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Opening Times

Salisbury 01722344325 LRC_ SA@wiltshire.ac.uk
Trowbridge 01225756260 LRC _ TR@wiltshire.ac.uk

Signpost here



http://www.wiltshire.ac.uk/learning_resources/opening_hours.asp

Welcome to the LRC
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Wiltshire College LRCs

The Learning Resource Centres (LRCs)
at Wiltshire offer you a doorway to
relevant and up to date resources that can

help you in your studies

The information can be found

normally in books, journals , and DVDs,
but in addition there is online

access to many subject

specific e-books, databases, e-journals and

websites.

Staff are on hand to help you find
information to support your course. It can be
daunting when you begin a search but
please ask us whenever you need our help

we will be happy to assist you.

Information and Learning
Technology
(ILT) inthe LRC

In the LRC you can find ILT resources
to aid and enhance your studies.

These include digital cameras,
mini-laptops, ipods, and

digital voice recorders. Please ask staff
for guidance and any forms you will

need.

For staff, the ILT aide offers
regular workshops to enable the use of

Smart boards and their applications.



Our commitment to you

We believe that everyone should be treated with respect at all times.

The LRC staff will always try to give you the help, advice and

information that you need. Please do not worry about asking for help.
At all times we will strive to serve you as quickly as possible.
The procedures for borrowing items and for accessing all our resources are explained in this handbook.

This handbook is available to view as a PDF file by logging into your

e-study.
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Please help us to keep our commitment to you

You are asked to treat the LRC, the staff and other users with

respect at all times.

We encourage a positive learning environment for all to work in.

If you need to ask for help please make your request as clear as

possible, so we can give you the most helpful information.

Please read and take note of your overdue letters and e-mails.
They are a reminder for you and prevent fines building up.

We expect you to be responsible and return items by the due date.

Please read this handbook. It gives you all the basic information
regarding the LRC and it 's services.
Thank You.



ID Cards
All students enrolled at Wiltshire College are issued with an ID card. This is your evidence of being
a student whilst at college.
The ID card should be worn at all times and produced if requested .

Students automatically become members of the LRC when they

enrol, but to BORROW any item your must show your student ID card .

You can only use a computer by showing your ID card to a member of staff.

Please remember that you are responsible for any items borrowed on your card.

Please do not borrow for a friend, if they lose the item or do not

return it , you will have to pay the fine or replacement cost.

You ID card is your passport to accessing the resources and using a computer,
DON'T LEAVE IT AT HOME!



Borrowing

All students can borrow 6 items for three weeks .

All Access/HE students can borrow 8 items for three weeks.

These items can be renewed twice
if no-one has requested them.

Iltems labelled:

‘7 Day’ - Have a borrowing period of one week.

‘ Reference '-may only be used for research within the LRC.

Back Copies of magazines/journals-
Have a borrowing period of one to three weeks

When borrowing ILT equipment please check loans/ times with the ILT aide.



Reservations

Any book which is on loan and belongs to the campus that you are enrolled at can be reserved online.
Reservations can be made by logging in with your student number via ‘My account’ on the online
LRC search facility ‘Heritage ’. ltems that are located at other campuses can be reserved by asking
at the LRC main desk.

Students will then be notified by e-mail when their reservation has come in.
Please remember that if you have items on your account that are overdue you will not be able to

reserve items.

If you have an item that is on loan to you and it has been requested by another

student or staff member, you will not be able to renew it.

We can, on your behalf, request items from other campuses. There is also the
option to send for articles from the British Library or other libraries.
Please ask at the LRC main desk.




Overdue reminders, fines & accounts
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If you have an item out on loan and do not return it on time, you will be
fined 10 pence per item per day. With cameras and recording equipment, the charge is 20

pence per item per day.

The LRC automatically generates letters that are sent out to students who have items that are
overdue. If this letter is not responded to, an e-mail is then sent. This e-mail is carbon copied

to your tutor. Iltems on loan to you are your responsibility.

