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Teti Library Mission Statement

The mission of the Teti Library at the New Hampshire Institute of Art is to support the college curriculum by providing NHIA students, faculty, and staff with exceptional library and information programs, resources, and services so that they, as life-long learners, are given the tools they need to achieve excellence in their scholarly and creative pursuits.

Library Goals
1. To provide access to current and authoritative information resources that will support the needs of the NHIA community and promote student success.

2. To serve as a resource to students and faculty by providing materials that support the curricular needs of Art History, Art Theory and Practice, Studio Arts, Photography, Illustration, and other arts and humanities departments.  

3. To provide quality, diversity, relevance, and balance that will promote the development of critical analysis skills and informed judgment.

4. To assist students with the construction of search strategies that result in the effective use of library resources through Information Literacy Instruction.

5. To provide a collection of materials relevant to professional development and enrichment for all students and faculty.

6. To provide qualified personnel to serve the NHIA community and to develop and maintain the collections and evaluate services on a continuing basis.
Library Committee

The purpose of the Library Committee is to facilitate communications among the library staff, the faculty, and the student body regarding the availability and use of Library resources. 

The Teti Library Committee is composed of two members of the library staff and two faculty members representing any of the Fine Art Departments at NHIA.  At the discretion of the Library Director, a student may be invited to participate in the Library Committee.

The Library Committee plans for and helps to implement revised or new library policies that help promote resources.

The Library Committee plans for the evaluation, assessment and promotion of library resources, facility and services including revising or updating library policies.

 
The Library Committee was established in 2008 and meets as an informal group twice a year—at the start of Spring and Fall semesters. 

Additional meetings may be called as necessary. Members serve a two-year renewable term.  

Consortia and Affiliations

The Teti Library at the New Hampshire Institute of Art is a full member of these and other organizations:

· GMILCS, Inc., a cross-borrowing consortium of 10 local public and 2 academic libraries. 
· New Hampshire College and University Council (NHCUC), a consortium of New Hampshire Colleges and Universities, which includes a library committee

· College Art Association

· Art Libraries Society of North America (ARLIS/NA)

· New Hampshire Historical Society

and its librarians are members of the:

· American Library Association (ALA)

· New England Library Association (NELA)

· Association of College and Research Libraries (ACRL)

· New Hampshire Library Association (NHLA)

Our Library Patrons

Full library privileges are extended to the students, faculty, staff and administration and alumni of the New Hampshire Institute of Art. 


Use of the library is a privilege, not a right. The Director of the Library is able to suspend or revoke borrowing and/or library use privileges if circumstances so warrant. 

Community Served through GMILCS Consortium

Residents of towns with GMILCS libraries are extended borrowing privileges by applying for a library card at their home library.
Limited access is granted to members of the community as long as it does not conflict with the needs of the primary patrons. All non-NHIA visitors must sign in at the circulation desk.

Teti faculty, staff and students wanting to borrow materials from other libraries in the GMILCS consortia must have their library card present. Additional forms of identification may be required and materials checked out on a user’s card becomes the responsibility of the card owner including any fees, fines, or replacement costs associated with that card. The GMILCS system will block check out privileges for any patron who owes $10.00 or more in fines or fees associated with his/her library card.

New Hampshire College and University Council (NHCUC) cross borrowing Services

New Hampshire College and University Council (NHCUC) cross borrowing is available for NHIA students, faculty and staff to check out material by going to a participating library directly (please ask at the circulation desk for a list of NHCUC member libraries) or by placing an Inter-Library Loan request through the Teti Library Circulation Desk. Replacement costs of materials that have been lost or damaged after being checked out from any of the NHCUC libraries are payable to the lending library along with a non-refundable fee of $15.00. 

You must present your Teti Library card when checking out any materials from other libraries within the NHCUC Consortia. A Teti Library or other GMILCS library card should be presented by its owner in order to check out any materials. Additional forms of identification may be required. Materials checked out on a user’s card become the responsibility of the card owner, who is also responsible for ensuring that any fees, fines, or replacement costs associated with that card are paid. 
Library Hours of Service

	During Academic Year

	Sunday 2PM to 6PM

Monday – Thursday 8AM –8:30PM
Friday 8AM-4:30PM

Closed Saturday

	During the Summer

	Saturday and Sunday Closed
Monday – Thursday   9AM-4PM
Friday 9AM – 1PM


Enter and Exit only through the Main Entrance doors. An emergency exit is located at the back of the library near the periodicals section.

GMILCS patrons are allowed access to the library during regular hours.  

Non-NHIA GMILCS patrons are allowed access to the library during regular Fuller Hall hours only, which are 8:30am to 5:30pm.

