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    ROUTE A TRAINING PROGRAMME – PART 1

	SECTION 1:  TRAINING AND DEVELOPMENT ACTIVITIES

INFORMATION GENERATION COMMUNICATION AND UTILISATION

AIMS:

To explain the relationship between the underpinning principles of information generation, communication and utilisation and the effective practical delivery of services

To clarify how the candidate fits into the service

To explain the purpose and nature of the training programme and how it will be delivered

LEARNING OUTCOMES FOR CANDIDATE:

Understanding of the objectives of the service

Ability to assess the effectiveness of objectives



	PLEASE INDICATE HOW THE TRAINING PROGRAMME WILL GIVE THE CANDIDATE THE OPPORTUNITY TO DISCOVER & ASSESS:



	1.1 The information needs and the organisation of information in the library/information     

 service

The candidate will develop awareness of the information needs of the organisation as part of his/her daily work, and in liaison with academic staff and students. The candidate will have access to University and Departmental strategic plans as appropriate to enable him/her to understand the context in which the library and information service is delivered. 



	1.2  Analyse how effectively services monitored and responded to changing information 

       needs

The candidate will be asked to evaluate the library service provided against its aims and objectives and discuss this with the supervisor.

The candidate will be able to understand how effectively the service is responding to user needs through attendance at departmental staff-student meetings, collecting data for the library’s annual statistical return and through informal discussion with users. He/she will be encouraged to look for trends in data or patterns in usage.



	1.3  How services might be improved to more effectively generate and promote the use of 

       information

The candidate will be encouraged to seek out areas of good practice from other institutions which can be introduced within his/her own information service, both through library visits and reading professional literature. He/she will be encouraged to make suggestions for change, which can be discussed with his/her line manager and supervisor, and to implement improvements as appropriate.


1.4  The contribution their work and activities make to the library / information service

The candidate will analyse his/her own role both within the library service and the department as a whole through the use of organisational charts, and discussion with colleagues. He/she will also consider how the library fits into the Cambridge system and the role it plays.




	SECTION 2:  INFORMATION MANAGEMENT AND ORGANISATIONAL CONTEXT

AIMS:

For the candidate to observe and participate in aspects of information management

To enable the candidate to understand and discuss management strategies within the organisational context

To develop an understanding of practical management issues

LEARNING OUTCOMES FOR THE CANDIDATE:

Ability to analyse and evaluate a range of management strategies

Ability to assess and evaluate personal performance and service performance

Ability to assess user needs and recommend effective user education strategies



	PLEASE INDICATE HOW THE CANDIDATE WILL HAVE THE OPPORTUNITY TO EVALUATE:

	2.1 The development and provision of a range of information services and products

The candidate’s role includes the development and provision of information services and products within the scope of his/her departmental subject area. Candidates will make visits to other libraries to compare service provision.

The candidate will be encouraged to evaluate the collection development policy for his/her own library.

The candidate will be encouraged to keep up-to-date with new products and services by attending exhibitions and through reading professional literature.



	2.2  Strategic tactical and financial planning of information services

The candidate will be given the opportunity to attend a departmental senior management meeting to gain an understanding of strategic, tactical and financial planning. In addition, he/she will attend library committee meetings on a regular basis. The candidate will also be responsible for the library budget.

The candidate will be encouraged to evaluate that already exist for his/her library, e.g. disaster response plan, and also to develop a short-term business plan for his/her library.

The candidate will keep up-to-date on issues affecting libraries in higher education in general and at Cambridge through professional reading, and attendance of relevant talks and training courses. 



	2.3  Information services marketing and business development

The candidate will produce new promotional material for the library, e.g. posters, leaflets, web pages, as part of his/her role, and will be encouraged to look for examples of best practice from other libraries.



	2.4  Quality issues and liability

Candidates will establish how the quality of the library service he/she is providing is measured.

He/she will evaluate the usefulness of data provided by student surveys conducted by the department. The candidate will also become familiar with the quality control measures used in higher education, QAA and RAE, either by first-hand experience or though discussion with other librarians who have been through the process.


2.5 Performance assessment

The candidate will receive training for, and take part in the University formal appraisal process. He/she will be encouraged to evaluate how effective the system is and to discuss this with his/her line manager and supervisor.

The candidate will be expected to set up regular progress meetings with his/her line manager to discuss performance.


2.6 Analysis of user needs and provision of user education

The candidate will analyse user needs both through formal feedback, and by informal contact with library users. He/she will be encouraged to conduct a user need survey or a questionnaire relating to a particular aspect of service provision.

The candidate will be involved with the planning, delivery and assessment of appropriate user education sessions as part of his/her job role. 




