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Information Literacy Guidance Note

This document was approved by the Learning and Teaching Committee in February 2007. It replaces the original Information Literacy Guidance Note (May 2002).
1. Introduction 

.1 Defining Information Literacy

Information literacy is defined as a set of abilities requiring individuals to "recognise when information is needed and have the ability to locate, evaluate, and use effectively the needed information" (ACRL 2000). 

In essence, information literacy is a framework for finding, evaluating and using information.  The concept: 

· is applicable to all disciplines, learning environments and all levels of education; 

· ensures that learners become more independent, enabling them to assume greater control over their own learning and research;

· forms the basis for lifelong learning. 

Information literacy is internationally recognised.  National policies have been developed in Australia and New Zealand, the USA and the UK (Bundy 2004; ACRL 2000; SCONUL 1999).  

To clarify the concept, the Association of College and Research Libraries (ACRL 2000) identifies five standards which support the development of learning outcomes for information literacy:

The information literate individual:

1) determines the nature and extent of the information needed. 

2) accesses the needed information effectively and efficiently. 

3) evaluates information and its sources critically and incorporates selected information into his or her knowledge base and value system. 

4) uses information effectively to accomplish a specific purpose. 

5) understands many of the economic, legal and social issues surrounding the use of information and accesses and uses information ethically and legally. 

.2 Why is information literacy vital?

Information Literacy: 

· is an essential component of critical thinking and research-led learning and teaching.

· enables us to meet the challenges arising from the proliferation of information.  

The amount of new information stored electronically doubled between 1999 and 2002.  This is equivalent each year to 37,000 new libraries with collections the size of the Library of Congress or, put another way, 30 feet of books for every person in the world (Lyman and Varian 2003).

· will help us reap the benefits of the Modern Working Environment in our everyday working life.

· can play a key role in promoting an understanding of what constitutes plagiarism and in deterring its practice by promoting integrity and accountability in the use and presentation of information.

· is a key to lifelong learning in our knowledge society. 

2. Background and Policy Context

This guidance note has been developed to further the central aims of the University’s Strategic Plan and in particular, key aspects of the Assessment, Learning Environment, and Learning and Teaching strategies:   

· The second of the four aims of the Learning Environment Strategy is to enable users to make the most of the learning environment. 

· One of the key objectives (2.3 Learning) of the Learning and Teaching Strategy is to ensure that the learning opportunities made available to students allow them to develop appropriate research and academic-related skills, and to become independent and lifelong learners. 

· Tenet 2.5 of the Assessment Strategy states the need for students to understand the concept of academic integrity and act accordingly.  

3. Information Literacy and the Curriculum

.1 Information literacy is important in all disciplines and at all levels of study.  It is best developed within the context of the academic curriculum, rather than as a separate add-on removed from the subject content.  It is suggested that students are more likely to recognise the relevance and importance of information literacy if teaching is delivered at the point of need, affiliated with their own subject, and included in assessment (Godwin 2003; Hine et al. 2002).  

.2 The embedding of information literacy into curricula facilitates student-centred teaching methods including problem-based, inquiry-based or evidence-based learning together with opportunities for self-directed learning and reflection (ACRL 2000).

.3 Evidence suggests that success in embedding information literacy into the curriculum depends on the establishment of collaborative working partnerships with all those involved in the learning and teaching process (see for example Davies and Jackson 2005; Grafstein 2002; Hine et al. 2002; Thornton 2007).  

An example of how information literacy has been embedded into a year one CLAWS module is provided in Appendix One.  Views of academic staff on the success of embedding information literacy into other modules are quoted in Appendix Two.

4.  Information Literacy: University Support

.1 Information Services 

Information Services (INSRV) has developed a national reputation for its support of information literacy in the University.  In 2004 Cathie Jackson (JacksonCM@cardiff.ac.uk) was appointed to take the lead in implementing INSRV’s information literacy strategy and to advise on approaches to embedding and assessing information literacy across INSRV and the Schools. 

Subject librarians collaborate with academic colleagues in the Schools to integrate information literacy into programmes of study and tailor methods of delivery to suit the requirements of each discipline.  They provide instruction embedded within courses such as hands-on workshops for large and small groups, demonstrations, lectures and tutorials.  

In 2005/6, subject librarians provided 76% of students on taught courses at Cardiff University with database and web searching training; 61% received in-depth information literacy training involving identifying and locating good quality information, from a range of sources, for their research.  For 39% of students, information literacy training was fully integrated into a module or course of study.