During intercession, summer sessions and vacation periods, the library operates with reduced hours. Hours are posted on the front entrance as well as under the Library Information “Hours of Service” on the NHIA web site. Library hours are subject to change as necessary.

To facilitate efficient closing, no materials will be checked in or out ten minutes prior to closing time and the photocopier and computers will be shut off. Please vacate the library prior to the official closing time.
Rules of Conduct

The Teti Library Staff strive to provide faculty, staff and students with an environment conducive to adult study. All library users are expected to conduct themselves in a manner that is quiet and respectful of other library users as well as the normal activities and functions of the library. Individuals who demonstrate disruptive behavior will be warned, may be asked to leave, may lose library privileges and/or may be reported to Security and/or the Dean.

We ask students to place their cell phones on silent and to take calls outside the library for their own privacy and not to disrupt others trying to study.

Engaging in any unlawful activity or any activity that interferes with patrons’ rights to a safe and quiet atmosphere is forbidden.

Illegal downloading or file sharing, or other illicit activities on Library Computers or in the Library is forbidden.

Food/Drink

Beverages are allowed so long as they are in an approved, spill-proof container. Small Snacks, at the discretion of the Library staff, are also allowed.  However, meals or café-type food is prohibited.  Library users who do not comply may be asked to leave the library or may lose their library privilege.

Accessibility

The Teti Library provides an ADA compliant study table and laptops for wheelchair accessibility.  We also provide a Kurzweil 3000™ scanner with comprehensive reading, writing and learning software solutionsfor individual students with learning challenges.

Location of General Resources

Classification System: The library’s holdings are cataloged according to the Library of Congress Classification System (LCCS) and are accessed via the online catalog. 

Audiovisual Materials such as DVDs and VHS on are located in the back of the stacks near the emergency exit. Please ask at the circulation desk for assistance in locating these materials or use the online catalog and limit your search to the desired A/V format. 

General Circulating Books (3-week loan period) are in the main section of the library. The circulating collection is divided into various areas: Main Collection, Oversize, Folio, and Juvenile. Please do not re-shelve materials yourself. Instead, place the materials on tables or leave at the circulation desk so that the library staff can track which library books are being used even if they are not checked out. 

Reference books are located on your right as you enter the library. 

Professional Development for Visual Artists collection is located by the Reference Area and provides students with resources in art careers, memberships to various art organizations, and upcoming art events.

Online catalog is available at http://findit.gmilcs.org/polaris/search. If you want to search materials in the Teti Library, please limit your search by selecting “Teti items only” from the dropdown menu. You can search other individual libraries by going to “Advanced” search and selecting another library from the list. You may also search all GMILCS libraries simultaneously by selecting “GMILCS” or by leaving your limiter blank.

Serials / Periodicals current periodicals and select back issues are available at the back of the library in alphabetical title order. Lift the periodical shelf up to find selected back issues underneath. Periodicals may not be checked out of the library. Older and bound back issues are available by asking at the Circulation Desk. 

Circulation Policies

	Check-out Limits: The number of items that can be checked out to patron 

at any given time are as follows

	BFA Students
	8

	Certificate Students
	5

	Continuing Ed Students
	5

	Faculty
	13

	Staff
	8

	Alumni*
	5

	GMILCS Consortium/NHCUC patrons
	5

	*An Alumni card can only be used at NHIA. Alumni cannot borrow books from any GMILCS consortium library unless they have a library card from one of the participating libraries.


Loan Periods for all GMILCS libraries are determined by the lending library.*  The Teti Library has the following loan periods for regular students:

	NHIA Books  and DVDs/VHS (Note: Periodicals do not circulate)

	Students/GMILCS
NHIA Books 
	Three week checkout
	1 Renewal unless book is request for hold by  NHIA student or faculty.

	Faculty
NHIA Books **
	Five week checkout
	1 Renewal

	DVDs/VHS
Faculty, Students & GMILCS
	One week checkout
	1 Renewal

	*All materials may be renewed for a period equivalent to that of the original loan by telephone, in person, or by logging on to your GMILCS account at http://findit.gmilcs.org/polaris/Search 

**  Please note that NHIA faculty are subject to the loan periods set by any lending library for items not owned by NHIA (through the GMILCS system or ILL).


Expiration/Renewal of Teti Library Card: Expiration of a Teti Library Card Account will take place on the last day of each semester. Only the Teti library may update your NHIA library card’s expiration date and all fines associated with that card must be paid in full before the card will be updated. Please contact the library to update your card. 

