
Interlending Guidelines for ABTAPL Union catalogues 

The ABTAPL website (www.abtapl.org.uk) hosts a union catalogue of journal titles. The 

journal list is found under "union list" and is an A-Z index of titles taken by contributing 

libraries giving years held.  

Requests will be satisfied at the discretion of each individual library. Many libraries decline 

to lend periodicals, reference books, non-book materials, old or valuable stock, or material 

which is constantly in demand by a library's own users. Photocopies or scans of this type of 

material may be supplied, subject to copyright law and again at the discretion of the 

individual libraries.  

Please note that scans can only be requested for individual study: the recipient cannot 

make further copies or upload to VLEs for use in teaching. 

 

Procedures for requesting libraries  

Requests are usually received by e-mail, but may also be sent by post, phone, or other form 

of messaging.  

The requesting library should locate the required item by searching the ABTAPL Union 

Journals List or member libraries’ catalogues. The requesting library should then contact 

ONE holding institution directly to ask for a copy. As many details as possible should be 

given, and it is helpful if some indication of importance is included e.g., should it be sent 

first class, second class or emailed. Photocopying and scanning must always comply with 

copyright regulations. Libraries may not ask several libraries for the same item 

simultaneously i.e., requests should not normally be sent to all subscribers of the ABTAPL 

Jiscmail list, as receiving multiple copies simultaneously contravenes copyright legislation. 

If it has not been possible to locate a required chapter or volume on ABTAPL Union Lists or 

member catalogues, the requesting library may at that point send a query to the ABTAPL 

Jiscmail list. To avoid receiving multiple copies simultaneously, the requester should name 

the monograph title or journal title and year only, and only divulge the specific article or 

chapter required in a private email to a library who has replied to confirm that they hold the 

item. 

Before sending a request for a photocopy/scan, the requesting library must obtain from the 

reader a declaration as set out in the legislation. The correct text can be found on the CILIP 

website at https://drive.google.com/file/d/1QYtPT7vGwSo3dBol050bkx7-EfEr3AnI/view. 

This form, duly completed, must be sent to the supplying library with the request. This can 

be done electronically. This ensures the supplying library has proof that the copy was made 

legitimately. If the request is made by phone or post then the form must be sent to the 

supplying library physically. 

The requesting library should ensure that any item loaned is well cared for and returned 

promptly. If an item is lost or damaged it should be replaced or paid for.  Any of legal breach 

https://drive.google.com/file/d/1QYtPT7vGwSo3dBol050bkx7-EfEr3AnI/view


of copyright is the responsibility of the requesting library who failed to follow these 

guidelines, and not ABTAPL or the supplier of the item. 

 

Procedures for supplying libraries  

Libraries receiving requests should endeavour to deal with them as quickly as possible, the 

standard aim being to deal with them the day they are received.  

Loans  

If the item cannot be supplied because it is not in stock, or missing, is on loan to another 

reader, or because the library declines to lend it, a response should be made straight away 

to allow the requesting library to source the material elsewhere. If the item is on loan, it is 

helpful to indicate a willingness to reserve and give a date on which it is expected back. If 

the library declines to lend the item it would be helpful to state whether the requesting 

reader may travel to consult it in the holding library. Some books may be lent for use in the 

requesting library on the understanding that they are not removed from that library i.e., not 

for home borrowing. The loan period is at the discretion of the lending library but should be 

clearly stated. Requests to extend the loan should normally be granted unless the item is in 

demand. When sending out a book it is helpful to include a return address label.  

Costs 

Libraries may choose to charge or offer a free service, but, if they charge, the sum must not 

exceed the amount attributable to the making and supplying of the copy.  

Payment  

For larger amounts an invoice should be sent out with the loan/photocopy (or shortly 

afterwards if it is raised by a finance department) and payment should be made 

straightaway. Alternatively, if both requesting and supplying libraries are registered with the 

British Library Document Supply Centre, the details of the transaction can be entered at 

https://illclaims.bl.uk/InterLibraryLending/ and the supplying library will be credited.  
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