In addition to this training, subject librarians compile a range of electronic and print instructional resources.  For a list of the subject librarians for each School visit the INSRV Information Literacy web pages at www.cardiff.ac.uk/schoolsanddivisions/divisions/insrv/training/infolit/

With funding from the University’s Innovative Learning and Teaching fund, INSRV has developed the Information Literacy Resource Bank (http://ilrb.cardiff.ac.uk).  This is a collection of ‘bite-size’ online interactive tasks, diagrams, cartoons and short tutorials which focus on aspects of information literacy.  They are available for staff to download and incorporate into their own online or printed teaching materials. 

Additional support is provided by insrvEducation which offers training and certification to enable staff and students to make the best use of centrally provided IT facilities and software applications.

.2 Registry 

Registry is able to offer support and advice to academic staff regarding information literacy and the University’s Learning and Teaching Strategies, the enhancement of learning and teaching (including the financial support of innovative projects), and quality processes (including the programme approval process). 

If you would like to discuss any aspect of Registry’s work in this area, please contact Stephen Iwan Griffiths (telephone: 74456 or email: GriffithsS4@cardiff.ac.uk).

5. Sources of additional information

1. Information Services Information Literacy web pages. www.cardiff.ac.uk/schoolsanddivisions/divisions/insrv/training/infolit/ 

2. The Information Literacy Resource Bank.  A collection of learning objects on information literacy developed by Information Services. http://ilrb.cardiff.ac.uk 
3. Association of College and Research Libraries (ACRL) Information Literacy web site.  http://www.ala.org/ala/acrl/acrlissues/acrlinfolit/informationliteracy.htm
4. Information Literacy web site.  A web site on information literacy for the UK created by Eduserv and CILIP.  It includes a list of tutorials and resources on information literacy in higher education.  http://www.informationliteracy.org.uk 

5. insrvEducation web site.  For information about the programme of IT training courses provided by Information Services. http://www.cardiff.ac.uk/schoolsanddivisions/divisions/insrv/training/ittraining/ 
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Appendix One – Example of the integration of information literacy into a curriculum 
Legal Foundations
 is a core, year one, 30 credit CLAWS module which is planned and delivered collaboratively by the module leader, Jackie Davies, the subject librarians for law and the CLAWS Computing Officer.

The aim of the module is to introduce students to the main features of the legal system in England and Wales and develop the legal skills needed to study law.  The coursework element of the assessment is through an essay, accompanied by a reflective “research trail”.  Information literacy provides a framework through which skills are presented in a relevant and easily applicable way to students.

Course structure

The course consists of four units: the legal system of England and Wales; legal analysis and reasoning skills; legal research skills; and legal presentation skills.  The latter two incorporate information literacy and are delivered through five two-hour seminars and two lectures during the latter half of the module.  These sessions build on earlier IT skills workshops and an introductory lecture and exercises which outline how legal information is structured.   

The information literacy seminars are planned around a hypothetical case study on the English legal system which aims to build on the legal knowledge gained earlier in the module.  The first seminar is based on Information Literacy Standards 1 and 2 (determining a need for information and accessing information) and is led by a subject librarian from the Law Library.  This highly participative workshop, delivered in a computer room, builds on students’ previous experiences of finding information to explore the breadth of information needed for the case study.

In preparation for their next seminar, students read the material they have identified.  The second session is back with the law tutor and introduces techniques for critically evaluating the information sources they found for relevance and quality (Information Literacy Standard 3).  As a first step to Standard 4 (using information effectively to accomplish a specific purpose) students are then asked to draft an oral report and a short piece of legislation using an appropriate selection of the information they have identified.  

In preparation for the third seminar, students are required to plan and write a 1250 word essay accompanied by a reflective research trail.  The research trail asks students to reflect upon the reliability, objectivity, authority and relevance of each of the sources they used in the essay.  This third seminar is based on Standard 5 (using information ethically and legally) and covers writing skills, including correct citation and avoidance of plagiarism.  At the start of the seminar, students work as a group to identify the characteristics of good writing.  These are compared with the criteria actually employed by the Law School.  Each student then peer reviews another student’s essay anonymously and comments on it using the criteria identified earlier.  Meanwhile, the tutor reviews the adequacy of the research process as demonstrated in the research trail.  Each student is given the opportunity to re-draft their own essay in response to this feedback before submitting it, together with the research trail, as an assessed piece of coursework.

