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The External Library Service at QUT exists to help those QUT off-campus 
students who are unable to use the University libra ry in person for any 
reason. 

The goal of the External Library Service is to prov ide QUT external 
students and academics with information and library  services that are 
essential for tertiary studies, as well as to assis t in the acquisition of 
information literacy skills for lifelong learning. 
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How do I contact the External Library? 

 
 
Hours:  Monday to Friday 8 a.m. – 5 p.m. 
Request inquiries and  
a/hours voice mail: (07) 3138 5547 
Other inquiries: (07) 3138 3317 
Email:  exlib@qut.edu.au  
Fax:  (07) 3138 3999 
WWW www.library.qut.edu.au/external  
Postal address:  External Library Services 
  QUT Kelvin Grove Campus 
  Victoria Park Road 
  Kelvin Grove Qld 4059 Australia 
 
Ask a Librarian (email, web chat and online voice c onversation) 
www.library.qut.edu.au/ask.jsp  
 
Help with computing, and online learning and teachi ng (Blackboard) 
IT Helpdesk (07) 3138 4000 
Email: ithelpdesk@qut.edu.au  
 
Please check the IT Support via phone webpage for d etails of opening hours 
www.ithelpdesk.qut.edu.au/services/phone.jsp   
 
Kelvin Grove Library help desk:  (07) 3138 3374 
Kelvin Grove Library loans desk:  (07) 3138 3079 
 
Kelvin Grove Library opening hours (Semesters 1 and  2) 
Monday to Thursday 7 a.m.– 10 p.m.; Friday 7 a.m. – 6  p.m.;  
Weekends 9 a.m. – 5 p.m. 
 
Please check www.library.qut.edu.au/kg/hours.jsp  for opening times on public holidays, 
summer and mid-year semester breaks. 
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Who can use External Library Services? 

You can use External Library Services if you are en rolled as an external student (Attendance 
mode = E in your QUT Virtual record), or if you are  a Masters (Research) or Doctoral (PhD or 
EdD) student living outside the Brisbane City local  government area. 

All Faculty of Law external students, including Sch ool of Justice students, are catered for by 
the Law Library External Student Service www.library.qut.edu.au/law/external . 
 

What can the service do for me and what can I do fo r myself? 

External students may request that library material s, such as books, be posted to them. The 
External Library Service pays for the cost of posta ge from the Library to students, students 
pay for return postage. However, we cannot send boo ks overseas. Instead, we can photocopy a 
portion within the limitations of copyright (that i s, up to one chapter of a book, up to one 
article from an issue of a journal, or up to 10 per  cent of an entire work if the selection does 
not comprise one complete chapter). Copies of book portions and print journal articles are 
delivered electronically. 

 

You are encouraged and supported in undertaking you r own research, especially with using 
online resources. Advice and guidance is available to get you started with your information 
searching, or if you are having difficulties locati ng information. 

Help is available from various sources over the tel ephone or, if you prefer, via email, online 
voice conversation or web chat. Visit the Ask a Lib rarian web page for contact details.  
www.library.qut.edu.au/ask.jsp . 
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How do I find information? 

A useful introduction to finding your way around th e QUT Library web pages, searching the 
library catalogue, journal databases and accessing resources can be found at the Start Here 
web page located at : www.library.qut.edu.au/start.jsp . 
 

 
 
 

Pilot, an online tutorial, is provided by QUT Libra ry as a learning tool to assist you with the 
development of the knowledge and skills you require  to find, use and evaluate information.  
Pilot provides a hands-on opportunity for you to di scover the resources available to you via 
the QUT Library. You can progress through a series of six modules at your own pace at 
pilot.library.qut.edu.au/ .  Pilot can also be accessed from the Library home page under the 
Library and Research help section. 
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Effective Search skills  

Searching efficiently and effectively involves the following steps: 

 
·  Prepare a search strategy. 

 
·  Implement your strategy - search the catalogue, rel evant databases, and the Internet. 

 
·  Obtain books or journal articles by collecting item s yourself from one of our campus 

libraries, or, as an external student, request item s to be mailed to you.  See details at 
What do I need to know about borrowing items from t he External Library service  
or visit the webpage at www.library.qut.edu.au/external .  

