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Welcome to Dundee College Learning Hubs  
 
There is a Learning Hub with PCs and resources at both Gardyne and 
Kingsway campus for students. In addition, there are two deck areas at 
Gardyne available outside timetabled classes for students to use. Each 
campus provides a range of resources to support your learning. 
 
Map of Kingsway (KC) and Gardyne (GC) 

 

 

To contact Learning Hub staff: 
email learninghub@dundeecollege.ac.uk  
or call 01382 834849 

mailto:learninghub@dundeecollege.ac.uk
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Each main Learning Hub has: 
 

 A wide range of books  

 Daily newspapers 

 Magazines 

 A selection of journals 

 DVDs and BoB National 

 Study spaces  

 Online Resources  

 Audio books  

 eBooks 

 Self-issue machines 

 Bookable PCs 

 Wifi  

 Printing and scanning facilities  

 Photocopying (chargeable) 

 Book drops 

 Stationery for sale 

 Assistive Technologies 

 Helpful staff available  
 
In addition, there is a coffee machine in Kingsway Learning Hub. 
 
MyPC  
 

Students can book a PC up to a week in advance using 
MyPC. Scan the QR code on the right with your 
smartphone to go to the booking link, use the link on 
Blackboard, see staff at the desk or give us a call.  
 

Conduct  
 

Please consider others in the Learning Hubs by: 
 

 Keeping noise levels to a minimum  

 Switching mobile phones to silent and answering 
calls outside the Learning Hubs 

 Not eating hot food and always putting your rubbish 
in the bins provided  

 
Please note that students who have failed to return resources they 
have borrowed are banned from using Learning Hub PCs until these 
resources are returned. 
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Learning Hub Webpages  
 
CǊƻƳ ǘƘŜ /ƻƭƭŜƎŜΩǎ website you can access the 
Learning Hub webpages. These pages have been designed to provide 
you with 24/7 access to a wide range of resources and information.  
 
This includes:  
 

 eBooks  

 Online Databases 

 Online Journals 

 Library Catalogue  

 Online Induction  

 Podcast 
 
 

 Wide range of User Guides 
(some available in a 
selection of other languages) 

 Services Information  

 Blackboard 

 Virtual Library 
 

Virtual Library  
 
The Virtual Library gives you quick and 
easy access to subject specific 
information on books, journals and 
websites.  
 
 
Photocopying   
 
Each campus has a black and white photocopier that students can use. 
Cards can be bought from the main desk: 
 

£1 for 15 copies 
£3 for 50 copies 

£5 for 100 copies 
 
Single copies can be made at 10p per copy.  
 

http://www.dundeecollege.ac.uk/learninghub
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Stationery  
 
A range of stationery is available 
for sale at the main Hub desks. 
This includes:  
  

 Folders and Project Files 

 Plastic Pockets 

 Disks and USB Pens 

 Pens and Pencils  

 A4 Pads 

 Glue Sticks 

 Sharpeners  

 Correction Fluid 

 Erasers  

 Envelopes 

 Reading Rulers 

 Rulers 

 Stamps 

 Laminate Sheets 
 
 

Borrowing Resources 
 
Most students are automatically 
enrolled to use the library at the 
start of term.  
 
During your enrolment you will 
create and receive a username and password and Student Card that 
will allow you access to both the library catalogue and College PCs. 
 
The library catalogue is available 24/7 via the College website. You can 
search the library catalogue and access your library account online at 
your convenience. 
 
You can use your Student Card to self issue books from the main 
Learning Hubs at Kingsway and Gardyne.  
 
Students can borrow a maximum of six items at any one time. 
 
Reference items can only be viewed in the main Learning Hubs. 
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Loan Periods 
 

There are two main student loan periods, 4 weeks or 7 
days. 7 Day Loan books have a sticker on the spine: 
 
Extending Loan Periods  
 

You can renew your items:  
 

 At the desk in person with your Student Card 

 Over the phone  

 Online through the library catalogue 

 Through the self-issue machines with your Student Card  
 
Items can be renewed as many times as you wish, unless someone else 
has requested the item and is waiting for it.  
 
How to use the Online Library Catalogue  

  
You can use the library catalogue on any computer or device with 
internet access. Go to liberty0.dundeecollege.ac.uk/liberty/   
or follow the links on the College website or Blackboard. 

 
²ƘŜƴ ȅƻǳΩǊŜ ƛƴ /ƻƭƭŜƎŜΣ ȅƻǳ ǎƘƻǳƭŘ ōŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƭƻƎƎŜŘ ƛƴ ǘƻ ǘƘŜ 
catalogue when ǳǎƛƴƎ ŀ t/Φ CǊƻƳ ƘƻƳŜ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ƭƻƎ ƛƴ to make 
reservations, renew items or check your Library account. 

http://liberty0.dundeecollege.ac.uk/liberty/


6 
 

 
 

Your username is your College username. 
 
Your password is your College password that 
you created at enrolment.  
 
The page that opens will look very similar, but 
you will see your name in the top right. 
 

You also now have the My Portal summary bar and the My Portal link 
on the left will be open: 

You can see if you have any messages, how many current loans and 
overdue loans you have and if you have any reservations. Click on any 
of these headers for more information. 
 
Searching 
 
To begin searching for items, enter your search word/s in the General 
search term box. As you type, a list of suggestions will appear: 

You can 
continue to type 
or select any of 
the terms that 
appear on the 
list. 



7 
 

 
 

When you press Enter or select a word from the list, all matching 
results are given: 

 
A green tick means the item is available at the Learning Hub ȅƻǳΩǊŜ 
searching at, or at the Hub you use most often. 
 

If this isƴΩǘ ǘƘŜ ŎŀǎŜΣ ǇƭŜŀǎŜ ǎǇŜŀƪ ǘƻ ǎǘŀŦŦΦ 
 

The yellow tick shows that the item is available; the red cross shows it 
is unavailable; usually these items are on loan and you could reserve 
them. 

 

Hovering the mouse over a title shows you more details including 
author, publication date and at which Learning Hub the item is held: 

 
Clicking the title opens the full item record: 
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Reserving 
 
LŦ ŀƴ ƛǘŜƳ ƛǎ ƻǳǘ ƻƴ ƭƻŀƴ ƻǊ ƛǘΩǎ ŀǘ the other campus, you can reserve it. 
¢Ƙƛǎ ƳŜŀƴǎ ƛŦ ƛǘΩǎ ŀǾŀƛƭŀōƭŜ ǿŜ Ŏŀƴ ǎŜƴŘ ƛǘ ǘƻ ǘƘŜ ŎŀƳǇǳǎ ȅƻǳΩŘ ƭƛƪŜ ǘƻ 
ŎƻƭƭŜŎǘ ƛǘ ŦǊƻƳ ŀƴŘ ƛŦ ƛǘΩǎ ƻƴ ƭƻŀƴΣ ǿƘŜƴ ƛǘ ŎƻƳŜǎ ōŀŎƪ ǿŜΩƭƭ ƪŜŜǇ ƛǘ ŀǎƛŘŜ 
for you. 
 
