training. Provides LIS orientation for new Faculty members and students on request.

7.3.7 Trains individuals or groups in using the library online catalogue and other electronic resources.

7.3.8 Demonstrates databases. 

7.3.9 Holds training sessions in database searching.

7.3.10 Creates awareness of the LIS Information Literacy Program, InfoWise.
7.4 Collection Development
In conformity with the Library’s Collection Development Policy and in collaboration with Faculty, it is the Faculty Librarian’s responsibility to establish and maintain a library collection that serves the needs and supports the academic programmes of his/her Faculty.
To effectively build a balanced collection with the available funds, the Faculty Librarian will:

7.4.1 Consult with Faculty in the selection of specific information services and resources. Faculty Librarians, in partnership with Academics have the ultimate responsibility for the development and maintenance of the collection as they are aware of selection tools, use patterns, collection imbalances, budgetary limitations and the specific information needs of the library users.
7.4.2 Encourage Faculty to recommend materials for inclusion in the collection, as Faculty members have the expertise and know the requirements of their respective areas of teaching and learning.
7.4.3 Monitor the information needs of the Faculty.
7.4.4 Be responsible for the evaluation of both interdisciplinary and very expensive materials.

7.4.5 Depend upon the academics to provide subject and bibliographic knowledge needed to help evaluate the LIS collection and select additional titles for acquisition. 

7.4.6 Meet with the departmental representative on a regular basis in order to exchange information about curriculum developments, LIS user needs and services.

7.4.7 Notify Faculty about new resources available for purchase by sending out, for example, publishers’ announcements.

7.4.8 Monitor the recommendations for purchase sent to the LIS Acquisitions Department by Faculty members.

7.4.9 Keep track of Faculty expenditure within the budget allocation and advise Faculty to purchase if underutilized.

7.4.10 Assess the collection to identify duplicated or outdated LIS material.

7.4.11 Inform the Faculty about any changes in Library policies regarding collections and collection development.

7.4.12 Provide assistance with the evaluation of trial databases.

7.5 Curriculum Design Resource Information
In accordance with the NMMU’s commitment to academic excellence and in collaboration with Faculty programme leaders, the LIS assists with and supports the design of new courses or programmes and the modification of existing ones. 
The LIS Director is a member of the Programme Planning and Approval Sub-Committee of APQC, and in a position to exercise influence over the development of procedures relating to the planning and approval of new academic programmes, new credit-bearing short learning programmes or programme changes.  New programmes should not pass the early stages of planning without input from the LIS on whether the Library collection and information resources can support the programme.

Programme Designers need to enlist the assistance of their Faculty Librarians at various stages of the process. 
See:- Annexure A. The Role of the Faculty Librarian in Curriculum Design. Procedural Guidelines.
7.6 Services to Off-Campus Students
Cognisance should be taken of the fact that Off Campus Students cannot as easily obtain access to materials on Short Loan and that the first few students may deplete the open shelves of relevant material.  Lecturers may therefore be obliged to ensure either that each topic is tackled by only a few students, or that relevant material is widely available outside NMMU or that it is available electronically.  Faculty Librarians will ensure that lecturers are aware of the existence of the services LIS offers to Off Campus Students and will advise the lecturer on precisely what these services would be able to provide for the specific assignments planned.      

8 Implementation, Monitoring & Evaluation

Both Faculty and Faculty Librarians must assume responsibility for the effective implementation of this policy.  
The LIS Faculty Liaison Programme will be monitored and evaluated on an ongoing basis by the Senior Manager: Information Services and Training. 

9 Financial Implications
For the successful implementation of this policy, there needs to be at least one designated Faculty Librarian per Faculty.  Currently the Faculty of Science and the Faculty of Education do not have  designated Faculty Librarians and these services are performed by the Senior Librarian: Information Services and the Senior Librarian: Education respectively.
20 March 2008
D Prinsloo
Faculty Librarian
NMMU LIS
Draft approved by LIS Management: 5 December 2008
Draft served at Faculty Boards Meetings: March & July 2009 
Updated version approved by LIS Management: 21 July 2009
Approved by LIS Committee (of Senate): 11 August 2009
Annexure A
The Role of the Faculty Librarian in Curriculum Design. Procedural Guidelines
1. When a draft proposal for a new course or programme is first prepared a copy should be supplied to the relevant Faculty Librarian.  This should incorporate a brief outline of sub topics and a list of keywords.

2. The Faculty Librarian will conduct literature searches and establish what information resources are available within the NMMU Library collection or via the online subscription databases and other electronic resources to which registered library users have access.  The Faculty Librarian will also ascertain what further resources would be available via ILL and communicate this information to the Programme Designer and to the Faculty members responsible for the various modules.

3. If existing resources are not adequate, the Programme Designer will inquire into the financial feasibility of acquiring the necessary additional resources.  The Faculty Librarian will determine whether these are affordable in terms of the Library’s budget and, if not, will advise the Programme Designer that supplementary financial means will need to be acquired from elsewhere within the University.   

4. Alternatively, the Programme Designer may choose to adapt the programme somewhat to place emphasis on alternative sub topics or subject areas for which more resources are available.  He/she may need to call upon the Faculty Librarian to perform further literature searches at this stage.

5. The Programme Designer will then follow the various procedures required by the Programme Approval Process.

6. Once final approval has been obtained, the Programme Designer, with the assistance of the Faculty Librarian, will order the material and arranging access to the additional resources required.  This process should be undertaken at least six months before the commencement date of the new programme. 

7. Once the new resources have been acquired Faculty members involved in the delivery of the new programme will supply the Faculty Librarian with reading lists for their modules, clearly indicating which are essential, recommended and background reading.  The Faculty Librarian will check these lists and advise academics on the location and degree of availability of all items, so that it can be confirmed that sufficient material will be readily available for the student numbers contemplated.

8. Copyright clearance may need to be obtained for material that needs to be distributed to numbers of students and lecturers will wish to place certain publications on Short Loan.  Both these matters should be timeously arranged.

9. Assignment lists for the first semester will also be submitted to the Faculty Librarian well in advance of the commencement of the programme, so that literature searches may be done to ascertain what material is available within the Library collection or electronically on each proposed topic.  It is possible that assignments, too, may need to be adjusted, or additional choices offered to ensure that sufficient material is available to all students choosing a particular topic.
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