Library Card and Library Card Replacement: Library Cards for the Teti Library are your NHIA student, faculty or staff ID card. A barcode on the back, beginning with the digits 2468 is your library barcode number, which gives you access to all online library services. You must activate this barcode number before use by stopping in to the Teti Library and registering your ID card. Your ID card must be presented in order to check out materials and you may be asked to show your card for security and identification purposes.

Users must present their own library card in order to check out materials at NHIA.  A fee may be assessed should another card be necessary to replace a lost or stolen card. This fee is non-refundable. Fines incurred on a lost or stolen card are the responsibility of the original cardholder.

Book Depository is located on the right of the Main Entrance as you enter the library and is open whenever the library is closed. Books may always be returned when the library is closed provided that Fuller Hall is open. When the library is open, please leave the materials at the Circulation Desk. 
Check out all books at the Circulation Desk. For back issues of periodicals please ask at the Circulation Desk. 

Charges: Fines and other charges accrued by NHIA students not paid at the Circulation Desk or another GMILCS library will be entered into their library account. An automatic email notice will be sent to the patron after three days and a second email notice will be sent after 12 days.  An invoice for unpaid charges will be sent to student after 21 days.  

Replacement costs for lost non-NHIA GMILCS materials are payable by the borrowing patron directly to the lending library and cannot be put on your NHIA student account.

Faculty and Staff do not accrue overdue fines. However, the library must be reimbursed for lost materials.  

	Overdue Fines and Charges for NHIA Materials

	3 week materials
	10¢ / day (after 7-day grace period) $3 maximum fine

	Reserve materials
	10¢ / hour, $10 maximum fine


Once you have exceeded your item checkout limit, you will not be permitted to check out any other material. If you wish to check out material at this point, please consider returning a few items so that your account will be released. You may be limited in the number of GMILCS requests that can be made as well, regardless of your checkout limit.  

Lost, stolen or damaged materials: the library charges replacement costs to those on whose card any lost, stolen, or damaged materials were checked out. The normal charge for replacement books is based on the average price of new books. In some cases, however, certain rare or valuable materials will be billed at a higher rate. 

Accompanying Materials: Books with accompanying materials such as CDs are increasingly common. Those books with accompanying CDs are located in the appropriate collection with the CD-ROM either inside or behind the Circulation Desk as a separate item. If accompanying material is lost or stolen, borrowers assume the cost of replacing the entire set, since frequently, accompanying material is not available separately. Users of accompanying materials such as CDs are responsible for compliance with stated license agreements and copyright laws, and also assume all risks for damage that may be caused by viruses, which may be present on the disk. 
A non-refundable processing fee of $15.00 is added to the charge for replacement of each item. 

Maximum Fine before billing replacement costs: 3-week materials $3.00; Reserves $10.00

Note: A replacement copy may be purchased by the student but must be the exact edition and in new or excellent condition. A processing fee may still be assessed.

Inter-Library Loans & GMILCS Requests

Inter-Library Loan Service (ILL) is available to secure books and photocopies of articles from other libraries when the material is not available through GMILCS or an online reference database. Ask for an “Inter-Library Loan Application Form” at the Circulation Desk. (See Appendix F and G. ILL Forms)

Ordering books and other materials through the GMILCS system can be done by searching the GMILCS catalog. Locate the desired material in the catalog and then click the “Request” button to the right of the item record. You will be prompted to provide your library card barcode number as well as your pin (first-time users should contact the library in order to set up a pin). You will also be asked to choose a library for your pickup location. The system may limit the number of requests that you can place at any given time. Because the Teti Library receives book delivery only at set times each week, it may be more expedient for Teti Library cardholders to go directly to the Manchester City Library (located across the street from the French Building) rather than ordering books from them using the online system. Materials from New England College must be requested at the Circulation Desk.

Reserve Materials
In support of the school’s curriculum, the Teti Library provides reserve material services. This service provides our students access to materials that may be in high demand due to the nature of a particular assignment. Reserve materials are accessible during library hours.  Reserve materials may be books, DVDs or articles.

	Reserve Items

	2-Hour Reserve
	These may not leave the library, although exceptions for faculty may be permitted.

	4-Hour Reserve
	These may not leave the library, although exceptions for faculty may be permitted.

	1 Day
	These items may leave the library

	3 Day
	These items may leave the library


Reserve materials are shelved at the Circulation Desk. 2- and 4-hour reserves are to be used in the library only. However, in some cases, one half hour before closing, hourly books may be checked out overnight and are due the next day at opening. 2-hour, 4-hour, 1-day and 3-day reserve materials are listed in the online catalog under “course reserves.” We will gladly look up a reserve call number for you, but it is requested that you look up the call number before asking for the material.

