
 

Metropolitan Library System 
 

Reciprocal Access Policy 
 
 

I. INTRODUCTION 
 

The document, Standard for the Services of Illinois Multitype Library Systems, provides 
that system reciprocal access programs allow persons with a valid library card or library 
identification onsite/onshelf access to materials in collections of ILLINET libraries. 
Reciprocal borrowing, a special form of reciprocal access, allows persons to borrow 
materials directly from ILLINET libraries. 

 
Reciprocal borrowing has been a high priority among public libraries in the Metropolitan 
Library System. The purpose of this Policy is to ensure that patrons of public libraries of 
each Metropolitan Library System library have access to resources of all MLS libraries 
and to establish guidelines for such access, including but not exclusive to reciprocal 
borrowing among public libraries. 

 
It is expected that each library will participate in reciprocal access as completely as 
possible within any organizational or legal limitations that may be necessary. It is 
understood that each type of library may have special conditions that require variations 
of reciprocal access. For example, while a public library is expected to participate fully 
via reciprocal borrowing, there may be some local limitations on the service, such as the 
number of books per patron. A special library may provide reference service only by 
telephone, due to parent organization restrictions. A school library may have limited 
hours. An academic library may have collections on reserve for classes. 

 
II. RECIPROCAL ACCESS 

 
A. Definition:  The opportunity for a person with valid privileges at a Metropolitan 

Library System member library to access resources of all member libraries within 
the system. Reciprocal access must include interlibrary loan at the patron’s home 
library and may include but is not limited to telephone reference; INFOPASS 
privileges; telefacsmile or other electronic means; on-site use (walk-in or by 
special appointment); reciprocal borrowing (required for all member public 
libraries – See Section IV below). For purposes of this document, “resources” 
means non-proprietary information available in print, non-print, or electronic 
format. 
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B. Responsibilities: 
 

1. Each member library will: 
 

a) Establish its own criteria for valid library privileges in keeping with 
state and local laws and/or requirements of the parent 
organization. 

b) Establish, post, and report local policies regarding reciprocal 
access to the MLS Reciprocal Access Directory. 

c) Share resources, complying with MLS policy and procedures 
(such as those for Reciprocal Borrowing, Interlibrary Loan, etc.) 

d) Cover the cost of materials lost by its patrons via reciprocal 
borrowing, according to MLS policy and procedures. 

e) Collect and report required statistics. 
 

2. Metropolitan Library System will: 
 

a) Monitor and evaluate reciprocal access among MLS libraries. 
b) Collect and publish information about reciprocal access provisions 

at each member library. 
c) Collect and publish regularly statistics and information about 

reciprocal access activities at member libraries. 
d) Keep member libraries informed of new developments concerning 

reciprocal access. 
 

III. INTERLIBRARY LOAN 
 

A. Definition:  Interlibrary loans are the transfer of print and non-print library 
materials or a copy of those materials from one ILLINET library to another in 
response to a specific patron request. 

B. Responsibilities: as a requirement of MLS membership, each library must agree 
to lend materials according to the attached ILLINET Interlibrary Loan Code and 
Metropolitan Library System ILL Code. 

 
IV. RECIPROCAL BORROWING 

 
A. Definition:  The right of a person holding a current library card valid for system-

wide borrowing from a full member public library to borrow on site from all the 
other public libraries which are full members of the library system without using 
interlibrary loan mechanisms. 
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B. Responsibilities-member public libraries: 
 

1. Each public library member will: 
 

a) Follow the format for the card which includes the required 
elements which have been voted on by the members.  

b) Apply the same rules for reciprocal borrowers and for local 
patrons regarding the lending of various formats of materials. The 
rules may exclude videotapes, audio tapes, compact discs, 
computer software, DVD’s and original artwork. 

c) Apply the same rules for reciprocal borrowers and for local 
patrons except that an MLS library. 
(1) May impose a loan limitation no more restrictive than three 

items per reciprocal borrower’s card per visit, provided that 
reciprocal borrowing by residents from other libraries 
accounted for at least 10% of the library’s total annual 
circulation in the two immediately preceding MLS fiscal 
years based on an annual evaluation. 

(2) Having imposed restrictions listed above, may increase the 
reciprocal borrowing percentage by 5%. This adjustment is 
intended to provide an opportunity which will mitigate shifts 
in reciprocal borrowing and avoid on-again, off-again policy 
changes. 

(3) Will notify MLS when imposing loan restrictions on 
reciprocal borrowers’ cards and this information will be 
available on the MLS website. 

d) Provide patron registration information to MLS for purposes of 
retrieving overdue materials. 

e) Notify MLS promptly when materials loaned to a reciprocal 
borrower become overdue. 

f) Reimburse MLS when billed for patrons’ losses via reciprocal 
borrowing. 

g) Issue reciprocal borrowing cards 
(1) To resident patrons in good standing 
(2) By participating library to non-resident patrons who have 

purchased a non-resident card valid for system-wide 
borrowing. 

h) Honor library cards of patrons from libraries in other Illinois Library 
Systems. 

i) For Non-SWAN members: maintain reciprocal borrowing statistics 
and forward them to MLS as directed. 

