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ADMINISTRATIVE POLICY MANUAL Document Number: 30-022-01
Section: Service

Subject: Interlibrary Loan Borrowing Policy

Effective Date: June 15, 2005 (Rev 01/20/2010)

Summary: This policy describes the parameters for staff to use in assisting customers in requesting items through
interlibrary loan.

Policy:
When a customer is seeking material not owned by the Olathe Public/Johnson County Library System, an
attempt may be made to obtain the item through the interlibrary loan service.
Customers:
e Interlibrary Loan Services is provided to any Olathe Public/Johnson County Library customer
whose card is in good standing.
e Customers whose addresses are unverified may not use the service until their address has been
verified.
Materials:

The following is a list of materials that may be obtained for customers.

1. Books

2. Large print books

3. Dissertations

4. Theses

5. Books on audiocassette/CD

6. Videocassettes/DVDs

7. Music CD’s

8. CD-ROMs

9. Census records and newspapers on microfilm

10. Photocopies (Obtained within the constraints of U.S. copyright law)

The following is a list of materials that may not be obtained through Interlibrary Loan.

Items the Olathe Public/Johnson County Library System owns

Complete issues of periodicals or newspapers

Books contained in the Olathe Public/Johnson County Library reference section
Books contained in special collections

New items the Olathe Public/Johnson County Library System is purchasing
Materials needed in less than 2 weeks

E-books

Newly published items (those published within the last 6 months)

Console games (Wii, Playstation, xBox, etc.)
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Requests:

Photocopies:

Loan Periods:

Notifications:

e The interlibrary loan department will check all free sources first. If the cost to obtain an
item exceeds the amount specified by the customer, the interlibrary loan department will
contact the customer for approval before proceeding. Once the item has been received,
the customer will be responsible for the costs. The charges will be posted to the
customer’s record.

e There is a limit of 15 active requests per customer. Please note there will be a short
delay when the customer returns the ILL item to the library and when it is returned to the
owning library. The customer should make sure to keep all paperwork with the item to
help expedite the return process.

e The interlibrary loan department will accept customer requests through OCLC, and online
ILL forms. Phone call requests are accepted through Adult Services and Children’s
Services.

Customers will be charged a fee of $.15/page, or the amount charged by the lending institution,
whichever is greater. If the cost to obtain an item exceeds the amount specified by the customer,
the interlibrary loan department will contact the customer for approval before proceeding. Once
the item has been received, the customer will be responsible for the costs. The charges will be
added to the customer’s record.

e Loan periods are determined by the lending institution, but will not exceed 4 weeks.
e Interlibrary loan items cannot be renewed.
e Photocopies are kept by the customer.

Interlibrary loan materials are provided as a courtesy from another library. To preserve our
borrowing privileges with other libraries, charges are assessed for late, damaged, and lost
materials.

In addition to the overdue notices generated by the automated library system, the interlibrary loan
department will send two letters at 15 and 45 days overdue.

At 60 days overdue, the Olathe Public Library will pay the lending institution for the item and it will
no longer be possible to accept the book or issue a refund to the customer.

¢ Notification will be made by e-mail or phone depending on what method was chosen
when the card was created.

e Photocopies will be mailed to your postal address.

e You will be notified by mail or email if the library is unable to obtain the item or if the
request cannot be filled after a thorough search.