Reserve services are governed by the following policies and guidelines:  Faculty wanting to place personal items on reserve do this at their own risk. Please note that although the library takes every precaution to ensure that personal items are returned to the library by borrowers, it does not assume responsibility for providing replacement costs of personal items should a borrower fail to return a faculty-owned item.

Instructors complete the Reserve request form (Appendix D) for each semester and for each course reserve requested and bring them to the Circulation desk or e-mail them to ref@nhia.edu. We ask that faculty send in requests at least two weeks before semester begins.

Requests made after classes start may cause a delay in the process. 

All reserve materials are removed from reserve status at the end of each semester unless the library is notified otherwise: the materials will be returned to their original non-reserve status and location. Faculty must comply with copyright law for all photocopied items. 


Faculty are responsible for making copies of articles or text from a book. In order for faculty to comply with fair use copyright law, the amount of material from a single source should be reasonable in relation to the size of the source. The Library will accept for Reserve up to two chapters from a book with a total chapter count of ten or more.

Personal Belongings are not the responsibility of the library. Please make sure that you do not leave personal belongings unsupervised.  Personal items or Teti library-owned items may be reserved for one semester or one school year. (Appendix J. 17 U.S.C. Section 107 and 108)

Books may not be interlibrary loaned and placed on reserve. 

Forms for placing items on reserve are available at the Circulation Desk. Please allow at least 48 hours for your reserve request to be completed. Please submit reserve requests at least 48 hours before the reserve is needed by students.

Copyright Compliance
Teti Library resources and services are provided to patrons for the purposes of “private study, scholarship, or research” as stated in Title 17 U.S. Code. Photocopies and other reproductions of copyrighted works are governed by fair use guidelines. Patrons exceeding the “fair use” guidelines may be liable for copyright infringement. A Title 17 U.S. Code Booklet is available at the circulation desk. Guidelines specific to reserve materials are stated in the previous section of this manual and interlibrary loans are in those policy sections of this manual.

Teti Library, Copyright law, and Kurzweil technology 

In light of the U.S. copyright restrictions, portions of which are referenced below, the Teti Library cannot freely distribute materials created through the Kurzweil technology.  

Kurzweil software, loaded on one computer in the library, is used with a scanner to create audio files of course materials designed to assist students with learning disabilities.  Students at the New Hampshire Institute of Art must self-identify any academic or IEP modifications needed, therefore the Library cannot assume responsibility (nor can we ask) for documentation, and we are unable to ascertain whether or not students qualify for allowed use.  For copyright reasons, students may only copy up to 10% of a library-owned work, unless they have registered with NHIA Student Services as a student requiring this service.  However, any student may copy 100% of a material that they have purchased.

The Teti Library recommends that digital text created via Kurzweil not be placed in any public location due to copyright law.  Access to any online folder containing material obtained through Kurzweil technology must be restricted to staff and students who have been found eligible for special services, and should be password restricted.

Section 121 of the U.S, Copyright law 
 
§ 121. Limitations on exclusive rights: reproduction for blind or other people with disabilities63<http://www.copyright.gov/title17/92chap1.html#1-63>

(a) Notwithstanding the provisions of section 106,<http://www.copyright.gov/title17/92chap1.html#106> it is not an infringement of copyright for an authorized entity to reproduce or to distribute copies or phonorecords of a previously published, nondramatic literary work if such copies or phonorecords are reproduced or distributed in specialized formats exclusively for use by blind or other persons with disabilities.

(b)(1) Copies or phonorecords to which this section applies shall —

(A) not be reproduced or distributed in a format other than a specialized format exclusively for use by blind or other persons with disabilities;

(B) bear a notice that any further reproduction or distribution in a format other than a specialized format is an infringement; and

(C) include a copyright notice identifying the copyright owner and the date of the original publication.

(2) The provisions of this subsection shall not apply to standardized, secure, or norm-referenced tests and related testing material, or to computer programs, except the portions thereof that are in conventional human language (including descriptions of pictorial works) and displayed to users in the ordinary course of using the computer programs.

(c) Notwithstanding the provisions of section 106,<http://www.copyright.gov/title17/92chap1.html#106> it is not an infringement of copyright for a publisher of print instructional materials for use in elementary or secondary schools to create and distribute to the National Instructional Materials Access Center copies of the electronic files described in sections 612(a)(23)(C), 613(a)(6), and section 674(e) of the Individuals with Disabilities Education Act that contain the contents of print instructional materials using the National Instructional Material Accessibility Standard (as defined in section 674(e)(3) of that Act), if —

(1) the inclusion of the contents of such print instructional materials is required by any State educational agency or local educational agency;

(2) the publisher had the right to publish such print instructional materials in print formats; and

(3) such copies are used solely for reproduction or distribution of the contents of such print instructional materials in specialized formats.