	SECTION 3:  INFORMATION SYSTEMS AND ICT

Whether you work in a traditional library / organisation, in research or work principally in the electronic environment the use of ICT is crucial to the provision of effective library / information services

AIMS: 

To introduce the candidate to a range of manual and electronic systems

LEARNING OUTCOMES FOR THE CANDIDATE:

Ability to evaluate ICT systems for use in the library and information service



	PLEASE INDICATE HOW THE CANDIDATE WILL OBTAIN PRACTICAL KNOWLEDGE OF THE FOLLOWING, OR HOW THEY WILL BE ADDRESSED THROUGH TRAINING IF THEY CAN NOT BE INCLUDED IN PRACTICE:



	3.1  The analysis and evaluation of manual and electronic systems and tools

Use of library management system data and reports to manage stock

The candidate will work with a wide range of electronic and manual systems and tools as part of his/her job, and will be encouraged to contribute to discussions regarding improvements and enhancements in this area.

The candidate will receive training on the local library management system, and will be expected to train other library staff and users as appropriate.

The candidates will be encouraged to attend training provided by the University Library on resources related to his/her subject area.



	3.2 The specification, implementation and use of ICT systems to support the service in meeting its 

aims and objectives

The candidate will be encouraged to participate in University-wide user groups relating to the library management system, and to suggest enhancements as appropriate.

He/she will also be encouraged to make suggestions and implement changes to day-to-day procedures as part of his/her job role, and to discuss these with the line manager and/or supervisor

Training in relevant computing resources and databases is available from the University of Cambridge Computing Service and the University Library, and the candidate will be encouraged to attend these where appropriate.




	SECTION 4:  INFORMATION ENVIRONMENT AND POLICY

AIMS:

To enable candidates to develop an understanding of UK / national legislation affecting library and information services

To give candidates an opportunity to consider how professional and legal issues affect service provision

LEARNING OUTCOMES FOR THE CANDIDATE:

Ability to analyse the impact of legal, professional and ethical issues on their work

Ability to relate the impact and contribution of their work to the wider professional community



	PLEASE INDICATE HOW THE CANDIDATE WILL OBTAIN AN UNDERSTANDING OF THE  FOLLOWING:



	4.1  The legal regulatory issues affecting the services and sectors in which they work

The candidate will be involved as part of his/her role in all aspects of the running of their department, in particular health and safety, disability access, copyright and data protection.

He/she will attend the University of Cambridge course on libraries and disabled access and will discuss how the Disability Discrimination Act impacts upon his/her library with the supervisor. He/she will be encouraged to make changes to the service as appropriate.

The candidate will keep up-to-date on issues such as copyright and data protection through reading of in-house documentation and professional literature.



	4.2  Professional and ethical issues and the response in terms of service provision

The candidate will discuss professional and ethical issues with colleagues, line manager and supervisor.

Candidates will read the CILIP Code of Professional Ethics and discuss the issues raised with his/her line manager or supervisor. 



	4.3  The importance of international and trans-border information transfer

The candidate should consider the importance of international information in the subject area in which he/she works.



	4.4 The impact of regional, national and international information policies and issues on library / 

information services

The candidate will gain awareness of local organisations and initiatives in the library and information sector, such as EEMLAC, Co-East, etc, through professional reading and attending local events. He/she will also be encouraged to attend a local CILIP Branch meeting.

He/she will attend lunchtime talks on national issues affecting HE libraries at the University Library, and will discuss the impact these will have on their service with the supervisor. 




	SECTION 5:  MANAGEMENT AND TRANSFERABLE SKILLS

In this section candidates will be expected to show they have gained practical knowledge or understanding of a number of areas 

AIMS:

To enable the candidate to develop the ability to view issues from a managerial perspective

To develop the candidates practical skills through research / project work

To enable candidates to apply a range of interpersonal and communication skills

LEARNING OBJECTIVES FOR THE CANDIDATE:

Development of professional judgement through exposure to management issues and practices

Development of interpersonal and communication skills



	PLEASE INDICATE HOW THE CANDIDATE WILL BE ENABLED TO APPRECIATE THE ESSENTIALS OF:



	5.1  The effective management of human resources, including training and development

The candidate will gain practical experience of recruiting and managing staff in his/her current job role. The University of Cambridge Staff Development Office runs a wide range of courses in all aspects of staff management, and candidates will be encouraged to attend these as appropriate.

The candidate will be given the opportunity to discuss staff management issues with his/her line manager and supervisor.



	5.2  Finance and budgeting management

The candidate will have responsibility for overseeing the library budget as part of his/her job role, and will gain an awareness of the overall financial management of the University through discussion with finance staff in his/her department and through reading of University documentation.



	5.3  Statistical analysis and research methods

The candidate will be encouraged to assist with the preparation of departmental questionnaires to ensure that useful data on the library is collected.