 
2. The Metropolitan Library System will: 

 
a) Supply patron information brochures without charge to the 

libraries. 
b) Upon request of the member library, notify patrons that materials 

are overdue and assess a recovery fee for this service. 
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c) Upon request of the member library, use services of a collection 
agency for a fee to assist in retrieval of materials. 

d) Facilitate the reimbursement to lending libraries and bill the 
patrons’ library for any materials lost, damaged, or never returned 
by reciprocal borrowers, reimbursement will be the current retail 
price of the material, or the price shown on the SWAN database. 
MLS libraries will post their replacement cost policy on the MLS 
Reciprocal Access Directory. 

e) Collect, publish reciprocal borrowing statistics supplied by 
member public libraries 

 
C. Responsibilities-member academic, school, and special libraries: 
 

1. Each member academic, school, and special library may choose to lend 
materials to a patron with a card that is valid for reciprocal borrowing. In 
such cases the library will: 

 
a) Check the status of the patron card with the home library or online 

database before circulating materials. 
b) Maintain statistics on use of such cards and supply them to MLS 

as directed. 
c) Notify MLS when materials loaned to a reciprocal borrower 

become overdue. 
d) Follow other relevant reciprocal borrowing procedures established 

by MLS. 
 

2. Metropolitan Library System will: 
 

a) Facilitate the reimbursement to lending libraries and bill patron’s 
library for any materials lost, damaged, or never returned by the 
reciprocal borrowers. Reimbursement will be the current retail 
price of the material. A copy of the invoice will be sent to the 
lending library. 

REFERENCE DOCUMENTS: 

The ILLINET Interlibrary Loan Code 

Standards for Services of Illinois Multitype Library Systems 

Metropolitan Library System ILL Code 

Approved by the MLS Board March 19, 2007 
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Interlibrary Loan Code 
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I.  Definition 


 


 Interlibrary loans are transactions in which library materials are made available from one library to another 


upon request. An interlibrary loan is defined as a transaction in which the material moves from library to 


library/designated library user. 


 


II. Scope 


 


       1. Interlibrary loan services are governed by the ILLINET Interlibrary Loan Code, 2000 and the 


National Interlibrary Loan Code, 2001. 


 


      2. Any type of library material needed for any purpose, including but not limited to study, 


instruction, information, recreation, or research may be requested from another library.  


  


      3. Interlibrary loan is a mutual relationship and libraries are strongly encouraged to supply 


materials as freely as they request materials.  Any materials, regardless of format, may be 


requested from another library.  The supplying library determines whether the material can be 


provided and in what format. . 


 


      4. Each library shall have an interlibrary loan policy statement which shall be  available upon 


request and which shall be on file with MLS. 


 


       5. On an annual basis, as requested by the State Library, MLS members shall complete a 


statistical report of their interlibrary loan activities.  These reports shall be sent to the State 


Library or their designated agent, as specified on the report form.  
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III. Responsibilities of Requesting Libraries 


 


 1. The requesting library is responsible for compliance with the copyright law (Title 17, U.S. 


Code) and its accompanying guidelines, and shall inform its users of the applicable portions 


of the law.  An indication of compliance shall be provided with all copy requests. 


 


 2. The requesting library shall utilize their local resources, including full text electronic resources, 


before initiating ILL requests. 


 


 3. The requesting library shall refer to the MLS Direct Loan Directory prior to requesting any 


library material from an MLS library to assure compliance with the lending library's policy. 


 


 4. Materials requested shall be described as completely and accurately as possible, following 


accepted bibliographic practice.  Before a request is submitted to MLS/ILL, verification should 


be attempted on FirstSearch . MLS members are responsible for obtaining the loan of 


materials held within Illinois directly from any and all electronic resources available to them, 


this includes but is not limited to SWAN, Illinet Online and the FirstSearch database.    


 


 5. The requesting library shall honor the lending library's conditions of loan. The requesting 


library shall convey these conditions to the patron. 


 


 6. Unless specifically forbidden by the lending library, the requesting library may copy material, 


provided this does not violate copyright laws and will not result in damage to the original 


material. 


 


7. The requesting library is responsible for borrowed materials from the time they leave the 


supplying library until they have been received back.  If damage or loss occurs, the requesting 


library is responsible for compensation or replacement, in accordance with the preference of the 


supplying library.  


 


 


IV. Responsibilities of Lending Libraries 


 


 1. Libraries shall implement generous lending policies with due consideration for the needs of 
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their primary clientele. 


 


 2. The lending library shall search, locate, send, reply, refer or provide notification of 


cancellation of all ILL requests within four working days of receipt.  


 


 3. The lending library shall notify the requesting library (or MLS/ILL when appropriate) of dates 


and duration of loans on the materials, renewal policies, and special handling. 


 


 


V. MLS/ILL Responsibilities 


 


 1. The Metropolitan Library System/ILL Service will act as a facilitator for the MLS membership. 


 All resources of the MLS Bibliographic Collection and information retrieval databases shall 


be utilized in an attempt to verify, locate, and fill requests submitted to MLS/ILL by the 


membership. 


 


 2. The Metropolitan Library System/ ILL Service will support the ILL activities of the MLS 


membership by providing them with ILL continuing education opportunities and consulting 


services. 


