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VERSION CONTROL SUMMARY 

Version Date Summary 

 October 2016 This policy sets out the parameters for managing 
and developing the RCN Library and Archive 
collections, and informs decision making on 
collecting, cataloguing, preservation and access.   
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Introduction 

 
 
1. Policy Statement 

 
1.1. This policy is operated within the RCN Library and Archive Services 

Collection Management Policy, which outlines the general parameters of the 
RCN Library and Archive Service collections.  
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4.1.1. The RCN Library and Archive Service requires legal ownership of 

all acquisitions or donations transferred to the collection and will not 
acquire any item unless it is satisfied regarding its ownership status.  

 
4.1.2. The RCN Archives Service requires the transfer of copyright 

ownership alongside any collection that is donated - or that 
alternative copyright management is put in place 

 
4.1.3. A formal donation agreement, see Appendix B, is required for 

archives, objects and collections of published material.  
 

4.1.4. The RCN will redirect potential depositors to collections which are 
more suitable when appropriate.  A list of key stakeholders is given 
in Appendix C: List of key Stakeholders, Partners and Networks. 

 
4.1.5. Disposal of material is undertaken in accordance with the RCN 

Library and Archive Service disposal procedures and in line with the 
appropriate professional guidelines for the sector.  

 
5. Cataloguing  

 
5.1. The RCN Library and Archive Service catalogues its Special Collections 

and Archives according to industry standards1. We use published 
thesauri, tailored with input from RCN nursing staff. This catalogue is 
written in plain English and is accessible to members. 

 
5.2. The security of the RCN Special Collections and Archive are 

strengthened by the catalogue providing an authoritative information 
audit trail that ensures we assert ownership of our collections. 

 
5.3. Cataloguing Principles:  

 

5.3.1. Some archival catalogue records and resources are closed in line 
with the RCN Library and Archive Service Access section below (to 
comply with regulations such as the Data Protection Act). 

 

5.3.2. We will disseminate our catalogues by sharing them with national 
and international partners as indicated in the RCN Library and 
Archive Service Five Year Plan. See Appendix C: List of key 
Stakeholders, Partners and Networks. 

 
5.3.3. Catalogue entries are identified as vital records and are covered 

within the RCN Business Continuity Policy.  
 

6. Preservation and Conservation  

 

                                                 
1 As at 2016 this included AACR2, DCRM (B), RDA, MARC, ISAD (G), ISAAR (CPF), NCA Rules for Indexing Names 
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Appendix C – Key Stakeholders and Partners 
 
There is no other nursing specific collecting body within the United Kingdom. 
 
There are archives, libraries, and museums which collect nursing and related 
topics, usually from a geographic or medical and health perspective.  We liaise 
and actively create relationships with allied professionals in these bodies.  Key 
stakeholders and partners are listed below, though there are additional working 
relationships with national, regional, local, specialist and academic collections. 
 
NHS (and predecessor) records have been deposited in different ways: 

 In England and Wales usually transferred to the local record office 

 In Scotland usually transferred to the university sector: Glasgow, 
Edinburgh, Dundee, Aberdeen or Stirling. 

 In Northern Ireland most NHS records have been transferred to the 
Public Records Office of Northern Ireland 

 
Stakeholders and Partners include: 
 
Barts Pathology Museum 
Bethlem Museum of the Mind 
BDA Dental Museum 
BMA Library 
British Red Cross 
Chelsea Physic Garden 
Florence Nightingale Museum 
Freud Museum 
Great Ormond Street Hospital Museum 
Howard Gottlieb Center, Boston University 
King’s College London 
Kings Fund 
Langdon Down Museum of Learning Disability 
Lothian Health Archives 
Museum of the Order of St John 
Old Operating Theatre & Herb Garret 
Parliamentary Archives 
People’s History Museum  
Royal Botanic Gardens, Kew 
Royal College of Midwives 
Royal College of Physicians 
Royal College of Surgeons (including the Hunterian Museum) 
Royal London Hospital 
Royal Pharmaceutical Society 
Royal Society of Medicine 
St Bartholomew’s Hospital Museum & Archive 
Thackray Museum 
The National Archives 
Wellcome Library for the history of health and medicine 
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Networks 
 