The final two seminars consolidate and reinforce students’ information literacy in a fresh context.  The module culminates with a mooting exercise and the information literacy element is emphasised in the penultimate seminar as teams pool and discuss their research and plan their submissions.

Outcomes

· Adopting a structure developed around the concept of information literacy has facilitated a skills-based approach to student learning without sacrificing substantive content and started the process whereby students are enabled to meet the QAA benchmarks for law. 

· Working together, law tutor and librarian can focus on skills of evaluation and use (Information Literacy Standards 3 and 4) to address the challenge presented to this generation of students by information which increasingly comes in unfiltered formats.  
· Peer and tutor review of essays in a workshop format has enhanced key skills of communication and literacy.
· The introduction of a research trail in the coursework assessment has both reduced the incidence of plagiarism, whilst also making it easier to detect, and has encouraged students to reflect upon their learning.    

Appendix Two – Views of academic staff 

"Access to huge amounts of information, via various electronic means, is the norm for today's student.  Whereas the challenge previously for a student was how to find sufficient information, today the issue has become how to prune and select appropriate sources amongst the Wikipedia, Google and Ask internet minefield.  Integrating the expertise of the Biosciences Information Specialists [subject librarians] into our modules has been a vital tool in increasing the students’ critical understanding and effective employment of their developing information literacy skills."

Dr Kate Phillips

Year One Co-ordinator

School of Biosciences

“Information literacy workshops are an integral part of a postgraduate professional issues and skills module. The students benefit from being taught by an information specialist and are aware that the School regards it as important that they develop their information literacy skills.”

Pat Ryder

Professional Tutor

School of Computer Science

"With an overwhelming amount of information readily available to anyone with access to the necessary technology, gaining an appropriate level of information literacy is now an essential element in the process of becoming a successful student".

Dr Stephen Thornton

Lecturer in Comparative Politics

School of European Studies

“Information literacy training forms a sound basis for and serves to promote life long learning.”

Dr Rachel Waddington

Director of Postgraduate Research Students

School of Dentistry
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INSRV Information Literacy Strategy 2008-2011 
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Developments since 2005

[image: image3.wmf]There has been significant progress on information literacy (IL) in Cardiff University during the period of the 2005-2008 Information Services (INSRV) Information Literacy Strategy.  Over half of all students now engage with information literacy as part of their curriculum, facilitated by subject librarians.  The outputs of innovative projects including the Information Literacy Resource Bank and the Student Survival Guide to Writing a Good Essay podcast enable staff to enliven their teaching materials and offer interactive and entertaining support for students.  A new and improved Handbook for Information Literacy Teaching provides a source of guidance and inspiration to staff and has proved so popular that it is shared on the web and even translated into Finnish and Swedish.  

Updating the strategy

This revised Strategy refreshes our Objectives for the period 2008 to 2011 in accordance with the Information Services Strategy 2006-20111.  It is aligned with INSRV’s mission both to deliver world-class information services that give staff and students an edge in realising their potential and achieving their objectives, and to achieving international recognition for the Directorate and the University.

The strategy supports the University’s Learning and Teaching Strategy to 2010/20112, in its objective to “allow all students to develop appropriate research and academic-related skills” and to “properly prepare all students to become independent and lifelong learners.”  It has also been informed by the requirements of library users as identified by local and national studies3,4,5 and the recommendations from the 2005 review of the University’s Library Service6.

The strategy will be achieved through the work of the subject librarians, supported by the Information Literacy Working Group and in partnership with other Directorates and with academic Schools, as outlined in the University’s Guidance Note on Information Literacy7.

A changing information landscape

During the period of this information literacy strategy, we will witness a continued proliferation of both content and tools on the web which can aid students, researchers and administrators as they find, manage and use information for the task at hand.  Alongside this, the explosion of information resulting from the availability of Web 2.0 technologies such as blogging, social networking and media sharing tools as well as higher publishing output from Universities and many other sources will require the reader to be more discerning than ever.  The strategy for the next three years will ensure we play our part in building an information literate University community to address the challenges and opportunities of our modern working environment.

Objectives

1. To facilitate the integration of information literacy into all taught programmes of study in partnership with academic Schools.  

