The Christ College of Nursing and Health Sciences
Learning Resource Policies

Effective for the 2008-2009 academic year, the following Library Resource policies have been approved by the Learning Resources Committee in conjunction with the librarian of the James Gamble Library at TCH. 

Policy update should be included in:

· College Catalog

· Student Handbook

Library Policies:

I.  
COLLECTION:


The library collection is comprised of holdings related to medicine, nursing, allied health, hospital administration, and humanities.  Ancillary holdings such as indices, reference books, dictionaries, directories, and an audiovisual catalogue are available for the library patron.
II.
HOURS:


Library personnel are accessible for assistance during the following hours:



Monday and Thursday

8:30 A.M. – 7:30 P.M. 



Tuesday and Wednesday 

8:30 A.M. – 9:00 P.M.



Friday




8:30 A.M. – 5:00 P.M.



Saturday



10:00 A.M. – 5:30 P.M.

III.
BORROWING PRIVILEGES:

A. Library books may be signed out by students and faculty of TCHSN.  Books may not be removed from the library unless they are properly signed out.  

1. Books may be borrowed for two weeks and renewed by telephone for 2 weeks.

2. Reference books located in the ‘reference’ section are marked with a green dot on the spine of each book.  They do not circulate and are to be used in the library only.

3. Reserve books, marked with a red dot on the spine, may be checked out for three days.
4. Reserve articles for recommended or required reading are maintained in the library.  Reserve articles must be signed out with the assistance of the library staff and are to be used in the library only.

B. Borrowed books may be recalled by the librarian prior to the due date, if necessary.

C. Audiovisual materials may be borrowed at the discretion of the faculty.  A list of audiovisuals is available in the library and at the front desk in the College of Nursing.

D. Journals, original and bound, may not be removed from the library by student nurses.
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IV.
CHECK-OUT PROCEDURES:


Check-out cards are located in the back of each book.  The cards should be signed with the patron’s name, department, and date of check-out.  Books are presented to library personnel for clearance through the security system.

V.
RETURN PROCEDURES:


All library materials should be returned by the borrower within the allotted time.  They may be returned:  1) to the library; 2) to the book-drop outside the library, 3) to the book-drop in the student lounge.

VI.
OVERDUE POLICIES AND PROCEDURES:


The individual checking out books or periodicals will be held responsible for their return to the library.  If they are lost, this person must pay the replacement cost.  There are no charges for overdue books unless they are lost or presumed lost.


First and second overdue notices will be sent to the individual borrower.  A third notice, if required, will be sent to the Division Director, Student Services.

VII.
SPECIAL SERVICES:

A. Interlibrary Loan Service:

Any materials which are not available in the library may be obtained through the use of interlibrary loan.  Interlibrary loan forms are available at the library circulation desk.  The material requested may be received by the library within two days or three weeks of the date requested.  The time factor depends upon whether the request can be filled by a medical library within the city or must be sent to a participating library in the Regional Medical Library Network.

B. Computers:

The library maintains a subscription to Ovid for access to various databases (i.e., CINAHL) for bibliographic searching on specific topics and full-text journals.  Access to the Internet and the Microsoft Office Suite (Word, Powerpoint and Excel) is also available in both the library and the college’s computer lab.  The library staff is available for assistance.
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VIII.
ACQUISITION, MAINTENANCE, AND DELETION POLICIES:

A. Acquisition:

1. Anyone in the College of Nursing may recommend purchase of reference materials, such as books, journals, videos, or other relevant materials.  After reviewing the reference material, the reviewer should complete the LRC Purchase Request form.  These forms are available in the faculty mail room.

2. This form should then be submitted to the designated person on the Learning Resource Committee.  The Learning Resource Committee will review all requests for reference materials at the next regularly scheduled committee meeting, and approval/disapproval will be based upon specific criteria listed on the purchase forms.
B. Maintenance of the Collection:

1. A current catalogue of all books will be maintained according to subject, author and title.  A list of all current journals is posted in the library.  A list of all current audiovisuals is available.

2. A list of recent acquisitions will be periodically posted in the library.

C. Deletion:

1. Titles over ten years old will be considered for deletion by the librarian.

2. All materials deleted will be offered for sale.

IX.
MISCELLANEOUS:

A. Evaluation of Library Facilities:

1. SUGGESTION BOX:  Suggestions for the library should be submitted in the ‘SUGGESTION BOX’ located in the library.

2. FORMAL EVALUATION:  A survey of faculty and students will be conducted annually.

The Christ College of Nursing and Health Sciences

Learning Resource Policies

Library Policies (continued) 

IX. 
MISCELLANEOUS: (continued) 
B. Photocopying:  A photocopier is available in the library.  Copies are ¢.10 per page.

C. Library Etiquette:  Consideration of other library patrons and library property is expected.

D.
Theft:  Any student caught circumventing the library security system will be automatically suspended from The Christ College of Nursing and Health Sciences until the end of the semester with no option for class or clinical make-up.  Refer to Academic Policy “L” on probation in the Student Handbook.  


