GUIDELINES FOR MAKING REQUESTS TO LINC LIBRARIES
Here are the new guidelines for making requests through the LINC y Gogledd scheme.  Thank you to Sheila Evans of Conwy for allowing me to adapt and expand the guidelines she has prepared for the Conwy libraries’ staff handbook.  If you have any questions or problems please contact Eleri TalNet by phone (01286 679843) or by e-mail (EleriLJones@gwynedd.gov.uk ).

1. When do I use LINC?
If a request can’t be satisfied from TalNet stock or isn’t suitable for purchase, you must check if a copy is available from one of the LINC libraries before going through the ILL system.  
WARNING.  NewNet and Wrexham have the same restrictions on new stock as the TalNet counties, i.e. items that have been in stock for less than 12 months are not available for loan.

2. Is there a charge?
Requests within LINC are FREE, as with other requests within Wales.
3. How do I check if the item is available via LINC?
· You can search for an item via CatCymru (http://library.wales.org/catcymru) or on the individual catalogues via the LINC website (http://www.lincygogledd.org.uk).
· Check if the item is available for loan; if available, but out on loan, you may still request it but please check if the borrower is willing to wait.
WARNING. Bangor University use “available” to signify “in stock”, so please check the LOCATION, see below.

· Check that it is at a location that is willing to lend, as NOT all locations at Bangor University are willing, e.g. the Law Library and the Music library.  See the GWAHARDDIADAU - RESTRICTIONS document.
· Check the status of the item to ensure it is not a restricted loan.

WARNING. Coleg Llandrillo will only loan out items with the loan type “General” and they have a number of restricted period categories, e.g. 7-day, overnight loan or reference only.
4. How do I request an item from a LINC library?
· Send an e-mail to:

· Bangor University LINC@bangor.ac.uk 
· Coleg Llandrillo   lincrequest@llandrillo.ac.uk
· Coleg Menai   karen.hughes@menai.ac.uk
· Flintshire / Denbighshire Libraries (NewNet) newnet@flintshire.gov.uk 
· Wrexham Libraries ill@wrexham.gov.uk
· Yale College, Wrexham   lrc@yale-wrexham.ac.uk 

· Glyndwr University, Wrexham   ill@glyndwr.ac.uk 
· In the Subject Line put - “LINC request from xxx Library”
WARNING.  Please use the full name of your library NOT the TalNet location code - which is meaningless to everybody else!      
· In the body of the e-mail include the following details:
· Author

· Title

· ISBN (if there is one)

· Call number or Class number
· Location

· Status (e.g. Available)
· Branch library name
· Borrower number (for Eleri’s benefit)
N.B. These details can be copied and pasted directly from the LINC partner’s catalogue into your e-mails to save typing them up.        
· Please send only one request at a time by e-mail, even if you have more than one request from the same reader.
· If the book is out on loan and the borrower is willing to wait, please let the LINC partner know when sending your request. 
· Send a cc to Eleri TalNet  EleriLJones@gwynedd.gov.uk 

5. What kind of response can I expect from the supplying LINC library?
· All libraries will try to respond ASAP, however if you don’t receive a response to your email within 3 days please contact the supplier via phone:
· Bangor University   01248 383048
· Coleg Llandrillo       01492 542342
· Flintshire / Denbighshire Libraries (NewNet) 01352 704422 
· Coleg Menai           01248 370125   ext 2235
· Yale College, Wrexham    01978 317302

· Wrexham Public Library    01978 292090
· Glyndwr University (Wrexham)    01978 293250.  
· If the supplying library is willing to loan the item, you will receive a message that tells you they are now supplying the request.
· If an item is out on loan they will send a message to say there will be a delay but the item has been reserved.  Let the borrower know what’s happening.
·  If the borrower decides they aren’t willing to wait, please ask the library to cancel the request.  Suggest your reader makes an ILL request for the item. 
REMEMBER.  ILLs supplied by libraries in Wales are free but those supplied by libraries outside Wales are charged for!
6. What do I do when the request is supplied?

· Find the original request and place in the item, just as you would do with an ordinary ILL request.

· Stick a brand-new barcode on a clean date-label (or another blank piece of paper) and clip to the item.
· E-mail Eleri TalNet (EleriLJones@gwynedd.gov.uk) with the following details AS SOON AS POSSIBLE: 

· Supplying library
· ISBN

· Borrower number

· Date due back

· Bar-code

N.B. You can use your original e-mail request and simply add the date due back and bar-code!

· Eleri will reply ASAP to inform you that the item is processed.  Once you have been notified by her, the item can be loaned on Talis as usual.
7. How long is the loan period? 
All LINC requests should be issued out for 3 weeks.  However please be aware that the full loan period from the date it is issued from the supplying library is 6 weeks, which includes 3 weeks at branch plus time to distribute/return it.  If your reader wants it for longer then you can ask for a renewal.  
8. How do I renew items from LINC?
· It is probably easier to phone the supplying library when renewing an item (phone numbers as above).  If you get no reply, please email with relevant details (with cc to Eleri Talnet)
· Once you have been given a new due back date from the supplying library, please ensure you pass this on to Eleri so she can add it on the system.  You can then renew it as usual on Talis.
9. How do I return items to a LINC library?
· Email the barcode of the item of all LINC requests being returned to Eleri TalNet. (EleriLJones@gwynedd.gov.uk) so she can take them off the system. 

· Items can then be returned to the LINC partner via the appropriate van. Please see the instructions in the RETURNS document.
N.B. Please parcel the item and label it clearly!         
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