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INTRODUCTION 
Welcome to Nazarene Theological College, and in particular the John D. Fulton 
Library. This Library Handbook outlines information that will help you to 
maximise your library use and time.  The library offers many resources that will 
benefit both your course studies and ministry opportunities. 
 
Due to the procurement of the Kenmore Christian College library holdings in 
December, 2000, the library shelving continues to be subject to changes 
throughout the year.  The weekly Campus News will advertise significant 
changes in shelving arrangements, but if you have any difficulty locating 
resources and items, please do not hesitate to ask one of the library staff. 

We trust that you will bear with us during this period of change and that your 
time in the library will be positive and beneficial. 
 
 
 

JOHN D. FULTON LIBRARY  
The library contains approximately 35,000 volumes, with access to over 350 
academic journal subscriptions, including e-journals through ProQuest database 
and the Religion & Philosopy Collection (RPC) database.  

The particular focus of the library is the subjects covered in the curriculum, with 
a special emphasis on works by John and Charles Wesley and Wesleyanism. The 
library also holds a collection of Christian education materials and worship 
resources. The archives of the Church of the Nazarene in Australia are stored 
here and may be viewed by appointment. 

In the study area of the library there are several networked computers, for 
research and the typing of assignments. A card/coin-operated photocopier/printer 
is provided for students, which can be used for photocopying, printing or 
scanning to pdf, jpg or tiff file formats. 
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GENERAL RULES  
1. PLEASE NOTE:  NO food or drink is to be taken into the library at any time. 

Because of the potential loss through food or drink spillage, infringement of 
this policy will lead to a loss of library privileges for a time. 

2. Please do not damage or deface books or mark them in any way, even in 
pencil.  

3. Be especially careful with book spines when photocopying. The photocopier 
will allow you to copy without putting the lid down. 

4. Handle books carefully. Do not leave open books face down, or use other 
books as bookmarks, but use a standard bookmark. 

5. Be as quiet as possible in the library building, as this is a study area for 
students and staff. 

6. Children must be supervised by parents or supervisors. 

7. Please help to keep the library tidy. Books you are using may be left out on 
the study table where you are working while you are attending lectures or 
absent for meals. However, all tables must be cleared at the close of the 
evening library hours.  

8. Do not re-shelve the books but return them to the library circulation trolley 
(next to special collections room). Bags, coats, etc should not be left in the 
library.  Books left on the study tables will be returned to the shelves by the 
library staff each morning. 

9. All items borrowed from the library must be returned before graduation. 

10. In the case of fire, leave the building immediately by the nearest exit and 
report to the fire evacuation centre in the car park outside the 
Administration Office. 
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LIBRARY HOURS  
During Semester: 

Monday 8.30am – 5.00pm   6.00 – 9.00pm 
Tuesday 8.30am – 5.00pm 
Wednesday 8.30am – 5.00pm 
Thursday 8.30am – 5.00pm   6.00 – 9.00pm 

   (may change to Wednesday due to lecture schedule) 
Friday 8.30am – 4.00pm 

 
During Semester Breaks: 

Library hours for during semester breaks will be advertised in the 
Campus News and on the library notice board.  Please phone for 
details  

STAFF 

Librarian: Mrs Heather Griffiths 
  Hours:   8.30am – 5.30pm Mon & Tues, alt. Wed 
  Email:    hgriffiths@ntc.edu.au  
  Phone:   (07) 3206 4177 

Library Assistant:  Mrs Christine McEwan 
  Hours:   11.00am – 4.00pm Wednesday to Friday 
  Email:    cmcewan@ntc.edu.au  
  Phone:   (07) 3206 4177 

Library Monitors: Hours: 6.00 – 9.00pm Mon & Thurs 

Final 3 weeks of each term Extra opening hours will be advertised in Campus News 
and emailed to registered users. 

 
 

LIBRARY ACCESS  
The library is open to all NTC staff and students. Staff and 
students of NTC may borrow as outlined under Borrowing 
and Returning Procedures. 
 
Associate Members 
Non-NTC staff and students may become Associate 
Members for a fee of $50 per semester (February-June & July-November).  
Non-NTC students will need to provide a copy of their Student ID and a letter 
from their college library confirming student status. 
 
Associate Members are welcome to borrow any books, except reserved or short-
term loan books, reference or items from the special collections.  The standard 
loan period is 14 days for books and 3 days for audio visual items. 
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CLASSIFICATION SYSTEM  
The library books and audio-visual items are classified using the Library of 
Congress system. The library catalogue is available on-line through the College 
website homepage. 

