Toolkit for Health Libraries Week  
14th – 18th November 2005
Contents:

· Forms for pre- and post-HLW snapshots of usage, both electronic and physical

· Promotional items available – ordering information
· Suggestions for activities that can be carried out locally
· Suggested text for newsletters/press releases, etc

· How to write Plain English effectively

· Case studies of users benefiting from library services for newsletters, etc

· Checklist to complete after HLW – what was done and what was useful

Pre- and Post-HLW snapshots of library services usage

We can get figures about usage of the NLH website before, during and after Health Libraries Week, which gives us an indication of how successful HLW and the various activities that take place around the country are.  But this is just one measurement.

To help us assess what sort of an impact HLW has on usage of library services as a whole, it would be really useful if you could provide us with some snapshot figures of usage before and after health libraries week.
Please fill in as much of the form as possible, and either email to nelh@cfh.nhs.uk or post back to Alison Turner at: National Library for Health, 6th Floor, 3 Brindleyplace, Birmingham, B1 2JB
Name of organisation:
Approximate number of potential users (ie number of staff employed in your organisation):

Before Health Libraries Week (e.g. week beginning 31st October)

	Number of registered library users
	

	Number of literature search requests 
	

	Number of people who received training (either organised sessions, one-to-one sessions, or drop-ins)
	

	Number of inter-library loan requests 
	

	Number of visits to your library web pages*
	

	Number of visits to www.library.nhs.uk from your web servers*
	


*You may need to ask your IT department for help finding this information.

After Health Libraries Week (e.g. week beginning 28th November)
	Number of registered library users
	

	Number of literature search requests 
	

	Number of people who received training (either organised sessions, one-to-one sessions, or drop-ins)
	

	Number of inter-library loan requests 
	

	Number of visits to your library web pages*
	

	Number of visits to www.library.nhs.uk from your web servers*
	


NLH Promotional items – ordering information
Listed below are the promotional items that are available this year, (new ones for this year are marked with a *) with the maximum order number for each item.  Please do not try to order more than the maximum, as this will delay your order being processed.
The range and numbers of available items are limited this year, due to some difficulties within the organisation.  We apologise for this.  Money has been allocated to each Strategic Health Authority library lead again this year, to be spent according to the wishes of each area.

The method of ordering items has changed this year - the old Information Line number and email address are no longer available.

PLEASE NOTE: items will not be available for you to order until 31st October 2005 – they will not be in the warehouse, or show up on the ordering system until then, so please do not try to place orders before this date.  We have been assured that delivery will be within 48 hours, so you will still receive your order before Health Libraries Week.

Orders should be placed online, to be processed directly by the warehouse holding the materials.  
Please go to: www.connectingforhealth.nhs.uk/publications - and follow the instructions for placing your order.

If you encounter problems, or want to speak to somebody in person, you can phone 08453 700 760.

	Item ref number
	Item description
	Suggested uses
	Maximum order available

	2048
	*NLH folder (for A4 size documents)
	As a training pack, induction pack, library info pack, etc
	

	2051
	*NLH Pens (boxes of 100)
	Give-aways, etc
	1 box of 100 pens

	2130
	*Clinical Evidence leaflets
	An A5 leaflet that shows how to access and use the Clinical Evidence website
	50

	2143
	*NLH A4 leaflet (folds out to A3)
	General info about NLH site and what’s available – put in training or induction packs, etc – or display the inside folded out to A3 as a poster
	100

	2144
	*Print-On-Demand paper – slightly different format, just one colour (green) – packs of 200 sheets – order per pack
	For making your own posters, leaflets, certificates, signs, etc
	2 Packs of 200 sheets

	2145
	*NLH Internal mail envelopes (not available until 4/11/05)
	Sending mail around your organisation, training packs, etc
	150

	2146
	*Business card-sized fold-out leaflet – details of NLH resources on 1 side, and details of how to search effectively on the other
	Give-aways, reminders after training sessions, etc
	150

	2161
	*Primary Care Question Answering Service Leaflet – A3 folded into 3
	Details what the PCQAS is and how to use it
	50

	2174
	*NLH Search leaflet – A5
	How to use the NLH Search
	50

	1778
	NLH General Purpose stickers (6 per sheet – please order per number of sheets)
	For adding your contact details to posters, folders, etc.


	25 sheets

	1780
	NLH “Clear safe knowledge on tap” resource cards
	Wallet-sized, to allow users to note their Athens ID and library contact details and keep with them.