Prepare a search strategy 

Your strategy starts with an analysis of the topic:  

·  What is required — what do you have to do? It can be  useful to summarise your topic in 
one or two short sentences. Imagine describing it t o someone who has limited 
knowledge of the subject. 

 

·  Identify keywords by underlining them in your sente nces. 

 

·  Do background reading, for example, textbook, unit outline, etc. This will help to clarify 
the concepts. Use reference sources such as encyclo paedias to define unfamiliar terms 
and provide an overview of the topic. 

 

·  Determine what kind of information you will need, a nd how much. Will you need books, 
articles, statistics, government reports, and so fo rth? The length of your assignment 
should guide you on how much information you will n eed. 

 

·  For each major concept (underlined keywords) from y our assignment topic, find 
synonyms or alternative terms. You can use a thesau rus, or perhaps do a ‘test’ 
database search, that is, a preliminary search usin g a keyword, and then scan the 
search results for other terms you could use. 
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·  Combine the concepts and synonyms using ‘Boolean op erators’. This will create a 
search statement that can be used when searching th e catalogue (as a ‘Keyword’ 
search), the databases, and the Internet. 

The most commonly used operators are OR and AND. 

OR 

·  Combines synonyms or alternative terms 

·  Finds records containing either or both term/s 

·  Provides a larger number of results 

AND 

·  Combines key concepts or keywords in a search 

·  Finds records containing all of the terms 

·  Provides fewer results 

Truncation symbol * 

Try truncating a term to broaden your search result s. This allows you to search for variant 
word endings without having to string them all toge ther with a Boolean ‘OR’. The asterisk is a 
commonly used truncation character. For example, australia*  will find australia, australian, 
australians, australiana, etc. 

Phrase searching “ ” 

Place quotation marks around words you wish to sear ch as a phrase, for example “higher 
education”. 

Possible assignment topic 
  
Discuss the impact of technology on education 

An example of a search strategy for this topic: 

(technology or comput*) and (impact* or effect*) an d (education or school* or learn*)  

When using the Advanced Search screen of the librar y catalogue or one of the journal 
databases enter the strategy in three separate boxe s.  

  technology OR comput* 

AND impact* OR effect*  

AND education OR school* 
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Implement your Strategy  

How do I use the library catalogue? 
The catalogue is available via the Internet at libcat.qut.edu.au . It may be used to find books, 
periodicals (also known as journals or serials), au diovisual resources and Course Reserve 
materials held in any of the five QUT branch librar ies as well as electronic versions (please 
note that only Caboolture students and staff may bo rrow items from the Caboolture branch). 
The catalogue can also be used to check when the la test issue of a periodical was received 
and if an item is out on loan. Self-help features s uch as My Library Profile 
libcat.qut.edu.au/patroninfo  enable you to check your borrower details, renew l oans, and 
request or reserve items online.   
 

Catalogue home page 
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Advanced Keyword Search page 

 
 
 
 
Further help with using the catalogue is available at 
www.library.qut.edu.au/cat/search.jsp#keyword . 
 

 
 
www.library.qut.edu.au/cat/search.jsp  
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How do I use databases to find journal articles? 

A database is an organised collection of informatio n such as research papers or articles in 
journals that can be searched by subject, title, au thor and keyword. 

QUT Library subscribes to over 45,000 full text ele ctronic journals. In order to find articles in 
journals you need to become familiar with searching  electronic databases. While the library 
catalogue can tell you which books or journals the Library holds, it does not provide details of 
the articles contained in the journals. Database se rvices provide this information, not only for 
those works held by the Library, but also for a muc h larger number of publications in a wide 
range of disciplines . When you search a database, it may be that the QU T Library does not hold 
some of the articles that you find. 

To start searching databases go to the Find databases  page of the QUT Library website, 
databases.library.qut.edu.au/databases/ .Choose a database to search from either the Most 
popular databases  menu or the Browse databases by subject  menu. Remember, access to 
databases is restricted to QUT students and staff o nly.  
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Note the links to help topics listed on the right h and side of the database page, including a 
link to the Database help  page. 

 

 
 
 

Finding the full text of an article 
 

Sometimes when you search a database, you will find  an abstract or reference to an article, 
but not the full text. We often have the journal online in a different database or in print at 
one of our branches . 