The library was able to purchase books from Kenmore Christian College (now 
ACOM) which are currently classified using the Union Theological Seminary 
system, these are shelved on the brown and beige shelving. These books are 
progressively being converted to our classification system. The Kenmore 
collection information is available on the library catalogue and are identified with 
a green book icon.  Signs at the end of each stack will also help direct you to 
subject areas. 

HOW TO USE LIBRARY OF CONGRESS CLASSIFICATION 
There are two ways to locate a book in the library – 1) browse the shelves in the 
required subject area, or 2) search the catalogue for the Author, Title, Subject, 
Call Number or location.  The call number, which is printed on the spine of the 
book, is shelved in alpha-numeric order. 

Call numbers begin with letters of the alphabet.  Each letter stands for a broad 
subject grouping. Each letter and number that follows, narrows down the 
subject.  No two titles have exactly the same call number. 

For example:- 
 

BS195 

.N37 
1979 

 
 
 

The following call numbers would be shelved in this order: 
LB2395.C398 1991 
LB2395.C43 1991 
LB2395.C65 1991 
LB2395.C8 1991 

One important thing to remember with call numbers is the rule “nothing comes 
before something”: 

QA349.M613 
goes on the shelf before 
QA349.M613  W4  1993 

Read these letters in alphabetical order: 
A, B, BF, BS, BT, L, LB, P, PE, Z, ZU … 

Read these numbers in numerical order: 
1, 2, 3, 45, 100, 101, 1000, 2000, 2430… 

The second line is a combination of a letter 
and numbers.  Read the letter alphabetically.  
Read the number as a decimal,  
eg: .C65 = .65  or .C724 = .724. 
Some call numbers have more than one 
combination letter-number line eg.   
M613 W4 1993. 

This is the year the book was 
published. Chronological order:  
1985, 1987, 1991, 2000. 
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CALL NUMBER PREFIX 
When a call number looks like the examples above, (eg. BS195.N37 1979), the 
book is shelved in the General Collection.  Some call numbers, however, include 
a collection prefix (eg. REF BS195).  The following table indicates the collection 
codes used and where they are located. 

Prefix Collection Location 
No Prefix General Yellow stacks in the centre of library 

AV Audio Visual Shelved in the raised alcove (see map) 

CUR Curriculum Shelved in the raised alcove (see map) 
  Marked with yellow labels. 

HOL Holiness Cabinet in the Special Collections Room 

NAZ Nazarene memorabilia & historical documents 
  Cabinet 6 in the Special Collections Room 

PER Journals & Current issues are shelved alphabetically  
 Periodicals by their title in the journal Current or  
  Archived shelves. 

RARE Rare Books Cabinet 1 in the Special Collections Room 

REF Reference Shelved on the grey shelves next to the 
  Special Collections Room. 

WES Wesleyan Cabinets in the Special Collections Room 

 

HOW TO FIND THE ITEM YOU WANT  
1. Secure the call number of the book from the Library 

Catalogue. The location of specific collections are signified 
by the following abbreviations: REF (Reference), CUR 
(Curriculum), HOL (Holiness), NAZ (Nazarene), RARE (Rare), 
WES (Wesleyan), and AV (Audio-Visual). 

2. Reference books are shelved in the grey shelves next to the 
Special Collections room.  

3. General books are on the main stacks in the centre of the 
library. 

4. Curriculum materials are shelved in the raised alcove in the far end of the 
library. 

5. Wesleyan, Rare, Holiness and Nazarene Collections are locked in the Special 
Collections Room and can be referenced by arrangement with library staff. 

6. All CD-ROMs are kept in the library office to be used on the library 
computers upon request to library staff. 
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WHAT IF I CAN’T FIND THE ITEM I’M LOOKING FOR ON THE 
SHELF?  

♦ Check the catalogue – do you have the correct call number, collection and 
location, is the item listed as ON SHELF, ON DISPLAY, IN PROCESS or OUT? 

♦ Check the shelves near where the item should be shelved. Another user may 
have incorrectly re-shelved it. 

♦ Check the ‘Recent Acquisitions’ shelf.   These are new books that are on 
display for one month. These books will have ON DISPLAY as their status. 
You can request to place these items on hold.  Before the new books are 
shelved you will be notified that the requested item is now available for loan.  

♦ Ask at the circulation desk.  If the book is out on loan you can request to 
place the item on hold.  When the item is returned you will receive a notice 
advising that the item is now available. 