Use as bookmarks, etc.
	400

	1852
	“Clear safe knowledge on tap” posters – A2
	Have last year’s dates that can be cut off or folded over
	5

	1853
	“Clear safe knowledge on tap” posters – A3
	Have last year’s dates that can be cut off or folded over
	5


Suggestions for activities within your local health community
This list of suggestions for different types of promotional activities that could be carried out within your local health community is provided to give you some ideas – it is by no means exhaustive (and we don’t suggest you try doing them all!).  If you have additional ideas, please do send them to us – nelh@cfh.nhs.uk
	Library events
	Library open day – inviting Chief Exec, Board members, etc, to come along and join the library

	
	Book fair

	
	Launch a bookclub (recreational or otherwise!)

	
	Bookmarks/resource cards in all outgoing books/items

	
	Use NLH internal mail envelopes to send items within your organisation

	
	Book or fine amnesty

	
	Book “hospital” – undertake minor repairs to bindings, etc

	
	Training events in your library

	
	Drop-in sessions to help with searching (made more enticing with the promise of nibbles and drinks)

	
	Outreach training events in wards/departments/health centres (even just 10 minute taster sessions)

	
	Early morning demonstrations, with breakfast provided

	
	“Lunch and learn” session – lunch bags or a buffet

	
	Competition – quiz or treasure hunt style

	
	Health Libraries Week answerphone message

For example: 

This is Health Libraries Week – we’re out and about promoting the service and showing people how useful we can be, but please leave your name, number and message and we’ll get back to you as soon as we can.

	Stands and displays
	In your library

	
	Elsewhere in your building (foyer, corridors, canteen, staff room, etc)

	
	With a jar of sweets or box of biscuits to entice people

	
	With a bowl of fruit for the healthy option

	
	Balloons (check first about what type you can use, as latex balloons can be banned from some organisations due to allergies)

	
	Using a rolling PowerPoint or Robodemo presentation

	Give-aways
	NLH Party Bags – with fruit, sweets, pens, post-it notes, etc, inside, and flyer/leaflet stapled to the outside

	
	Use the NLH folders to make up packs of useful information for wards, departments, etc

	Leaflets and posters in:
	Corridors

	
	Cafeteria/restaurant

	
	Departments and staff rooms

	
	Wards

	
	Postgraduate/education centres

	
	Photocopy rooms

	
	Toilets – over sinks and backs of cubicle doors

	
	Training rooms

	
	Attached to payslips (the NLH resource cards could be used for this)

	
	Health centres and GP surgeries

	Media
	Invite your university or hospital public relations department to your Awareness Week events.  Let them know that there will be many photo opportunities for their publications.

	
	Write a short article about the library and its staff. Mention your services and the help you provide to the community. Send the release and any photos of your library staff at work to your institution's public relations office or to your local newspaper – see the following pages for more help with writing articles, etc.

	Visit:
	Board meetings

	
	Clinical departments or departmental meetings

	
	Wards and ward rounds

	
	Non-executive directors

	
	Clinical directors

	
	Clinical Effectiveness department

	
	Clinical governance lead

	
	Consultants’ sectretaries

	
	GPs

	
	Practice Managers

	
	Practice Nurses

	Electronic
	Health libraries week feature on your intranet/internet pages

	
	Global email around your organisation to highlight what’s going on in Health Libraries Week

	
	Electronic email signature
For example:

Health Libraries Week 2005: 14th – 18th November 
Visit your local library during Health Libraries Week to find out what’s new and what’s going on – you might be surprised at what you find…
…skilled staff to help with enquiries and searches
…training courses and outreach services
…the best available evidence about health care just a click away at www.library.nhs.uk
…access to electronic journals and books as well as traditional paper copies
Or:

Health Libraries Week 2005: 14th – 18th November

Did you know that your local health library offers
Help and advice from skilled staff
Journal and book collections – electronic as well as traditional
Study space and internet access
Training courses and current awareness services
Search services and document delivery
Did you know that from just one web site you can access
Specialist Libraries
Guidelines and Care Pathways
Full text reviews from the Cochrane Library
Summaries of the evidence behind treatments and procedures
Reviews of health stories in the news
Databases such as Medline and CINAHL
Over 1000 full text electronic journals and books
Visit your local library during Health Libraries Week to find out more – there’ll be competitions, give-aways and lots going on.

	
	Use the Out of Office Assistant in Outlook to promote Health Libraries Week, so that whenever someone emails you they get an automatic response highlighting library services.

