ABOUT THE COLLECTION
Layout of the Restricted Loan Area
Books in the Restricted Loan Area are arranged in order of shelf mark and

cutter (the first three letters of the author’s surname) just as in the general

collection.  There are also miscellaneous items, including folders and other non-book materials, at the beginning of the main run.  The metal filing cabinet contains mainly copyright cleared, photocopied articles that are arranged in alphabetical order of title.  (The top drawer contains tutor notes and other materials that are exempt from copyright.) Tutors’ personal copies of books – in alphabetical order of author – are shelved separately near the entrance to the Restricted Loan area.

Reference Items
Please be aware that there are some reference books, folders and documents that can only be used within the Restricted Loan Area.  They will be clearly marked as such.  In addition to the photocopied articles, tutor notes etc in the metal filing cabinet, these items currently include tutors’ personal copies of books.  All of these items are only intended for working from, or photocopying, within the Restricted Loan Area.

Reading Lists
The material in the Restricted Loan Area has been placed there at the request of tutors and most of it will relate to specific modules.   An item may be on the reading list of more than one module.

Renewals
Restricted Loan items may be RENEWED only ONCE.  During full service hours this must be done at the desk, where the item must be re-stamped. During self-issue hours this can be done through the self-issue machine.
These items cannot be renewed by telephone or online.

Returns
During full service hours Restricted Loan items must be returned to the desk.  Please do not place them in the Returns Box, or leave them anywhere else in the building, at these times. During self-service hours they may be returned via the self-service machine and the Returns Box.

Fines
Restricted Loan items are fined at a rate of 50p an hour when returned late.  This is why it is essential to return Restricted Loan material promptly.

Security
Please be aware that there is a security gate situated at the entrance to the area.

Restricted Loan items taken out of the area (even if only for reading or photocopying elsewhere in the Peirson Building) must be issued at the desk.

Non Restricted Loan items (including journals) may set off the alarm as you enter   and leave the area. However, there is no restriction on the movement of other material of this sort into and out of the area.
