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HOSPITAL LIBRARY PROMOTIONAL TOOLKIT

	Scope of Service Categories
	Institution Goal met 

	Overview of Institution
	

	   Hospital mission
	

	   Clientele/who it serves (acute care, teaching hospital)
	

	   Affiliations with other hospitals/networks
	

	   Number of medical staff/employees
	

	Overview of Library
	

	   Goals and Objectives
	 

	   Library mission
	

	   Location/ Contact information
	

	   Number of books/volumes/journal subscriptions
	

	Hours
	

	   Weekdays/Weekends/Holidays
	

	   After-hours access policy/procedure
	

	Borrowers/Patrons
	

	   Employees (physicians, nurses, staff)
	

	   Community members (and access rules)
	

	   Other (community health professionals, law firms, etc.) 
	

	   Patients/Families
	

	   Students
	

	Collections/Loan Periods/Who May Borrow
	

	   Printed Materials (books, journals, newspapers, etc.) 
	

	   Archives (library and/or institutional)
	

	   Audiovisuals (Audio, Video, DVD, Other)
	

	   CME programs
	

	   Consumer health materials
	

	   Electronic resources (journals, books)
	

	Services
	

	   Clinical rounds
	

	   Document delivery/interlibrary loan
	

	   Knowledge management/library instruction/orientation
	

	   Literature searching 
	

	   Online reference service
	

	   Ordering service for departmental books/journals
	

	   Production services (graphics, slides, photocopy)
	

	   Table of Contents service
	

	Technology
	

	   Computer laboratory 
	

	   Digital scanner
	

	   Equipment loans (laptops, projectors, VCR/DVD players)
	

	   Teleconferencing facilities
	


==========================================================

   [Title: Library Scope of Service Checklist]









[Application: Use this checklist as a framework to create a Scope of Service for a hospital library. A “Scope of Service” is a document that concisely describes “who you serve” and “how you serve them”. Hospital administrators may require a Scope of Service for their departments to assist with surveys conducted by The Joint Commission (formerly JCAHO).]
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