Search the library catalogue for the journal title 

To find out if the Library has access to the entire  article, you need to search for the journal 
the article is in. 

1. Do a title search in the library catalogue for the title of the journal .  

2. If we have the journal, check which volume and year  you need for the article, and 
make sure we have it.  

3. If the journal is online in another database , click through to connect to the database. 
Search for the article by title, or browse to the v olume and issue you need. 

4. If the journal is in print  on your home campus, you can find it on the shelve s. 
External students may submit a Request for photocop ies form for any print journal 
articles held at QUT Library. Visit the What do I need to know about requesting 
photocopies  section of this guide or the External web page at 
www.library.qut.edu.au/external/photocopies.jsp .  
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Example 

A sample results page from the A+ Education databas e using the sample search strategy is 
set out below: databases.library.qut.edu.au/databases/fullrecord.j sp?id=2886   
 

 
 

How can I best use the Internet? 

It is essential that you critically evaluate the in formation that you find before using it in your 
assignments and research. Publishing on the Interne t is relatively easy and inexpensive, and 
it is available to sectors of the community who may  not have access to print publishing. 
However, it is also relatively easy for publishers to misrepresent themselves on the Internet. 
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The type of organisation that has published the inf ormation can be a useful indicator for 
determining the authority of a site. Government dep artments will use the ‘gov’ domain, for 
example, www.qld.gov.au  or www.nasa.gov . Educational bodies will usually be within the 
‘edu’ domain (‘ac’ in the UK), for example, www.qut.edu.au  or www.ox.ac.uk . Commercial 
bodies use the ‘com’ domain (‘co’ in the UK) and no n-profit organisations use ‘org’, for 
example, www.umi.com  or www.lii.org . However, it is worth noting that domain names do not 
always reflect the true nature of the organisation and cannot be considered the definitive 
authentication of a site. 

Some features of authoritative websites are: 

·  a date when the site was last updated and, preferab ly, an original creation date 

·  a person or organisation you could contact to verif y the information 

·  an address which allows you to make contact with th e information provider. 

Two other factors to consider when evaluating infor mation from the Internet (or other sources) 
are timeliness  and motivation  of the author or sponsor. 

Timeliness is particularly important when using qua ntitative data. Census statistics and the 
value of the dollar are two examples where you woul d normally seek the most current 
information, unless you want to know figures for a specific time in the past. 

Motivation is an aspect you might need to bear in m ind when considering the validity of 
information. For example, a web page sponsored by a  political party is likely to present that 
party’s point of view. This is not to suggest that their statements and figures would 
necessarily be incorrect, but rather that the infor mation could be selective and might not 
present the entire picture. 

The Internet is a useful source for: 

·  government information and reports 

·  statistics 

·  historical information (including primary sources) 

·  biographical information 

·  organisation web pages 

·  company information. 

Unfortunately, there is no catalogue that covers th e entire universe of web documents. But 
there are numerous search tools that can help. Thes e tools can usually be categorised by the 
main search function that they offer. There are two  broad categories of search tools — subject 
directories and search engines — although some sites  offer both options. 
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Subject directories 
These are browsing tools; databases of web pages se lected and evaluated by people. 
Information is located by navigating hierarchical l ists of subject headings. Your search is 
limited to the web documents that have been selecte d and included in the database, but the 
sites have been reviewed and evaluated by subject s pecialists so they are likely to be of a 
reasonable quality. Subject directories are best su ited to browsing on a topic rather than 
searching for specific documents. 

Investigate a directory such as BUBL to familiarise  yourself with this kind of research tool: 
bubl.ac.uk/link/index.html . 

 

 
 

There are a number of other Subject Directories tog ether with help guides to finding and 
evaluating information on the Internet listed at th e Internet Search Tools  web page, 
www.library.qut.edu.au/internet/ . 
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Search engines 
These are finding tools; databases of web pages tha t have been retrieved and indexed by a 
computer, but have not been evaluated. Resources ar e located by searching keywords and 
phrases. It is useful to remember that when you are  using these tools, you are not actually 
searching the entire Internet. A search engine oper ates by systematically trawling the 
Internet, following links, and creating its own ind ex of where pages, documents, words, 
images, computer files and so forth are located — yo u are searching this index, not the entire 
Internet. Different search engines will show differ ent results overall for the same search 
terms. Make it a habit to use more than one search engine. 

