ERC Library Services Available to Withington and Wythenshawe Night Staff

The following applies to Library members ONLY.  To join the Library you need to complete a Library Registration Form, which is downloadable from the Printable Forms link on our website.  The form can be sent or faxed to us on 291 5780. 

How to borrow books and journals from our collection:
1. Search our online catalogue (www.erclibrary.org.uk > Library catalogue) for the book you want.    

2. Complete, print off and send or fax to us the Book Loan Request Form (below).  The item will be sent to you at Withington Hospital or to your Wythenshawe department.

3. Returning Loans. Books can be returned via internal post.  Please ensure the book is securely wrapped, with your name and the date attached.  

4. Renewing Loans. Please ensure you renew in time as fines are 20p per day. You may renew your book either by telephone or email unless the book has been reserved by another reader or you have had the book for a period of 90 days.  In both cases, the book will then have to be returned.  

5. Reserving Books. You may reserve a book either by telephone or email. 

With your co-operation this scheme will work smoothly. Any book losses will be monitored and unfortunately readers will be invoiced for non-return of books. Our standard charges can be found in our Library Regulations on our web page.

How to request articles.

1. If you are a Library member you should make requests using the online form available on our website (Interlib Loans link).   You will need to enter your library user name.  Please contact the library for your user name.  

2. YOU MUST print off and sign a copyright form which must then be sent/faxed to us ASAP.  If you are unable to print the copyright form from the Inter-library loans request form, please contact us. 

3. Submit your request(s).
Non-Library members must first join the library to request articles.  The Library Registration Form is downloadable from the ‘How to Join’ link on our website.  The form can be sent or faxed to us on 291 5780. 

Paying for your articles:
· If we already have your budget code details we will charge your department at the end of the month.  

· If not, and you want us to charge your department, you will need to complete and send/fax to us an ILLs Budget Cost Code Forms. (available from Printable Forms on our website). 
· If you are paying for the article yourself, you can either come to the ERC Library and pay on collection or we can send the article to you on the condition that you will send us a cheque.   
Important Notice.  

The above process must now also be followed for all articles requested from journals from our own collection.  For such requests, the charge is £3* per article supplied.  (£1* for Withington staff)
* We are legally obliged to make this charge.
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Education & Research Centre Library


BOOK LOAN SERVICE


REQUEST FORM





This form is to request books/non-current journals which are HELD by the ERC Library.   Books/Journals not held by the ERC library need to be requested as an Inter-Library loan via our Intranet web page or at www.erclibrary.org.uk.





THIS SERVICE IS ONLY AVAILABLE TO UHSM STAFF BASED AT WITHINGTON OR UHSM NIGHT STAFF BASED AT WYTHENSHAWE*  


SURNAME…………………………………………………..….FORENAME………………………………..………………...


HOSPITAL…………………………DEPARTMENT……………….………………….…TELEPHONE NO………………





By submitting this request I confirm that I am one of the above mentioned categories of staff and have read and will abide by the Library Regulations. (See ‘Library Regulations’ link on the ERC Library’s web page).





BOOK DETAILS:





TITLE………………………………………………………………………………………………………………………………….





AUTHOR/EDITOR………………………………………………………………………………………………………………….





DATE…………………………………………..EDITION……………………………………………………….





SHELF MARK (As it appears in the library’s catalogue - See ‘Library Catalogue’ link on the ERC 


Library’s web page..………………………………………





OTHER NOTES……………………………………………………………………………………………………………





………………………………………………………………………………………………………………………….…


Please send or fax this form to us (FAX: 0161 291 5780)











ON RECEIPT OF THIS FORM, THE BOOK WIIL BE ISSUED FOR A PERIOD OF 3 WEEKS AND POSTED TO YOUR DEPARTMENT.  ITEMS MUST BE RETURNED TO THE ERC LIBRARY EITHER IN PERSON OR BY POST.











*If you are not a Library member but are a UHSM employee based at Withington Hospital or a night shift worker based at Wythenshawe who would like to use this service, please contact the ERC Library on 0161 291 5778 /5780.














































































































































































































