Glasgow Metropolitan College Library Services: Virtual Induction Suite for Students
Welcome

Welcome to Library Services at Glasgow Metropolitan College. Our libraries form your main source of material for curriculum support, including comprehensive book stocks, electronic resources and computing facilities. We aim to provide everything you need to help you pass your course.

This virtual induction suite has been designed to provide you with guided information on our collections and services, as well as showing you how to access these services.

You can work your way through the suite at your own pace, and can return to it at any time during your studies, perhaps to refresh your memory or to find out about services you have not yet used.

At the end of the suite you will have the opportunity to work through a short series of questions, to see how much you now know about our collections and services.

Don't worry if you later forget what you learn - remember that library staff are always happy to help and answer any questions you might have.

General Information

This first section of the induction suite will provide you with basic information about Library Services - the kind of information we all need to know, such as where the libraries are located and when and how you can gain access.

Library Membership

Library membership is available to the following categories of reader:

· All current students of Glasgow Metropolitan College

· All current staff of Glasgow Metropolitan College

· Glasgow Caledonian University students who are studying joint courses with Glasgow Metropolitan College

· Glasgow Caledonian University lecturers who are teaching joint courses with Glasgow Metropolitan College

To use the library and our computing facilities you will need to apply for a library card, which is separate from your college card. Simply follow the steps below:

Pick up an application form from the library issue desk, or download it here:

Library Membership Application Form
Fill out the form and hand it in to a member of library staff. You will be asked to show your college card at this point to prove your eligibility. If you have not yet received a college card, simply get the form counter-signed by your tutor before handing it in to library staff.

Your library card should be ready to pick up within 3 working days: simply collect it from the library issue desk. 

By applying to become a member of the library you are agreeing to abide by both the library rules and the College's Acceptable Use Policy for computing facilities. 
For further details, refer to page 27 of your student diary by clicking on the link below:

Acceptable Use Policy
Account Security

Once your library card is issued, you should follow these simple steps to protect your account:

Do not lend your card to anyone else, or borrow items on it for other people. This is because you are responsible for any lost or damaged items on your card, or any fines that are accrued on overdue items.

Take good care of your library card, as you may be charged £1 for a replacement. If you do lose your card, it is very important to report the loss as soon as possible to library staff - this is to stop other people using your library account without your knowledge.

Do not tell anyone else your library account PIN number, or keep it on or near your library card. Your card will carry a default PIN when issued to you - change this to something memorable for you at the earliest opportunity via the My Account function of the library catalogue (you will learn how to use My Account later in this induction suite). 

If your personal details change whilst you are a library member (for instance if you move and change your address), please inform a member of staff as soon as possible so we can amend your library account.

Locations

Your library card gives you access to two site libraries: one at the Cathedral Street building and one at the North Hanover Street building. You are free to use both. 

Each library provides access to computing, printing and photocopying facilities. The book stock of each library supports the College's curriculum and reflects the particular subjects taught at that site, although both also carry books on other subjects in order to provide you with a broader base for your studies. The address and telephone numbers of both libraries appear on the reverse of your library card.

The North Hanover Street Library concentrates on the following subject areas:

Art and Design

Building and the Environment

Furniture and Creative Crafts

Media and Computing

Photography and Television

Printing

The Cathedral Street Library concentrates on the following subject areas:

EFL (English as a Foreign Language)

Events and Business

Food and Bakery

Hospitality

Sport

Travel and Tourism

Opening Hours

The North Hanover Street Library operates the following opening hours during term time:

Monday 9.00 - 19.30

Tuesday 9.00 - 19.30

Wednesday 9.00 - 19.30

Thursday 10.00 - 19.30

Friday 9.00 - 17.00

The Flexible Learning Area, which provides further computing facilities adjacent to the library, opens at the same time as the library but closes at 16.45 each day.

The Cathedral Street Library operates the following opening hours during term time:

Monday 8.00 - 19.30

Tuesday 8.00 - 19.30

Wednesday 8.00 - 19.30

Thursday 10.00 - 17.00

Friday 8.00 - 17.00

The IT Suite closes 15 minutes before the library each evening, with the last login at 30 minutes before closing.