(d) For purposes of this section, the term —

(1) "authorized entity" means a nonprofit organization or a governmental agency that has a primary mission to provide specialized services relating to training, education, or adaptive reading or information access needs of blind or other persons with disabilities;

(2) "blind or other persons with disabilities" means individuals who are eligible or who may qualify in accordance with the Act entitled "An Act to provide books for the adult blind", approved March 3, 1931 (2 U.S.C. 135a; 46 Stat. 1487) to receive books and other publications produced in specialized formats; and

(3) "print instructional materials" has the meaning given under section 674(e)(3)(C) of the Individuals with Disabilities Education Act; and

(4) "specialized formats" means —

(A) braille, audio, or digital text which is exclusively for use by blind or other persons with disabilities; and

(B) with respect to print instructional materials, includes large print formats when such materials are distributed exclusively for use by blind or other persons with disabilities.

Computer Use & Equipment

Computer Use is permitted for all library patrons provided that they have a Teti library card and adhere to the College’s “Computer and Network Access Policy.” Wireless  access is available at the library.
To our GMILCS Library Patrons: Please remember that the computers are intended for NHIA student use. If you are a GMILCS member who wishes to use a library computer, please check in with a staff member. Please remember, however, that NHIA students have priority of use. In order to accommodate everyone, we ask that community guest users limit their computer time to 15 minutes. At the end of this time, you may ask for a time extension, which will be granted at the discretion of the library supervisor. Unsupervised children under the age of 16 are discouraged from using these computers and may be asked to leave. 
The library computers are administered by the IT Department. The librarians and library staff will do their best to assist you as you use the computers; however, technical difficulties that you may encounter such as problems with the network, internet connectivity, software, etc. should be eventually worked out between you and staff.

Apple Macintosh Laptops may be checked out by NHIA students and are for four hour, Fuller Hall use only. Access to Mac laptops is generally first come, first served, however, reservations made in advance may be granted under special circumstances. To arrange such a reservation, please contact the Circulation Manager at least one week in advance (603-836-2532 or ref@nhia.edu).  Any user of a library-owned Macintosh laptop is responsible for the safety of the machine: any damage to the machine, physical or otherwise, is the responsibility of the borrower. Replacement or repair costs may be assessed by NHIA to the patron at the discretion of the librarian or IT department. Macs may be reserved by librarians for student use in formal library instruction sessions. All users must return laptops charged and at least 15 minutes prior to the closing of the library.

Copier Use: All PC desktops are connected to a B/W laser printer and may be used by students at no charge.  A coin operated color laser copier is also available to students at 10¢ for B/W and 25¢ for color. The color copier does not accommodate a flash drive nor is it wireless. Students may use the color printers in the digital labs located on the second floor of Fuller Hall.  Note: The library does not provide change for students. A change machine is made available to students downstairs in Fuller Hall by the vending machine.
Scanner: A scanner is made available for students in the library and connected to the B/W laser printer.

Equipment (non computer) available for check-out is as follows: stereo headphones, speakers, USB flash drives, external floppy drive, CD player, cassette tape player, and a digital projector. These items must be checked out using your library card. Please see the circulation desk for access to this equipment.

.

Databases and Reference Help

Online Databases and a selection of other notable online resources are linked by going to the library home page and clicking on “Databases/Guides.” The Teti Library subscribes to over 30 online databases for NHIA student, faculty and staff use. Ebsco’s Academic Search Elite, OCLC’s WorldCat, Art Full-Text, ARTBibliographies and ARTstor are just a few of the many major academic research databases we offer. Please visit the web site for a complete listing, call 603-836-2532, or ask at the Circulation Desk for a handout. You can access the databases from anywhere on campus. If you would like to access the databases from off campus, please make sure you have registered your NHIA ID card’s barcode with the library and have been provided a PIN. 

Reference help is available via email at ref@nhia.edu, Meebo chat online, or by asking the Reference Librarian for assistance. The reference department will help you find the information you are looking for as well as guide you through the general research process if you choose. One-on-one or small group sessions are available, and appointments are preferred but unnecessary during the librarian’s regular office hours. During all other hours, the Reference or Circulation staff will do what they can to assist you in your reference and information needs. See also “Reference Service” (below) for a more complete description.

Information Literacy Instruction

In order for our students to succeed in today’s competitive job market, information literacy is critical. To assure that all students understand the principles of information literacy, the Reference Librarian provides: instruction for beginning students (ENG 101, ENG 102, AHT 101), advanced search techniques for classes and individuals, assistance and training one on one with faculty and specific assignment instruction. 