 


3. MLS/ILL will make available online the current MLS/ILL Procedures Manual. 


 


4. . MLS/ILL will make available online the current MLS Photocopy Directory and MLS Direct 


Loan Directory to assist members in resource sharing. 


 


5. MLS will reimburse MLS members for any of their Interlibrary Loan items verified as having 


been lost in MLS delivery. 


  


 


VI. Fees 


 


 1. Libraries may not charge service fees or delivery fees for the loan of items to other 


Metropolitan Library System libraries. 
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 2. Libraries are encouraged to absorb the costs of providing photocopy service, however, after 


carefully reviewing and evaluating their organizational environment, libraries may charge fees 


for the provision of photocopies. 


 


 3. Libraries may charge for special delivery handling (i.e., Federal Express delivery), or special 


services (i.e., RUSH service - 24 hour delivery of item or fax delivery). Prior to shipping, any 


fees must be agreed upon by the two parties involved. 


 


 4. Current fee policies should be stated in the online MLS Photocopy Directory. 


 


5. Libraries may not charge overdue fines to other libraries.  


 


 


 


VII. Violation of Responsibilities 


 


  Continued disregard of the provisions of this policy statement shall be sufficient reason for 


suspension of borrowing privileges with MLS and ILLINET. 


 


 1. In the event of an MLS member library's continued disregard of this policy statement, the two 


MLS members involved should attempt to resolve the issue directly. 


 


2. If the MLS members are unable to resolve an issue directly, a written complaint of a policy 


violation should be forwarded to MLS/ILL. Any suspension will take place after due process, 


which will include review by MLS staff and the MLS Advisory Committee.  Access to MLS 


Interlibrary Loan will be withdrawn by the MLS Board only after consideration of the library's 


position. 


 


 3.  Suspension of a library's ILLINET privileges shall be reviewed by the State Librarian in 


accordance with System Rules and Regulations (currently Section 3030.115). 





		July 2004
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THE ILLINET INTERLIBRARY LOAN CODE 
 
 
 
 
 


 
 
 
 
 


PREFACE TO THE ILLINET INTERLIBARY LOAN CODE 
 
As partners in the Illinois Library and Information Network (ILLINET), more than 4000 multitype 
(academic, public, school and special) member libraries contribute to the ongoing enrichment of 
the state’s library resources.  Dating from 1975, ILLINET relies on resource sharing to fill the 
information, recreation and research needs of library users.  Individual libraries, financially and 
programmatically challenged to meet the requests of their users, can do so through statewide 
cooperative collection management agreements and a high level of local commitment to 
interlibrary loan.   
 
The leadership and collegiality of the Illinois State Library, the 12 regional library systems and 
the member libraries ensure the future of the Illinois information base.  With the addition of two 
key linking mechanisms, automation and document delivery, the Illinois library community is 
assured of continued, even increased, access to information in the 21st Century. 
 
Note: The first “Illinois Interlibrary Loan Code” was written in 1971.  It has been revised in 1988 
and 1993.  The current revision was completed in 2000. 
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ILLINET INTERLIBRARY LOAN CODE 
 
 
This code, approved by the Illinois State Library Advisory Committee, endorsed by the Illinois 
Library Systems, and adopted by the Illinois State Library, effective September 1, 2000, governs 
interlibrary lending policy within ILLINET.  Based on the most current American Library 
Association National Interlibrary Loan Code, this code promotes efficient resource sharing 
among ILLINET libraries.  Specific procedures for interlibrary loan are not included in this code 
because they are considered the prerogative of individual libraries. 
 
 
 
I. DEFINITION 
 


Interlibrary loans are transactions in which library materials are made available from one 
library to another.  An interlibrary loan is defined as a transaction in which the material 
moves from library to library/designated library user.  The libraries involved in interlibrary 
loans are not under the same library administration.  NOTE:  Reciprocal borrowing is not 
within the scope of this document (see definition in Glossary). 


 
 
 
II. SCOPE 


1. Each library is responsible for developing collections in response to local needs.  
Interlibrary loan is an adjunct to, not a substitute for, collection development in 
individual libraries.   


2. It is the prerogative of each ILLINET library to enter into mutually beneficial 
cooperative/reciprocal agreements in order to meet the needs of its primary 
clientele.  Such agreements are outside the scope of this code.  In the absence of 
pre-arranged agreements between and among specific libraries, this code governs 
interlibrary loan among ILLINET libraries. 


3. Any type of library material needed for any purpose, including but not limited to 
study, instruction, information, recreation, or research, may be requested from 
another library. 


4. Interlibrary loan is a mutual relationship and libraries are strongly encouraged to 
supply materials as freely as they request materials. Any materials, regardless of 
format, may be requested from another library.  The supplying library determines 
whether the material can be provided and in what format. 


5. Each library shall have an interlibrary loan policy statement which shall be available 
upon request. 
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III. RESPONSIBILITIES OF REQUESTING/BORROWING LIBRARY 
 


1. The requesting library is responsible for compliance with the copyright law (Title 17, 
US Code) and its accompanying guidelines, and shall inform its users of the 
applicable portions of the law.  An indication of compliance shall be provided with 
all requests for photocopies.   


2. The requesting library should avoid sending the burden of its requests to a few 
libraries.  However, it is the responsibility of each library to determine the best 
source for the requested material. 