The candidate will be responsible for preparing statistical data for the annual return for his/her library as part of the job role. He/she will be able to compare the data with other departmental libraries and also with statistics produced at a national level.



	5.4 Communication / interpersonal skills

Highly developed communication skills are a prerequisite for the candidate’s role, as he/she will deal regularly with users and other members of the department. He/she will be encouraged to develop written skills further by producing reports, leaflets, posters and web pages as appropriate.

The candidate will be encouraged to become involved in committee work outside his/her department, to make external presentations (for example to Cambridge Union Catalogue members and other local groups), and to write an article for a local library publication (such as the Cambridge University Libraries Information Bulletin or Union Catalogue Newsletter).




	SECTION 6:  PERSONAL PROFESSIONAL AWARENESS

All candidates will be expected to demonstrate in their application for Chartered Membership a professional awareness of, and commitment to, wider professional concerns and an awareness of their current and future training needs

AIMS:

Candidates should be encouraged to become involved in professional matters at a local, national or indeed international level.

Candidates should be able to evaluate the professional training they have received and identified their short to medium term future training needs

LEARNING OBJECTIVES FOR THE CANDIDATE:

Ability to assess the effectiveness of their training and development activities.

Able to demonstrate a practical understanding of the relationship between their work and the wider professional community.

Ability to discuss and evaluate issues that they consider important to the wider profession.

	PLEASE INDICATE HOW THE CANDIDATE WILL BE ENCOURAGED AND ENABLED TO: 



	6.1  Participate in professional affairs outwith their immediate workplace

The candidate will be encouraged to become involved with local professional groups (e.g. the Cambridge Library Group, the local Career Development Group division, or CILIP Eastern Branch). He/she will also attend professional meetings and conferences (e.g. Union Catalogue AGM, Umbrella, etc). The candidate will participate in relevant email discussion lists (e.g. lis-link, lis-cilip-reg, lis-cilip).  He/she will be encouraged to establish a network of contacts throughout the profession, and to read widely on professional issues.



	6.2 Analyse the relationship between their own role and service and the wider professional           

      community

The candidate will analyse the relationship between his/her own role and that of other librarians in Cambridge through contact at both formal and informal local meetings.

The candidate will have the opportunity to see libraries from other sectors, such as public, government and national through a programme of library visits, and to keep up-to-date with developments and issues affecting other sectors through reading of appropriate professional literature.

The candidate will be encouraged to discuss wider professional issues with the supervisor.



	6.3  Identify and evaluate their current and short to medium term training and development needs

The candidate will take part in regular appraisal and progress meetings with his/her line manager during which training and development needs will be discussed. The candidate will also be encouraged to make use of tools such as Framework for Continuing Professional Development, the Toolkit for Turning and a log book to record his/her training and to identify areas for future development.





PART 2:  MANAGEMENT OF THE PROGRAMME

a)  TRAINING AND DEVELOPMENT METHODS

Please indicate which methods of training will be used for the 6 sections listed in Part 1 of this form. 

Please tick as many as are relevant for each module.


 Sections                                 1          2            3           4           5           6          

	Secondments / placements
	
	
	
	
	
	

	Conference attendance
	
	(
	
	
	
	(

	Review meetings    
	(
	(
	(
	(
	(
	(

	External visits
	(
	(
	
	
	
	(

	Professional reading
	(
	(
	
	(
	
	(

	Internal visits
	(
	(
	
	
	
	(

	Job rotation / job swaps
	
	
	
	
	
	

	Meeting attendance
	(
	(
	(
	(
	
	(

	Off-site courses
	
	(
	(
	
	(
	(

	On-site courses
	
	(
	(
	(
	(
	(

	Project work
	
	(
	(
	
	(
	

	Report writing
	
	(
	(
	
	(
	


Any other training methods – please specify which module(s)

Sections list

1)
Information, communication, generalisation and utilisation

2)
Information management and organisational context

3)
Information systems and ICT

4)
Information environment and policy

5)
Management and transferable skills

6)
Personal professional awareness


	b)  GUIDANCE

Will the Framework for Continuing Professional Development be used?

Yes     No

Will the candidate keep any other form of log book?

Yes     No
What will be the frequency of counselling sessions with the candidate?

Weekly     Fortnightly     Monthly

If the supervisor is not on the same site as the candidate what arrangements are there for assistance between counselling sessions?

Telephone and email contact; the libraries are within walking distance



	c)  TIMESCALE

Please give a rough estimate of how much time will be spent on training activities

10 days



	d)  TRAINING BUDGET

Is there a separate training budget for the library/information service?

No

If yes please indicate the amount for the current financial year

Is this more or less than the previous year?



	PART 3: ADDITIONAL INFORMATON

Please supply any additional information concerning the training of Registration candidates who will be following this programme which you think will be helpful to the Board.
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