Faculty must keep the following in mind: 

· In order to coordinate effective scheduling of our instruction resources, library sessions must be requested at least three weeks before the session is to take place. 

· Instructors must be present with their students at the library session

· Instructors should collaborate with the librarian as much as possible when planning the library session so as to ensure that the session effectively enhances and reinforces the objectives for the course you are teaching. (See Appendix H for Instruction Literacy Form.)

· Faculty may also arrange class visits to Special Collections. (See Appendix I for Special Collections Class Visit.)

Teti Library Web  Page & Blog

The Teti Library Home Page can be accessed through the NHIA site at http://www.nhia.edu under  > Resources > Teti Library.  Please visit this site for access to the online catalog, research databases, online image galleries and resources, library policies, web guides and for hours of service and Faculty/Staff contact information.

You can access the Teti Library Blog from the link: Resource Guides and Blog from our Library Page. 

The Teti Library Blog has links to daily news, hours, Faculty Support and Library Resources. The Library Resources contains course guides, resource guides and bibliographies, online resources and tutorials. Frequently asked questions are addressed in Desk Help  under Library Resources.

A direct link to our library blog is: http://tetilibrary.wordpress.com
Other General Policies & Information
Blank CDs are available for free at the Circulation Desk. RW-CDs are available for $1.00 each.  

Thumb drives may be checked out for use in the library. Librarians will delete any files left in thumb drives when returned.

A light table is made available to faculty and students upon request.

Currier Art Museum grants free access to those individuals with NHIA ID cards. Check out the Currier’s library here http://currier.org/visit/library.aspx .

Collection Development


Library collections exist primarily to support the curricular and research needs of The Teti Library at the New Hampshire Institute of Art.  In doing so enhances the fulfillment of the mission of the Institute. Collection development is a joint effort of librarians, faculty, and the Library Committee. All members of the NHIA community are encouraged to make suggestions for acquisition of library materials.
Collection Levels: As the Teti Library serves primarily undergraduates at an institution that stresses teaching and studio work over research, no attempt to develop a comprehensive research collection is made. The library’s collection development focus for both print and electronic sources is on the following: 

1. basic materials to support the current college curriculum, also giving consideration for students with poor reading or other college skills.

2. Scholarly research material for teachers.

3. Special collections materials.

4. General interest and enrichment material. Faculty needs for research materials unavailable at Teti Library will be satisfied primarily through inter-library loan.


Policies by Collection Type

Special collections: The Teti Library Special Collections was formally established in October 2007 when John Teti generously donated over 2,000 rare books, periodicals, prints and documents illustrating the history of photography dating back to the 19th century with a strong concentration of items representing the Pictorialist era.   Since it’s inception, Special Collections has grown to include books with art-historical value (significant examples of book arts such as fine binding exceptional illustration or typography, etc., and books of interest and value specific to the individual copy (e.g., an autographed copy by a significant author, faculty member, previous owner, or donor.) Although the aim for Special Collections is not to assemble comprehensive collections in specific subjects for in-depth research (as is the case with the John Teti Photography Collection), they do include following areas of special interest:

Unique collections that support the NHIA Curriculum and Artists Papers (Manuscript Collections). The purpose of the Artists Papers is to preserve the artistic heritage of New Hampshire. These comprise the personal papers of local and regional artists in the State of New Hampshire including past and current faculty.

The Institutional Archives are also part of special collections and contains the records of the New Hampshire Institute of Art (formerly known as the Manchester Institute of the Arts and Sciences.) As the Institute is a rapidly evolving organization, it is critical to keep a record of its past and present through its unique documents. Housing a variety of Institute publications, exhibition and instructional materials, photographs, and media coverage, the Special Collections serves as a repository for a broad but comprehensive organizational archive. (For detailed policies, see Teti Library Special Collections Policies. See Appendix K for Permission to Use Special Collections Materials)

Textbooks: Textbooks are generally not acquired unless they are considered a seminal work within a field or are otherwise determined to be of long-lasting value. Textbooks that are required for courses are not generally part of the library collection. 

NHIA faculty publications: Faculty Dissertations will be bound, cataloged, and held in the library collection if the faculty author provides the library with a copy of the dissertation to be bound. The library attempts to collect all other monograph works written by NHIA Faculty and endeavors to secure copies of articles written for journals not belonging to the NHIA library.