Consortia of Independent Health Information Libraries in London (CHILL) 
Health Archive Records Group (HARG) 
London Museums of Health and Medicine 
Society for the Study of Labour History (SSLH) 
UK Medical Collections Group 
 
Aggregators and Mapping Projects 
 
Aim25  
Archives Hub  
Copac  
Discovery: The National Archives 
Hospital Records Database: the National Archives 
SUNCAT  
WorldCat OCLC  
Scotland’s Sounds: National Library of Scotland 
Archives Portal Europe 
 

Commercial Partners 

Ancestry 
Mary Evans Picture Library 
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Appendix D – Loans Procedure  
 

Loans Procedure 
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 Check that all items have been received 

 Check against condition reports and note damage. Noting damage accrued 

during RCN exhibitions allows us to avoid a repeat occurrence. See Contracting 

a Conservator 

 Let borrower know they have been received and any problems. Damage is the 

responsibility of the borrower and claims may be made against their insurance if 

the damage is noted immediately 
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Appendix E – RCN Library and Heritage Centre - Terms and Conditions  

 
Royal College of Nursing Library and Heritage Centre Terms 
and conditions  
 
Using the Library and Heritage Centre 
Everyone is welcome to use the Library and Heritage Centre to explore nursing 
and its history, visit the Cafe and shop, exhibitions and attend most events. 
Further use of the Library and Heritage Centre by members of the public, i.e. of 
the space, equipment and physical resources beyond that detailed above, is 
restricted to those conducting research into nursing or nursing history. Only 
RCN members, RCN staff and subscribers to the RCN Library Services are 
able to borrow books and use the electronic resources. 
 
The mezzanine floor is reserved for the use of RCN members only.  

 
Opening hours 
Library and Heritage Centre opening hours are available on the RCN web site. 
Changes to the opening hours will be communicated via the website 
(www.rcn.org.uk/library), twitter (@RCNLibraries) and promoted within the 
Library. 

 
Conduct within the Library 
All Library users must show consideration for other library users, as outlined 
below.  
 
All Library staff instructions should be followed at all times in the Library and 
Heritage Centre.  
 
Behaviour 
Members, staff and visitors should treat each other with dignity and respect, 
care and consideration as described in the Dignity Charter for RCN members 
which is available from the RCN website.  
 
Personal music players can be used providing that headphones are used. 
Users are required to ensure that noise does not filter from headphones in a 
way that could disturb other people. 
 
Children should be accompanied and supervised at all times by an adult and 
should not disturb other library users. They may use the computers and 
facilities when not required by an adult. 
 
Stairwells should be kept clear owing to their use as a fire escape.  
 
Talking is not permitted in the Quiet study area on the Mezzanine floor. Users 
may talk and use mobile phones in other areas of the Library at levels deemed 



Royal College of Nursing 
 Special Collections and Archive 

Collection Management Policy 
 Version 1.0 

____________________________________________________________________________________________ 

______________________________________________________________________________ 

 

 
17 

reasonable by Library staff. Users may be asked to speak more quietly or to 
move to another area of the Library at the discretion of Library staff.   
 
Animals, with the exception of assistance dogs, are not permitted to be brought 
into the Library.  
 
Smoking, including of e-cigarettes, is not allowed.  
 
Eating and drinking 
Library and Heritage Centre users may bring drinks with lids into the Library. 
Food may be eaten in the Library providing it is not disturbing other users or 
damaging library collections or equipment; no food can be consumed near the 
IT equipment. Users may be asked to eat in a different area of the Library and 
Heritage Centre at the discretion of Library staff. Any spills or other damage 
should be reported to a member of staff immediately. Only food and drink 
purchased on the premises may be consumed in the Café.  
 