²ƘŜƴ ȅƻǳΩǾŜ ŦƻǳƴŘ ŀƴ ƛǘŜƳ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǊŜǎŜǊǾŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ǘƛǘƭŜ 
to open the full record.  
 
To reserve the item, click on the book with a padlock:  
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You will be taken to the reservation screen but your reservation 
ƛǎƴΩǘ ŎƻƳǇƭŜǘŜ ǳƴǘƛƭ ȅƻǳ ǘƛŎƪ ǘƘŜ Reserve box and Save. 

 
 

The screen will refresh and you can see the status of your reservations 
in the Reservation tab.  

 
In the Due dates column, if no information shows, the reservation has 
not yet been processed. If there is a date, the item is on loan and the 
ŘŀǘŜ ƛǎ ǿƘŜƴ ƛǘΩǎ ŘǳŜ ōŀŎƪΦ LŦ ƛǘ ǎŀȅǎ Pick-up the book is ready to be 
collected from the Learning Hub stated under Pickup Branch.  
 
You can go back to the Reservations tab at any time to see the status 
of your reserves. 
 
If you want to delete the reservation click the red cross 
 
You will receive a Reservation Available Notice by email when your 
item is ready to collect. You should collect the item/s within a week 
of the email being sent. 
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Renew Items Online 
 

Clicking on Current Loans will direct you to the My Loans section of 
My Portal. 

You will see a list of all items you have borrowed. There are two renew 
options: 
 

The single arrow (grey) will renew selected items and 
the double arrow (green) will renew all items.  
 

 

Once you click one of the options, you will receive confirmation: 

 

If you have any overdue items they will appear in the Overdue Loans 
tab and in the Current Loans tab. Overdue loans cannot be renewed 
online, you need to bring the items to a Learning Hub or contact us. 
 

Overdue Loans 
 

We charge fines at £0.10 per item per day up to a maximum of £2.00. 
²Ŝ ŘƻƴΩǘ ŎƘŀǊƎŜ ŦƛƴŜǎ ƻƴ Řŀȅǎ ǿŜ ŀǊŜ ŎƭƻǎŜŘΣ ƭƛƪŜ ǿŜŜƪŜƴŘǎ or holidays. 

 
If you keep an item four weeks or longer past the date it 
was due back, we will send you an invoice for 
replacement costs. If you have the item/s, please bring 
them back as soon as possible and you will only have to 
pay the fines. 

mailto:learninghub@dundeecollege.ac.uk?subject=Renewing%20Overdue%20Items
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Organisation of Materials in the Main Learning Hubs  
 
Resources are arranged in subject order by the Dewey Decimal 
Classification Scheme, the most common library system in the world. 
 
When you search for an item through the library catalogue, you will 
notice a number under Classification ς this helps you find the item on 
the shelves.  
 

 

The Dewey system organises books by dividing them into 10 main 
groups each represented by a number - beginning at 000 and going up 
to 999.  
 
The books are in continuous numerical order, but the arrangement of 
the shelves will vary between the Learning Hubs. To find books on the 
shelf: 
 

 Note down the number of the book you are looking for, e.g. 
331.2153 CUS 

 Follow the numbers on the spines of the books until you get to 
the ones starting with 3 

 Follow the numbers on to the ones starting 33, onto 331, onto 
331.2 etc. 

 Once you get to 331.2153, follow the letters alphabetically 
until you reach 331.2153 CUS 

 
If you need any help finding materials, please ask staff who will be 
happy to help. 
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Blackboard Virtual Learning Environment (VLE) 
 
Some courses have handouts or PowerPoint presentations on 
Blackboard; others have large sections that students complete online 
using interactive course materials. 
 
When you first login to a computer at College, the Blackboard login 
page automatically opens.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To get access to Blackboard, you need to login to a College PC for 
around 10 minutes so Blackboard picks up your username. Once you 
have done this on a College PC, you can use Blackboard from any 
computer or device that has access to the internet.   
 
Your course tutors will give you more information about using 
Blackboard, or ask at any of the Learning Hub desks for help. 
 
You can access Blackboard from home by going to: 
 
http://bb6.dundeecollege.ac.uk/  
 

http://bb6.dundeecollege.ac.uk/
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Online Resources  
 
The Learning Hub subscribes to a wide range of online resources that 
you can access via the Learning Hub webpages. These include: 
 

 ebray eBooks 

 BoB National online TV 

 Education Image Gallery 
photographs 

 Film and Sound Online 
films and sound clips 

 Gale Databases newspapers 
and journals 

 Passport Markets business 
intelligence 

 Issues Online social issues 
reference source 

  
When using these resources outside College, you need to login using 
your username and password through Shibboleth. 

 
DVDs and Box Of Broadcasts (BoB) National  
 
¦ƴŘŜǊ ǘƘŜ ǘŜǊƳǎ ƻŦ ǘƘŜ /ƻƭƭŜƎŜΩǎ ƭƛŎŜƴŎŜΣ 
students are unable to borrow DVDs, although 
viewing facilities are available throughout the 
campuses.  
 
BoB is an off-air recording and media archive 
service that allows you to record TV and radio 
programs that are scheduled to be broadcast 
over the next seven days as well as retrieve 
programs from the last seven days from a selected list of recorded 
channels. You can also create clips and search the archive for 
previously recorded shows that were aired more than seven days 
previously.  
 

To access BoB you need to sign in using your College username and 
password.  
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ebrary -  eBooks  
 

ebrary gives you 24/7 access to a wide range of 
books online via the Learning Hub webpages. To 
access ebrary, sign in using your College username 
and password. 
 

 You can read the text on screen and change the size of text  

 You can print pages subject to copyright regulations 

 You can copy and paste text and some images into your notes 
 
 

Using ebrary  
 
Once logged in ebrary 
opens as shown right.  
 
From this page you can 
navigate to the Search, 
Quick View or Bookshelf 
options. 
 
Searching for a Book  
 
Click once on the Search 
tab to open the main 
searching page.  
 

From the Text and Key 
Fields drop-down list select 
Title. Type in the title of 
the book, click once on Search ebrary and the results will display.  
 
If you are not sure which book you are looking for, select Subject from 
the Search in box and type in the subject area you wish to view, e.g. 
care. All books with a subject of care will be displayed. You may want 
to refine your search, especially if multiple results are found.  
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How to View a Book  
 
To view a book, click 
once on the 
underlined title.  
 
The eBook will now 
open, as shown right.  
 
To navigate through the eBook, either click on the next page arrow or 
click on the      icon next to the chapter you wish to view. This opens up 
the page headers, as shown above. To view the page, click on the 
header and the selected page will open.  
 
