
 
 

 
 

The Library 
 

Our Rules and Regulations 
 
 
Our commitment to serve you is set out in our Standards of Service document entitled 
Quality Is Important to This Library, but a library is a co-operative venture, and for us to 
achieve our standards we need you to help us by complying with some basic points.   
Historically, these have always been called Library Rules and Regulations, but they include 
your rights and responsibilities as well… 
 

Control of the Library 
The Library Manager is responsible for the running of the library, and for maintaining order. The library 
staff welcome suggestions and complaints because we want the library to be as efficient and as useful to 
you as possible. You are entitled to expect a courteous, efficient and helpful service from library staff. In 
return, we expect you to help us by abiding by these Rules and Regulations, serious breaches of which 
may be referred to senior management.  
The Library staff accepts no responsibility for personal possessions brought into the department. 

Access to the Library 
Access to the Healthcare Library is available at all times to our registered users, but to use the library 
when it is not staffed you will need to request the code for the digital lock from a member of the library 
staff. You can also obtain the code from the Porters’ Lodge, but you will need to present ID. 
If you use the library when it is unstaffed you must leave the door lock engaged. When you leave the 
library, if you are the last one out, please close all windows and turn off the lights.  
Visitors, who are not registered users, must report to the library staff on arrival, and sign the Visitors Book. 

User Registration 
Before you can borrow books, or gain out-of-hours access to the Library, you must become a registered 
user. Registration forms are available at the Library Counter during staffed hours. You will need to present 
ID.  Library cards are issued to registered users.  These cards are for your personal use only and loss of a 
card must be reported immediately. 
You must notify the Library Service if you change your residential or work address, status or employing 
organisation. 

Borrowing 
No items of library stock may be removed from the library without being issued, as detailed below. 
Material may not be transferred from one user to another without it being returned to the library for re-
issue. Books from the Loan Stock may be borrowed by registered users, and are initially issued for a 
period of 4 weeks. Non-current issues of all journals may also be borrowed for a period of 7 days. 
Reference books and current issues of journals are not for loan. 
Items which are in demand may be issued for shorter periods, or temporarily redesignated as Reference 
Stock. 
The Librarian may recall in-demand items on loan to you, and they will then be due for immediate return, 
regardless of the date they were initially issued to. 



You can renew your book loans once via SWIMS (www.swims.nhs.uk) as long as they are not overdue. 
You can also contact the library in person or by phone, fax, post or email to renew your book loans. 
Journal loans can be renewed for a further 7 days. 
All items loaned to you must be returned on or before the Due Date, unless you agree a renewal. 
You are responsible for the safe-keeping of all items loaned against your registration, until they are 
returned to the library staff. 
Books have to be issued by the library staff. Instructions are made available detailing what to do with 
books selected outside of staffed hours. 
The majority of the journal issues are available for loan at any time – please complete a Journal Loan slip. 
Items returned outside of staffed hours should be placed in the returns box on the bottom of the 
healthcare library trolley. 
If you fail to return loaned items on time, or when requested to do so by library staff, we reserve the right 
to suspend your borrowing privileges.  If items are still not returned after the receipt of three overdue 
notices a charge for the replacement cost of the item, plus an administrative fee, will be made. 
You must pay for or replace items lost or damaged while in your keeping. 
 
If you are unable to visit the library in person, contact us by phone or by fax, post or email, and we 
will send loanable items out to you via the internal postal system. 

Reservations and Inter-library loans 
You may contact the library in person, by post, fax, telephone or email to request books or journal articles 
which are currently on loan, or are not in the library stock. An electronic request form is available from the 
library pages on BOB. There is no fee for this service (except for private members). 
We cannot necessarily control how quickly items will be supplied by other libraries, but you are entitled to 
be informed, within a reasonable time, if they are not immediately available. 

Photocopying 
There is a charge for making use of the photocopier. The law covering copying is complicated, but all 
users are expected to comply with the Copyright, Designs And Patents Act 1988 and its regulations, the 
terms of the NHS/CLA License and all other relevant legislation. 

Conduct in the Healthcare Library 
Please use the library in a way which will not disturb other users.  
The use of mobile phones is strictly prohibited.  
The internal phone provided is for use in emergencies and when the library office is locked.  
Please do not write, underline or draw in library books or journals. Defacing the stock is a criminal offence, 
and whilst we are not likely to prosecute you, we may ask you to pay for repair or for a replacement copy.  
Eating, drinking and smoking in the library is not allowed.  

Use of computers 
The computers are provided to assist you in your work. 
You should register with the IM&T Department before you use the computers in the library. The library 
staff are able to log Trust staff onto a PC between 8.30 and 5.30 (Mon-Fri) prior to their IT registration 
being completed. All the IM&T Department rules, regulations and policies apply to our computers too. 
You must not install any unauthorised software or change any settings on the computers. 
You must not access pornography, racist or hate sites, or use Chat Rooms.  
Do not take liquid anywhere near the PCs.  
There is no charge for print out but readers are encouraged to contribute towards the cost of printing.  A 
donations box is provided. 
 

                                                 Welcome to this Library! 

Please help us to run an efficient and effective library service by observing these Rules 
and Regulations. 

 
 
      

                                                                                         Alison Housley, 
                                                                                                                            Library Manager 
 
                                                                                                                           Revised August 2013 
 

http://www.swims.nhs.uk/
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