3. Requested items shall be cited completely and accurately and owner or location 
verified.  The requesting library should transmit all interlibrary loan requests in 
standard bibliographic format in accordance with the protocols of the electronic 
network or transmission system used.   In the absence of an electronically 
generated form, the elements of the American Library Association Interlibrary Loan 
request form should be used (see Appendix A). 


4. When items cannot be verified and/or located, "cannot verify" or "cannot locate" 
shall be indicated on the request and source of reference, if available. 


5. The borrowing library shall honor the lending library's conditions of loan including 
observation of dates and duration of loans, recall notices, fees (if applicable), and 
special handling provisions.  The borrowing library shall convey these conditions to 
library users. 


6. The borrowing library is responsible for borrowed materials from the time they 
leave the supplying library until they have been received back.  If damage or loss 
occurs, the requesting library is responsible for compensation or replacement, in 
accordance with the preference of the supplying library.   


 
 
 
IV. RESPONSIBILITIES OF LENDING LIBRARY 
 


1. Libraries are strongly encouraged to implement generous lending policies with due 
consideration for the needs of their primary clientele.  


2. The lending library shall search, locate, send, reply, refer or cancel all ILL requests 
within four working days of receipt.   


3. The lending library may return a request unfilled when bibliographic data and 
location are incomplete. 


4. The lending library shall notify the borrowing library of dates and duration of loans 
on the materials, renewal policies and special handling.  If possible, the lending 
library shall send a copy of the original request along with any materials loaned. 
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V. FEES 
 


1. Libraries may not charge service fees or delivery fees for loans of returnables to 
other ILLINET libraries, except as noted under the provisions for “Rush” requests.  
If a library chooses not to use ILDS or Intra-System Delivery for delivery and 
prefers another mechanism, they should negotiate this with borrowing/lending 
libraries. 


2. Libraries are encouraged to absorb the costs of providing photocopy service, 
however, after carefully reviewing and evaluating their organizational environment, 
ILLINET libraries may charge fees for the provision of photocopies.  Libraries 
charging service fees for “Rush” delivery fees should make their policies available 
on request. 


3. Libraries may not charge overdue fines to other libraries.  
 
 
VI.  RUSH AND URGENT REQUESTS 
  


1. “Rush” service requests are those in which the requesting library designates the 
request to be “Rush” and requires the item to be processed and sent within 24 
hours/one working day. 


2. Requesting libraries which need an “Urgent” request (one filled faster than “Rush”) 
shall negotiate such conditions and fees directly with the lender.   


3. An ILLINET library may, by policy or on a case by case basis, choose not to offer 
“Rush” or “Urgent” service. 


 
 
VII. VIOLATION OF THE CODE 
 


1. Should a violation occur, the following procedures should be followed. 
a. The lending/requesting library is responsible for informing the 


requesting/lending library of any failure to observe the provisions of this 
code.  If necessary, one library may suspend service to a library which 
disregards its policies.  Such action requires written notification to the 
suspended library, specifying the terms and duration of the suspension.  A 
copy of all documentation should be sent to the regional library system(s). 


b. The lending/requesting library is also responsible for reviewing ongoing 
circumstances and for reinstatement of borrowing privileges.  These should 
be done on a timely basis.  The lending/requesting library should provide 
written notification of this action to the suspended library and the regional 
library system(s). 


 
2. Should violations continue, the following procedures should be followed. 


a. Same regional library system--Should a library continue to commit 
borrowing/lending violations, the other library or libraries may request the 
regional library system serve as negotiator.  The request must be written 
and a copy should go to the library allegedly committing the violations as 
well as the regional library system. 
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b. Two regional library systems--Should the libraries be in two different regional 
library systems, those systems should work together as negotiators to 
resolve the problem.  A request for negotiation should be written by the 
lending/borrowing library, with copies sent to the library allegedly committing 
the violations and to both regional library systems. 


 
3. Continued disregard of the provisions of this code despite negotiation efforts shall 


be sufficient reason for suspension of borrowing privileges within ILLINET and may 
result in the suspension of all ILLINET privileges. 


 
4. The following steps are necessary in order to suspend a library’s ILLINET 


privileges. 
 


a. The initiating library should provide a written complaint of the continued code 
violations.  The complaint should be directed to the regional library system 
for documentation of notification (see VII. 1.) and negotiation (see VII. 2.) 
efforts. 


b. If a second regional library system has been involved in the negotiations, the 
complaint should be directed to them for documentation of negotiation (see 
VII. 2.). 


c. The regional library system(s) should document the effectiveness of any 
negotiations.  They will also make a recommendation supporting or disputing 
the initiating library’s request for suspension of ILLINET privileges. 


 
5. The complete report should be sent to the violating library, the regional library 


system(s) and to the Illinois State Library, which will act on the recommendations in 
the complaint.  The Illinois State Library, in consultation with the regional library 
system(s), will decide on the appropriate action in accordance with the System 
Rules and Regulations (Section 3030.115). 
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GLOSSARY 
 


Commercial Document Delivery—CARL’s “Uncover” or the British Library; some libraries may fill requests for 
materials by using commercial suppliers. 
 
Cooperative Agreement—A binding agreement between two or more parties. 
 