Other useful icons 
 

Info tools 
 

Infotools - copy, print and 
define 

Back a Page 
 

Navigate back a page 

Forward a Page 
 

Navigate forward a page 

Previous Search 
Result  

View the previous search result 

Next Search Result 
 

View the next search result 

Page Magnification 
 

Change the size of the page 

Annotate the 
Selected Text  

Add notes 

Choose an 
Annotated Type 

 
Annotation options 

Page Selected 
 

Tells you what page you are on 

Resize Window to 
Fit Page  

Change the size of the window 
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More on Infotools ς Copying Text  
 
Click once on the Infotools icon. It 
opens as right.  
 
To copy text, click and drag your mouse 
over the text you wish to copy to 
highlight, as shown below. 
 

 
 
 

Click once on Copy. Open a Word 
document to paste and save the text 
into - the bibliographic information is 
automatically brought forward into the 
document.  
 

Please note the specific bibliographic style differs slightly from 
the College style ς refer to the Referencing and Bibliography 
section of this guide for further details.  

 
More on Infotools ς Printing  
 
Highlight the text 
by clicking and 
dragging your 
mouse over the text you wish to print. 
 
Click once on the Infotools icon and 
select Print. You can either print 
specific page numbers or the current 
chapter.  
 
 

http://www.dundeecollege.ac.uk/getmedia/8e374395-3694-476a-a675-e3840280f6a1/Copyright---Bibliography-Guide-Feb-2011.aspx
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More on Infotools ς Define and Explain  
 
Highlight the word you want a definition or 
explanation for.  
 
Click once on the Infotools icon, 
then select either Define or 
Explain from the drop down list. 
 
A new window opens. If you 
selected define, it takes you to 
the dictionary entry.  
 
If you selected explain it takes you to the encyclopaedia entry.  
 
 
Annotating and Notes  
 
You can highlight sections of the eBooks you view online. This 
information is stored in your personal account, so you can go back and 
view these notes again.  
 
Highlight the text you wish to highlight by clicking and 
dragging your mouse. Click the yellow highlighter icon: 
 
 
The text automatically turns yellow and is stored in the notes field, 
circled below.  
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To view the annotated text, click once 
on the Notes tab. All the annotated 
text for each book is stored in the 
notes field.  
 
The start of the annotated text and 
page number are shown.  
 
 To delete the note, click once on the rubbish bin icon, then OK.   
 
Organising your notes ς Bookshelf  
 
Bookshelf allows you to organise your notes into folders.  
 
Click once on the Bookshelf tab and then on Add Folder.  

Type in the name of your folder and click the Add Folder button. 
 
To organise your work, drag the 
book front cover or annotation 
icon to a folder on the left.  

 
To access the folder contents, 
click once on the folder title and 
the contents will display.  
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Click on the 
underlined wording, 
next to the 
annotation icon, to 
view the saved 
annotation.  
 
To delete the folder, 
click once on the 
pencil icon and select remove folder.  
 
Ebrary also provides a Get Quick Guide and Online Training. Both of 
these options can be accessed via the Info tab at the top of the page.  
 
If you need any further assistance, please contact Learning Hub staff 
on 01382 834849 or by email: learninghub@dundeecollege.ac.uk. 
 
Assistive Technology 

 
Assistive technology is the term used to describe 
any online or physical aid that can help your 
learning. There are assistive technologies available 
in each of the Learning Hubs. Please ask staff 
about; 
 

 Footrests 

 Ergonomic mouse mats and wrist rests 

 Headphones (for College work) 

 Portable Loop Induction 

 Coloured paper and reading rulers 

 AccessApps ς applications to help you when using a computer 
 

Please speak to Student Services at any campus or ask a member of 
Learning Hub staff for more information. 
 
 

mailto:learninghub@dundeecollege.ac.uk?subject=eBooks
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Assistive Technologies 

 

 

 
 

 

 
 

 

 

Contrast Keyboard 
We have black or 
white keyboards with 
large contrasting 
letters. The letters are 
up to 400% bigger 
than a standard 
keyboard. 

IntelliKeys 
Keyboard 
For those with 
learning, 
motor skill, low 
vision or cognitive 
difficulties, 
IntelliKeys can be 
operated with a 
finger, foot or even 
nose or chin.  

Closed Capture 
Television System 
Merlin is a full colour, 
autofocus, desktop 
video magnifier. The 
high quality screen 
outputs a magnified 
version of anything 
placed on the 
magnifier. 

 

 
 

 

 
Height Adjustable 
Desk 
Height adjustable 
desks are available at 
most Learning Hubs, 
benefitting from a 
height range of  
61-128cm. 

Ergonomically 
Designed 
Adjustable Chair 
Chairs are available 
that offer greater 
support for posture, 
especially the lower 
back and are fully 
height adjustable. 

Track Ball Mouse 
A track ball only needs 
a light touch to move 
the cursor and works 
for both left and right 
handed users.   
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AccessApps ς Useful Tools Available on the College Network 
 
All these Apps are on College computers ς go to Start, select All 
Programs, then AccessApps. 
 
Vubar 
 
Vubar helps isolate text on-screen 
so users can read a few lines at a 
time. The height and width of 
Vubar can be customised. 

 

  

RapidSet 
 
RapidSet is an easy-to-use 
program which allows you to 
change font and background 
colours. 

Converber 
 
Converber will help you convert 
almost anything ς words, weights, 
measurements, distance and 
currency. 

 

  

T-Bar 
 
T-Bar shades out parts of the text 
onscreen and can be customised. 
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ssOverlay 
 
ssOverlay allows digital 
information to be displayed with a 
colour overlay or screen masking. 
It also helps reduce screen glare 
on older monitors.  
 

 

 
 

 

TheSage 
 
TheSage is an advanced English 
dictionary and thesaurus.  

Spr-Ot 
 
Spr-Ot blanks out sections on 
screens containing a lot of 
information. It can help track 
information in spreadsheets and 
be flipped vertically or horizontally 
and resized. 
 

 

 
 
 
 
 
  
 

NVDA (Non-Visual Display 
Access) 
 
NVDA reads information on 
screen automatically. It can also 
be set up for Braille display. 
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 Virtual Magnifying Glass 
 
The Virtual Magnifying Glass will 
magnify information on a 
computer screen up to 16 times. 
You can increase the height and 
width of the magnification. 
 

TypeFaster Accessible 
 
TypeFaster Accessible can help 
individuals who want to learn how 
to touch type. The Accessible 
version has been designed for the 
visually impaired or blind. 
 

 

 

Audacity 
 
Audacity is open source software 
for recording and editing sounds.  
 

MouseTool  
 
MouseTool can help individuals 
who have repetitive strain injury 
(RSI) or find it difficult to click the 
buttons on a standard mouse. 
 

 

 GIMP 
 
GIMP can resize, edit and crop 
photos and combine multiple 
images.  
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Learning Hub Additional Support Policy 

I am unable to access the Learning Hub due to mobility problems. 

How can I view/obtain the resources?  

The Learning Hub has a broad range of online resources that you can 

access from any PC with an internet connection.  