Google 

Google is a popular search engine: www.google.com.au . For best results take the time to read 
the search tips available at Google help central, www.google.com.au/help/index.html . 

 

 
 

Google Scholar 

Google Scholar enables you to search specifically f or scholarly literature, including peer-
reviewed papers, theses, books, preprints, abstract s and technical reports from all broad 
areas of research. Within the search results, Googl e Scholar can provide links to full-text 
articles held by the QUT Library – these links appea r automatically when searching from on-
campus, but when using your own Internet Service at  home you will first need to go to Scholar 
Preferences  and type “QUT” in the Library Links box, then choo se “Queensland University of 
Technology – Get full-text @ QUT” and save your pref erences. 
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How do I get help with finding information? 

·  Ask a Librarian: visit, telephone, email, web chat or have an online voice conversation 
with a librarian. Details at www.library.qut.edu.au/ask.jsp    

·  Kelvin Grove Library help desk: Phone (07) 3138 337 4. 

·  External Library:  

o Phone: (07) 3138 3317 during office hours. 

o Email: exlib@qut.edu.au  

·  IT Help desk : 

o Phone (07) 3138 4000 

o Web page: www.ithelpdesk.qut.edu.au  

 

Requesting search assistance using web forms 
The External search assistance service is designed primarily for students who have difficulty 
accessing the Internet in order to use the library catalogue and databases. 

A request form is available from the External Libra ry web pages. You will be prompted for 
your QUT Access username and password — only eligibl e students are automatically granted 
access. If you do not have access but believe that you should, please contact the External 
Library. 

All External Library request forms are available fo r download at 
www.library.qut.edu.au/external/forms.jsp  
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Requesting search assistance by mail or fax 
You can also use a print version of the Search assistance request  form (available on request) 
to obtain search help. Please include full student and course details on each form. 

Other sources of help 
·  PILOT: an online tutorial: pilot.library.qut.edu.au/  

·  Need Help? Help Yourself: www.library.qut.edu.au/help/index.jsp  

·  Browse Subject guides: www.library.qut.edu.au/subjectpath/  

·  Referencing and Help guides: www.library.qut.edu.au/subjectpath/refhelp.jsp  

·  Classes: for anyone who is able to attend a campus of QUT. Several types of free classes 
are taught during the first few weeks of each semes ter, covering the catalogue, 
databases, and referencing. Check the following pag e to view the program and to 
register your attendance: programs.library.qut.edu.au/  

·  Note: the teaching materials used in these classes are also available via Blackboard — 
to access these materials, browse the Community / U niversity Wide page in Blackboard 
for “UDF LIB101 QUT Library Information Literacy”. 
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What do I need to know about borrowing items from t he 
External Library service? 

What can I borrow? 
All circulating books, audio-visual and software it ems in the QUT campus libraries are 
available for loan to external students, including the Curriculum collection, and the External 
collection. (This does not apply to Caboolture bran ch items - only Caboolture students and 
staff may borrow items from the Caboolture branch).  

We cannot send books overseas. However, we are able  to supply a photocopy of a chapter 
within the limits of the Copyright Act.  

Journals and items held in other special collection s, such as Course Reserve, Reference and 
the V (valuable) collection are not available for l oan. Photocopies of articles and chapters can 
be requested. 
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How can I borrow through the External Library? 

1.  Requesting loans via the Library catalogue (pre ferred option) 
Loans may be requested using the Hold function in t he library catalogue. Choose the Pick Up 
Location of External Students ONLY, via Post  (to have the item posted to you), or if you would 
like to collect the item in person, choose the most  convenient branch – the item will be sent to 
the Hold Shelf at that branch and you will receive an email from the Library when it is ready 
to be collected. 

www.library.qut.edu.au/cat/holds.jsp  

2. Requesting loans using the online form 
A request form is available from the External Libra ry web pages, 
www.library.qut.edu.au/external/forms.jsp . You will be prompted for your QUT Access 
username and password — only eligible students are a utomatically granted access. If you do 
not have access but believe that you should, please  contact the External Library.  Please 
submit only one request per form. 