Cooperative Collection Management—Cooperative activities include the coordination of selection and purchasing 
of materials to avoid unnecessary duplication and to make collections complementary to one another.  Standards for 
the Services of Illinois Multitype Library Systems.  Springfield, Ill.: State of Illinois, 1992. 
 
ILDS—Known variously as Intersystem Library Delivery System, Inter Library Delivery System, or Illinois Library 
Delivery System, ILDS is a dedicated surface delivery system funded by the Illinois State Library through a grant to 
the subcontractors.  The ILDS delivery system runs between individual library systems and other designated stops 
throughout the state of Illinois.  Peterson, Fred M.  “A Study of the Surface Delivery of Library Material in Illinois.”  
Springfield, Ill.:  Illinois State Library, March 1997.  Photocopied. 
 
ILLINET—Illinois Library and Information Network; the cooperative network of multitype (academic, public, school 
and special) libraries in Illinois.  ILLINET is coordinated by the Illinois State Library.  Membership is open to those 
libraries which are members of one of the 12 regional library systems as defined by the Illinois Library System Act 
[75 ILCS 10].  ILLINET includes, but is not limited to, ILDS and ILLINET/OCLC services. 
 
Intra-System Delivery—Dedicated delivery systems operated by the individual regional library systems for their 
members.  Systems may operate the delivery service or may subcontract for it.  Peterson, Fred M.  “A Study of the 
Surface Delivery of Library Material in Illinois.”  Springfield, Ill.:  Illinois State Library, March 1997.  Photocopied. 
 
Non-returnables—Materials that the supplier/lending library does not expect to have returned.  Examples of non-
returnables include photocopies or facsimiles, fiche to fiche copies, print copies of microfilm, electronic full-text 
documents and gratis print copies of unpublished reports and/or departmental working papers.  Department of 
Commerce.  Bureau of the Census.  Integrated PostSecondary Education Data System.  Washington, D.C.:  U.S. 
Government Printing Office, 1998. 
 
Primary Clientele—A library’s user group, defined locally by each library, e.g., taxpayers, students and faculty, local 
community, etc. and as described in the library’s mission statement. 
 
Reciprocal Borrowing—A form of cooperative agreement between two or more libraries allowing their users on-site 
circulation privileges at another library.  For purposes of this policy, reciprocal borrowing does not cover remote 
circulation (a means of allowing eligible library users to check out materials off site) or interlibrary loan. 
 
Regional Library System—As defined by the provisions of the Illinois Library System Act [75 ILCS 10], the central 
office of an organization of public and other types of libraries that enter into an agreement to provide any or all library 
services on a cooperative basis. 
 
Returnables—Materials that the supplier/lending library expects to have returned.  Examples of returnables include 
books, dissertations, microfilm reels, sound recordings and audiovisual materials. Department of Commerce.  
Bureau of the Census.  Integrated PostSecondary Education Data System.  Washington, D.C.:  U.S. Government 
Printing Office, 1998. 
 
Special Handling Provisions—Conditions for loaning set by the lenders such as restrictions on copying, in-library 
use only, or other special handling provisions designated by the lender. 
 
Verification—The process by which a library determines the accuracy of information.     
 
Working Days—Days on which the library is open for service, excluding Saturdays, Sundays or holidays. 
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All applicable consortium, state, or regional codes that apply. 
Standard bibliographic tools and services necessary for verification and location of requested 
materials. 
Appropriate interlibrary loan forms. 
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APPENDIX A 


 
 


To access the current American Library Association’s Interlibrary Loan Form, visit the ALA 
website at: http://www.ala.org/rusa/illformprint.html  
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I.  Definition 


 


 Interlibrary loans are transactions in which library materials are made available from one library to another 


upon request. An interlibrary loan is defined as a transaction in which the material moves from library to 


library/designated library user. 


 


II. Scope 


 


       1. Interlibrary loan services are governed by the ILLINET Interlibrary Loan Code, 2000 and the 


National Interlibrary Loan Code, 2001. 


 


      2. Any type of library material needed for any purpose, including but not limited to study, 


instruction, information, recreation, or research may be requested from another library.  


  


      3. Interlibrary loan is a mutual relationship and libraries are strongly encouraged to supply 


materials as freely as they request materials.  Any materials, regardless of format, may be 


requested from another library.  The supplying library determines whether the material can be 


provided and in what format. . 


 


      4. Each library shall have an interlibrary loan policy statement which shall be  available upon 


request and which shall be on file with MLS. 


 


       5. On an annual basis, as requested by the State Library, MLS members shall complete a 


statistical report of their interlibrary loan activities.  These reports shall be sent to the State 


Library or their designated agent, as specified on the report form.  
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III. Responsibilities of Requesting Libraries 


 


 1. The requesting library is responsible for compliance with the copyright law (Title 17, U.S. 


Code) and its accompanying guidelines, and shall inform its users of the applicable portions 


of the law.  An indication of compliance shall be provided with all copy requests. 


 


 2. The requesting library shall utilize their local resources, including full text electronic resources, 


before initiating ILL requests. 


 


 3. The requesting library shall refer to the MLS Direct Loan Directory prior to requesting any 


library material from an MLS library to assure compliance with the lending library's policy. 


