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SHORT LOAN POLICY AND PROCEDURE 

NMMU LIS INFORMATION SERVICES

1. POLICY

When insufficient information resources are available for all patrons doing the same class assignment, the Information Librarian should contact the academic staff member about the assignment and recommend that items be put on Short Loan.  The Information Librarian can also place suitable library material and bibliographies in Short Loan if necessary.

1.1. The Information Services staff should not collect library items from the stacks for Short Loan purposes. Academic staff members have to bring the items to the Information Librarian when they want to place library material in the Short Loan Collection. However, if an academic staff member cannot locate an item on the shelves, Information Services staff should accompany the patron to the shelves and assist the patron in finding the item.

1.2. When an academic staff member wants to have library material placed in the Short Loan Collection, he / she completes a Library Material on Short Loan Form. (Annexure A).  Information Services staff should not complete the form for the academic staff member. 

1.3. All photocopies (e.g. articles or chapters of a book), placed in the Short Loan Collection must have a copyright clearance form attached.

1.4. All articles, chapters of a book and class notes are only accepted in a file or binder and not in loose-leaf format.

1.5. All Short Loan items should be presented to the Information Librarian at least 7 days before patrons require them.

1.6. No items will be kept in the Short Loan collection for longer than one year.  All Short Loan items with an expiry date of November/December will be removed from the Short Loan Collection on a working day closest to 30 November each year.  Lecturers will be informed of the removal of the items and they have to re-apply for item(s) to be put in the Short Loan Collection. See 2.3.2.  It is the responsibility of the Lecturer to ensure that Supplementary Examinations are being catered for.
1.7. Only a Private Copy in a good condition should be accepted for the Short Loan collection if an item is not available in the NMMU LIS collections.
1.8. A Private Copy indicates a gap in the collection.  The Information Librarian should consider ordering a copy /copies for the LIS Collection according to the Collection Development Policy.

1.9. Inter-Branch Loans are permitted for the placing of items in the Short Loan collection but not items obtained through the Interlibrary Loan System. 

2. PROCEDURE

2.1. Placing material in the Short Loan Collection:

2.1.1. Provide the academic staff member who wants to place library items in the Short Loan Collection with a Library Material on Short Loan Form. The academic staff member should complete the form and also fetch the items from the shelves.
2.1.2. When the academic staff member has completed the form, add the call and barcode numbers of each library item on the form.
2.1.3. Indicate on the form, next to the title, whether the item is a book, a journal article, lecture notes, or a Private Copy. (This procedure will simplify matters in those Libraries where the Information Staff and the Circulation Staff work in partnership to get materials on the Short Loan shelves). Use the following abbreviations:

B   for 
Books

PC for 
Private Copies

A   for 
Articles

N   for 
Lecture Notes

IBL for an Inter Branch Loan
2.1.4. Check that copyright clearance is attached to each photocopied article.   Note that copyright clearance is for one term only. 
2.1.5. Check that the date on the Copyright Clearance form corresponds with the date on the Library Material for Short Loan form.
2.1.6. Check that the Expiry date is filled in.  The indication as permanent is problematic. Short Loan items have to be removed /renewed once per year.
2.1.7. Check that the Faculty and the Course Code are correctly indicated on the form.
2.1.8. The responsible Information Librarian to indicate his /her name at the bottom of the form.
2.1.9. Take the items and form to the Circulation Library Assistant to process.
2.1.10. Private copies for the Short Loan Collection need to be catalogued first.  Take/Send the items together with the form to the Cataloguing Department for the creation of a short bibliographic record and an item record.
2.1.11. An Inter-Branch Loan is a Circulation function.  Take the form to the Circulation Library Assistant.

2.2. Removing library material from the Short Loan Collection:

2.2.1. Check the expiry date of items in the Short Loan Collection once weekly in the Short Loan file.
2.2.2. For items to be removed, remove the form from the Short Loan File and give to the Circulation Library Assistant.
2.2.3. When the Circulation Assistant has processed the removal from the Short Loan Collection, she will return the form to the applicable Information Librarian; she will also give a printout of the use of the Short Loan item. 
2.2.4. Place the Short Loan printout in the file (to keep for future reference) and the period that the items were on Short Loan.
2.2.5. Inform the lecturer that the Short Loan item(s) has/have been removed and send the form in the internal mail back to the academic staff member.
2.2.6. If Private Copies of books or files had been placed in the Short Loan Collection, do not post the form. Notify the academic staff member by telephone or e-mail that he / she may collect the items (and form) from the Information Librarian.

2.3. Correspondence to Lecturers:

2.3.1. Head: Information Services emails a letter to All Academic Staff explaining the Short Loan Service for Lecturers during January, June/July and November each year.  (Annexure B)
2.3.2. Responsible Information Librarian sends a letter via internal mail to relevant lecturers whose short loan material expires at the end of the calendar year explaining the removal and re-application procedure for items to be put on the Short Loan Collection. (Annexure C)

3. DOCUMENTATION

3.1. Library Material on Short Loan Form (see Annexure A)

3.2. Short Loan Service for Lecturers General Letter  (see Annexure B)

3.3. Short Loan Expiry and Renewal Procedure Letter  (see Annexure C)


Annexure A
LIBRARY AND INFORMATION SERVICES
NELSON MANDELA METROPOLITAN UNIVERSITY
LIBRARY MATERIAL ON SHORT LOAN

Lecturer, please:
1. Fetch the items from the shelves.

