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Part 2 – First Floor, South Library
To listen to this section, find Audio Tour Point 2 and stand with your back to it, facing towards the Library entrance.  If you’re not there yet, pause the tour now and restart it when you’re in the right place.

This is Headington Library, the biggest Oxford Brookes University library.  We also have libraries at Wheatley (specialising in business, engineering, computing and maths) and at Harcourt Hill (specialising in education, theology, sport and performing arts).

You are now in the South Library, facing the turnstiles through which you came in.  You should have your student card to get through the turnstiles and borrow things from the Library, so make sure you always have it with you when you come.  Even though we have the turnstiles to make the Library as secure as possible, we do occasionally have thefts – so keep your personal belongings and valuables where you can see them at all times; don’t go off to find a book or for a break and leave your bag or your laptop unattended!
To the left of the entrance turnstiles you will see the Admissions Desk and the Library Counter (the long desk with staff standing behind it).  This is where you go for help with borrowing, returning or renewing books, picking up reservations, paying fines or topping up your printing account.  Most of our books can be borrowed for either one week or two weeks.  Some books, and all our printed journals (sometimes also called periodicals or magazines) are for reference only, which means you can’t borrow them.

Opposite the library counter is a desk marked “Upgrade”.  Upgrade is the University’s study skills service – they can help you with essay writing, time management, statistics and other study skills.  They have a drop-in service or you can book appointments by email.

Immediately next to you on your right is the Enquiry Desk. There are always library staff available there during staffed hours, and that’s the first place to go to ask any quick questions about the Library – we can help with finding books or information, telling you where the photocopiers are, booking Group Study Rooms or all kinds of other things.

You don’t have to queue up at the Library Counter to borrow, return or renew books if you don’t want to.  Behind the Enquiry Desk on the right hand side of the room are two Self-Service machines – you can use these to take out books or DVDs yourself, return them or renew them.  There are instructions on the machines but if you have any problems, just ask at the Library Counter.  You can normally renew a book, to keep it for longer, if no-one else has reserved it when it is due back – you can do this on the Library Catalogue, over the phone, at the Self-Service machines or in person at the Library Counter. 

We do fine you for overdue books, so make sure you return or renew them on time.  There is also a book drop box for returning books near to the entrance turnstiles outside of the library, and another one on the outside wall of the building near the bicycle racks. Next to the entrance turnstiles is the library exit. There are security gates here; an alarm will go off if you go out of the Library with any library materials that have not been issued to you.
Immediately next to you on your left is the Short Loan collection, behind a glass screen.  This is where we put the books which are going to be in most demand each semester – you can borrow them for either 4 hours or 24 hours, and you can book them in advance at the Short Loan counter.  Fines for these books are very heavy, so make sure you return them on time and don’t put them in any of the book drop boxes – always return them to the Short Loan counter.

You’re now ready to move on to Tour Point 3.  To do this, go through the double doors behind you, across the landing, and through the second set of doors.  Stand to the left of the doors with your back to them - this is Tour Point 3.  Pause the audiotour now and when you have found Tour Point 3, restart it. This is the end of Part 2.

Part 3 -  First Floor 
To listen to this section, find Tour Point 3 and stand next to it, facing towards the bookshelves with the doors behind you.  If you’re not there yet, pause the tour now and restart it when you’re in the right place.

You’re now on the first floor of the Library.  The Library is on three floors, and there are maps and signs on each floor to help you find your way around.  The first floor is the Science and Technology floor;  it includes general maths and computing, natural sciences, medicine and nursing, publishing, business, catering, structural engineering and construction. (Most maths, computing, business and engineering materials are at the Wheatley Library, but we have some here).

Each of the three floors in the Headington Library is laid out in a roughly similar way, with books,videos, DVDs, journals and other materials for the subjects on that floor. On the bookshelves directly in front of you are the Maths and Computing books; you might notice that some of the books have coloured stripes on their spines.  If a book anywhere in the Library has a red stripe on it, it’s a Reference book, which means you can’t take it out of the Library at all; a book with a yellow stripe on it can be borrowed for one week; a book without any coloured stripes can be borrowed for two weeks. You’ll also notice that each book has a label at the bottom of the spine with a number on it followed by some letters. This is called the shelfmark, and tells you where in the Library to find a book – when you look a book up on the Catalogue, you can find out the shelfmark, and then use the maps and signs on each floor of the Library to find out where that number is.  For example, the books on this floor all have shelfmark numbers between 1 and 99 or 500 and 699, so a book with the shelfmark 612 MAR would be on this floor.

On the far side of this floor from where you’re standing are the journals for the subjects on this floor; for example the British Medical Journal, Publishing News or Hospitality Review. (Journals are like weekly, monthly or quarterly magazines, but for academic subjects.)  There are separate shelves displaying the most recent issue of each journal. Journals in the Library are arranged by shelfmarks just like the books, with a J at the beginning of the number. Many of our journal titles are also available online.

