48-Hour Loan Collection Security

I'hese are books which are in great demand by students and may be An alarm system is in operation which ensures that items cannot be

borrowed for a maximum of 48 Hours. These books may not be removed from the Library without being issued by Library staff Itis

the responsibility of users to check that they have no unauthorised items

with them when leaving the Library NCIR LIBRARY

renewd by the borrower

Reference Collection Finally, the Library is a public area and users are asked to be
considerate of other readers, silence is expected at all times. Please take
I'he Reference Collection contains such items as annual reports, due care of all personal belongings

encyclopaedias, directories, handbooks, dictionaries, statistical

compilations.  As reference material is frequently consulted, it may )
et i LIBRARY AND INFORMATION
SERVICES

Journals Collection

I'he Library subscribes to both newspapers and journals.  Journals ) !
GUIDE FOR STUDENTS

and newspapers may not be borrowed but users may make
photocopies of relevant material subject to copyright restrictions (see

under Photocopying Services)

Theses

The Library holds theses completed by faculty and students. A list
of these may be obtained at the Library Service Desk. Theses are
on closed access and may only be copied with the author's
permission

Locating items in the collections using the Inmagic OPAC

OPAC is the public access module of the Library's online system,

InMagic. OPAC - online public access catalogue - is the key to the

Library's collections and the database incorporates books journals National CO"EgC of Industrial Relations
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Hours Of Opening
I'erm-time

Monday - Friday 10:00 - 21:00

Saturday 09:30 - 13:00

PLEASE NOTE THE LIBRARY WILL NOT OPEN ON SATURDAYS UNTIL
AFTER THE OCTOBER BANK HOLIDAY. 1ST SATURDAY OPENING IS ON
SATURDAY 2ND NOVEMBER, 1996

Vacation

10:00 - 13:00
14:00 - 17:00

Monday - Friday

Introduction

This brief guide is designed to introduce the range of academic library

services to students

The Library holds a wide range of information in the areas of industrial

relations, personnel, human resource management and associated fields

The Library is located on the ground floor of the National College of
Industrial Relations. Access is provided for wheelchair users - please

ask at the Library Service Desk

Library Membership

The Library's resources and facilities are available to the members of
faculty, staff and students of the National College of Industrial
Relations. While the Library is not open to the general public,
consideration is given to applications for membership from business and
other organisations in the area. There are a limited number of
memberships to the library open to individuals for a fee. (Please ask at
the Library Desk for further information)

ID cards are issued to all students at registration when they are
automatically enrolled as members of the Library

Borrowing facilities are available to all users with a valid ID card. ID
cards are not transferable and students are responsible for all material
borrowed on their ID card. IT IS ESSENTIAL TO BRING YOUR ID
CARD WITH YOU WHEN YOU WISH TO BORROW. You may

borrow up to 5 books at one time

It is possible to reserve books which are out on loan. Staff at the Service
Desk will reserve material for you - please remember to bring your ID
card with you. When the book is returned, you will be alerted by post or

telephone

Fines apply to books which are kept beyond their due date. Currently
the following overdue charges apply

Long loan books 25p per week or part of a week
Short Loan books 50p per week or part of a week

48 hour Loan books 50p per day or part of a day

Confidentiality of user records

The Library may request return of an item on loan if required by another

borrower

It is not Library policy to disclose either the name of the person
requiring the item or the name of the person to whom the item is on
loan. This policy has been adopted in the spirit of the Data Protection
Act and respects the rights of all Library users to have their choices of
research or study material held in confidence by the Library

Information Services

Information Services are available to all Library users. Staff at the
Service Desk will answer brief reference enquiries, provide information
on library collections and services and help to identify material on
specific subjects. In addition, they will demonstrate the use of OPAC,
database on CD-ROM, and will give guidance on using reference books
and indexes. Library staff will also search computerised databases,
available via telecommunication networks, on behalf of users. These
Databases are charged depending on time spent on them, cost of
accessing etc. and there is a fee for utilising this service.

Interlibrary Loans Service

Material required for teaching or research purposes which is not held by
the Library can be borrowed from other libraries through the Interlibrary
Loans service Request forms are available from the Service Desk

There is a fee for utilising this service

Photocopying Service

Photocopying facilities are offered to all Library users on a self-service
basis Photocopiers are located outside the Library entrance and are
card-operated. Cards may be purchased from the Service Desk All
photocopying must comply with the Copyright Acts of 1963 & 1988 (as

amended)

The Collections
The collections are arranged by subject content according to the Dewey
Decimal Classification system. Each item is given a classification

number (noted on the spine of books) which reflects its subject and

items are arranged on the shelves in classification number order

Lending Collection

The lending collection contains the major part of the Library's book
collection. Loan periods for this collection vary

Long Loan

These items may be borrowed for 3 weeks and may be renewed provided

no other readers have requested them
Short Loan Collection

Books which are on reading lists or are reccommended by a lecturer and
are thus in heavy demand may be placed in the Short Loan Collection.
These books are restricted to short period of loan of | week to allow for

maximum use.