2. To enhance the information literacy of all research postgraduates through specialised discipline-related training in Schools and through generic training in partnership with the Graduate Schools and the Graduate Centre;

3. To spearhead the development of opportunities to enhance the information literacy of University staff, through Schools-based initiatives and through partnerships with other Directorates;

4. To harness new technologies to enhance information literacy in the University;

5. To work closely with the Registry and other Directorates to continue the integration of information literacy into University policy as appropriate;

6. To facilitate and support subject librarians in enhancing their roles as information literacy educators; and

7. To maintain our reputation as a centre of excellence for information literacy on the national and international scene.
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Instructor Training

Quality information literacy training depends on instructors being competent and confident in the planning and delivery of training sessions. The following procedures are designed to ensure that ULS satisfies this aim. 

· Before delivering their first group session, a new appointee should have attended an appropriate teaching skills course or have shown evidence to the site librarian or section head of possessing the required skills.  

· Examples of evidence might include Fellow status of the Higher Education Academy (HEA), possession of a formal teaching qualification e.g. PGCE, or substantial relevant experience gained in a previous post.  

· An appropriate course in teaching skills will include instruction in the skills and techniques included in this handbook under the sections relating to the planning and delivery of training.

· Ideally, the course should include a video-recorded presentation made by the attendee followed by feedback principally from the course leader. The course should encourage reflective practice and raise awareness of special educational issues such as compliance with the Special Educational Needs and Disability Act 2001.  Examples of suitable courses include INSRV’s Training the Trainers course and CILIP’s Teaching Skills workshop.

· Either before or immediately after attending a course, a new appointee should gain experience by assisting in the delivery of a teaching session under the guidance of an experienced teacher.  

· Such assistance might take the form of delivering a portion of a lecture or providing support to students in a workshop session.

· Once the new appointee has attended an appropriate course in teaching skills, it is recommended that they ask a more experienced member of ULS staff to observe one of their first training sessions where they take the lead. The experienced member of staff should take a supportive role and be willing to offer the new appointee constructive feedback after the session. 

· Experienced staff will be encouraged to update, enhance and develop their teaching skills through attendance on appropriate courses run by INSRV, e.g. the staff training programme for information literacy skills teaching; courses run by Schools within the University, e.g. the School of Postgraduate Medical and Dental Education’s Effective Teaching Skills course; or courses run by external organisations e.g. CILIP. 

· In addition, staff will be encouraged to take advantage of other skills development opportunities, as appropriate to their duties; these might include registration with the HEA and/or undertaking programmes of training leading to formal qualifications in teaching, such as a postgraduate certificate in education.  

· New appointees will be encouraged to seek the help and advice of more experienced members of ULS staff on any aspect of teaching.  Experienced members of staff will be expected to offer new appointees an invitation to observe training sessions, support, advice and guidance when required.
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Elevator Speech

Information Literacy

What and Why

Information can now be found anywhere, not just in the library.  The amount grows massively year on year with the academic push to publish as well as the growth of unmediated web pages, blogs, tweets and wikis. Without critical skills it’s easy to end up relying on information that’s less than the best and this impacts on scholarship and decision-making.  

In the libraries we recognise the problem and are working with others in the university to address it.  The solution is information literacy.   

What success looks like

This means knowing why, when and where to find information and what to do with it.  For example, a member of a Directorate knowing that there are resources to support their CPD.  Students understanding how to synthesise rather than plagiarise from a pile of information they’ve found.  Appreciating the relative merits of wikipedia and peer-reviewed articles.  Citing the chosen sources correctly.  For a researcher it could mean an awareness of the very latest publications or knowing how to play the citation game.

Information literacy is a key factor in the change in the way we work with our MWE tools, as we consider how to manage our information or get the best out of Web 2.0 technologies.

What we need from you

Information literacy is about the whole learning experience. It’s not a one-off intervention.  For a student it’s the drawing together of learning experiences from across their curriculum to take them through their degree and into employment.  55% of students are getting information literacy through the curriculum but we need your help to reach everyone within a strategic drive across the university.

Information literacy is for everyone in the university.  Consider the information literacy training needs of your staff.  INSRV has a presence in the university staff development programme and can also meet the specific needs of your own teams.
It’s about collaboration.  We need your help in championing awareness of the need to address the problems of information overload.
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Accessible Teaching Strategies

The Disability Discrimination Act requires us:

· Not to treat disabled people less favourably

· To make reasonable adjustments so disabled people are not substantially disadvantaged as a result of their disability

· To anticipate the needs of disabled people and make adjustments in advance.
So what does this mean for subject librarians in delivering information literacy sessions?