Behind you, on each side of the doors, you’ll see encyclopedias, dictionaries and other reference books for the subjects on this floor – for example, medical dictionaries.  This is called the Subject Floor Quick Reference collection and there’s one on each floor. 
On your right is the IT Help Desk where Computer Services staff are available to help you with any computer software problems.

On the desks to your left you’ll see clusters of computers.  There are two sorts of computers in the Library. Some, like the ones to your left, say say “Pooled Room PC”, and they can be used to access electronic books and journals, your email, and the Web, just like the PCs in pooled computer rooms. Other computers say “Library Catalogue” on top of the screen, and they can only be used for the Library Catalogue and won’t access anything else.  You can search the Catalogue to find out what we have in the Library and where it is on the shelves, so it’s the most important thing in the Library to learn to use! The Catalogue is also available on the Library web site so you can search it from home. 
On the other side of this floor you’ll find books on nursing and medicine, business, catering, structural engineering and construction, and also the Oxford Institute for Legal Practice collection. If you want to go and look at any of those now, then pause the audiotour, turn right, and go through the next doorway to the East Library, then return here and restart the tour when you’re ready.  Otherwise, you can move on to Tour Point 4.

To get to Tour Point 4, go back through the double doors behind you on to the landing, and then down the stairs.  On the notice board at the bottom of the stairs you’ll see the sign for Tour Point 4.  Pause the audiotour now and when you have found Tour Point 4, restart it. This is the end of Part 3.

Part 4 – Ground Floor Landing.

To listen to this section, find Audio Tour Point 4 and stand with your back to it, facing towards the stairs.  If you’re not there yet, pause the tour now and restart it when you’re in the right place.

The Ground Floor is the Social Sciences floor, covering psychology, philosophy, religion, economics, tourism, law, politics, health care and education – that’s shelfmark numbers from 100 to 399. Just like the first floor, there are books, journals and a Subject Floor Quick Reference collection on this floor; they’re all through the double doors to your right. 

Through the double doors to your left is the Audio Visual Unit, which includes music CDs and scores, art and architecture slides, and video and DVD players. Also through these double doors is the photocopier room. To photocopy in any of the Brookes libraries, you use a rechargeable photocopy card, which you can buy from a card dispensing machine outside the main Library entrance – it costs £1 and has 7 credits on it to start with (1 A4 copy is one credit). There are recharging machines next to the card dispenser at the Library entrance, and in the photocopier room. When you recharge your card, it costs just over 5p for an A4 copy and double that for A3.

Straight in front of you, on either side of the stairs, are the men’s and women’s toilets.  You’ll also see green signs here pointing to the Fire Exit; if you hear the fire alarm at any time when you’re in the Library, please take your belongings and follow Library staff’s directions to the nearest fire exit.

Behind you, on the notice board, is a copy of the Library Regulations. The main rules we ask you to follow are: no food or drink in the Library except for bottled water; no smoking; please switch your mobile phones to a silent setting and don’t use them in quiet or silent areas.  The Library has three different types of noise zones, for different types of studying – there are group areas for working together, quiet space, and completely silent areas. On the doors to your right is a sign for a Quiet Space. There are silent and quiet spaces on each floor of the Library; most of the group study space is on the top floor.

If you want to look at the Audio Visual Unit, the photocopier room, or the books on this floor before you move on, then pause the audiotour now, and come back here and restart it when you’re ready. Otherwise, you’re ready to move on to Tour Point 5.  To get there, go back to the stairs and go all the way up past the first floor landing to the second floor.  In front of you on the second floor landing you’ll see Tour Point 5.  Pause the audiotour now and when you have found Tour Point 5, restart it. This is the end of Part 4.

Part 5 – Second Floor Landing
To listen to this section, find Tour Point 5 and stand with your back to it, facing towards the stairs.  If you’re not there yet, pause the tour now and restart it when you’re in the right place.

You’re now on the second floor of the Library, which is the Arts and Humanities floor. On this floor you’ll find art and architecture, planning, music, languages, literature, history and geography – that’s shelfmarks from 400 to 499 and 700 to 999.  The layout of this floor is slightly different from the other two floors; instead of the bookshelves and the journals being together, on this floor the books are on one side of the landing in the North Gallery, and the journals are on the other side in the South Gallery.

Look through the double doors to your right; you’ll see a cluster of computers, and then the books towards the back of the floor. Those are the languages, art and architecture books. To find the books on music, literature, history and geography, you would turn right again past the computers and go through the next doorway into the East Library, where you’ll also find the Subject Quick Reference and the Local Collection. At the far end of the East Library, past the nine-hundreds books, you’ll find the Map and Atlas collection.  If you’d like to look at any of those areas now, pause the audiotour, go through the double doors and take a look, and then come back here and restart the tour when you’re ready to continue.

If you’re ready to continue, now turn the other way and go through the double doors to your left into the South Gallery; walk around the edge of the gallery, where you’ll see the journals for the subjects on this floor.  You’ll then go through an open doorway, passing the Assistive Technology Suite on your left, and reach the Newspaper Room. When you’re there, walk past the rows of newspapers and look for Tour Point 6 on the noticeboard above the brown cabinet.  Pause the audiotour now and when you have found Tour Point 6, restart it. This is the end of Part 5.