3.  Requesting loans by email 
You can email your loan requests to exlib@qut.edu.au .  

When requesting more than one title, please leave a  few lines between items as this helps us 
to separate and sort them for collection and despat ch. 

4.  Requesting loans by mail or fax 
Use the print Loan request form (available on reque st) to request the loan of a book, video, 
audio cassette, etc.   

What is a hold? 
By placing a ‘hold’ you are requesting that a copy of an item be sent to you, or reserved for 
you if it is currently on loan. The catalogue can o nly process your hold request if: 

·  you do not have a copy of the same item on loan alr eady 

·  the item is able to be borrowed 

·  you have not reached the maximum number of holds fo r your membership category 

·  you do not have any overdue items or outstanding co mmitments. 
 

When you place a hold on a standard 28-day loan ite m, a ‘recall notice’ is sent to the borrower 
and the loan period will reduce to eight days from the new hold date (14 days if it is on loan to 
another external student), providing that this new date does not fall beyond the original due 
date. You can check the progress of your request fo r a hold by viewing your borrowing record 
in My Library Profile. libcat.qut.edu.au/patroninfo  
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Can I use the Document Delivery Service? 
www.library.qut.edu.au/docdel/  

The Library will obtain material from other library  collections, for: 

·  All QUT staff and Gold Card holders 

·  Research postgraduate students 

·  Coursework Masters students 

·  Other students, upon written authorisation by the s upervising lecturer. 
 

Research postgraduate students living outside of th e Brisbane City Council boundaries may 
request postal delivery by including a message in t he note field of the request form. 
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What do I need to know about requesting photocopies ? 

What can I request? 
You may request copies of journal articles or book chapters from material that is not available 
for loan. The External Library service does not sen d articles which are available full text 
online or via the Course Materials Database(CMD), www.library.qut.edu.au/cmd/ , unless 
there are special circumstances. Copyright allows c opying of one article per journal issue or 
one chapter of a book (or up to 10 per cent of the whole work if the selection is not simply a 
chapter). Copies are usually supplied electronicall y – you will be sent an email with a link to a 
secure site where you can download the scanned mate rial. 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

One article/chapter per 
request form 

Copyright law requires:  

Each and every photocopy 
request form (print) must be 
signed 

Request only one article from 
any single issue of a journal 

Request only up to one 
chapter from any one book 
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As a guide, our experience suggests that up to four  books and up to six journal articles would 
be sufficient for undergraduate assignments of  
2000 words. 

Generally, copies must be limited to 30 pages or le ss per article. Only eligible students may 
request photocopies of materials not held by QUT Li brary through the Document Delivery 
Service, that is, students studying for Masters and  PhD degrees. Please indicate on the 
Photocopy request form if an interlibrary loan is r equired, bearing in mind, however, that 
items can take several weeks for delivery from the lending library and may be too late to be of 
use for an assignment. 
 
 

How can I request photocopies? 

1.  Requesting photocopies using the web form (pref erred option) 
A request form is available from the External Libra ry web pages 
www.library.qut.edu.au/external/forms.jsp . You will be prompted for your QUT Access 
username and password — only eligible students are a utomatically granted access. If you do 
not have access but believe that you should, please  contact the External Library. 

In order for you to request photocopied material ov er the Internet, External Library Services 
must operate within the limitations of copyright. T he Photocopy request ‘web form’ has been 
designed to comply with our obligations under copyr ight law.  Please submit only one request 
per form. 

2.  Requesting photocopies by email 
We cannot accept photocopy requests by email , as this does not comply with copyright 
requirements. 

3.  Requesting photocopies by mail or fax 
Use the print Photocopy request form (available on request) for ordering photocopies. 

Note: Don’t forget to sign and date the Copyright d eclaration — we cannot process your 
request without it! 
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What do I need to know about delivery, extensions a nd 
returns? 

When can I expect my materials? 
We aim to despatch book and photocopy requests with in three working days of receipt in the 
External Library, and to respond to search assistan ce requests within three working days of 
receipt. 

Please note 
During busy periods such as the start of semester ( March–April and  
August–September) the supply time can sometimes inc rease to five 
working days for book, photocopy and search assista nce requests. 

If the item requested is in heavy demand, it may ta ke longer. We will inform you if a hold has 
successfully been placed for you; if an item is not  available, we will explain the reason. 