It is important to check return dates, and to also check your e-mail and respond. ltems can be
renewed twice by telephone or by e-mail, as long as no-one else has requested the item.
If you do not return overdue items a bill will be issued for the replacement costs. However, if

the items are then returned the bill does not have to be paid.

If you are having any problems returning items or will be away from college for a length of °

time-please contact us and we will try to help you.

Thank You



ILT-Information Learning Technology
The LRC also includes an ILT service, here you can borrow the following items:
1 Mini laptops
7 Digital Cameras
17 Camcorders and Tripods

7 Digital dictating machines

7 USB sticks
¢ Card readers
7 | Pods

ILT can also arrange for equipment to be set up in rooms on

request by staff members, these include:
sLaptop and data projector
sCamcorder

iVisualiser

ILT also offers staff training on the many Smartboards located around the college.



Printing/Photocopying

All the campus LRCs have photocopiers, along with colour and

black/white printers.

details of printing costs

The black and white photocopier cost either 3, 4, 5 pence depending on which printer you use
for an A4 print and 10p for an A3 print—please ask your tutor for advice. You can buy a

photocopying card. This costs £1 and will give you 50 pence worth of copies. This can be re-

loaded with money when required.

Copyright law restricts what you can photocopy. Notices about this are displayed by the

photocopiers. Please check copyright guidance

Please ask if you are unsure about printing and we will be happy to help.






Services offered by the LRC
Assignment hand-in / collection

Students can hand in completed assignments for their teachers in the LRC. This can be done
at the main desk or at marked service desks in the LRC—signage will direct you. Please ask
one of the LRC staff for the signing-in folder. Make sure you have completed your front cover

sheet correctly. Marked assignments are returned to students via their teacher

Project research

Tutors may request that a number of books are put together for students who are working
on a specific project. These books may be used in the LRC for study sessions. Please ask

LRC staff who will be happy to gather these books for you.







Careers and HE Area

Within the Careers section of your LRC you will find useful resources including prospectuses

and details of useful websites

In addition you can explore ‘My Career Online *. This is a good way to get a thorough

overview of the path you may be interested in taking after college.

All LRCs have an H.E area with PCs where students who are on Access/Higher Education
courses can work. Please ask for directions and remember that these areas are expected to

be quieter than in the main study areas of the LRCs



http://www.wiltshire.ac.uk/careers/




Online Resources

The LRC has excellent online resources with a variety of information. In their first term new
students are shown how to access and use the e-resources which include databases, web-
sites for courses, e-books and e-journals.

You can gain direct access to these by logging in to your e-study then clicking on

LRC resources or by clicking on these links.

Heritage is Wiltshire College ’s online library catalogue. Use this for a general resource
search. Heritage is also available on the search station computer in the LRC. See ‘ How to

Access and Search the Library Catalogue '’

e-Books
Dawson Era and Wiltshire College Ebrary Books are a comprehensive range of full text
electronic titles that are specific to your course needs. They are accessible either via the

catalogue, Signpost or via your estudy page.



http://estudy.wiltshire.ac.uk/
http://www.wiltshire.ac.uk/heritage/
H:/Documents/access_search_heritage[1].pdf
H:/Documents/access_search_heritage[1].pdf
http://www.wiltshire.ac.uk/learning_resources/online_resources/ebooks.asp



http://www.wiltshire.ac.uk/learning_resources/online_resources/databases.asp
http://www.wiltshire.ac.uk/learning_resources/online_resources/electronic_journals.asp
http://www.wiltshire.ac.uk/ud/library/frontdis.asp




Thank you for reading our handbook
Enjoy your time at college and please do not hesitate to ask if you need any help.
For any further information please contact;

Chippenham 01249465263 LRC _CH@wiltshire.ac.uk
Lackham 01249466814 LRC _LA@wiltshire.ac.uk
Salisbury 01722344325 LRC _SA@wiltshire.ac.uk
Trowbridge 01225756260 LRC _ TR@wiltshire.ac.uk

You are also welcome to questions via the Q & A page