The libraries are closed on public holidays and operate restricted opening hours during vacation periods. These will be advertised throughout the libraries.

Getting Help

Your main point of contact within the library is the issues desk. Library staff are always happy to answer any questions you may have about our collections or services, and can show you how to find what you are looking for if you are not sure where to begin.

At the issue desk you can:

Take out, return or renew items

Book to use computing facilities

Ask for help in using the catalogue

Ask for help in locating items

Ask for help in setting up an Athens account for home access to e-Library resources

Ask for help in using the computers, printers or photocopiers

Purchase stationery, or cards for the printers and photocopiers

Library Guides

We produce a number of guides on different aspects of our collections and services, and these are freely available for consultation or to take away. 

Our guides will help you find out how to access our services and how to make the best use of them. We also produce guides on different aspects of information literacy and information handling skills, and are continuing to add new guides as the academic year progresses.

Guides are displayed in the carousels in either library. They are available in black on white, or black on yellow if you find this easier to read. All our guides are also available for download from the library website (the address of which is on the reverse of your library card), along with a growing number of interactive Flash tutorials.

Library Shop

The library sells a number of stationery items, which you can purchase from staff at the issues desk.

Pens: 20p each

Pencils: 15p each

A4 acetate sheets: 30p each

A3 acetate sheets: 60p each

Project folders: 50p each

Poly pockets: 10p each

Ruled A4 pad: 80p each

Fine line markers: 80p each

128MB memory sticks: £16.00 each

Floppy disks: 50p each

Rewritable CDs: £1.00 each

We also offer print, fax and photocopying facilities. To use both the printers and photocopiers you will need to purchase a copy card:

20 item copy/print card: £1.00

100 item copy/print card: £4.50

Sending a fax: £1.00 up to 5 pages, 20p per extra page 

Study Areas

Both libraries provide space for you to work and study, and we provide a number of tables for you to work at with comfortable seating. The North Hanover Street library provides armchairs and low tables for less formal study, whilst there is a quiet study area at the Cathedral Street library.

Outside of the quiet study area we do not expect you to be silent, but do remember that the library is primarily a place of research and study, and noise should be kept to a minimum to allow others to work. If you need to discuss projects or assignments with your fellow students you are welcome to do so, but try to respect the needs of other readers and conduct your discussions quietly. That way others will then respect your need for quiet in the future.

Remember that neither food or drink or the use of mobile phones is permitted in the libraries.

Suggestion Boxes

We welcome feedback from all our readers on their experience of library services. Both libraries provide red suggestion boxes with comment forms for you to fill in. They provide a means for you to communicate with Library Services if you want to put forward an improvement or idea. Library staff will be able to point the boxes out to you if you are not sure where there are located.

You can use the suggestions box to tell us what you like about the library, and what you think could be improved. We also welcome any ideas you may have for new materials or services. If you provide us with your email address you will receive a response from us within 24 hours on the next working day.

Borrowing Material

Once you are a member of the library you are entitled to borrow up to 6 items at any one time. Multimedia materials that include a book, CD or audio cassette are classed as a single item for borrowing purposes. All readers have equal borrowing rights, regardless of the level or type of course.

Simply take the items to the issue desk and a member of library staff will sign them out to your card. You will not be allowed to borrow material if you have forgotten your library card.

When you come to return any items on your card, make sure to use the book bin or hand the items direct to a member of library staff for return. Otherwise, the items may be re-shelved whilst remaining on your library card and you may receive overdue notices.

Loan Periods

There are 2 different loan periods, indicated by the colour of the item's spine label. You will be told when items are due for return at the point of issue. The due date will also be stamped inside the front of the item.

