7. ONLINE LOAN SERVICES

« Interlibrary loan.
« Holds: from the document record in the
OPAC.
« From the OPAC / Users Services, you
may:
« Check your loans in your account.
« Renew your loans.
« Request items to other University
libraries.
« Cancel your reservations.

REMEMBER: ID-NIP: In order to use the-
se services, users may log in with their ID
(University membership number, barcode
of the University card) and their NIP
(=PIN Personal Identification Number),
which is last 4 numbers of the ID. For your
security, we recommend you to change
your NIP .
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8. INTERLIBRARY LOAN

Users may obtain on loan original works or
copies of documents which are not whithin
the University Library holdings.

You have access to the electronic form by
first logging in Campus Global, where you
click on Library and, then, on Services and
on Interlibrary Loan.

9. HOW TO BOOK LAPTOPS

Laptops are exclusively loaned to the stu-
dents.

It is necessary to produce the University
card and a valid personal identification
such as a passport.

Maximum period of loan: 3 hours.

LIBRARIES AND INFORMATION DESKS

* Colmenarejo Campus Library. Menéndez
Pidal Building.

Tel. 91.856.12.32
aucolmena@listserv.uc3m.es

* Social Sciences and Law Library, Maria
Moliner Building. Getafe Campus.

Tel. 91 624.97.20
auccssjj@listserv.uc3m.es
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* Polytechnic School Library, Rey Pastor
Building. Leganés Campus.
Tel. 91.624.94.53
aupolitec@listserv.uc3m.es

Vicerrectorado de Infraestructuras,
Medio Ambiente y Calidad

Information Science Library, Concepcién
Arenal Building. Getafe Campus.
Tel. 91 624.92.72
auhuman@listserv.uc3m.es

S, | Servicio de Biblioteca
http://biblioteca.uc3m.es
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1. WHO MAY USE
THE LOAN SERVICES?

All UC3M members: students, academic
staff and employees may use the loan ser-
vices, by presenting the University card.
The card is a non transferable document.

An authorization may be granted, in special
cases, to external readers, by means of an
application, endorsed by a University pro-
fessor or an associate professor.

2. HOW MAY | BORROW AN ITEM

You can search the online catalogue
(OPAC) to find the document you need
http://biblioteca.uc3m.es. In “Item Infor-
mation” you will get a holdings display
with the items locations at the Library.

Most collections are available on open
shelves, some of them are not. These items

may be requested at the suggested desks.

LOAN SERVICES GUIDE

Once you have located the item, you may
borrow it at the loan desks or in the self
check-out machines (read carefully the
instructions and do not forget to pick up
your receipt).

If you are a regular user of one of our libra-
ries and you need to obtain an item located
in any of the other University libraries, you
can request it by using the electronic form
in the OPAC.

3. WHAT MAY | GET ON LOAN?

The greater part of our holdings is on open
shelves and is borrowable. Please check the
tables below to get to know the Library
loan policy.

Some special collections can only be loa-
ned to a certain kind of users.

For example, the teaching material is only
loaned to the teaching and researching
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staff. Nevertheless, all users may always
consult those materials on site.

The non-borrowable collections, such as
journals, press, reference, the CDE collec-
tion and other special materials must al-
ways be consulted on site.

4. MAY | RENEW MY LOANS?

All borrowed items may be renewed, ex-
cept for Basic Texts, laptops and any other
items reserved by a user, and as long as
there is not a previous penalty.

5. HOLDS

An item may be reserved if all its copies
are loaned. Every user can reserve three
different items maximum. Laptops and
Basic Texts (Polytechnic School) cannot be
reserved.

6. PENALTIES

General rule: 2 days of suspension of
borrowing rights per item and day of

delay.

Basic Texts and Special Loans: 7 days

per item and day of delay.

Laptops: 30 days per delay, accumulati-
ve per days of delay.

BIBLIOGRAPHIC AND NON BIBLIOGRAPHIC MATERIALS LOAN

TBEA)?T'(S: D, FOLL, | TEXTBOOKS Stgi'l\’?" L'TTESQ' ol AUDIOVISUAL SPECIAL TEACHING LAPTOPS
TYPE OF FM, TU (S) COLLECTION MATERIALS MATERIAL
USERS (EPS) (FR. AR) (N, P, T)
Ne | HOURS | Ne | DAYs [ Ne DAYS Ne DAYS N | pAvys | ne | DAvs No DAYS No DAYS No DAYS HOURS
PDI 30 30 15 365 10 7
PAS 30 5
Postgraduate 15 7 3
students
Departments
Scholars 5 15 5 7 3 15 3 7 5 7 Only
Proyecto Fin consult
de Carrera 1 9 p Only
consult
Students 2 7 3
Alumni 5 15