Physical resources such as books and journals can be sent to you at 

home free of charge. A freepost envelope will be included for you to 

return items or you can hand them in to either College campus. Please 

contact a member of the Learning Hub staff for further information. 

I require additional assistance to use the services on campus. How 

can you help me? 

All Learning Hubs have a full range of assistive technologies available 

for all students to use.  

I find loan periods too short. Can I borrow items for longer?  

Yes, if you require additional time to borrow resources due to a 

recognised disability. You will receive a letter from Student Services 

which can be handed into the Learning Hub when you register. Your 

account will be automatically amended. Loan periods will be as 

follows: 

7 Day loan = 2 weeks 

4 week loan = 6 weeks 

 



25 
 

 
 

Referencing and Bibliography Guide 
 

This guide provides basic information on using Harvard Referencing for 

course work. Please check with your lecturer before handing in your 

work as they will advise you on the exact formatting style of your 

department. All quotes, references and your bibliography should be 

written in the same way throughout your work.  

 

Plagiarism 
Plagiarism is when you copy the work of others and say it is your own 

work. It is a very serious offence, which can result in exclusion from 

College as it goes against the Student Code of Conduct. The College has 

an online system called SafeAssign that checks all submitted work for 

plagiarism.  

 

Examples of plagiarism also include:  

 /ƻǇȅƛƴƎ ŀƴƻǘƘŜǊ ǇŜǊǎƻƴΩǎ ǿƻǊƪ ǿƛǘƘƻǳǘ ŀƴȅ ŀŎƪƴƻǿƭŜŘƎŜƳŜƴǘ 

 Re-writing the ideas of someone else in your words 

(paraphrasing) without any acknowledgement to the original 

author 

 

The rules about plagiarism cover material from a published source like 

a book, journal or online information and work produced by your 

fellow students. It is therefore vital that you understand how to 

correctly quote others and reference in your work.  

 

What is a Quotation? 

A quote is the way you tell your tutor that something in your work 

ŎŀƳŜ ŦǊƻƳ ŀƴƻǘƘŜǊ ǎƻǳǊŎŜΦ LǘΩǎ ǘƘŜ ƻƴƭȅ ǿŀȅ ȅƻǳ Ŏŀƴ ǳǎŜ ƻǘƘŜǊ 

ǇŜƻǇƭŜΩǎ ǿƻǊƪ ǿƛǘƘƻǳǘ ǇƭŀƎƛŀǊƛǎƛƴƎΦ  
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What is Referencing? 

Each quotation must be fully referenced at the end of your work on 

the reference page. The information required is usually taken from the 

title page of the resource. The details will vary depending on the type 

of resource.   

 

What is a Bibliography? 

A bibliography is different from a reference page, as it includes the 

details of all the sources you used during your research, whether you 

have referred to them in your essay or report or not. You write this 

using the same rules as the reference page.  

 
 
Quoting Authors in Your Work 
 
 

How do I add a direct quote from a book to my essay or report? 
 

 

! ŘƛǊŜŎǘ ǉǳƻǘŀǘƛƻƴ ƛǎ ǿƘŜƴ ȅƻǳ ǳǎŜ ŀƴ ŀǳǘƘƻǊΩǎ ǿƻǊŘǎ exactly as they 
appear in their work.  
 
Example: LŦ ǘƘŜ ŀǳǘƘƻǊΩǎ ƴŀƳŜ Ŧƛǘǎ ƛƴǘƻ your sentence: 
 

Prentice (2002, p.мнрύ ǎǘŀǘŜǎ ǘƘŀǘ ά²ƛƴǘŜǊ ŎƭƛƳōƛƴƎ ƛƴ {ŎƻǘƭŀƴŘ Ŏŀƴ ōŜ 
ǳƴŘŜǊǘŀƪŜƴ ōŜǘǿŜŜƴ bƻǾŜƳōŜǊ ŀƴŘ !ǇǊƛƭΦέ  
 
Example: LŦ ǘƘŜ ŀǳǘƘƻǊΩǎ ƴŀƳŜ ŘƻŜǎƴΩǘ Ŧƛǘ ƛƴ ǘƻ ȅƻǳǊ ǎŜƴǘŜƴŎŜΥ 
 

 ά²ƛƴǘŜǊ ŎƭƛƳōƛƴƎ ƛƴ {ŎƻǘƭŀƴŘ Ŏŀƴ ōŜ ǳƴŘŜǊǘŀƪŜƴ ōŜǘǿŜŜƴ bƻǾŜƳōŜǊ 
and ApǊƛƭΦέ (Prentice, 2002, p.125). 
 
Short quotations up to two lines can be included in the body of the 
text. 
 

A direct quote that is longer than two lines should be in a separate 
paragraph. 
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How do I add a direct quote from a website to my essay or report? 
 

 

! ŘƛǊŜŎǘ ǉǳƻǘŀǘƛƻƴ ƛǎ ǿƘŜƴ ȅƻǳ ǳǎŜ ŀƴ ŀǳǘƘƻǊΩǎ ǿƻǊŘǎ exactly as they 
appear in their work. Often this information is hard to find on the 
internet, so these examples should help: 
 
Example: All information known: 
 

(Smith, 2007, p.5) 
 

This is exactly the same as a book. 
 
Example: Name and date known: 

 

(Cargill, 2010) 
 

If page numbers are unavailable ς common in for internet sites ς do 
not put anything for page numbers. 
 
Example: Corporate author known:  
 

(BBC News, no date) 
 

You might not be able to find a personal author, so using a corporate 
author (usually the name of an organisation, like Dundee College or 
BBC News) is necessary instead.  
 

If you cannot find any information about the date the website was 
created or last updated then put no date as above. 
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How do I add an indirect quote from a book to my essay or report? 
 

 

An indirect quote is taking a general idea or information from a source 
but not quoting it directly so not using quotation marks; please see 
previous pages for direct quotes. 
 
Example: Indirect quotation (not the exact words of the author) 
 

It is usually between November and April that winter climbing takes 
place in Scotland (Prentice, 2002). 
 
9ȄŀƳǇƭŜΥ LŦ ǘƘŜ ŀǳǘƘƻǊΩǎ ƴŀƳŜ fits in to your sentence: 
 

According to Prentice (2002) the Scottish climbing season may last 
from November to mid April.  
 

 
 
 

How do I quote from a book with more than one author? 
 

 

Often a document may have more than one author. Where there are 
two authors, both surnames should be given: 
 
Example: A quote from more than one author: 
 

Lƴ ŀ ǊŜŎŜƴǘ ǎǘǳŘȅ ό{ƳƛǘƘ ŀƴŘ WƻƴŜǎΣ нллтύ ƛǘ ǿŀǎ ǎǳƎƎŜǎǘŜŘΧ 
 
Where there are more than two authors only the surname of the first 
author should be given and the Latin phrase et al in italics should 
follow: 
 
Example: A quote from more than two authors: 
 

!ǊƴƻƭŘ Ŝǘ ŀƭ όнллуύ ƘŀǾŜ ŦƻǳƴŘ ǘƘŀǘΧ 
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How do I quote from a resource with no obvious author? 
 