Items with white spine labels: 4 weeks

Items with yellow spine labels: 1 week

Renewing Material

When your loans are approaching their due date you can renew them in a number of ways:

In person at the library issue desk

By telephone during library opening hours (the number for each library is printed on the reverse of your library card)

By emailing renewals@glasgowmet.ac.uk, providing full details of your name, library card number, and the items you wish to renew

Online via the My Account section of the library catalogue (maximum 2 times)

If you are renewing your books through email or over the phone or web, remember to make a note of the new return date. You can only renew an item online twice, after which you will need to bring it into the library.

If you are renewing your books in person, you do not have to bring the books into the library, only your library card. However, you will not be able to renew your items if they are already overdue, or if someone else has placed a reservation on them. For this reason you should not leave renewing your items to the very last minute, as you will incur a fine if the renewal is blocked and you can't return your books immediately. 

Overdue and Lost Items

If items on your card are not returned by the due date you will accrue a fine. If you are ill or indisposed and cannot make it into the library to return your items, remember you can renew them by phone, email or web.

Overdue items will incur a fine of 10p a day, up to a maximum fine of £2 per item. You will not be able to borrow any more items, or use certain computing facilities, until the fine is paid. If your items are overdue by a week you will start to receive overdue notices from the library asking you to return the items in question.

If you have lost an item, you will be asked to pay a charge up to the full price of the book, depending on its age. Have a thorough search at home as items often turn up, but if you are sure you have lost a library item, you should inform a member of library staff as soon as possible.

Collections

The following are collections of material you will find in our libraries:

Main Lending 

This collection of over 15,000 books forms the main stock of both site libraries, and supports the courses taught at each site. Here you will find texts on your reading list, along with other core texts and relevant publications. We also cover subjects not taught at the College that complement your studies or even just stir your interest. 

Availability:Items are available to borrow as either 1-week or 4-week loans. 

Arrangement:Items are arranged on the shelves by number with books on the same subject appearing together. The library catalogue provides details of each item's number.

Fiction 

This small but growing collection includes classic and contemporary titles.

Availability:Items are available to borrow as 4-week loans.

Arrangement: Items are arranged for browsing on carousels within each library.

Reference

This collection includes general reference works such as dictionaries, thesauri, year books, specifications and directories, as well as subject-specific reference works. Copies of popular items and core texts that otherwise could be out on loan are also included, to ensure a copy is always available for consultation. 

Availability:Items are generally for consultation within the library only and cannot be borrowed. Text books from the Cathedral Street reference collection may be borrowed at the discretion of library staff between 1pm Friday and 10am the following Monday (adjusted to take account of public and College holidays).

Arrangement:Items are arranged on the shelves by number with books on the same subject appearing together. The library catalogue provides details of each item's number.

Journals

We subscribe to a significant number of journals in most subject areas taught by the College. They are a good way of keeping up-to-date with news and developments in your subject area.

Availability:Journals are not generally available for loan, though some titles have been incorporated into the main lending collection and can be borrowed. These will appear on the library catalogue.

Arrangement:Current issues are arranged alphabetically in display racks or on tables, with some oversize issues displayed separately. Back issues are held on the shelves, again arranged alphabetically.

Newspapers

We take the main Scottish daily newspapers, including the Herald, Scotsman, Guardian and Daily Record, along with the Times Educational Supplement and the Times Higher Educational Supplement.

Availability: Newspapers are not available for loan. However, we do subscribe to a number of electronic newspaper aggregation services, which you can access through our e-Library.

Arrangement: Today's editions are found in the display racks, with past editions boxed and kept for about a month.

Audio-Visual

This collection includes videos, CD-ROMs, DVDs and audio cassettes.

Availability:Items are available to borrow as either 1-week or 4-week loans. 

Arrangement:Items are arranged on the shelves by number with items on the same subject appearing together. The library catalogue provides details of each item's number.

EFL (English as a Foreign Language)

Available at the Cathedral Street Library to support the learning needs of people whose first language is not English.

Availability:Items are available to borrow as either 1-week or 4-week loans. 

Arrangement:Items are arranged on the shelves by number with books on the same subject appearing together. The library catalogue provides details of each item's number.