 


 4. Materials requested shall be described as completely and accurately as possible, following 


accepted bibliographic practice.  Before a request is submitted to MLS/ILL, verification should 


be attempted on FirstSearch . MLS members are responsible for obtaining the loan of 


materials held within Illinois directly from any and all electronic resources available to them, 


this includes but is not limited to SWAN, Illinet Online and the FirstSearch database.    


 


 5. The requesting library shall honor the lending library's conditions of loan. The requesting 


library shall convey these conditions to the patron. 


 


 6. Unless specifically forbidden by the lending library, the requesting library may copy material, 


provided this does not violate copyright laws and will not result in damage to the original 


material. 


 


7. The requesting library is responsible for borrowed materials from the time they leave the 


supplying library until they have been received back.  If damage or loss occurs, the requesting 


library is responsible for compensation or replacement, in accordance with the preference of the 


supplying library.  


 


 


IV. Responsibilities of Lending Libraries 


 


 1. Libraries shall implement generous lending policies with due consideration for the needs of 
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their primary clientele. 


 


 2. The lending library shall search, locate, send, reply, refer or provide notification of 


cancellation of all ILL requests within four working days of receipt.  


 


 3. The lending library shall notify the requesting library (or MLS/ILL when appropriate) of dates 


and duration of loans on the materials, renewal policies, and special handling. 


 


 


V. MLS/ILL Responsibilities 


 


 1. The Metropolitan Library System/ILL Service will act as a facilitator for the MLS membership. 


 All resources of the MLS Bibliographic Collection and information retrieval databases shall 


be utilized in an attempt to verify, locate, and fill requests submitted to MLS/ILL by the 


membership. 


 


 2. The Metropolitan Library System/ ILL Service will support the ILL activities of the MLS 


membership by providing them with ILL continuing education opportunities and consulting 


services. 


 


3. MLS/ILL will make available online the current MLS/ILL Procedures Manual. 


 


4. . MLS/ILL will make available online the current MLS Photocopy Directory and MLS Direct 


Loan Directory to assist members in resource sharing. 


 


5. MLS will reimburse MLS members for any of their Interlibrary Loan items verified as having 


been lost in MLS delivery. 


  


 


VI. Fees 


 


 1. Libraries may not charge service fees or delivery fees for the loan of items to other 


Metropolitan Library System libraries. 
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 2. Libraries are encouraged to absorb the costs of providing photocopy service, however, after 


carefully reviewing and evaluating their organizational environment, libraries may charge fees 


for the provision of photocopies. 


 


 3. Libraries may charge for special delivery handling (i.e., Federal Express delivery), or special 


services (i.e., RUSH service - 24 hour delivery of item or fax delivery). Prior to shipping, any 


fees must be agreed upon by the two parties involved. 


 


 4. Current fee policies should be stated in the online MLS Photocopy Directory. 


 


5. Libraries may not charge overdue fines to other libraries.  


 


 


 


VII. Violation of Responsibilities 


 


  Continued disregard of the provisions of this policy statement shall be sufficient reason for 


suspension of borrowing privileges with MLS and ILLINET. 


 


 1. In the event of an MLS member library's continued disregard of this policy statement, the two 


MLS members involved should attempt to resolve the issue directly. 


 


2. If the MLS members are unable to resolve an issue directly, a written complaint of a policy 


violation should be forwarded to MLS/ILL. Any suspension will take place after due process, 


which will include review by MLS staff and the MLS Advisory Committee.  Access to MLS 


Interlibrary Loan will be withdrawn by the MLS Board only after consideration of the library's 


position. 


 


 3.  Suspension of a library's ILLINET privileges shall be reviewed by the State Librarian in 


accordance with System Rules and Regulations (currently Section 3030.115). 
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THE ILLINET INTERLIBRARY LOAN CODE 
 
 
 
 
 


 
 
 
 
 


PREFACE TO THE ILLINET INTERLIBARY LOAN CODE 
 
As partners in the Illinois Library and Information Network (ILLINET), more than 4000 multitype 
(academic, public, school and special) member libraries contribute to the ongoing enrichment of 
the state’s library resources.  Dating from 1975, ILLINET relies on resource sharing to fill the 
information, recreation and research needs of library users.  Individual libraries, financially and 
programmatically challenged to meet the requests of their users, can do so through statewide 
cooperative collection management agreements and a high level of local commitment to 
interlibrary loan.   
 
The leadership and collegiality of the Illinois State Library, the 12 regional library systems and 
the member libraries ensure the future of the Illinois information base.  With the addition of two 
key linking mechanisms, automation and document delivery, the Illinois library community is 
assured of continued, even increased, access to information in the 21st Century. 
 
Note: The first “Illinois Interlibrary Loan Code” was written in 1971.  It has been revised in 1988 
and 1993.  The current revision was completed in 2000. 
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ILLINET INTERLIBRARY LOAN CODE 
 
 
This code, approved by the Illinois State Library Advisory Committee, endorsed by the Illinois 
Library Systems, and adopted by the Illinois State Library, effective September 1, 2000, governs 
interlibrary lending policy within ILLINET.  Based on the most current American Library 
Association National Interlibrary Loan Code, this code promotes efficient resource sharing 
among ILLINET libraries.  Specific procedures for interlibrary loan are not included in this code 
because they are considered the prerogative of individual libraries. 
 
