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Care and handling of library materials

Users are asked to take great care when handling library materials, as careless handling can cause irreparable damage to books and archives. To minimise the risk of damage please read and follow these instructions for use.

Please
· Use only a pencil for taking notes. Do not use pens or highlighters.  

· Make sure your hands are clean, and free of hand cream. 

· Don’t write, lean or rest anything on books or documents. If you need to hold a page down, please ask for a book weight.

· Don’t insert bookmarks, attach notes or post-it notes to books or documents, or fold over corners. If you are going to use it again, then make a note of the page reference.

· When using a file of loose documents keep all documents in order; don’t remove any staples, clips or fasteners.

· Handle each loose document carefully to prevent tearing or creasing.

· Don’t place open books face down on tables.

· Don’t force open a tightly bound volume or bend back the covers or spine.

· Items issued to you against a call slip can only be consulted one at a time.

· All items issued to you against a call slip must be returned to the library desk whenever you leave the Reading Room and at the end of your day.

· Ask library staff for assistance if you are unsure how to handle a book or document 

· If the library has to be evacuated please leave all library items on the tables and leave the building as quickly as possible through the main entrance.

The following specialist equipment is available at the library desk: 

book cushions, book weights, cotton gloves, magnifying glass, angle poise lamps.

You must follow any instructions that library staff give you on handling library materials.
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