 

{ƻƳŜǘƛƳŜǎ ȅƻǳ Ƴŀȅ ŎƻƳŜ ŀŎǊƻǎǎ ǊŜǎƻǳǊŎŜǎ ǘƘŀǘ ŘƻƴΩǘ ƘŀǾŜ ŀ ŎƭŜŀǊ 
author. You must use the rules below with the direct and indirect 
quote rules given previously. 
 
CƻǊ ŀƴƻƴȅƳƻǳǎ ǿƻǊƪ ǳǎŜ Ψ!ƴƻƴΩ ƛƴǎǘŜŀŘ ƻŦ ŀ ƴŀƳŜΦ  
 

Example: No author is given: 
 

It is speculated that Auchmithie is the true home of the Smokie, not 
Arbroath (Anon, 2006). 
 
For certain kinds of work - like dictionaries, encyclopaedias, 
newspapers or DVDs - where no one individual has a dominant writing 
ǊƻƭŜΣ ǘƘŜ ǘƛǘƭŜ Ƴŀȅ ōŜ ǳǎŜŘ ƛƴǎǘŜŀŘ ƻŦ ǘƘŜ ŀǳǘƘƻǊΩǎ ƴŀƳŜΦ 
  

Example: A quote from a newspaper with no author given: 
 

Although women often star in films, άǘƻƻ ŦŜǿ ŀǊŜ ǊŜŎƻƎƴƛǎed for their 
role in film-ƳŀƪƛƴƎέ (The Times, 2011). 
 

 
 
 

How do I quote a resource that is quoted in a different resource? 
 

 

If you refer to a quote that has been quoted again by another author, 
you should name both in the brackets.  
 
Example: If the autƘƻǊΩǎ ƴŀƳŜ Ŧƛǘǎ ƛƴ ǘƻ ȅƻǳǊ ǎŜƴǘŜƴŎŜΥ 
 

A study by Jones (2010, cited Smith, 2011, p.74) showed that libraries 
are key to educational attainment.   
 
Follow the rules above to format for other examples. You should only 
list the work that you have read in your bibliography, in this case 
Smith.   
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How do I quote an author who has written two books in the same 
year? 
 

 

Sometimes you may refer to two or more documents written by an 
author in the same year. To show which is which, use lower case 
(small) letters after the year. 
 
Example: An author has written two or more books in a year: 
 

tǊŜƴǘƛŎŜ όнллнŀύ ŘƛǎŎǳǎǎŜŘΧ 
 
...according to experts (Prentice 2002b) 
 

 
 
 

Reference or Bibliography Page Construction 
 

For each type of resource there is a set style to follow. The most 
common examples are shown below, but remember to amend these 
to reference the exact items that you have. When you list the 
documents on your reference or bibliography page, list them 
alphabetically by the author. 
 

Books 
 

The basic style to follow when listing books in a references or 
bibliography page is:  
 

!ǳǘƘƻǊΩǎ {ǳǊƴŀƳŜΣ LƴƛǘƛŀƭΦΣ ¸ŜŀǊ ƻŦ ǇǳōƭƛŎŀǘƛƻƴΣ Title. Edition (if not the 
first). Place of publication: Publisher.  
 
 

One Author - Book 
 

 

 
Dummett, M., 1997, Electoral Reform. 2nd Ed. New York: Oxford 
University Press. 
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Two Authors - Book 
 

 

 
Bradley, J.M. and Dummett, M., 1997, Electoral Reform. 2nd Ed. New 
York: Oxford University Press. 
 

 

 
 
 

More Than Two Authors - Book 
 

 

 
Bradley, J.M., Carter, S. and Dummett, M., 1997, Electoral Reform. 2nd 
Ed. New York: Oxford University Press. 
 

 

 
 
 

Corporate Author (like Dundee College or a Government department) 
 

 

 
United Nations, Department of Climate Change, 1987, Is the world 
getting hotter? New York: United Nations.                                              
 

 

 
 
 

An Edited Book 
 

 

 
Bradley, J.M. and Dummett, M., Eds., 1997, Electoral Reform. 2nd Ed. 
New York: Oxford University Press. 
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A Chapter in a Book 
 

 

 
Marshall, C., 2005, Walking in central Scotland. In: Brown, A. and 
Jones, F., 2005, Scottish Hills. Glasgow: Blacks. Ch.2. 
 

 

 
Journal Articles 
 
The basic style to follow when listing journal articles in a references or 
bibliography page is:  
 

!ǳǘƘƻǊΩǎ {ǳǊƴŀƳŜΣ LƴƛǘƛŀƭǎΦΣ 5ŀǘŜ ƻŦ ǇǳōƭƛŎŀǘƛƻƴΣ ¢ƛǘƭŜ ƻŦ ŀǊǘƛŎƭŜΥ Title of 
journal, Volume, Part Number, Page numbers.  
(Note: Multiple page numbers use pp.) 
 
 

One Author - Journal 
 

 

 
Brown, A., November 1998, Asymmetrical Devolution: Political 
Monthly, Vol. 9, No 11, pp.215-216. 
 
 

Follow the examples for books to add more authors, but remember to 
use the format of journals for the rest of the reference. 
 

 
 
 

 

For Journals Using Dates not Volume and Part Numbers:  
 

 

 

Parston, G., August 2008, Britain in 2008: New Statesman, 28 August 
2008, pp.31-35. 
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Newspaper Articles 
 
The basic style to follow when listing newspaper articles in a 
references or bibliography page is:  
 

!ǳǘƘƻǊΩǎ {ǳǊƴŀƳŜΣ LƴƛǘƛŀƭǎΦΣ ¸ŜŀǊ ƻŦ ǇǳōƭƛŎŀǘƛƻƴΣ ¢ƛǘƭŜ ƻŦ ŀǊǘƛŎƭŜΦ Title of 
newspaper, Date of publication, Page number. 
 
 

Newspaper Articles 
 

 

 
Parker, A., 2010, Salmond plans to speed up Scottish devolution. The 
Financial Times, 7 May, p10. 
 

 

 
Websites 
 
The basic style to follow when listing websites in a references or 
bibliography page is:  
 

Author/editor Surname/Organisation, Initials, Year, Title [online]. 
Publisher (if available). Available from: URL [Accessed Date]. 
 
 

No Article Title - Website 
 

 
If there is no article as such, you can put the name of the webpage: 
 
Learning and Teaching Scotland, 2011, Understanding the curriculum 
[online]. Learning and Teaching Scotland. Available from: 
http://www.ltscotland.org.uk/understandingthecurriculum/ [Accessed 
28 January 2011]. 
 

