Luther King House Library

The Inter-Library Loans Service
· What is an Inter Library Loan?

If the book, journal article or other kind of material that you require is not held in stock at Luther King House Library or John Rylands University Library, you may wish to make use of the Inter-Library Loans service in order to obtain it.

The Inter-Library Loans service is not available to external members of Luther King House Library.  

It is not possible to order items on Inter-Library Loan which are usually held within the Library but which are currently on loan to other users.

Inter-Library Loans are expensive.  Please take care that you only request material which is directly relevant to your studies or research. 

· When should I place my Inter-Library Loan requests?
It is essential that you plan your work in advance and that you allow sufficient time for the item to be obtained.  Although many items arrive within a week, it is advisable to allow a minimum period of three weeks.  Unfortunately, it is not guaranteed that your request will be successful or that you will receive a response from a supplier within a particular time scale.

· How do I make an Inter-Library Loan request?

Once you have identified the item that you require, please check the Library OPAC (Online Public Access Catalogue) in order to make sure that it is not held in stock.  It is also helpful if the John Rylands Library catalogue is checked (http://rylibweb.man.ac.uk) since if the item you require is held at John Rylands, you will be asked to consult it there and your request will not be processed.

If the item is not available at Luther King House or John Rylands Library, you need to complete an Inter-Library Loan form.  These are available for collection from outside the Library Office.  

· How do I complete an Inter-Library Loan form?

It is essential that you complete the form legibly and comprehensively and that your name and Library borrower number are given.  

You need to provide as many details as possible.  Please indicate on the form whether the item you require is a book, journal article, thesis or conference paper.  The author, title and ISBN (where applicable) are essential for books, theses and conference papers.  

For journal articles, the journal title, author, volume, part and page numbers are all essential.  It is also helpful to have the date of publication and the article title.

Any request forms that lack necessary information will be returned to you prior to processing.  It is vital that the copyright declaration on the reverse of the form is read and signed before the request is submitted.

All undergraduates and NOC students must ask a tutor to sign the card (in order to authorise the request) before it is handed in.

More than one request can be submitted at a time, but you must use a separate form for each request.   Payment must be made when the request is submitted.  Cheques should be made payable to 'Luther King House Educational Trust'.  If your request cannot be satisfied, you will receive a full refund.

Inter-Library Loans are heavily subsidised, as the following table shows:

	SUPPLIER


	REQUEST TYPE
	YOUR COST
	LIBRARY COST

	British Library Document Supply Centre
	Book
	£3.00
	£10.80
Renewal £2.80

	British Library Document Supply Centre
	Article
	£2.00


	£7.75

	Association of British Theological and Philosophical Libraries
	Article
	£1.00
	Variable (usually around £2.00)

	Any other UK Library
	Book


	£3.00
	£10.80


· Additional Information
If it is possible to include the source of reference with your request, please do so.  The source of reference should include the full details of the publication in which you found the reference for the item you are requesting.  It is helpful if you can attach a printout of your source of reference to your request form.

· Where do I hand in the completed form and what happens next?

Please give (or post) your completed form(s) and payment to the Learning Resources Tutor or Learning Resources Assistant.  

You will be informed if there are any delays to your request.  You will be notified when your item arrives, and it will be left for collection outside the Library office.  Please see the Learning Resources Tutor if you wish to have the item delivered to your home address.
· How long can I keep an Inter-Library Loan for?

Photocopies of articles do not need to be returned.  The usual loan period for books and other material is from 3-6 weeks.  All Inter-Library loans are subject to recall.  Please try to return your Inter-Library Loan before it becomes overdue.

Please inform the Learning Resources Tutor well in advance of the return date if you need to renew your Inter-Library Loan.  There will be a charge of £1.00 for the renewal of any Inter-Library Loan.

Please do not lose your Inter-Library Loan.  You will be asked to pay the standard British Library Document Supply Centre replacement charge for any lost Inter-Library Loans, which currently stands at around £100.00.
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