Floor Plans

To familiarise yourself with the layout of our site libraries, and to find out where our different collections are located, use the interactive floor plans below:

North Hanover Street Library Floorplan
Cathedral Street Library Floorplan
e-Library

The e-Library collection provides access to a growing number of online databases, journals and books, all available from your computer. 

The library website provides structured access to these resources, and will show you what we subscribe to and how to access it. The means of access will depend on the resource in question, and library staff are always happy to provide help and guidance if you are not sure how to access a particular resource.

Instant Access: These resources are available without the need to log-in. Most are only available on campus, and there may be further site restrictions noted.

Password: These resources are available through a username and password, which you can get from library staff at the issues desk. You will be asked to show a current library card.

Athens: These resources are available through an Athens account, which will also provide you with home access. Athens accounts are free to all College staff and students and are quick and easy to set up. Just ask a member of library staff to guide you through the process, or read the guide below:

Guide to Creating an Athens Account
You can also view this short Flash tutorial. Use the rewind button if you need to return to the beginning.

Catalogue

The library catalogue is a database of all the stock we hold, and provides your main point of access to library collections and your borrowing record. It is available from home over the Internet by following the links on the library website (the address of which can be found on the reverse of your library card). The catalogue is also available at dedicated computers called OPACs within the library.

The catalogue allows you to:

Search for items

Check their availability and location

Check your loans, due dates and fines

Further comprehensive information on the library catalogue is available from the guide below:

Library Catalogue Guide
Searching the Catalogue

You can search the catalogue in many ways, most notably by title, author, keyword or subject. Searching the catalogue will let you see:

What we have

Whether it is currently available for loan

Where you can find it on the shelves

View the short Flash tutorial below to find out how to perform a basic search. Use the rewind button if you need to return to the beginning. Remember that library staff are always happy to help you if you get stuck when first using the catalogue. Just ask at the issue desk.

Now try performing a basic search on the catalogue below. It's easy when you know how!

My Account

The library catalogue also provides access to your borrowing record via the 'My Account' tab. My Account enables you to:

Check which items you have on loan

Check when they are due back

Renew them up to a maximum of 2 times

Check if you have any fines

Change your PIN

To learn how to use My Account, view the short Flash tutorial below. Use the rewind button if you need to return to the beginning.

Now try logging into My Account below and exploring some of its features for yourself! Your borrower ID is the number along the bottom of your library card. If you have not yet changed your PIN, it will be 1234. To protect your account from misuse, you should change your PIN at the earliest opportunity through My Account. 

Computing and ICT

Both site libraries provide access to computing facilities, which are available to all current library members.

We provide PCs, Apple Macs and scanners, along with Microsoft Office XP applications such as Word, Access, Excel and PowerPoint. Our computers also provide access to the Internet and email. A number of computers support more specialist programs such as Photoshop, Illustrator, Dreamweaver and Flash. We also provide a number of programs for people with a disability.

More detailed information on the hardware and software available at each site library can be found on the Library Services website, the address of which is printed on the reverse of your library card.

Access

You will need to have a current library card to use most of our computing facilities. The means of access differ across the two site libraries. Remember that more comprehensive information is available from the Library Services website.

North Hanover Street Library

5 PCs and 1 Apple Mac are available in the library, with a further 15 PCs and 5 Apple Macs available in the adjacent Flexible Learning Area. 

Present your library card to a member of staff at either the library issue desk or the Flexible Learning Area desk. They will scan it to check your eligibility and to see if you have any unpaid fines. 

You are then free to choose a computer and book yourself an available time slot on the booking sheets. You can book another slot at the end of your session, as long as another reader has not booked to go on after you. You can also book sessions up to a week in advance. Advance bookings will only be held for 10 minutes, after which your computer may revert to another reader.

Cathedral Street Library

22 stations are available in the IT Suite. Access is via a network username and password provided to Cathedral Street students upon induction. Other Glasgow Metropolitan College students can obtain an account from Cathedral Street library staff upon production of a current library card.