 
 
 

http://www.ltscotland.org.uk/understandingthecurriculum/
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Corporate Author or No Author - Website 
 

 

The corporate author (usually the name of the organisation behind a 
website) can be used when no personal author is given: 
 

BBC News, 2010, Surrey's mobile library service faces axe in overhaul 
[online]. BBC News. Available from: http://www.bbc.co.uk/news/uk-
england-surrey-12279399 [Accessed 28 January 2011].  
 
 

 
 

One Author - Website 
 

 

Richardson, H., 2011, Parents defend children's centres 'lifeline' 
[online]. BBC News. Available from: 
http://www.bbc.co.uk/news/education-12297621 [Accessed 28 
January 2011].  
 

 
eBooks 
 
The basic style to follow when listing eBooks in a references or 
bibliography page is:  
 

!ǳǘƘƻǊΩǎ {ǳǊƴŀƳŜΣ LƴƛǘƛŀƭǎΦΣ ¸ŜŀǊ ƻf publication, Title of eBook. [eBook] 
Place of publication: Publisher. Title of database [Online] Available 
from: URL.  [Accessed Date] 
  
 

eBook General Example 
 

 
Lorio, M.G., 2001, Grammar Cracker. [eBook] USA: Voralis Limited. 
ebrary [Online] Available from: 
http://site.ebrary.com/lib/dundeecollege/docDetail.action?docID=101
41077&p00=jumping [Accessed 05 February 2010].   
 

http://www.bbc.co.uk/news/uk-england-surrey-12279399
http://www.bbc.co.uk/news/uk-england-surrey-12279399
http://www.bbc.co.uk/news/education-12297621
http://site.ebrary.com/lib/dundeecollege/docDetail.action?docID=10141077&p00=jumping%20
http://site.ebrary.com/lib/dundeecollege/docDetail.action?docID=10141077&p00=jumping%20
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Online Databases 
 
The basic style to follow when listing online databases in a references 
or bibliography page is:  
 

!ǳǘƘƻǊΩǎ {ǳǊƴŀƳŜΣ LƴƛǘƛŀƭǎΦΣ ¸ŜŀǊ ƻŦ ǇǳōƭƛŎŀǘƛƻƴΣ Title of article. Title of 
database [Online] Date of publication: Available from: URL.  [Accessed 
Date]. 
 
 

Online Databases General Example 
 

 
Jones, S., 1999, Regions prepare for the challenge of devolution. Just 
Cite [Online] 13 July 1999: Available from: 
http://auth.athensams.net/?ath_returl=%22http%3A//www.justcite.c
o.uk/default.aspx%22&ath_dspid=CONTEXT.JUSTCITE. [Accessed 30 
November 2005]. 
 

 
 

Blackboard Materials  
 
The basic style to follow when listing Blackboard materials in a 
references or bibliography page is:  
 

¢ǳǘƻǊΩǎ ƻǊ ŀǳǘƘƻǊΩǎ {ǳǊƴŀƳŜΣ LƴƛǘƛŀƭǎΦΣ ¸ŜŀǊ ƻŦ ǇǳōƭƛŎŀǘƛƻƴΣ Title of notes 
or document, Name of the Unit/Subject, [Online], Available from: URL. 
[Accessed Date]. 

 
 

Blackboard General Example 
 

 
Smith, F., 2010, Biology of Animals, Biology HNC, [Online], Available 
from: http://www.dundeecollege.ac.uk/blackboard6/biologyhnc/unit6. 
[Accessed 01 December 2009].  
 

http://auth.athensams.net/?ath_returl=%22http%3A//www.justcite.co.uk/default.aspx%22&ath_dspid=CONTEXT.JUSTCITE.%20
http://auth.athensams.net/?ath_returl=%22http%3A//www.justcite.co.uk/default.aspx%22&ath_dspid=CONTEXT.JUSTCITE.%20
http://www.dundeecollege.ac.uk/blackboard6/biologyhnc/unit6
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Blogs 
 
The basic style to follow when listing blogs in a references or 
bibliography page is:  
 

!ǳǘƘƻǊΩǎ {ǳǊƴŀƳŜ ƻǊ Username, Initials., Date of Posting, Title, [Blog 
Entry], Available from: URL. [Accessed Date]. 
 
 

Blog General Example 
 

 
Thomson, S., 12 October 2009, Scotland should sack Burley, [Blog 
Entry], Available from: www.scotlandthebrave.org. [Accessed 13 
October 2009]. 
 

 
 

Social Networking Sites 
 
The basic style to follow when listing social networking sites in a 
references or bibliography page is:  
 

Author Surname, Initials., Year, Subject of posting. Title of social 
network [online]. Date of posting. Available from: URL [Accessed Date]. 
 
 
 

Social Networking Site General Example 
 

 
Stirling, S., 2011, New teaching resources available. Facebook [online]. 
11 January 2011. Available from: 
http://www.facebook.com/home.php#!/profile.php?id=100001106637
625 [Accessed 28 January 2011]. 
 

 
 

http://www.scotlandthebrave.org/
http://www.facebook.com/home.php%23!/profile.php?id=100001106637625%20
http://www.facebook.com/home.php%23!/profile.php?id=100001106637625%20
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Twitter 
 
The basic style to follow when listing tweets in a references or 
bibliography page is:  
 

Sender, Year. Text of tweet. Twitter [online]. Time of posting, Date of 
posting. Available from: URL of tweet. [Accessed Date]. 
 
 

Twitter General Example 
 

 
DundeeUniv, 2011, 'The McManus -one year on' John Stewart-Young 
talks about work undertaken at McManus during its refurbishment, 9 
Feb: http://on.fb.me/huk4ZP. Twitter [online]. 10.53pm, 27 January 
2011. Available from: 
http://twitter.com/#!/DundeeUniv/status/30760227359952896 
[Accessed 28 January 2011]. 
 

 
Podcasts 
 
The basic style to follow when listing podcasts in a references or 
bibliography page is:  
 

!ǳǘƘƻǊΩǎκƘƻǎǘΩǎ ƻǊ ǇǊƻŘǳŎŜǊΩǎ {ǳǊƴŀƳŜ όƛŦ ŀǾŀƛƭŀōƭŜύΣ LƴƛǘƛŀƭǎΦΣ Title of 
podcast, Date of podcast. [Podcast] Title of Podcast show. (if different 
from title of podcast). Title of larger site (if available). Available from: 
URL. [Accessed Date]. 
 
 

Podcast General Example 
 

 
Mayo, S. and Kermode, M., Film Reviews, 21 May 2009. [Podcast] 
Simon Mayo Show. BBC Five Live. Available from: 
www.bbcfivelive.co.uk. [Accessed 22 May 2009].  
 

http://on.fb.me/huk4ZP
http://twitter.com/#!/DundeeUniv/status/30760227359952896
www.bbcfivelive.co.uk
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Personal Email Messages  
 

Please note: you should obtain permission from the recipient or 
sender if you provide an email address.  
 