 

 

USING THE LIBRARY CATALOGUE (ATHENA®)  
The library catalogue can be accessed using Athena®.   
To open Athena® on the library computers, double-click on the icon:  
  
 
To use the web-based catalogue go to http://www.ntc.edu.au and select ‘On-
Line Catalogue’. 
 
SEARCHING THE LIBRARY CATALOGUE  

Currently, the holdings of the library can be searched by either accessing the 
catalogue on the NTC Website or the ‘NTC Library’ icon which can be located on 
each of the library computers. 
  
The library catalogue offers you a choice of two search methods: Quick Search 
and Advanced Search.  
 
To perform a Quick Search: 

1. Log-in with your password. 

2. Double-click the ‘NTC Library’ icon OR access the On-line catalogue on the 
NTC website (www.ntc.edu.au). 

3. You will be presented with a screen asking you to ‘Enter a word or phrase’ 
and press ‘Search’, this is the Quick Search screen. 

4. Once you have typed in the word, phrase, author’s name or title, you then 
need to select the relevant tab on the right hand side of the screen, ie. 
Search, Author, Title, Subject, or Visual.  NOTE: When searching for 
author’s name, remember the surname comes first, eg. TAYLOR, Richard. 

 
NTC Library 
Catalogue 
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5. Once the search is completed, you will see a list of search results which 
you can browse through, sort into another order, and/or print. 

6. This list will give the author’s name, the title of the book, the call number, 
the location of the requested item(s) and advise whether the item is IN or 
OUT. 

7. To begin a new search, click on ‘Start Over’ in the top right hand corner. 

8. When finished, click on the ‘x’ in top right hand corner of screen, then 
ensure you ‘log-off’ the computer. 

 
Advanced Search:  
For a more specific search, select the ‘Advance Search’ tab. If you require 
assistance or would like to learn how to refine your searches, please do not 
hesitate to ask the library staff or click on ‘Help’. 
 
Visual Search:  
The Visual Search button is a set of predetermined searches, when selected will 
display a bibliography of New Acquisitions, Wesley Collection, Aus/NZ Authors, 
Videos & Kits, People & Events (Theologians & Biographies), or link you to 
‘Other Theological Libraries’.  The ‘class readings’ search button will give you 
the reading list for your subject. 
 
ACCESSING PATRON INFORMATION  

Athena Webserver allows you to view your information and even renew items 
that are currently on loan. You can view information about your:  outstanding 
fine balances, items on loan, items on hold, items on reserve, and estimated 
fines due for items currently overdue.  

To access your patron information: 
1. From the search screen, click Access Patron Info. You will see the Access 

Patron Information dialog box. 
2. Enter your Patron ID and any additional identifying information. 
3. Click Select. You will see the Patron Information screen. 

Tip Overdue items with fines are marked with a $ icon. To see the estimated 
fines for an overdue item, click this icon. NOTE: Until the items are returned 
the fine will continue to accumulate. 

 
CHANGING COLLECTIONS  

To change collections on the library computers, select the fourth tab along the 
bottom of the screen. You can select one of the following collections:   
CR-Curriculum Resources, NL-Nazarene Library (the main collection), or MU-
Music Collection.  
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NON-CIRCULATING COLLECTIONS 
The non-circulation sections of the library are Journals, Reference, Wesleyan, 
Holiness, Rare and Nazarene Collections, and also the New Acquisitions. This 
means these items are not available for check-out and must not be taken out of 
the library. 

Journals and Periodicals  
The library subscribes to a number of journals, both scholarly and popular. A list 
of our subscriptions is on page 11. Periodicals may not be taken out of the 
library at any time.  However, articles may be photocopied in accordance with 
the Copyright Regulations, which is displayed above the photocopier. 

Reference Collection 
The Reference Collection incorporates items such as commentaries, concor-
dances, encyclopedias, dictionaries, Bible handbooks, church manuals and 
liturgical handbooks. These items cannot be borrowed but can be referenced and 
used in the library. After using these items, please return them to the Return 
Trolley – please do not return them to the shelves. 

Wesleyan, Holiness, Nazarene and Rare Book Collections  
The Wesleyan Collection, Nazarene Collection and Rare Books are locked in the 
Special Collections Room which will be opened by the Library Staff on request. 
These books are not to be borrowed but used as reference only.  Books must be 
returned to the library staff before the Librarian leaves for the day. Any material 
to be photocopied from them will be done by the library staff. 

New Acquisitions  
New items are displayed on the New Acquisitions shelf for one month. These 
items are not to be borrowed for a period of one month. You can place any of 
the items on reserve, so that once they are ready for the shelves, you will be 
notified that the item is available for borrowing. 
 
