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Introduction:

One of the aims of Knowledge for Healthcare is ‘The right knowledge and evidence is used at the right time, in the right place’ and one of the primary drivers to achieve this aim is ‘Proactive, customer-focused knowledge services are provided and used.’   Health libraries within the NHS need to provide timely and current information to aid evidence based practice, clinical / managerial decision making and research, and to support staff and students in their academic studies.  The emphasis is on currency and timeliness of information.  

The SWIMS Network catalogue is the face of our combined NHS library service, providing the access point for end users to discover what is available, and it therefore needs to retrieve appropriate items quickly and to present the information clearly.  The SWIMS Network cataloguing rules are in place to ensure that records are entered consistently, resulting in tidy and clear displays - particularly within Iguana (http://www.swims.nhs.uk).  An uncluttered display on the interactive Iguana interface is also essential to ensure an efficient staff service.

While inconsistent records, multiple old editions, out of date and missing items frustrate timely retrieval of the new and useful material on the catalogue, elderly items also actively deter retrieval through browsing the shelves, take up valuable shelving space - plus of course, their content may be a danger to practitioners.




1. Guidance

Whilst it is recognised that local circumstances need to be considered, in light of the above the following are recommended as appropriate guidance for reviewing stock - including locally purchased electronic resources:

Currency of national / regional e-book collections are monitored regionally on an annual basis.

1.1	Stock check

· a full stock check should be undertaken every 3 years. Stock checking instructions for V-smart are here. 

1.2 Missing items 

· Missing items should be reviewed quarterly.
· See FAQ for how to mark items as missing and to remove the missing copy status.


1.3 Items in need of repair

· Items in poor condition should be removed or repaired regardless of age

1.4	Old editions

· Current edition plus one previous - as long as within age guidance (see below)

· [bookmark: _Hlk76568548]Previous editions on the shelf should be clearly marked with a sticker advising that there is a newer edition in stock / available 
· Title records should have a Note added that there is a later edition available 
· If budgets do not permit replacement of editions (particularly large reference books) consider whether these are still useful / could be more useful as e-books etc
· Where frequent editions appear with only minor changes, more than one previous edition may be acceptable (as long as within age guidance) e.g. anatomy and physiology
· E-books purchased locally should also be subject to this criterion
· NB: the British Library is likely to be able to supply most previous editions should they be needed for any reason; other documents may be available online.

1.5 Currency

· General guide (including e-books) is no older than 10 years, with some subject exceptions: 

· Shorter (5 years) – drugs / computing 

· Longer (15 – 20 years):

a) Non-clinical material 
- biographical and autobiographical works
- fictional works and non-fiction in ‘light reading’ collections
- general reference material such as language dictionaries

b) Subjects such as: areas of mental health (e.g. psychotherapies) / ethics / sociology / psychology / education / anatomy / colour atlases / management / research methods / language dictionaries / legislation
· Within the context of what else is available in that subject / reading lists / active usage / expert opinion

c) Classic and seminal texts (where no later edition exists) 
· If the content is considered out of date, items should be placed in an archive or reserve collection and marked with a sublocation or retention note (see FAQ)
· Hard copy of national or international institutional reports only if not freely available electronically (e.g. Kings Fund, Royal Colleges, NMC etc, and including government publications e.g. Department of Health)


d) Guidelines, guidance and policy documents where no later ones exist 

· It is not recommended to keep hard copy of guidance/guidelines where online exists due to difficulty of ensuring that it is updated.
· If retained for clinical governance purposes a note on the catalogue record should indicate where the guideline/document is superseded.


e) Original local material of health interest that is not freely available online

f) Parliamentary publications -  Acts of Parliament, Statutory Instruments, Command Papers, Parliamentary Session Papers (Inquiries / Reports)  - consider using online versions as below:

· Acts and Statutory Instruments can all be found online at  http://www.legislation.gov.uk/
· Command papers can be obtained from https://www.gov.uk/government/publications 
· Parliamentary Session Papers – some available via  http://www.parliament.uk/business/publications/
· Do not keep Bills, Green Papers and consultation / draft versions once the legislation is enacted / White Paper or other Command paper produced, whether or not the location holds the final document


2. Good Practice

· [bookmark: _Hlk76569749]Weeding should form part of the regular housekeeping regime.  
· A large weeding exercise should not be carried out in isolation. It should form part of a wider stock management process   
· Subject specialists should be consulted as appropriate for final decision making, also providing evidence of an active user consultation processes
· Consider the use of British Library as the deposit collection for old titles.  There is no arrangement for retention of last copies remaining on the catalogue to be kept within the SWIMS Network 
· Warnings should be displayed drawing attention to the out-of-date status of withdrawn books being offered for sale
· Organisational policies on disposal and recycling should be followed






3. Aids to weeding and stock management


3.1	Use of Retention Note and Sublocation 

Items to be retained beyond the guideline time period should be marked in the Retention Note &/or Sublocation fields (on the Copy record) in order to:
a) indicate why they have been kept
b) enable them to be filtered out of listings / a separate listing to be produced
c) indicate a separate physical collection (if not in the main collection)

See FAQ on how to add a Retention Note and a Sublocation.

[bookmark: _Hlk79671385]
3.2	Obtaining listings from V-smart

There are various easy publishing reports set up to help you interrogate your holdings. 


3.3 Obtaining listings from V-insight

There are various reports pre-set up on V-insight under Dashboards SWIMS > Items. Please contact the reporting group if you need any other reports creating.


3.4	Deleting copy and title records

[bookmark: _GoBack]See FAQ (forthcoming)


3.8	Other help

Contact Cataloguing Group at swimscataloguing@googlegroups.com
		