The basic style to follow when listing emails in a references or 
bibliography page is:  
 

{ǳǊƴŀƳŜ ƻŦ ǘƘŜ {ŜƴŘŜǊΣ Lƴƛǘƛŀƭǎ ƻŦ ǘƘŜ {ŜƴŘŜǊΦΣ ό{ŜƴŘŜǊΩǎ ŜƳŀƛƭ 
address), Date sent, Message Subject, Personal email to Surname, 
CƻǊŜƴŀƳŜ ƻŦ ǊŜŎƛǇƛŜƴǘΣ όwŜŎƛǇƛŜƴǘΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎύΦ 
 
 

Personal Email General Example 
 

 
Scott, P., (paulscott@dundeecollege.ac.uk), 12 April 2009, Removing 
Rubbish from the Library, Personal email to Jones, Jack, 
(j.jones@dundeecollege.ac.uk).  
 
 

 
YouTube 
 
The basic style to follow when listing YouTube sources in a references 
or bibliography page is:  
 

Screen name. Year, Title, [Online]. Available from: URL. [Accessed 
date]. 
 
 

YouTube General Example 
 

 

The screen name is the name provided by the person who uploads the 
video onto YouTube.  
 

DowningSt. 2008, Gordon Brown sees Sport Relief in action, [Online]. 
Available from: http://uk.youtube.com/user/DowningSt. [Accessed 10 
March 2008]. 

mailto:paulscott@dundeecollege.ac.uk
mailto:j.jones@dundeecollege.ac.uk
http://uk.youtube.com/user/DowningSt
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DVDs ς Films  
 
The basic style to follow when listing DVDs in a references or 
bibliography page is:  
 

Title, Year of distribution, [Medium] Director (if applicable). Country of 
origin: Film studio or maker. (Any other relevant details). 
 
 

DVDs - Films General Example 
 

 
Fame is the Game, 2007, [Film] Directed by Liz Smith. USA: Free 
Pictures. 
 

 
 
Broadcast Programs  
 
The basic style to follow when listing broadcast programs in a 
references or bibliography page:  
 

Series/Program Title, Year of broadcast, [Medium] Broadcasting 
organisation, Channel, date and time of transmission. 
 
 

Broadcast Programs General Example 
 

 
Pop Stars, 2009, [TV Program] BBC, BBC4, 01 February 2009 at 19.30.  
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Plato 
 
You can use Plato to help you improve your knowledge and 
understanding of plagiarism and referencing. It will help you: 
 

 gain a real understanding of what plagiarism means  

 reduce the chances of accidentally plagiarising  

 learn how to correctly cite and reference a wide variety of 
information  
 

You can access Plato via the Blackboard homepage when you are 
logged in.  
 
 
 
 
 
 
 
 
 
 
 
 
 
Copyright 
 
LǘΩs important you understand your copyright responsibilities while you 
are at College and how it applies to all resources you will find in the 
Learning Hubs. This means books, newspapers, magazines and online 
resources, including websites like YouTube and even emails must be 
referenced and used correctly. 
 
Copyright law gives the creator of original work special rights for a 
certain length of time. Copyright protection is given to the following 
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types of work as stated by the 1988 Copyright, Designs and Patents 
Act (as amended). The protection applies to paper and digital forms of 
these works: 
 

 Literary works: including computer programs 

 Dramatic works 

 Musical works: the musical notation only ς lyrics are protected 
under the literary category 

 Artistic works: very wide ranging ς photographs, cartoons, 
illustrations etc. 

 Sound recordings 

 Films: now defined as any form of moving image and including 
soundtracks 

 Broadcasts: with the exception of an internet transmission 
ǿƘƛŎƘ ƛǎƴΩǘ ǘŀƪƛƴƎ ǇƭŀŎŜ at the same  time as a live television 
broadcast 

 
The 1988 law gives creators a considerable number of rights which are 
called restricted rights because only the creator has these rights ς the 
main rights are: 
 

 The right to copy the work 

 The right to issue copies of the work to the public 

 The right to rent or lend the work to the public 

 The right to perform, show or play the work in public 

 The right to make an adaptation of a work or do any of the 
above in relation to an adaptation 

 
If you want to do any of the above restricted acts, you must have 
either a licence, specific permission from the creator (or their agent) 
or a defence as defined in the 1988 Act, which take a number of forms.  
 
Fair Dealing is perhaps the most commonly recognised term in relation 
to defences and exceptions.   
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The term fair dealing covers three quite specific areas: 
 

1.) Research and private study 
 
Single copies of works can be done fairly in relation to a literary, 
dramatic, musical or artistic work for non-commercial research or 
private study. Unfortunately, fair is not exactly defined in the act ςit is 
generally held that only very limited amounts and context can be 
copied under this part of the exception ς it would not be fair if more 
than 5% of a work was copied, for example.  
 
Acknowledgement of the source must always be given. This exception 
does not extend to sound recordings, films or broadcasts. 
 

2.) Criticism and review 
 
Any category of work can be copied for the purpose of criticism or 
review of that work ς again, full acknowledgement must be given. 
 

3.) News reporting 
 
The third fair dealing exception allows copies of works (but not 
photographs) to be made to report current events ς but again, with 
full acknowledgement given. 
 
Other exceptions and defences important to you include: 
 

 Making copies of works for visually impaired persons: subject 
also to Copyright (Visually  Impaired Persons) Act 2002 

 Copying works for legal proceedings 
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Photographs 
 
The law relating to the use of photographs is complex. Under fair 
dealing, for the purposes of private study and research and for 
criticism or review, photographs can be copied from texts, newspapers 
or journals.   
 
If the photographs are not included with some text about the picture 
(editorial), then permission Ƴǳǎǘ ōŜ ƎǊŀƴǘŜŘ ŦǊƻƳ ǘƘŜ άǊƛƎƘǘǎ ƘƻƭŘŜǊέ ς 
this might be the original photographer, their agent or the person to 
whom they signed over the rights when they were paid for the 
photograph.  
 
This applies to both printed and digital photographs ς great care must 
be taken with photographs on the internet, many of them are already 
posted illegally and to cut and paste for your own purposes 
compounds the infringement. 
 
Education Image Gallery contains thousands of images from the Getty 
archive and you can use the photographs held on this site in your 
work.  
Remember! Copyright acknowledgment: all images incorporated into 
documents, whether printed or electronic, must be accompanied by 
the title of the image and an indication that the images are copyright 
of Getty Images. 

 
 
Queen Elizabeth II Visits Canada - 
Day 4 © Getty Images 
 
Note you can use the Copyright 
symbol; © or write Copyright 
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Name ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ 
 

Address ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ. 
 

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ. 
 