 
 
I. DEFINITION 
 


Interlibrary loans are transactions in which library materials are made available from one 
library to another.  An interlibrary loan is defined as a transaction in which the material 
moves from library to library/designated library user.  The libraries involved in interlibrary 
loans are not under the same library administration.  NOTE:  Reciprocal borrowing is not 
within the scope of this document (see definition in Glossary). 


 
 
 
II. SCOPE 


1. Each library is responsible for developing collections in response to local needs.  
Interlibrary loan is an adjunct to, not a substitute for, collection development in 
individual libraries.   


2. It is the prerogative of each ILLINET library to enter into mutually beneficial 
cooperative/reciprocal agreements in order to meet the needs of its primary 
clientele.  Such agreements are outside the scope of this code.  In the absence of 
pre-arranged agreements between and among specific libraries, this code governs 
interlibrary loan among ILLINET libraries. 


3. Any type of library material needed for any purpose, including but not limited to 
study, instruction, information, recreation, or research, may be requested from 
another library. 


4. Interlibrary loan is a mutual relationship and libraries are strongly encouraged to 
supply materials as freely as they request materials. Any materials, regardless of 
format, may be requested from another library.  The supplying library determines 
whether the material can be provided and in what format. 


5. Each library shall have an interlibrary loan policy statement which shall be available 
upon request. 
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III. RESPONSIBILITIES OF REQUESTING/BORROWING LIBRARY 
 


1. The requesting library is responsible for compliance with the copyright law (Title 17, 
US Code) and its accompanying guidelines, and shall inform its users of the 
applicable portions of the law.  An indication of compliance shall be provided with 
all requests for photocopies.   


2. The requesting library should avoid sending the burden of its requests to a few 
libraries.  However, it is the responsibility of each library to determine the best 
source for the requested material. 


3. Requested items shall be cited completely and accurately and owner or location 
verified.  The requesting library should transmit all interlibrary loan requests in 
standard bibliographic format in accordance with the protocols of the electronic 
network or transmission system used.   In the absence of an electronically 
generated form, the elements of the American Library Association Interlibrary Loan 
request form should be used (see Appendix A). 


4. When items cannot be verified and/or located, "cannot verify" or "cannot locate" 
shall be indicated on the request and source of reference, if available. 


5. The borrowing library shall honor the lending library's conditions of loan including 
observation of dates and duration of loans, recall notices, fees (if applicable), and 
special handling provisions.  The borrowing library shall convey these conditions to 
library users. 


6. The borrowing library is responsible for borrowed materials from the time they 
leave the supplying library until they have been received back.  If damage or loss 
occurs, the requesting library is responsible for compensation or replacement, in 
accordance with the preference of the supplying library.   


 
 
 
IV. RESPONSIBILITIES OF LENDING LIBRARY 
 


1. Libraries are strongly encouraged to implement generous lending policies with due 
consideration for the needs of their primary clientele.  


2. The lending library shall search, locate, send, reply, refer or cancel all ILL requests 
within four working days of receipt.   


3. The lending library may return a request unfilled when bibliographic data and 
location are incomplete. 


4. The lending library shall notify the borrowing library of dates and duration of loans 
on the materials, renewal policies and special handling.  If possible, the lending 
library shall send a copy of the original request along with any materials loaned. 
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V. FEES 
 


1. Libraries may not charge service fees or delivery fees for loans of returnables to 
other ILLINET libraries, except as noted under the provisions for “Rush” requests.  
If a library chooses not to use ILDS or Intra-System Delivery for delivery and 
prefers another mechanism, they should negotiate this with borrowing/lending 
libraries. 


2. Libraries are encouraged to absorb the costs of providing photocopy service, 
however, after carefully reviewing and evaluating their organizational environment, 
ILLINET libraries may charge fees for the provision of photocopies.  Libraries 
charging service fees for “Rush” delivery fees should make their policies available 
on request. 


3. Libraries may not charge overdue fines to other libraries.  
 
 
VI.  RUSH AND URGENT REQUESTS 
  


1. “Rush” service requests are those in which the requesting library designates the 
request to be “Rush” and requires the item to be processed and sent within 24 
hours/one working day. 


2. Requesting libraries which need an “Urgent” request (one filled faster than “Rush”) 
shall negotiate such conditions and fees directly with the lender.   


3. An ILLINET library may, by policy or on a case by case basis, choose not to offer 
“Rush” or “Urgent” service. 


 
 
VII. VIOLATION OF THE CODE 
 


1. Should a violation occur, the following procedures should be followed. 
a. The lending/requesting library is responsible for informing the 


requesting/lending library of any failure to observe the provisions of this 
code.  If necessary, one library may suspend service to a library which 
disregards its policies.  Such action requires written notification to the 
suspended library, specifying the terms and duration of the suspension.  A 
copy of all documentation should be sent to the regional library system(s). 


b. The lending/requesting library is also responsible for reviewing ongoing 
circumstances and for reinstatement of borrowing privileges.  These should 
be done on a timely basis.  The lending/requesting library should provide 
written notification of this action to the suspended library and the regional 
library system(s). 


