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Music and Drama Performance Sets: 

Returning Loans to Responder Libraries

Contents should be checked against a copy of the responder library’s inventory, making sure parts are in order, and the correct number has been returned in the original binding, wallet or casing.
Any damaged or missing items must be clearly identified, and action taken to address the situation must be reported to the responder library.  

Even if the set is incomplete, the majority of the items should be returned to the responder library, with an account of action taken to recover or replace the missing items.
Any illegal photocopies must be removed.  Official or authorised photocopies will be stamped with an official or authorised publisher stamp (usually red ink).
Check that your borrower has removed any pencil markings.  Pencil markings must be removed before the set is returned to the responder library.  
Responder libraries may charge for damaged items, including any indelible markings.
Responder libraries may charge replacement fees in the case of missing items, which may include administration and re binding costs.
The set should be returned in suitable packaging, and care should be taken to ensure sets from different sources are packed separately.  
Ensure that the packaging is strong enough for its contents, use sufficient packaging to protect the contents and prevent movement within the parcel
Ensure all previous addresses, stamps or franking have been obliterated
Securely seal and label all packages clearly, the complete postcode is essential

Where possible, ensure sets are not split between parcels, but be aware of maximum weight limits (health and safety weight limit is recommended at 13 kg per unit).  If sets are unavoidably split between packages, label all units clearly 1/2 2/2 etc.
Consider the value of the item you are sending and use the appropriate service:  In the event of loss or damage, items sent via DX Standard Service carry a maximum £20 indemnity.

NWLIP would recommend using a tracked service such as DX Consigned for multi-volume items and for the return of all British Library material.

The requester library must abide by any stipulation regarding transportation of returns etc.
See also Transportation of Inter Library Loans for general advice.
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