Areas of Concentration

Art History/World Art History
Art Education 
Book Arts
Ceramics
Juvenile Books (Focus: Award winning Illustrators)
Graphic Arts
Graphic Novels
Illustration
Liberal Arts
Metalsmithing/Jewelry Making
Photography
Pop Ups/Paper Engineering
Professional Development for Visual Artist and Art Educators
Printmaking
Sculpture
  
The Librarian uses the following as primary selection tools
American Libraries
American Art Libraries of North American (ARLIS)
Choice
College & Research Libraries Journal
Museum and Gallery Publications (Worldwide Books)
Publisher’s catalogs and pre-publication Literature
 
Inventory / Weeding

In order to maintain quality academic library collections and to reserve enough free space for the acquisition of new materials, weeding of collections should be done. The library collaborates with NHIA’s faculty in determining the usability and relevance of its collections. It is the responsibility of the Director and the Reference Librarian to oversee all weeding and inventory activities, which are done on an intermittent basis. Materials that are determined to be irrelevant, outdated, unused, in poor physical condition, or are superseded by newer editions are considered for removal from the collection. 

Acquisitions

Materials are acquired through the vendor providing the greatest discounts in price and shipping. Other considerations are the reliability of the vendor, ease in the return of materials, and ease of ordering. When possible, free materials are solicited as supplements to the collection. 

Gifts

Gifts of materials are generally appreciated, but are included in the collection at the discretion of the librarians. Gifts made in memory of an individual or purchased with a gift book fund are identified with a bookplate. Donors must sign a release form, as materials released to the library may be accessioned, offered to other libraries, sold, or disposed of. 

All appraisals of the value of a materials donation are strictly the responsibility of the donor and will not be undertaken by the library; nor does the library in any way affirm the donor’s valuation.

Funds for library-related purchases may be provided to the Library Director or to the College’s Development Office. Receipts for tax-deductible gifts are issued by the Development Office. In order to secure a tax-deductible receipt, the donor must provide proof of payment for the materials (such as a sales receipt). (See Appendix J for Gift and Donation Form)
Cataloging

Materials are cataloged and processed into the online catalog as soon as possible after receipt. Those materials needed by faculty may be expedited upon request to the Cataloging Librarian. Bibliographic records for most items are exported to the GMILCS system from OCLC. Those items requiring original cataloging will take longer to become available for borrowing. Authority files are updated regularly through the GMILCS system. 

Requested Materials

Book, DVD, and Periodical “Material Request Forms” are available for ordering materials for your teaching, research, and faculty development needs. Forms are available at the Circulation Desk. Please allow at least one month for processing. (see Appendix E. Materials Request Form)

All orders placed through the library are considered requests and are therefore subject to budgetary and collection development limitations. Chairperson approval does not guarantee that the requested materials will be purchased. Materials that are requested through the library are purchased out of the library’s budget and become the property of the library once received.

If the material is intended for a class, it should be requested before the start of the semester in which the material is to be used. The material should preferably be requested at least one semester in advance so as to ensure proper budgetary and collection development planning. A separate “Reserve Materials Request Form” (see Course Reserves, below) must be completed if items are to be placed on reserve for your class. All reserve materials are removed from reserve status at the end of each semester unless the library is notified otherwise.

Censorship and Confidentiality

In its role as information provider for the NHIA community, there shall be no censorship of the library collection. The Teti is aware that a patron or patrons may take issue with the selection of any given item. Though patrons are free to express their opinions, the Teti Library will not remove items as a result of pressure applied by persons or groups. Furthermore, the Teti Library respects the privacy rights of all patrons and will keep its patron records confidential.

Appendix A

Code of Ethics of the American Library Association

As members of the American Library Association, we recognize the importance of codifying and making known to the profession and to the general public the ethical principles that guide the work of librarians, other professionals providing information services, library trustees and library staffs.

Ethical dilemmas occur when values are in conflict. The American Library Association Code of Ethics states the values to which we are committed, and embodies the ethical responsibilities of the profession in this changing information environment.

We significantly influence or control the selection, organization, preservation, and dissemination of information. In a political system grounded in an informed citizenry, we are members of a profession explicitly committed to intellectual freedom and the freedom of access to information. We have a special obligation to ensure the free flow of information and ideas to present and future generations.

The principles of this Code are expressed in broad statements to guide ethical decision making. These statements provide a framework; they cannot and do not dictate conduct to cover particular situations.

I. We provide the highest level of service to all library users through appropriate and usefully organized resources; equitable service policies; equitable access; and accurate, unbiased, and courteous responses to all requests.

II. We uphold the principles of intellectual freedom and resist all efforts to censor library resources.

III. We protect each library user's right to privacy and confidentiality with respect to information sought or received and resources consulted, borrowed, acquired, or transmitted.

IV. We respect intellectual property rights and advocate balance between the interests of information users and rights holders.

V. We treat co-workers and other colleagues with respect, fairness, and good faith, and advocate conditions of employment that safeguard the rights and welfare of all employees of our institutions.