Aim to eliminate or reduce barriers to learning.

Before the session:

· Check with the School’s disability contact; do they know of any students with additional support needs

· Bethan Clemett (COCOM) has a list of School disability contacts

· ClemettB1@cardiff.ac.uk or x79919

· If possible, make the following available in advance

· handouts

· materials and reading lists

· written instructions, e.g. for group discussions or computer lab work

· Keep information in electronic format. This allows alternative formats, e.g. Braille, large print to be produced quickly.
When delivering a session:

· Create a structure and stick to it

· Check as you go that the students understand

· Take mini-breaks or change the type of activity. This will aid student concentration.
Practical advice:

· Face the students. Helpful for lip readers

· Limit movement around the room. This aids lip readers

· Repeat questions from the students before responding

· Articulate visual clues and read out PowerPoint slides

· Keep slides clear and uncluttered

· Use ‘signposts’ to indicate the structure, e.g. recaps

· Check the induction loop is switched on (if there is one)

· Speak clearly and at a reasonable pace.
Small groups:

· Arrange seating so everyone can see each other

· One person to speak at a time, to aid anyone with a hearing impairment

· Repeat or rephrase students comments if necessary

· Use board or flipchart to write up main points of discussion

· Use breaks or changes in activity types to aid concentration

· Provide written material in advance.
Other considerations:

· Wheelchair access

· Electrical outlets

· Hearing loops

· Noise levels and overcrowding

· Time between lectures – do students have to come from another lecture elsewhere?

· Students who need to take breaks/ stand up/ move around.
Taken from a presentation on Accessible Teaching Strategies by Katya Hosking, University Accessibility Officer, 2005

Alison Charles

INSRV Equality and Diversity Representative

September 2008
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General guidelines for preparing written materials

Layout

· Use line spacing between text to break up text. There should be more spaces between paragraphs than between lines of text

· Leave plenty of space between columns of text

· Left-justify text and leave the right margin jagged. This makes it easier to follow lines of text for people with dyslexia

· Use bullet points and short notes instead of continuous prose. Try limiting lines to 60 to 70 characters and keep paragraphs brief. Short, simple text is easier to read and understand

· Try to have only one topic per slide, and no more than six or seven bullet points

· Using boxes to show prominence or highlight important text can be effective.
Text/Font

· Provide typed handouts preferably in a sans serif font like Arial, Helvetica or Trebuchet MS
· Use at least 12pt font in publications, 12pt or 14pt on handouts and 24pt on slides. Most people find larger print easier to read, including people with some kinds of visual impairment, dyslexia or concentration difficulties
· Avoid excessive use of CAPITALISATION and underlining. People with dyslexia often recognise words by patterns they form. Capitalisation removes these differences between words because all letters are the same height. Underlining can make text run together, again making it difficult to read
· Use bold text for headings and avoid faint text at all times. Avoid the use of italics or text at an angle. It can be difficult for people with visual impairments and dyslexia to read
· If writing in pen, use a medium tip pen or a felt pen. Black pen is easier to read, as it provides a good contrast and is usually darker than a blue pen
· Avoid using red and green. People who are colour-blind will find these impossible to read.

Paper

· Ensure there is good contrast between text colour and background colour, but be aware that black on white can cause glare. Provide publications and handouts on pastel-coloured paper, if possible
· Print text on a plain background. Printing text on a patterned background can obscure the text and make it difficult to read
· Ensure any paper used is heavy enough to minimise ‘shadow’ from the opposite side. Good quality 80 or 90 gm paper is effective
· Avoid using glossy paper. Material printed on matt paper is easier to read and creates less eye strain.

Text compiled by the Cardiff University Accessible Working Group in 2005.

Alison Charles

INSRV Equality and Diversity Representative

September 2008

Cardiff’s leadership in IL has been recognised through national awards. Nigel Morgan, Biosciences Subject Librarian, won the inaugural Information Literacy Practitioner of the Year award in 2008. In the same year, Cathie Jackson received the Wallace Breem Memorial Award from British and Irish Association of Law Librarians for the contribution to law librarianship made by her online IL-related tutorial. 

















� Full details on the Legal Foundations module are available in Davies, J. and Jackson, C. 2005. Information literacy in the Law curriculum: experiences from Cardiff. Law Teacher, vol. 39 (2), pp. 150-160. Available at: <URL: http://eprints.cardiff.ac.uk/31> [Accessed: 18 January 2007]. 
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