RESERVE POLICIES & PROCEDURES
TO PLACE ITEMS ON RESERVE: Items must be brought to the circulation desk by faculty or a designated class aid, with written permission.  You will find Reserve information forms at the Circulation desk, which should be filled out when you submit your items. Reserve items are processed with magnetic security tape and barcode labels and are added to the library computer database. Please allow 24 hours for processing except for the first two weeks of each quarter when more time may be needed. 

Each program or module is limited to thirty (30) items, for two reasons: Because of space

limitations and to make sure that no section of our collection is removed from circulation. 

OPEN RESERVE: Items owned by TESC Library are limited to this collection. Students sign out

materials for in-library day use. Open reserve materials may be checked out overnight, one hour

before closing and must return the material within one hour of the next opening. 

CLOSED RESERVE: Only personally owned items may be put on closed reserve. Students

use their library cards to check out reserve items. Closed reserve items do not circulate outside

the library. 

ELECTRONIC RESERVE:  All Items placed on E-reserves must follow the same copyright guidelines as hard-copy reserves.  E-reserves are, however, accessible 24 hours via web access, and is not limited to thirty (30) items.

We cannot accept items from other libraries for reserve.

In accordance with copyright law (Title 17 US Code) please make certain that all materials are used in accordance with "fair use" agreements.  
When items are pulled from the Reserve shelves you may come by the library to pick them up or we will send them to your campus mail stop.

Thank you for your cooperation.  Please call me at TESC phone extension 6580 if you have any questions or comments.

Barry Woslum

Library Circulation/Reserves

867-6580

woslumb@evergreen.edu