 
 

RESTRICTED BORROWING ITEMS 

Reserved Books  
These are books placed on RESERVE by the course lecturer. They are to be used 
in the library only for a period of two hours and returned to the Reserve Shelf. 
However, a lecturer may allow an over-night loan of these books. In this case, 
they may be borrowed at closing time and must be returned to the Library Staff 
at 11:00am the next day. 

The Reserve books are shelved in front of the Special Collections Room. 
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BORROWING AND RETURNING PROCEDURES  
The library is primarily for the use of enrolled NTC students, NTC staff, and 
Associate Members. Items borrowed from the library are the responsibility of the 
borrower. All overdue fines, cost of damaged or missing books will be billed to 
the account of the borrower.  

The library generally does not have multiple copies of any title and in high 
demand times (when class assignments are being prepared) the borrowing period 
needs to be restricted to allow all students equitable access to our resources.  

Borrowing procedure 
Residential students: Take the library items to the self-check computer next to 
the library office. The instructions are provided next to computer. Or you can go 
to the circulation desk where the items will be scanned and stamped with a 
return due date by library staff. 

Non-residential students: Either phone the library staff or send an email listing 
the items you require.  If available, these items will be posted to you with a 
borrowing period of 14 days to allow for postage time.  

To cover the cost of postage, external students are asked to pay $50, which will 
be held at the administration office. Please complete the Postal Form and send to 
NTC Library by email or post. The Postal Advice Form can be downloaded from 
the website (www.ntc.edu.au > Students > Forms & Link). You will be sent a 
statement periodically so you know how much is remaining in the account. This 
account will need to be kept in credit. If there are insufficient funds, the library 
items will not be posted until payment is made to cover costs. Upon graduation, 
the remaining amount in this account will be refunded to you. 

Borrowing limits 
Undergraduate Students: 

♦ Maximum of 5 books during intensive blocks with no consecutive renewals 
(These books are generally marked 1, 2 or 4 day loan); 

♦ Maximum of 5 books per subject for semester long subjects  
(Residential students: 7 day loan ; External students: 14 day loan); 

♦ Maximum of 5 books for general reading (14 day loan). 

Graduate & Research Students: 

♦ Maximum of 5 books during intensive blocks with no consecutive renewals 
(These books are generally marked 1, 2 or 4 day loan); 

♦ Maximum of 28 books (14 day loan); 

A subject begins the date classes start and ends on the due date of the final 
assignment. Please make sure you return all items promptly to enable equitable 
use for all students.  

The due date is stamped on the ‘Due Date’ slip on each item, and should be 
returned by closing time of that date. Please note the borrowing is by DATE not 
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TIME, ie., a 2-day loan book borrowed at 9.30pm 5 February is due back before 
closing time 7 February. An overdue item will incur a fee of $1 per day past the 
due date. (See page 10 for ‘Overdue Fees and Lost Books’). 

Returning library items  
All returning library items are to be placed on the trolley outside the 
Library Office.  Please do not return them to the shelves. 
External students to post or courier the books back to the library. 

Renewing items  
A book may be renewed when it is not required by another reader.  However, 
during intensive blocks, there can be no consecutive renewals. 

There are two ways you can renew your books. Either contact library staff who 
can renew the items for you at the desk, over the phone, or by email. Or go to 
the library catalogue on the college website (http://www.ntc.edu.au/ and on-line 
catalogue) and select the ‘Access Patron info’ in the bottom left hand corner. 
Select the items you wish to renew and click ‘Renew selected items’. 

Please note that if the item is reserved by another patron, then you will not be 
able to renew. 

Placing items on ‘Hold’  
If you require a book, which is not on the shelves or is on the New Book Display, 
ask the library staff to reserve the book for you. When the book is available, you 
will be notified that the book is available for pickup. 

Interlibrary Loans 
Interlibrary Loans are available to postgraduate students.  When a specific item 
you require is not held by NTC library, but is available at another library, the 
library staff will organise an interlibrary loan for you. You will be required to pay 
for any costs incurred (eg. ILL fee and postage) 

Document Delivery 
When searching ARI, you may find an article in a journal held by another 
theological library in Australia or New Zealand.  You can email or phone a 
request to the librarian to obtain either a photocopy or pdf file of the article.  
Other Brisbane libraries do not charge a fee (except for ACU Library, Banyo), but 
outside of Brisbane you will be asked to pay the Document Delivery fee of 
$13.20 ($12.00 plus $1.20 GST) per article. 
 