A further BRITE station provides priority access for visually impaired students and is available in the study area.

5 LIBNET PCs provide Internet and email access, along with printing facilities. Word processing is not supported. Usernames and passwords are not required, but students must book to use the computers through library staff. Time restrictions apply.

4 Non-networked PCs provide drop-in word processing facilities. Issued on a first-come-first-served basis with booking not required.

By using the computing facilities, you are agreeing to abide by the College's Acceptable Use Policy. For further details, refer to page 27 of your student diary by clicking on the link below:

Acceptable Use Policy
Printing Facilities

Both libraries provide printing facilities, although the mode of delivery currently differs across sites:

North Hanover Street Library

The print release station within the library handles printing from both the library computers and those within the Flexible Learning Area. The following charges apply:

Black/white prints: 5p per A4 print or 10p per A3 print

Colour prints: 50p per A4 print or £1 per A3 print

(These rates are slightly reduced when purchasing a £4.50 print release card.)

To use the printers you will need to buy print release cards from the library issue desk. When your credits are used up, simply dispose of the card and purchase a new one. The card readers will not accept cards purchased at other institutions. 

There are two denominations available:

£1 = 20 units = 20 black/white or 2 colour A4 prints

£4.50 = 100 units = 100 black/white or 10 A4 colour prints

To use the print release station:

Insert your card into the card reader - your remaining credits will be shown

Find your document in the list of outstanding jobs on the print release screen

Double click the document and follow the on-screen instructions

Credits will be deducted from your card according to the number of prints you make and your remaining credits will be shown

Cathedral Street Library

Cathedral Street students are allocated printer credits at the beginning of each academic year, with additional credits purchased from the library issue desk. These will be added to your account on presentation of a receipt to the ICT Support Officer.

Remember that library staff are always happy to help if you are unsure how to use the printers or print release stations at either library.

Photocopying Facilities

Both site libraries provide black/white and colour photocopying facilities. The following charges apply:

Black/white copies: 5p per A4 copy or 10p per A3 copy

Colour copies: 50p per A4 copy or £1 per A3 copy

(These rates are slightly reduced when purchasing a £4.50 print release card.)

To use the copiers you will need to buy copy cards from the library issue desk. If you are using the North Hanover Street Library these are the same cards as those used for printing. When your credits are used up, simply dispose of the card and purchase a new one. Cards can be used across both libraries, but the card readers will not accept cards purchased at other institutions.

There are two denominations available:

£1 = 20 units = 20 black/white or 2 A4 colour copies

£4.50 = 100 units = 100 black/white or 10 A4 colour copies

To use the photocopiers:

Insert your card into the card reader - your remaining credits will be shown

Place your document on the photocopier glass, make any necessary adjustments to the copy settings, and press copy

Credits will be deducted from your card according to the number of copies you make and your remaining credits will be shown

Remember that library staff are always happy to help if you are unsure how to use the copiers, or if you are seeking a specific result that requires the use of special features. Please also consult with library staff if you are planning to photocopy onto acetate.

There are important legal restrictions on what you can copy or scan and how much. Please take time to read the posters displayed near the copiers: these will tell you what you are allowed to copy and what you are not permitted to copy. It is important that you adhere to these limits. You can seek further advice from library staff or read the guide below:

Copyright Guide
Q&A

This section is designed to reinforce some of the things you have learnt about Library Services during this virtual induction suite.

Complete the questions below and click on 'Check My Answer' to see if you're right. If you have forgotten something, don't worry. Simply return to the appropriate section of this virtual induction to refresh your memory. 
Goodbye

Thank you for taking the time to work through this virtual induction suite, and we hope you found it a useful introduction to our collections and services. 

You can return to this suite at any time during your studies, perhaps to refresh your memory or learn about a service you haven't used before. A lot of the information is also available in our printed guide, available from the leaflet racks in the library or from the link below:

Library Services Guide
Remember, library staff are always happy to answer any questions you might have whilst in the library. Just ask at the issue desk!