Part 6 – Newspaper Room

To listen to this section, find Audio Tour Point 6 and stand next to it, facing towards the windows. If you’re not there yet, pause the tour now and restart it when you’re in the right place.

You’re now in the Newspaper Room.  The Library subscribes to various UK national daily newspapers, like the Guardian, the Independent, the Daily Telegraph and the Times, as well as local newspapers and some foreign newspapers.  Many of our newspapers are also available online.  Older editions of papers are available in the boxes on the shelves, on microfilm or online.  If you look around you’ll see a wire stand with today’s papers; next to it are some comfortable chairs for sitting and reading. The Statistics Collection is also kept in this room.  

The Assistive Technology Suite, which you passed on your way in to this room, has a variety of assistive hardware and software which students registered with the Student Disability Service can use.

If you walk towards the next set of double doors, on the left you’ll see a pooled computer room, and on the right is one of our Group Study Rooms.

If you’re ready, you can now move on to the last part of the tour.  To do that, go through the set of double doors in front of you into the Group Space.  On the pillar in front of you you’ll find Tour Point 7.  Pause the audiotour now and when you have found Tour Point 7, restart it. This is the end of Part 6.

Part 7 – Group Space 
To listen to this section, find Audio Tour Point 7 and stand next to it, facing into the Group Space.  If you’re not there yet, pause the tour now and restart it when you’re in the right place.

You’re now in the Group Space, which is the main area in the Library set aside for people to work together.  As you can see, there’s plenty of comfortable furniture, computers, and big tables for groups to sit around: there are also power points to plug in laptops.  The Library also has free wireless internet coverage. To use wireless you need to register your details on the computer services webpages. 
In each corner of the Group Space you’ll see some of our Group Study Rooms.  These are available for groups to book out for up to two hours a day and they have PCs, video and DVD players and projectors to help you prepare for presentations.  You can make a booking up to a week in advance at the Enquiry Desk downstairs – at busy times of semester the rooms are heavily used, so you are strongly advised to book in advance.  If you want a separate, small room to work on your own, you can book one of the smaller study carrels at the Enquiry Desk.

Beyond the Group Study Rooms, through the last set of double doors and on the right, is the Library Training Room.  We use this a lot for teaching sessions, but when it is not being used for teaching we are sometimes able to open it up for students to use the PCs – so if you can’t find a free computer anywhere else in the Library, it’s worth checking to see if the Training Room is available.

You’ve now completed the Library tour. If you need more help or information about using the Library, or finding the information you need for your course either now or in the future, there are lots of places you can ask.  If you’re in the Library and need help, then the Enquiry Desk on the first floor, just inside the Library entrance, is always a good place to start.  Otherwise, you can look at the Library’s Web pages (www.brookes.ac.uk/library), where there’s lots of help and information; and you can always contact your Subject Librarian, who’ll be more than happy to help you.  

If you want to leave the Library now, go back the way you came, through the Newspaper Room and round the gallery, to the landing and then down one flight of stairs to the first floor.  Otherwise, feel free to explore the Library!

Thank you very much for taking the Library Tour.  We hope you found it helpful, and we wish you all the best for your studies at Brookes. We look forward to seeing you in the Library again soon.  

This is the end of the tour.
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Part 1 – Introduction 





Welcome to Oxford Brookes University’s Headington Library tour, and thanks for deciding to take the tour with us.  You can play the tour on your iPod, or any MP3 player, while you walk round the Library.  





The tour should take about 25 minutes to complete.  We will explain the main points you need to know to start using the Library and show you how to find your way around; we will also tell you where to go to get help!





If you need a written version of this tour, you can download a transcript from the same Library Web page where you downloaded the tour.





If you are doing this tour early in the semester, there may be tour groups being taken round the Library at the same time. Because this tour follows the same route as the group tours, if you see a group starting a tour at the same time as you, you may want to wait a few minutes so that you don’t get mixed up with the group.





 As you walk around the Library, look out for the numbered signs with a picture of some headphones and the words “Audio Tour”.  We will tell you which sign to stand by for each part of the tour, so you can see the things we are talking about. Point 1 is outside the Library entrance turnstiles, on the central pillar just in front of the turnstiles.





A number of Library Guides are available to tell you about different Library services. Pick up a copy of Library Guide Number 1, “Student Guide to Library Services” – this contains all the general information you’ll need about the Library including opening hours, how to borrow books, photocopying and how to find help. These guides are also available on the Library’s Web pages.





To start the tour, you will need to be inside the Library, past the entrance turnstiles.  If you are not in the Library now, you will need to use your green student card or your staff card to pass through the entrance turnstiles.  If you haven’t got your card or it isn’t working, ask the member of staff on the Admissions desk for help.  Once you are through the turnstiles, walk straight ahead of you towards some clear double doors. You will see a sign saying “Audio Tour” and a number 2.  Find that sign and stand with your back to it. Pause the audiotour now and when you have found Tour Point 2, restart it. This is the end of Part 1.
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