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Why do I need a policy

Required by  State and National 

ILL Code

 In case your patron asks a 

question

So you can save yourself some 

work by using deflections in OCLC

So other libraries can view your 

policy



What is an ILL Policy

It is a plan written to meet 

the service goals of your 

library that addresses your 

role as both a borrower for 

your patrons and a lender to 

other institutions



Elements in a borrowing policy

• Definition of ILL
• Define who can use the service

• Juveniles? Faculty? Staff? Reciprocal borrowers? 
Delinquent patrons?

• Define any limits
• Do you limit by format
• Do you limit patrons to a number of requests per day 

or week
• Do you limit the extent to which you pursue an item 

(in-state, out of state, Canada, International other 
than Canada



Borrowing policy elements

• Do you charge your patrons for this 
service
▫ Do you collect the fee at the time request is initiated 

or material received
▫ Do you charge a different fee for journal articles and 

loans
▫ Are fees standard (flat fee) or different for each 

transaction

• How do you notify a patron when 
materials are received

• Effective date of policy



Elements in a lending policy

• What types of requests (manner of 

transmission) do you accept
▫ Phone calls

▫ OCLC/ ILL only

▫ ALA ILL forms

▫ Email

• Remember all photocopy requests must 

be in writing or electronic forms 

indicating copyright compliance



Lending policy - elements

• What types or format of material do 
you lend

• What is the loan period, does it 
differ by format

• What about renewals
• Do you charge for loans, photocopies
• If you charge, who do you charge

• Consortia members
• ILLINET for copies only
• LVIS



Lending library- elements

• Do you provide express service
• Do you charge extra

• Do you charge different rates based 
on postage, UPS, or FedEx delivery

• Do you invoice libraries
• Invoice with materials or separately
• Only use OCLC IFM
• Accept credit cards



Lending policy - elements

• Delivery methods
• Do you use methods other than ILDS or 

USPS
• Do you fax photocopy fills, use ARIEL, 

post fills to web

• Contact information
• Library name, address, department
• OCLC and/or NUC symbol

• Lost book policy



ILL Policy Directories

• ILLINET Resource Sharing Policy Directory

http://www.librarylearning.info/rsdirectory/

• OCLC ILL Policies Directory

http://illpolicies.oclc.org

http://www.librarylearning.info/rsdirectory/
http://illpolicies.oclc.org/


ILLINET Resource Sharing Policy Directory



Library Policy Input Form



Photocopy policy area



ILL Policy



Reciprocal Borrowing policies



Completed 

Policy



OCLC ILL Policies

Go to:   http://illpoliciesoclc.org 

Sign in 

http://illpoliciesoclc.org/


Click on “MY UNITS”



Click on library name for Quick 

View summary screen



Check Unit Information and

Update by Clicking “Information” 



Click on “Policies” tab to view 

copies/loans/deflections

Click on “New” to add new policy



After clicking on “New” 

create your new policy



Complete appropriate fields and click 

Create when finished



For more information on the OCLC ILL 

policies directory click the image 

below to view OCLC document  

http://www.oclc.org/support/documentation/reso

urcesharing/libpolicies/getstart/ILL_policies_ref_

card.pdf

http://www.oclc.org/support/documentation/resourcesharing/libpolicies/getstart/policies_ref_card.pdf


These are just some of the 

things to consider as you write 

or update your ILL lending and 

borrowing policies.



Remember once you create your policies 

share them with other libraries by 

entering them in the

ILLINET Resource Sharing Policy Directory

http://www.librarylearning.info/rsdirectory

and  OCLC ILL policies directory.

http://illpolicies.oclc.org/

http://www.librarylearning.info/rsdirectory
http://illpolicies.oclc.org/