2. Complete this form. Specify author and title of each book and/or article. 
3. Attach copyright clearance forms to the relevant article.
4. Present the items at the Information Services Desk AT LEAST 7 DAYS before the students require them.

5. Be specific when you inform your students about these books.

LECTURER: 
	Surname:


	Title:
	Initials:
	Signature:

	Department:


	Faculty:
	Tel. no:
	


SUBJECT / COURSE:
	Subject:


	Course Code:
	Course Name: (In full please)


STUDENTS: 
	No. of  students:
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	 CLASS NO.
	FILE NO.
	BARCODE
	   AUTHOR
	TITLE
	FORMAT

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


SHORT LOAN PERIOD:
	From:                                                                        

      
	Expiry date:


Annexure B

SHORT LOAN SERVICE FOR LECTURERS

The Short Loan Service of the NMMU Library and Information Services strives to assist lecturers to ensure that heavily used material for assignments and reading lists are kept in the library to loan to students for short loan periods only. 
 

We need the assistance and co-operation of all lecturers to deliver an effective Short Loan Service.  Please take note of the following procedures: 
1. Submit your Request:

 
Forms for requesting material for the Short Loan Collection are available from the Information Services staff of your library.

Present Short Loan items to your Information Librarian at least 7 days before the students require them.

Books:
Books placed on the Short Loan Collection should be in good condition.
· Check the Online Library Catalogue (OPAC)  to see if the items you need for the Short Loan Collection are AVAILABLE FOR LOAN.

· Fetch the items from the shelves.

· Ask your Information Librarian for assistance should you not find the item on the shelves.

· Fill out the Library Material on Short Loan form.

· Hand the items together with the form to the Information Librarian for processing.

· Books that are ON LOAN will be reserved by the Circulation Staff who will then place a recall notice for the item to be returned immediately

Private Copies:
Books owned privately by lecturers may be placed in the Short Loan Collection.  Not more than 5 copies will be placed on the Short Loan Collection.
· Fill out the Library Material on Short Loan form.

· Hand the private copy to the Information Librarian together with the form.

A temporary barcode will be pasted on the last page of the book to enable issuing on Millennium Integrated Library System. A shelf number will be placed on the spine of the book to ensure easy retrieval from the Short Loan shelves.

Articles:

All photocopies (journal articles and chapters of books) must be cleared in terms of the Copyright Act before they are placed in the Short Loan Collection.  Ensure enough time is allocated to process and obtain copyright clearance.

Application forms for copyright clearance are available from the Copyright Officer, Basement, South Campus Library.  E-Mail:  maria.hansford@nmmu.ac.za  
Tel: 504 2741
· Fill out the Library Material on Short Loan form.

· Attach the desired article/s and hand to the Information Librarian in a file or binder for processing.

· Attach the Copyright Clearance Form.

Class notes:

· Fill out the Library Material on Short Loan form.

· Hand your class notes in a binder to the Information Librarian together with your form.

Please note:  Supply one set of class notes for every ten students registered for your course.

2. Duration of Items in the Short Loan Collection

Items for the Short Loan Collection are for short term periods, i.e. one month. No items will be kept in this collection for longer than one year.  

3. Ensure that your materials have been placed on Short Loan by checking the Online Library Catalogue (OPAC) before referring students to the Short Loan desk to read the required works. 









Annexure C

Nelson Mandela Metropolitan University



Library and Information Services
……………………………………

……………………………………

Dear Colleague

SHORT LOAN COLLECTION 

We have attached your current Course Reserve lists containing books and class notes as requested by you for the Short Loan Collection in the Library during this year.  Each list represents a specific course taught by a specific lecturer with items attached for that course as well as the number of times that the items have been issued during the year. The issue count is displayed next to the barcode of the item and the expiry date of the item in the Short Loan Collection in the Millennium Integrated Library System is displayed in the far right hand column. Some items are linked to more than one Course Record requested by different lecturers for different courses.   

BOOKS

· All short loan books expiring at the end of the year will be removed from the Short Loan Collection shelves to the Open Shelves.
· Please re-apply for short loan material for next year when needed.

CLASS NOTES

· Class notes course title entries were created for all photocopies of articles and class notes received from you for the Short Loan Collection.

· All class notes will be returned to you after 30 November, due to copyright restrictions.

COPYRIGHT

· Please ensure that Copyright Clearance Requests for the first term of next year reach the Copyright Office before the end of this year.  Late requests will result in delays and could mean that course packs and study guides will not be ready for students in February next year.
SUPPLEMENTARY EXAMINATIONS

· Please re-apply for short loan material for January next year as soon as possible.

We appreciate your co-operation.  Please feel free to contact us should you need more information.
Kind regards.
XXXX
Information Librarian

Approved at LIS Management Committee Meeting
02 May 2006.
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