No alcohol may be consumed in the Library and Heritage Centre, unless 
provided by the RCN or its agreed contractors as part of a packaged event. 
 
Personal property 
The Library and Heritage Centre does not accept responsibility for personal 
belongings, and these must not be left unattended at any time or used to 
reserve seats. Library staff reserve the right to remove any unattended items, 
as well as items causing obstruction or inhibiting access to Library facilities 
such as computers and seating. Personal property left in the library will be kept 
for up to one month, after this it will be disposed of. 
 
Fire alarms 
Users must leave the Library when the fire alarm sounds, proceeding to the 
nearest available fire exit. Users must leave at any time if directed to do so by a 
member of staff. 

 
Use of Library materials 
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No book may be removed from the Library and Heritage Centre until it has been 
issued at the self-issue machine or service desk. 
 
Members are responsible for any books used or borrowed and will incur fines or 
charges for any late, lost or damaged books. 

 
Contact details 
Members should notify the Library and Heritage Centre of any change of 
address, email address or telephone number. They should also notify the RCN 
by using ‘My RCN’ on the RCN web site or by phoning RCN Direct on 0345 772 
6100.  

 
Copyright 
All library users should observe copyright law when
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Users may not:  
(f) Disclose their passwords to any other person;  
 
(g) Bypass or attempt to bypass any security measures including passwords, 
firewalls or network protocols. 

 
Suggestions and Feedback 
We welcome your suggestions and feedback on our services. Please complete 
a feedback card, speak to a member of staff or use the feedback form on our 
web site:  
www.rcn.org.uk/development/library_and_heritage_services/contact_us/su
ggestions_and_feedback  
 
Date Reviewed Sep 2016 Author: Sibylla Parkhill Review: Sep 2017 

http://www.rcn.org.uk/development/library_and_heritage_services/contact_us/suggestions_and_feedback
http://www.rcn.org.uk/development/library_and_heritage_services/contact_us/suggestions_and_feedback
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Appendix F – Useful Definitions related to this Policy 
 
Acquisition 
The act of obtaining ownership of materials which then become a constituent 
part of the RCN Library and Archive collection  
 
Aggregator  
A person or organization that collects information from other organisations and 
puts it on a single website. 
 
Archive 
This term is used to encompass four distinct meanings: 

1. The records that have been identified as having continuing value and 
required for permanent preservation 

2. Records that have been created or collated by an organisation or person 
in the normal course of business or life, that have been identified as an 
entity for permanent preservation  

3. The repository or place that the records are stored in 
4. The team responsible for appraising, collecting, preserving and making 

available archival material 
 
Archivist 
A member of staff who has archival experience and who holds a postgraduate 
qualification in Archives Administration.    
An archivist appraises collects, preserves and makes available Archives in line 
with inter/national standards, with legal and fiscal demands, and who complies 
with a professional code of ethics.  Their work regularly includes deciding what 
material is securely destroyed as well as what is selected for permanent 
preservation. Archivists deal with all formats – both physical and digital 
 
Catalogue  
A structured list of information about or relating to items within a collection. 
In the Archive sector this typically contains descriptive information at various 
levels (known as multi-level hierarchical descriptions) from collection to item 
including details of the creator of the records. 
In the library sector this normally contains bibliographic descriptions for 
individual titles and editions in the library’s collection 
 
Closed Records 
Records which are not accessible for an agreed specified period of time due to 
either legislative compliance or the sensitive nature of the content. 
 
Collection 
A set of materials that has been collated according to a specific subject, in any 
format.  A collection is usually brought together for reference purposes, or by 
individual enthusiast-collectors. 
 
 

http://dictionary.cambridge.org/dictionary/english/person
http://dictionary.cambridge.org/dictionary/english/organization
http://dictionary.cambridge.org/dictionary/english/collect
http://dictionary.cambridge.org/dictionary/english/information
http://dictionary.cambridge.org/dictionary/english/single
http://dictionary.cambridge.org/dictionary/english/website