Within Australia, items are sent via surface mail, so allow up to another four working days. 

What address should I give? 
We send your material to the postal address in your  personal record in QUT Virtual (for 
further information about Virtual, see the Student Computing Guide). 

If you change address, update your record in QUT Vi rtual as soon as possible. Consider using 
your work address if you are concerned about the se curity of parcels left at your home 
address. 

What if my loans are overdue? 
A penalty points system is imposed for loans not re turned by the due date. 

·  1 point per item per day for standard loans. 

·  10 points per item per day for seven-day loans. 

·  20 points per item per day for recalled loans. 

Borrowing privileges are suspended when any of the following apply: 

·  Standard loans are eight days overdue. 

·  Seven-day loans (issued as fourteen day loans for e xternal students) are four days 
overdue. 

·  Recalled items are one day overdue. 

·  Penalty points total 200 or more for Undergraduate,  Postgraduate coursework students, 
Reciprocals and Associates. 

·  Penalty points total 500 for Postgraduate Research students. 

·  Interlibrary loans (if applicable) are eight days o verdue. 
 

Your borrowing privileges will be reinstated when y ou return the overdue material, unless you 
have accumulated more than your penalty point limit . When you have reached your penalty 
point limit, all borrowing privileges are suspended  until you request to have them restored.  

If the penalty point limit is reached on more than one occasion, a  
$20 ‘Reinstatement of borrowing privileges’ fee mus t be paid.  

More information is available at www.library.qut.edu.au/borrowing/info.jsp#penalties . 
 

What is a recall notice? 
A recall notice informs you that another borrower h as placed a hold on an item that you have 
on loan, and that the date due may have changed. Fo r External students the new date due 
will be 14 days from when the hold was placed, prov iding that this does not exceed the 
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original date due. Penalty points accrue more quick ly for late return of recalled items. 

How can I extend loans? 

Either 
·  Login to My Library Profile, libcat.qut.edu.au/patroninfo , and then follow the screen 

prompts to extend your loans. 
or 

·  Phone the library (07) 3138 3079, or send a fax or email before the due date. Give us 
your name, student number, and details of the loan or loans you would like to extend. 

Please note that loans can be extended twice and th at your loan will be extended for the same 
period as the original loan. However, a loan cannot  be extended if another borrower has 
placed a hold on the item. Always note new due date s on extended loans. 



 

QUT External Library Services — A guide for students  23 
 
 
 

 

How do I return items? 
Use the return address labels provided for posting parcels or letters back to the library. 

·  Pack items securely. 

·  Pay the return postage. 

 

How can I access libraries and other resources in m y local 
area? 

Access to libraries  
You may borrow in person at any branch of the QUT L ibrary if you are visiting a campus. You 
might like to phone ahead to check the opening hour s first, or check on the library website. 
Don’t forget to bring your student card — you will n eed this to borrow. 

If you wish to borrow at other Australian universit y libraries, reciprocal borrowing 
arrangements have been established under the Univer sity Library Australia (ULA) scheme. All 
registrations are current for one year, and expire on 28 February of the following year. You 
will need to register at the lending services desk at any branch of the university library you 
are seeking to join. www.anu.edu.au/caul/ula/  

Not all member libraries extend the same borrowing privileges to undergraduate and 
postgraduate students and staff. Registration requi rements and memberships vary between 
universities, so check the ULA website for more inf ormation about conditions and charges.. 

Details about borrowing from other libraries are av ailable at 
www.library.qut.edu.au/borrowing/services/whichlibr aries.jsp  
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Learning Network Queensland (LNQ) 

 
LNQ is recognised both nationally and international ly as a best practice example of education 
and training service delivery for regional, rural a nd remote communities. QUT Library is a 
member of the LNQ. Membership to this entitles our students to the following services:  
• Use of 50 learning centres throughout Queensland  
• 24 hours access (in most cases)  
• Computer facilities and Internet  
• Quiet study facilities  
• Local tutorial space  
• Audio and audiographic facilities  
• Video conferencing facilities  
 
Full details of centre locations and facilities can  be obtained from www.lnq.net.au/ . To find 
out about your local centre visit the LNQ web page and click on the link to Centres.  
 


