CTU Library Reserve Collection Procedure
Below is the reserve collection procedure.  
I. Purpose

The purpose of the CTU Library’s reserve collection is to provide fair, timely, and central access to materials in high demand.
II. Scope 

A. Materials which may be placed on reserve: 

1. Books and media materials (audio, audio/visual, and software). 

2. Course notes
3. Solution Guides.

4. Photocopies of specific materials when within CEC copyright guidelines 

5. Instructor’s Personal copies.

a. If the CTU Library does not own a particular item, an instructor’s personal copy may be put on reserve.  Placing of personal copies must be reviewed with the Librarian. 

b. The CTU Library will provide reasonable protection in shelving, circulation, and retrieval of personal copies according to established procedures.  However, the library cannot assume responsibility for the replacement of lost or damaged personal copies.

6. Multiple copies of materials when necessary.
B. Materials which may not be placed on reserve: 

1. Current periodical volumes. 

2. Items from the CTU Library reference collection. 

3. Reproductions of print and non-print materials in violation of CEC copyright guidelines. 
4. Materials received through Interlibrary Loan.

III. Reserve Requests 

A. Only faculty members (hereafter referred to as instructors) may request that an item be placed on reserve. 
B. Instructors are to use a Reserve Request Form to place an item on reserve.  These forms are available at the CTU Library Circulation Desk or may be emailed to the instructor by the CTU Librarian. 
C. On the last day of classes of each quarter the CTU Librarian will distribute both a current reserve list and a Reserve Request Form to each instructor. Any request to retain the current reserves, changes to reserve lists, or new reserve requests must be submitted to the CTU Librarian no later than one week after the start of the quarter.  If no request is received, the assumption on the part of the CTU Library is these materials will no longer be needed by the instructor and will be returned to the Library shelves, recycled, and personal copies will be returned to the instructor. 

 To ensure timely processing of requests, instructors are asked to provide complete and accurate information on request forms. Materials may be added to a reserve list at any time during the semester, and will be available for use at the time of opening on the third business day after the request has been received.

D. Each instructor teaching the same course and wishing to put the same titles on reserve must submit a request form listing the identical titles.  If this is not done, these items will not be listed under each instructor’s name in the reserve list and students will not be able to locate them.

IV. Loans 
A. Instructors must indicated the length of time that student’s may use the materials: In library use  only, may be removed from the library for 2 hours use to allow copies, overnight check out, and three day check out.  
B. All borrowers are responsible for fees associated with lost or damaged materials.
