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WESTMINSTER MUSIC LIBRARY

REGULATIONS FOR THE LOAN OF ORCHESTRAL MATERIAL


A. Conditions for hiring

1. Orchestral sets may be borrowed from Westminster Music Library by an orchestra whose application for borrowing facilities has been accepted by the library.

2. An application form, obtainable from the Library, must be completed by an orchestra wishing to obtain facilities to borrow orchestral sets.  You will then receive our catalogue and yearly updates.

3. In the case of an orchestra attached to an educational institution, consisting entirely or mainly of students undergoing an educational course at an institution, the application form must indicate in the designated place that a member of the staff has undertaken to act as a guarantor for the orchestra.

4. An orchestra must inform the Library immediately of any change of name of the orchestra, change of officers of the orchestra, or any change of address of the officers.
B. Borrowing facilities and conditions

1. Sets may be borrowed in person or by post.

2. Personal loans will be made only to one of the officers who have signed the application form, or to any person given authorisation in writing from one of the officers.  Loans will not be made to unauthorised persons.

3. Postal loans will only be made to one of the officers who have signed the application form.

4. All postage costs involved in postal loans must be met by the customer.

5. Sets posted by the Library are sent by first class post only.

6. Sets borrowed by post must be securely wrapped when returned to the Library.

7. Any set in the library’s stock which is not immediately available may be reserved, but the Library cannot guarantee that such items will be available by the date required.  Sets may be reserved up to 12 months in advance.

8. The library will consider suggestions for the purchase of sets not in stock.

C. Loan periods and charges

1. Sets are lent initially for a given number of calender months ranging from a minimum of one month to a maximum of six, as required by the borrower.

2. A charge is made per calender month for each set borrowed.  The current scale of loan charges is obtainable from the Library.

3. The Library will not lend a set in any circumstances before the appropriate hire charge has been paid.

4. No refunds of hire fees are made by the library in the case of sets returned before the end of the loan period for which payment has been made.

5. The loan period for postal loans begins on the day when the set is posted by the library, not on the day when the borrower receives the set.

6. A set retained by a borrower beyond the date arranged for its return immediately becomes liable for a further hire fee at the standard rates.

D. Renewal of loan

1. Unless a set is required by another borrower, its loan may be renewed, in person or by post, for up to a maximum of six months.

2. A renewal is regarded by the library as a new loan for payment purposes and will be charged for at the appropriate rate.  Renewals will not be considered to have taken place until the appropriate payment has been received by the library.

3. Renewal loan periods follow on from the previous loan periods without any break or overlap.

4. Enquiries about the possibility of renewing a loan should be made as early as possible before the expiry of the current loan period.

E. Lost and missing parts

1. Sets borrowed in person should be checked for completeness before being taken from the library.  The absence of any part should be reported immediately to the staff.

2. Sets borrowed by post should be checked upon receipt.  The library should be notified within 3 days of receiving the material if any parts are missing.

3. Sets must be checked by the borrower and the parts put in correct numerical order before being returned to the library.  All sets will be checked for completeness on return.

4. Responsibility for parts missing from a set once it has been issued on loan by the library will rest solely with the borrower; except, in the case of a postal loan, where the library has been notified immediately that parts were missing when the set was first received by the borrower.

5. The provision of replacement copies of parts lost by a borrower while the set is still on loan is acceptable to the library, provided that the parts purchased are the same edition as the rest of the set.  Photocopies made by the borrower to replace missing parts will not be acceptable to the library as an alternative to the purchase of new copies.  

6. The return of incomplete sets except in circumstances detailed above will result in the suspension of borrowing privileges until the missing parts are replaced or paid for

F. Loss of sets

1. Once an orchestra has taken possession of orchestral material from the Library, it will remain responsible for it until its safe return to the library.  The orchestra will be held liable for the full replacement value of any set lost in transit to the library, or lost whilst in its possession.

G. Withdrawal of borrowing facilities

1. The library will take all the necessary steps to secure the return of overdue sets and the payment of outstanding loan and replacement charges.

2. Borrowing facilities will be withheld from an orchestra as long as overdue sets remain in its possession, or charges which it incurred remain unpaid.

3. The Library retains the right to withdraw borrowing privileges at any time if the orchestra fails to comply in any respect with the library’s regulations for the loan of orchestra sets.

Please ensure you have read and understood the regulations contained within this document before returning the enclosed application form
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