Example text:
This week is Health Libraries Week – why not call in to the library to see how we can help you find the best evidence. Or have a look at the National Library for Health website at www.library.nhs.uk


Suggested text for newsletters, etc

Feel free to cut and paste bits of this, add your own info, details of what’s happening during the week, etc
November 14th – 18th this year sees the 2nd annual Health Libraries Week, co-ordinated by the National Library for Health (NLH)1.  The aim of the week is to raise the profile of health library services, and increase awareness of the range of library and information services and resources available to those working in healthcare in England.  

Did you know that health library services offer help and advice from skilled staff, journal and book collections – electronic as well as paper, study space and internet access, training courses and current awareness services, search services and document delivery – all designed to help you find the best available evidence about healthcare matters as quickly as possible.  

In addition to the personal services within local libraries, the National Library for Health website (www.library.nhs.uk) is available to all NHS staff in England, allowing access to information at a time and place that is convenient to you.  The NLH website offers a range of Specialist Libraries that identify the best evidence on a range of the major healthcare topics, as well as links to high-quality resources such as the Cochrane Library and the BMJ’s Clinical Evidence.  NHS staff can also access bibliographic databases such as Medline and Cinahl, as well as over 1500 full text journals and a collection of electronic books.  The site also offers a search engine, a question answering service aimed at staff working in primary care, and news and current awareness services.

There will be various events taking place in and around health libraries up and down the country during Health Libraries Week - why not take the opportunity to contact your library and see what they have to offer, and how you can best make use of their services to support patient care?

1.  The National Library for Health (NLH) is a library and information service for the NHS, available 24 hours a day, 7 days a week.  It offers a range of services to support patient care, staff development and research. The library mixes traditional services such as professional support from NHS library staff, with web based services such as a comprehensive search engine, clinical question answering, and current awareness.  The NLH’s web resource can be found at www.library.nhs.uk, and work is under way to link and develop existing local NHS library resources, both electronic and traditional.

Quotes from case studies

You could add relevant quotes to your articles, etc

· Karen Naylor, a lead cardiac nurse with South Leeds Primary Care Trust, has implemented evidence-based guidelines for nurse-led services using the library service – directly benefiting patient care.

“It saves me huge amounts of time to concentrate on clinical practice and at the same time ensuring that I’m able to deliver a high quality evidence-based service,” said Karen.

· Consultant nephrologist Susan Carr, of University Hospitals of Leicester NHS Trust, said: “I’ve always found the library service useful in providing me with timely references to both help patient management, education of trainees and my own CPD.”

· Speech and language specialist Chris Sherlock, from South Birmingham PCT, said better information was the key to giving clients and families a good quality service. 

“We often have referrals for children and babies with conditions we have never heard of and at these times it really helps to be able to quickly find out something. It’s reassuring for parents.”

· GP Fay Wilson working in Birmingham and London and project manager for an NHS walk-in centre said using NLH services had informed treatment guidelines and therefore benefited patients.

“The library provides rapid access to a reputable source of information without having to spend ages searching and weighing up articles. I posted the URL on an internet discussion list for GPs recently and someone said it was the most useful reference they had come across in ages.”

· Practice nurse Ian Jackson from Mansfield uses a range of NLH services including musculoskeletal, diabetes and screening. The site also enables him to “keep abreast of the latest NICE and Government information and policies” and recommends it for “up to date information regarding chronic and acute conditions”.

· Nuri Attagour, a specialist registrar in rehabilitation medicine in the West Midlands, said: “Having access to the latest articles and guidelines will benefit our patients and help us to provide local guidelines and better services.”

Plain English campaign

The Plain English campaign publishes various guides to writing in clear, simple language that gets your message across succinctly.  These are available from:

http://www.plainenglish.co.uk/guides.html
They also have an “A-Z of alternative words” to help you translate unfriendly language into something more meaningful.

If you’re planning on writing articles for newsletters, etc, it’s worth having a look at the guides to help you write appropriately.  The “How to write in plain English” guide lists several ways in which you can keep your writing clear:

· Keep your sentences short

· Prefer active verbs

· Use “you” and “we”

· Choose words appropriate for the reader

· Don’t be afraid to give instructions

· Avoid nominalisations

· Use positive language

· Use lists where possible

See http://www.plainenglish.co.uk/plainenglishguide.html for the full article.
 Checklist for after Health Libraries Week
This will be an electronic form, asking for a quick summary of what you did during Health Libraries Week, and how effective you think it was.
Details will be emailed out after the week itself.

