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Harper Library Interlibrary Loan Policy

Harper Library (hereinafter Library) is a 501(c)3 public library that supports Harper, western Gillespie, and small portions of eastern Kimble and northern Kerr Counties, Texas.  Our mission is to provide full library services including library materials, internet access, computer use, programs, and basic office services (faxing, printing, copying) for all visitors to our Library. The Harper Library Resale Shop (hereinafter Resale Shop) exists to provide income for the support of the Library and to provide a discount retail source for clothing, housewares and other items to Harper and the surrounding areas.
The Harper Library participates in the Interlibrary Loan (ILL) program to provide materials that are not found in our collection to our Library patrons and to provide materials in our collection to patrons of other libraries as requested.

 
 Which patrons may use the Interlibrary Loan
 

Interlibrary Loan allows Library cardholders in good standing to access materials not available in the Library’s collection.  No loans will be processed for cardholders owing fines of over $5.00 or having any lost items or problems attached to their account. Participation in this program allows our staff to search catalogs of other libraries and locate some materials that may be borrowed or photocopied for our patrons.  

 

What our Library patrons may borrow

Patrons may request items that we do not have in our collection from libraries throughout Texas or worldwide.  Patrons may also request photocopies of articles from periodicals, including journals, magazine, and newspapers; microforms and audiovisual materials including audiobooks, CD’s, videos, and DVD’s. There may be a limited number of libraries that will lend their audiovisual materials. Popular items, including recently published books and audiovisual materials, may not be available to borrow from other libraries.

 

Complete issues of periodicals or newspapers, local history items, rare or archival items, telephone directories, genealogical materials and other non-circulating items may not be available for us to borrow.  Often the library that owns the item will photocopy a limited number of pages from the item. If the exact page numbers of a genealogical item are unknown, many libraries will photocopy the table of contents and index, if any.  Patrons may then request photocopies of specific pages.  There may be a charge from the other library for photocopying.

 

Copyrighted Material

Most materials borrowed through Interlibrary Loan are copyrighted.  The patron is responsible for complying with copyright law. 

WARNING CONCERNING COPYRIGHT RESTRICTIONS:
The Copyright Law of the United States (Title 17, United States Code) governs the making of photocopies or other reproductions of copyrighted materials. 
Under certain conditions specified in the law, libraries and archives are authorized to furnish a copy or other reproduction.  One of these specified conditions is that the photocopy or reproduction is not to be “used for any purpose other than private study, scholarship, or research.”  If a user makes a request for, or later uses, a photocopy or reproduction for purposes in excess of “fair use,” that user may be liable for copyright infringement.

This Library reserves the right to refuse a copying order, if in its judgment fulfillment of the order would involve violation of the Copyright Law. 
How patrons may request to borrow 
 

Patrons may request items via our web site, in person, by telephone, or email through the Library staff at the reference desk.  Confirmation of the patron’s current address and contact information is required.  For all requests, patrons need to have as much information as possible about the item, pages, article and/or source to better enable our staff to locate the needed information. 

 
Notifying patrons

Patrons will be notified by telephone, email or letter when the item is available.  In addition, if we are unable to supply the requested item, the patron will be notified.

 

Limit on the amount of requests or loaned materials

 

The Library will limit the number of active interlibrary loan requests or items a patron may borrow to five (5) requests within a thirty (30) day period. Patrons may only have three (3) active ILL requests at a time.  If a patron has past due interlibrary loan items, no additional requests will be allowed until all fines are paid in full. No item may be renewed without specific permission from the lending library.

 

Fees charged

 

Patrons will be required to pay any expenses incurred in interlibrary loan transactions.  Patrons requesting interlibrary loan materials that must be returned to the lending library must pay the current postage charge to mail the item back to the original lending library. If the item was borrowed from a library outside the United States, our patron will be charged full cost of mailing.  In addition, patrons must agree to pay any additional charges including insurance fees, shipping and handling fees, or item-lending fees required by the library that owns the item.  Patrons will be required to pay any overdue fees or replacement charges assessed by the lending library and by our Library.  Current fees are posted at the Library circulation desk.
Length of time patrons can keep interlibrary loan items

 

Loan periods are determined by the owning library and may vary from a few weeks to several months.  The Harper Library uses the normal fourteen (14) day lending period.  To renew a book, our Library staff must confirm in the ILL system adequate time remains on the lending period.   Patrons who have been notified that an item is being held are encouraged to pick up the requested item as quickly as possible, so they have sufficient time to use and return the item. Patrons must pay the processing fee when they pick up the item.  Some items will have special restrictions placed on them by the lending library.  An example is a reference material that must be kept at our Library and only used by our patron at the Library.  Patrons are urged to return materials on time to ensure lending libraries continue to share their resources with us.  Materials not picked up by the patron after five (5) days of notification will be returned to the owning library at the patron’s expense. The fee will be added to the patron’s library account.

Items Harper Library will lend
 

The Library will lend most of the books from its general circulating collection. We do not lend rare or fragile materials, reference (non-circulating) materials, genealogical and other local history materials, Texana non-fiction or biographies, audio books or DVD movies.

If the item is not rare or fragile, we will photocopy up to 25 pages of non-circulating items. We require the correct and complete bibliographic information. For all requests, patrons need to have as much information as possible about the item, pages, article, and source to facilitate the location of the item.

 

If the exact page numbers of a genealogical item are unknown, we will photocopy the table of contents and index, if any.  The borrowing library may then request photocopies of specific pages. 

 

Items returned damaged or with parts missing 
 

Replacement fees vary by the actual cost of the damaged or lost item. Each damaged item returned or lost will incur a processing fee plus the actual replacement cost of the damaged or missing item. No substitutions will be accepted for lost or damaged items.

Items lost by borrowing libraries
Overdue notices will be sent to borrowing libraries with overdue materials.  The first, second, and then the final notice (bill) will be sent at approximately seven-day intervals.

 

An item is considered lost after it is thirty (30) days overdue.  Lost items will incur the actual cost of the item plus a processing fee.  No refunds will be given after payment has been received.

 

Billing notices will be sent after an item is thirty (30) days overdue.  Borrowing libraries with fees owed must clear their records.  Libraries that do not return our materials or have outstanding balances after thirty (30) days will have their borrowing privileges suspended.

 
Length of time for each item loaned
We will lend an item for forty (40) days to allow for mailing and for the patron to use the item.
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