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2. The Library may, at its discretion, place an entire volume in the 
reserve section rather than photocopying or duplicating a portion of 
it. 

3. All materials placed in the reserve section may be used by students 
for the amount of time specified by the instructor, up to ten days or 
up to five days for media items. 

4. Requests to place material in the reserve section or remove 
material from the reserve section can be made by the instructor at 
any time.  Requests are processed as soon as possible in the order 
they are received. 

5. Materials in the reserve section will be returned to the Library 
section or instructor at the end of the academic term. 

C. Reserve Materials Loan 

1. Anything to be loaned for less than overnight may not be removed 
from the Library. 

2. Extensions to the designated loan period can only be made if the 
instructor gives their approval of the extension either in writing or in 
person. 

3. The best mechanism for the timely return of materials is the 
instructor's insistence that reserve materials be returned when due. 
However, as an added protocol, a fee of $0.50 per hour (or fraction 
thereof) will be charged for all overdue reserve material. For 
materials that check out overnight, the fee will be $1.00 for each day 
or portion of a day the material is overdue. 

D. Other Information on Reserves 

1. Reserve materials are typically intended for multiple users. On a 
case-by-case basis, the Library will place materials in the reserve 
section for independent study projects and other teaching/learning 
situations oriented toward an individual. 

2. The maximum number of copies of an item normally placed in the 
reserve section is one copy for each 15 students in a course. 

3. The Library will recall regularly circulating items on loan needed for  
reserve. 

4. All materials are removed from reserve the week following the last 
day of the academic term unless requested to do otherwise by the 
instructor. 

5. When two or more instructors request the same title for reserve, the 
instructor to first make the request may specify the details 
concerning loan of the reserved material. However, the Library will 
notify instructors 
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circulating items in the reserve section to allow for more efficient 
access by patrons. 
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