 

OVERDUE FEES, LOST OR DAMAGED BOOKS  
A notice for overdue books will be emailed to you the day following the due 
date, so please check your NTC email regularly. Each overdue item will incur a 
fee of $1 per day, which is payable to the librarian or library assistant. The 
overdue books need to be returned and the overdue fine paid within 7 days. 
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Failure to do this will bring an automatic loss of library borrowing privileges and 
computer access until the fine is paid in full.  

If a library item is lost or damaged beyond repair, the value of the lost item will 
be charged to the student's account. 

If a library item is damaged but can be repaired, please notify the library staff. 
DO NOT ATTEMPT TO REPAIR THE ITEMS YOURSELF. 
 
 

DIRECTED STUDY  
Students taking modules of directed study may borrow books for a longer 
period. Please make the necessary arrangements with the librarian. 
 
 

PHOTOCOPYING  
Strict laws govern the photocopying of published material. Periodical articles 
may be copied for research or private study, provided only one copy is made.  
A notice outlining the copyright regulations is posted near the photocopier. 

A self-service, card-operated photocopier is situated in the library for student 
use. It can be operated using coins ($2, $1, 50c, 20c, 10c, or 5c) or a magnetic 
card which is available from the librarian. The cost of the card is included in your 
student ID card fee. For non-students or part-time students, a card can be 
purchased for $2.50. 

Please consult the library or office staff if you are uncertain as to how to operate 
the machine.  

NOTE: Books from the Wesleyan and Rare Books Collection can only be copied 
by the Library Staff.  

 

LIBRARY WEB PAGE  
The library web page provides you with: 

• Library information such as hours and staffing; 

• a direct link to the library catalogue; 

• listing of library printed journals and periodicals; 

• listing of links to e-journals; 

• links to relevant websites for research tools, biblical studies, ministry, 
and theological sites; and 

• links to other theological libraries, both Brisbane and Australia wide. 
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SCD LIBRARIES  
To use and borrow from other SCD Libraries, please see page 67 of the SCD 
Handbook: 
(http://www.scd.edu.au/Documents/Procedures_Manuals_Requirements/2006%
20Sect2%20Gen%20Acad%20Regulations.pdf)  
 
 

PROQUEST RELIGION (ON-LINE DATABASE)   
ProQuest is a resource for anyone researching religious issues and perspectives, 
and almost all of them are available in full-text, full-image, Text+Graphics, or all 
three formats. 

Instructions on how to access the ProQuest Religion database are kept next to 
the library computers.  For further assistance, the library staff will be able to help 
you. 

For off-campus access, click on the ProQuest link on the E-journals page of the 
Library website and type in your student id number, or email the librarian 
(librarian@ntc.edu.au) requesting log-on access. 
 
 

RELIGION & PHILOSOPHY COLLECTION 
(ON-LINE DATABASE)  

Religion and Philosophy Collection is an electronic resource available online for 
registered students, staff and faculty. To access, go to www.ntc.edu.au > 
Library > e-Journals > Religion & Philosophy Collection.  To obtain the log-on 
and password, please contact the library.  

RPC is a comprehensive database covering topics such as world religions, major 
denominations, biblical studies, religious history, epistemology, political 
philosophy, philosophy of language, moral philosophy and the history of 
philosophy.  

With nearly 300 full text journals and unparalleled coverage of the subject areas 
listed above, the Religion & Philosophy Collection™ is an essential tool for 
researchers and students of theology and philosophical studies.  
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AULOTS & ARI 
 

AULOTS 
AULOTS is the Australasian Union List of Theological Serials which, up til now, has 
been an annual print index and is held in our Reference Collection. You can now 
search this list online to find journal titles published in Australia and New Zealand.  
If you are looking for a particular journal title that NTC does not subscribe to, you 
can search AULOTS to find which library holds the title and what volumes they 
current have. 
http://www.anztla.org/AulotsSearch.aspx  
Using an internet browser open the AULOTS website.   
 

ARI  
The Australasian Religion Index (ARI) is an author and subject index covering 
over eighty religious and theological serials published in Australia or New Zealand 
and representing all religious traditions. Related areas of study such as history 
and sociology are also covered.  

ARI indexes articles, notes and book reviews in religious studies, theology and 
related fields in the humanities and social sciences.  

ARI is indexed and edited by members of ANZTLA Ltd.  

The library holds the previously printed copies of ARI, and can now be searched 
online http://www.anztla.org/AriLogin.aspx  (Login: Nazarene  Password: vefish05) 
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