Post Code                                               Tel. bƻΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ 
 

Date of Birth ΧΧΧΧΧΧΧΧΧΧΧΦΦ 
 
I am a student at Dundee College YES  NO 
 
 

If yes, my course is ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ 
 
Campus ΧΧΧΧΧΧΧΧΧΧΧΧΦΦΦΦΦΦ 
 
Is English your first language  YES  NO 
 
I would like an appointment to discuss my support needs:  
  

Please circle all available times for interview 

Monday 
9 - 10 

Tuesday 
9 - 10 

Wednesday 
9 - 10 

Thursday 
9 - 10 

Friday 
9 - 10 

10 - 11 10 - 11 10 - 11 10 - 11 10 - 11 

11 - 12 11 - 12 11 - 12 11 - 12 11 - 12 

1.30 - 2.30 1.30 - 2.30 1.30 - 2.30 1.30 - 2.30 1.30 - 2.30 

2.30 - 3.30 2.30 - 3.30 2.30 - 3.30 2.30 - 3.30 2.30 - 3.30 

3.30 - 4.30 3.30 - 4.30 3.30 - 4.30 3.30 - 4.30 3.30 - 4.30 

 
Student SignŀǘǳǊŜΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ  5ŀǘŜ ΧΧΧΧΧΧΧΧΧ 
Please contact Kate Coffield on 01382 834910 or come and speak to us 
at any campus. 

 Support at Dundee College 

Application Form 2011/12 
 

APPLICATION FORM 
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Additional Support 
 
 

Please tick the box (V) 
 
 

 Dyslexia       
 
 

 Brushing up Literacy / Numeracy Skills/IT Skills 
 
 

 Physical Disability 
 
 

 Sensory Impairment 
 
 

 Social / Emotional Difficulty   
 
 

 Other 
 
      Please specifyΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ 
 
 
Please provide your contact details and hand this form into Student 
Services staff, or come in and see us. 
   
We will contact you to arrange support. 
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Learning Hub Glossary 

Bibliography 

This is the name for the list of books and other 
sources you need to give at the end of 
essays/assignments so your tutor knows where you 
found your information.  

Blackboard 
Blackboard is the name of the College's Virtual 
Learning Environment (VLE). Your tutor may speak to 
you about using this as part of your course. 

Campus 
This means the different buildings that make up the 
College, like Kingsway Campus and Gardyne Campus 

Catalogue 

The library catalogue is where you can search for and 
reserve books and login to your library account to 
renew items and check if you have fines. You can 
access the catalogue from: 
www.dundeecollege.ac.uk/learninghub 

Computer 
Password 

This password gives you access to the computers. This 
is the password you need for Blackboard.  

Computer 
Username 

This unique code gives you access to the computers. 
This is the username you need for Blackboard. 

Copyright 

Copyright is the law that protects authors, 
photographers, artists, poets etc. from having their 
work unfairly copied. You must follow Copyright law 
when using pictures or information from resources. 

Course Code 
This is the unique code given to your class group. It is 
made up of seven characters: two letters, four 
numbers then a letter. For example: AB1234A. 

Date Label 
This can be found in the front of the books you 
borrow, it is where staff will stamp the date you 
should bring items back. 

Due Date 
This is the day that you should return your books. If 
you keep an item longer than the due date, it 
becomes overdue and you will be charged fines. 
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Fine 
If you keep an item longer than the date it was due 
back, you must pay a fine. This is 10p per item per day 
up to £2.00 per item. 

Journals 
This is another name for the magazines we have that 
are on subjects that are taught at College; like Caterer 
& Hotelkeeper and Architect's Journal. 

Library Card 
If you do not receive a full Student Card, you will 
receive a library card from Learning Hub staff so you 
can still borrow resources from the Learning Hubs. 

Missing Items 

If you keep an item 4 weeks longer than the date it 
was due back, we will Ŏƭŀǎǎ ƛǘ ŀǎ ΨaƛǎǎƛƴƎΩ. You must 
bring the item/s back as soon as possible or you will 
be charged for replacement costs. 

Moodle 
Moodle is a VLE like Blackboard. Over the next year, 
Moodle will take over from Blackboard and you may 
start using it with your class. 

Overdue 
This means you have kept an item longer than the due 
date. 

Plagiarism 

This is when you pass off the work of someone else as 
yours. This is a very serious offence and could mean 
you will be asked to leave your course, as it goes 
against the Student Code of Conduct. 

Reference 
Books 

These books are kept together away from the main 
shelves and can only be used in the main Learning 
Hubs.  

Referencing 
If you use information from a book, magazine, 
website etc. in your College work, you must reference 
it to tell your tutor where you found the information. 

Reservation 
(Hold request) 

If a book is on loan or at the other campus you can 
reserve the next available copy. When the book is 
returned, we will keep it behind the desk email you so 
you can pick it up. You can also find out if it has 
arrived by logging in to your library account. 
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Shibboleth 
Shibboleth is the system that allows you to login to 
online resources with your College username and 
password. 

Student Card 
(NEC) 

When you enrol at College you will be given an NEC ς 
National Entitlement Card - if you are eligible for one. 
This is also your Student Card and can be used to 
borrow resources from the Learning Hubs. 

 
College Initials Glossary 
 
These are abbreviations you might see in your College work, or hear 
your tutors speaking about. 
 

CfE Curriculum for Excellence 

DC Dundee College 

DCC Dundee City Council 

ESOL English for Speakers of Other Languages 

FE Further Education 

GLOW Scottish Schools Intranet 

GR Gardyne Road Campus 

HIPS Higher and Intermediate Programmes 

HN Higher National 

HNC Higher National Certificate 

HND Higher National Diploma 

ILP  Individual Learning Plan 

ICT Information and Communications Technology 

IT Information Technology 

JISC Joint Information Systems Committee 

KC Kingsway Campus 

NQ National Qualifications 

NEC National Entitlement Card ς Student Card 

N/SVQ National/Scottish Vocational Qualification 

PACE Pupil Access to College and Employment 

PADDI Portable Access Device and Development Initiative 
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Contact Us 
If you have any queries about anything contained in this guide, or need 
to know about something that is not covered then please get in touch. 
You can:  

 Speak to a member of staff in any Learning Hub 

 Email learninghub@dundeecollege.ac.uk 

 Phone 01382 834849 or extension 4849 

 Become our friend on Facebook ς Search for Library-Staff 

Dundee College 

 Follow us on Twitter ς Search for DunCollLibrary   

Your feedback counts 

Every year the Learning Hub holds a student survey regarding services 
and resources ς make sure your opinion is heard by looking out for the 
survey signs and online link.  

Remember we will always be happy to hear your suggestions for 
improvement, so use the suggestions forms and boxes in each Learning 
Hub, or email us on learninghub@dundeecollege.ac.uk 

PLPs Personal Learning Plans 

PLSPs Personal Learning and Support Plans 

QELTM Quality and Equality in Learning and Teaching Materials 

RFID Radio-Frequency IDentification 

SCQF Scottish Credit and Qualifications Framework 

SEF Student Executive Forum 

SLIC Scottish Library and Information Council 

SA StudentsΩ Association 

SQA Scottish Qualifications Authority 

URL Uniform Resource Locator 

VLE Virtual Learning Environment 