 
2. Should violations continue, the following procedures should be followed. 


a. Same regional library system--Should a library continue to commit 
borrowing/lending violations, the other library or libraries may request the 
regional library system serve as negotiator.  The request must be written 
and a copy should go to the library allegedly committing the violations as 
well as the regional library system. 
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b. Two regional library systems--Should the libraries be in two different regional 
library systems, those systems should work together as negotiators to 
resolve the problem.  A request for negotiation should be written by the 
lending/borrowing library, with copies sent to the library allegedly committing 
the violations and to both regional library systems. 


 
3. Continued disregard of the provisions of this code despite negotiation efforts shall 


be sufficient reason for suspension of borrowing privileges within ILLINET and may 
result in the suspension of all ILLINET privileges. 


 
4. The following steps are necessary in order to suspend a library’s ILLINET 


privileges. 
 


a. The initiating library should provide a written complaint of the continued code 
violations.  The complaint should be directed to the regional library system 
for documentation of notification (see VII. 1.) and negotiation (see VII. 2.) 
efforts. 


b. If a second regional library system has been involved in the negotiations, the 
complaint should be directed to them for documentation of negotiation (see 
VII. 2.). 


c. The regional library system(s) should document the effectiveness of any 
negotiations.  They will also make a recommendation supporting or disputing 
the initiating library’s request for suspension of ILLINET privileges. 


 
5. The complete report should be sent to the violating library, the regional library 


system(s) and to the Illinois State Library, which will act on the recommendations in 
the complaint.  The Illinois State Library, in consultation with the regional library 
system(s), will decide on the appropriate action in accordance with the System 
Rules and Regulations (Section 3030.115). 
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GLOSSARY 
 


Commercial Document Delivery—CARL’s “Uncover” or the British Library; some libraries may fill requests for 
materials by using commercial suppliers. 
 
Cooperative Agreement—A binding agreement between two or more parties. 
 
Cooperative Collection Management—Cooperative activities include the coordination of selection and purchasing 
of materials to avoid unnecessary duplication and to make collections complementary to one another.  Standards for 
the Services of Illinois Multitype Library Systems.  Springfield, Ill.: State of Illinois, 1992. 
 
ILDS—Known variously as Intersystem Library Delivery System, Inter Library Delivery System, or Illinois Library 
Delivery System, ILDS is a dedicated surface delivery system funded by the Illinois State Library through a grant to 
the subcontractors.  The ILDS delivery system runs between individual library systems and other designated stops 
throughout the state of Illinois.  Peterson, Fred M.  “A Study of the Surface Delivery of Library Material in Illinois.”  
Springfield, Ill.:  Illinois State Library, March 1997.  Photocopied. 
 
ILLINET—Illinois Library and Information Network; the cooperative network of multitype (academic, public, school 
and special) libraries in Illinois.  ILLINET is coordinated by the Illinois State Library.  Membership is open to those 
libraries which are members of one of the 12 regional library systems as defined by the Illinois Library System Act 
[75 ILCS 10].  ILLINET includes, but is not limited to, ILDS and ILLINET/OCLC services. 
 
Intra-System Delivery—Dedicated delivery systems operated by the individual regional library systems for their 
members.  Systems may operate the delivery service or may subcontract for it.  Peterson, Fred M.  “A Study of the 
Surface Delivery of Library Material in Illinois.”  Springfield, Ill.:  Illinois State Library, March 1997.  Photocopied. 
 
Non-returnables—Materials that the supplier/lending library does not expect to have returned.  Examples of non-
returnables include photocopies or facsimiles, fiche to fiche copies, print copies of microfilm, electronic full-text 
documents and gratis print copies of unpublished reports and/or departmental working papers.  Department of 
Commerce.  Bureau of the Census.  Integrated PostSecondary Education Data System.  Washington, D.C.:  U.S. 
Government Printing Office, 1998. 
 
Primary Clientele—A library’s user group, defined locally by each library, e.g., taxpayers, students and faculty, local 
community, etc. and as described in the library’s mission statement. 
 
Reciprocal Borrowing—A form of cooperative agreement between two or more libraries allowing their users on-site 
circulation privileges at another library.  For purposes of this policy, reciprocal borrowing does not cover remote 
circulation (a means of allowing eligible library users to check out materials off site) or interlibrary loan. 
 
Regional Library System—As defined by the provisions of the Illinois Library System Act [75 ILCS 10], the central 
office of an organization of public and other types of libraries that enter into an agreement to provide any or all library 
services on a cooperative basis. 
 
Returnables—Materials that the supplier/lending library expects to have returned.  Examples of returnables include 
books, dissertations, microfilm reels, sound recordings and audiovisual materials. Department of Commerce.  
Bureau of the Census.  Integrated PostSecondary Education Data System.  Washington, D.C.:  U.S. Government 
Printing Office, 1998. 
 
Special Handling Provisions—Conditions for loaning set by the lenders such as restrictions on copying, in-library 
use only, or other special handling provisions designated by the lender. 
 
Verification—The process by which a library determines the accuracy of information.     
 
Working Days—Days on which the library is open for service, excluding Saturdays, Sundays or holidays. 
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APPENDIX A 


 
 


To access the current American Library Association’s Interlibrary Loan Form, visit the ALA 
website at: http://www.ala.org/rusa/illformprint.html  
 





