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Library Induction: finding your way to information

The Knowledge and Library Service at Newham Hospital benefits all staff by providing a range of print and electronic material and other services that are directly relevant to their work, courses or relaxation.

Library Registration

We will need to see you Trust ID card when you register and will be given a Reader Number to enable you to borrow books.  You can access your library account from NewhamCat (Newham library catalogue) by entering your Reader Number & your PIN.  Your PIN is your is your home postcode including the gap eg. E13 8SL.
What services does the Library provide?

NewhamCat

NewhamCat is the library catalogue and is accessible from every computer desktop in the Trust – look for the little black cat icon.  Here you can search the catalogue and login to your library account. 
Books and Journals

You may borrow up to 5 library books at any one time.  Loan periods are usually 3 weeks but some books are a 1 week loan.  Reference books and journals cannot be borrowed.
Organisation of Library Books

Books are organised (classified) along National Library of Medicine guidelines where:

Letter denotes subject area and numbers denotes divisions within the subject area
For example:
[image: image2.emf]QS - Human Anatomy
QV - Pharmacology

WA - Public Health

WB - Practice of Medicine

WC - Communicable Diseases

WY - Nursing

18 - Education
18.2 - Educational Materials

20.5 - Biomedical Research (General)

32 – Laws

85 - Ethics
100 - General Works
Specialist nursing books are organised within the speciality so you will find books on diabetes nursing at WK, surgical and critical care nursing at WO and paediatric nursing at WS and so on.
The classification mark is shown on NewhamCat and to help you find books on the shelves the first three letters of the authors surname appear after the classification mark on the book spine.  
A general classification subject guide is on the end of one of the book stacks.  

Overdue Books

You will be notified if your books are overdue.  The first 2 notifications are by email then by letter to your home address.  As a last resort we contact the Finance department to recover the cost of the book(s) plus an administration charge. 

Journals

The latest issues we hold are on the display shelves.  Back issues are filed alphabetically on the library shelves.  You also have access to electronic journal resources at the Health Information Resources website www.library.nhs.uk Please contact the library if you need help accessing these resources.
Online Resources

You need an NHS Athens password to access online resources.  You can self-register on an NHS net computer at www.library.nhs.uk  To activate your account you must follow the instructions sent to the email address you give.
Computers

There library has 13 computers; 4 in the library, 3 in the Reading Room and 6 in the Cyber Room (24 hour access with your staff authority card).
Inter Library Loans

If we are not able to supply a book or photocopy from our stock or from electronic resources we can try other London NHS hospitals.  Charges are £1 per item from other hospitals, £3 for supply from the British Library.

Photocopying

There is a photocopier in the library for your use.  Library staff are happy to advise on copyright guidelines.  Photocopying and printing charges are 5p per black/white A4 side, 20p per A4 side for colour copies.

Scanning

A scanner is available in the Cyber Room.  

Document Binding

We offer a document binding service – charges are £1 per item.  To avoid disappointment, please do not leave your binding until the last minute.
Need Our Help

Library staff are always happy to assist you in locating the information you require, please do not hesitate to ask.
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Copyright, Plagiarism and Referencing
Copyright

Whenever you make photocopies you are expected to stay within copyright legislation.  To not do so may be regarded as intellectual property theft which is a criminal offence.
All NHS staff are covered by the NHS Licence agreement; this covers yourself to copy for NHS internal purposes.  From a single journal issue you may make up to two photocopies.  If it is a themed issue you may copy any number of articles BUT all MUST be based on the theme.  From a book you may photocopy a single chapter.  Restrictions apply to photocopying from other media, if you have any doubts about what is permitted please consult library staff who are happy to advise.
Photocopying for other purposes or in other libraries may have different restrictions.  Check with the librarian of the library you are using.
Copyright doesn’t just cover books and journals.  It also applies to music, newspapers, sound recordings and broadcasts, film and software (including games).  It applies to purchased items AND to material on the internet.  There have been many news reports of individuals being prosecuted for downloading copyright protected files from the internet or file sharing sites; the reason is copyright.

Plagiarism

Plagiarism is the taking and using of other people’s ideas and passing them off as your own, it is another form of intellectual property theft.  Colleges and universities take plagiarism very seriously and you may fail your course if you plagiarise.  Plagiarism applies to material found in journals, books, film/video/DVD and audio recordings and to any material you find on the internet.  

Referencing

Make sure you always reference the ideas of others and any direct quotes you use.  This applies to all resources including electronic.  Whilst there are basically two styles: the Harvard and Vancouver reference systems there are many variations on those styles.  Your college will have its own guidelines on the referencing styles it prefers – see your Student Handbook or speak to your college library staff.  Some courses award or deduct marks for referencing so a little time spend getting it right early on will be useful in the long run.  It is important to be consistent in the style you use.  The following websites give some useful information.
South Bank University: How to do Your Referencing using the Harvard System

http://www.lisa.lsbu.ac.uk/helpsheets/hs30.pdf (last accessed 20 April 2009)

City University: Nursing and Midwifery Citation Practice
http://www.city.ac.uk/library/ls_cchs/nm_citation_pract_refman.html (last accessed 20 April 2009)
City University: Guidance on referencing

http://www.city.ac.uk/radiography/student/pgreferencing.html (last accessed 20 April 2009)
City University, Community and Health Sciences PDF file

http://www.city.ac.uk/library/dps/cchs_files/Citation%20Practice%20June%202008%20version.pdf (accessed 20 April 2009)

Queen Mary University of London

http://www.library.qmul.ac.uk/medicine/referencing.htm (last accessed 20 April 2009)

The British Medical Association (BMA) has useful information on its web page

http://www.bma.org.uk/library_medline/electronic_resources/factsheets/LIBReferenceStyles.jsp   (last accessed 20 April 2009)

Should you be writing for publication in a journal you will need to refer to the particular style that the journal publisher requires.
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Putting the letters and numbers together for WY – Nursing





WY 18.8 Practical Nursing Education


WY 85 Nursing Ethics


WY 86 Nursing Philosophy / Theory


WY 100 General Works on Nursing Procedures











