




Document Delivery Policy

GENERAL POLICY:

Because the Library at Spalding University cannot house all materials needed by the academic community, the Library provides a document delivery service for legitimate academic and research needs.  The library will process all properly made requests in a timely fashion.

The library strives to provide materials at no cost whenever possible, but must pass along any borrowing/purchasing fees to the requestor.  All requests must be made in the name of the person using the material.

Any borrower who holds returnable items 10 days into the overdue period will be assessed an overdue or, if necessary, a replacement charge.  This charge consists of the overdue/replacement charge from the lending library plus a non-refundable $5.00 processing fee.  Delinquent student borrowers will have their student account debited and faculty, staff or administrative borrowers will have their departmental account debited for the amount of the charge.

The library reserves the right to amend or except any portion of this policy dependent upon individual circumstance.  The Library Director is the final arbiter in dispute situations.  The Library complies with all sections of the Federal Code pertaining to libraries and copyright.

To ensure prompt service to all community members, the Library will follow certain guidelines when processing requests.  They are enumerated below.

GUIDELINES:

Who may use Document Delivery

· Any student properly enrolled at Spalding University

· Any faculty (full-time, part-time, or adjunct), staff or administrator at Spalding University, Presentation Academy or Holy Rosary Academy.

· Alumni of Spalding University or its previous incorporations on a limited basis.

Types of documents not handled

· Reference materials

· Audio-visual materials (audio-tapes, phonorecords, video-tapes, CDs)

· Archival materials

· Rare or special collection materials

· Pleasure reading materials of the type commonly available at the public library or bookstores.

Frequency of requests

· The Library will handle no more than 10 active requests from a single user at one time.

Charges for Document Delivery Services

· Charges for documents obtained from lending libraries are on an individual basis depending upon the policy of the lending library.  Requestors will be notified prior to acquisition if the loan charge is more than indicated on the request from.

· Charges from materials obtained via a third-party provider vary.  Prices may increase at anytime and without notice.

Payment for Document Delivery Services

· Charges for documents are due when the requestor picks up the material at the Library circulation desk.  The items may be paid for by check or cash.  The Library can not accommodate credit cards.

· If, in the case of faculty, staff, or administrative borrowers, the charges are to be billed back to a departmental account, the departmental code must be present on the original form.  The Library assumes the faculty, staff or administrative borrower has prior approval for the appropriate supervisor. 
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