VI. We do not advance private interests at the expense of library users, colleagues, or our employing institutions.

VII. We distinguish between our personal convictions and professional duties and do not allow our personal beliefs to interfere with fair representation of the aims of our institutions or the provision of access to their information resources.

VIII. We strive for excellence in the profession by maintaining and enhancing our own knowledge and skills, by encouraging the professional development of coworkers, and by fostering the aspirations of potential members of the profession.

Adopted January 22, 2008, by the ALA Council

Appendix B

Library Bill of Rights

The American Library Association affirms that all libraries are forums for information and ideas, and that the following basic policies should guide their services.

I. Books and other library resources should be provided for the interest, information, and enlightenment of all people of the community the library serves. Materials should not be excluded because of the origin, background, or views of those contributing to their creation.

II. Libraries should provide materials and information presenting all points of view on current and historical issues. Materials should not be proscribed or removed because of partisan or doctrinal disapproval.


III. Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment.

IV. Libraries should cooperate with all persons and groups concerned with resisting abridgment of free expression and free access to ideas.

V. A person’s right to use a library should not be denied or abridged because of origin, age, background, or views.

VI. Libraries that make exhibit spaces and meeting rooms available to the public they serve should make such facilities available on an equitable basis, regardless of the beliefs or affiliations of individuals or groups requesting their use.

Adopted June 19, 1939, by the ALA Council; amended October 14, 1944; June 18, 1948; February 2, 1961; June 27, 1967; January 23, 1980; inclusion of “age” reaffirmed January 23, 1996.

Appendix C
Intellectual Freedom Principles for Academic Libraries:
An Interpretation of the Library Bill of Rights

A strong intellectual freedom perspective is critical to the development of academic library collections and services that dispassionately meet the education and research needs of a college or university community. The purpose of this statement is to outline how and where intellectual freedom principles fit into an academic library setting, thereby raising consciousness of the intellectual freedom context within which academic librarians work. The following principles should be reflected in all relevant library policy documents.
1. The general principles set forth in the Library Bill of Rights form an indispensable framework for building collections, services, and policies that serve the entire academic community.
2. The privacy of library users is and must be inviolable. Policies should be in place that maintain confidentiality of library borrowing records and of other information relating to personal use of library information and services.
3. The development of library collections in support of an institution’s instruction and research programs should transcend the personal values of the selector. In the interests of research and learning, it is essential that collections contain materials representing a variety of perspectives on subjects that may be considered controversial.
4. Preservation and replacement efforts should ensure that balance in library materials is maintained and that controversial materials are not removed from the collections through theft, loss, mutilation, or normal wear and tear. There should be alertness to efforts by special interest groups to bias a collection though systematic theft or mutilation.
5. Licensing agreements should be consistent with the Library Bill of Rights, and should maximize access.
6. Open and unfiltered access to the Internet should be conveniently available to the academic community in a college or university library. Content filtering devices and content-based restrictions are a contradiction of the academic library mission to further research and learning through exposure to the broadest possible range of ideas and information. Such restrictions are a fundamental violation of intellectual freedom in academic libraries.
7. Freedom of information and of creative expression should be reflected in library exhibits and in all relevant library policy documents.
8. Library meeting rooms, research carrels, exhibit spaces, and other facilities should be available to the academic community regardless of research being pursued or subject being discussed. Any restrictions made necessary because of limited availability of space should be based on need, as reflected in library policy, rather than on content of research or discussion.
9. Whenever possible, library services should be available without charge in order to encourage inquiry. Where charges are necessary, a free or low-cost alternative (e.g., downloading to disc rather than printing) should be available when possible.
10. A service philosophy should be promoted that affords equal access to information for all in the academic community with no discrimination on the basis of race, values, gender, sexual orientation, cultural or ethnic background, physical or learning disability, economic status, religious beliefs, or views.
11. A procedure ensuring due process should be in place to deal with requests by those within and outside the academic community for removal or addition of library resources, exhibits, or services.
12. It is recommended that this statement of principle be endorsed by appropriate institutional governing bodies, including the faculty senate or similar instrument of faculty governance.
Approved by ACRL Board of Directors: June 29, 1999
Adopted July 12, 2000, by the ALA Council.
Appendix D

New Hampshire Institute of Art, Teti Library 
Reserve Request Form


Date of Request: ___________ Course Name and Number: _____________________________

Faculty Name: ____________________________________ Department: __________________

Phone Number: __________________ Email: ________________________________________

	Title (list all titles to be put on reserve for this class)
	Author
	Call Number
(or mark Personal)

	
	
	

	
	
	

	
	
	

	
	
	



Can students take the item out of the library?   (  YES
(  NO

Loan Period [A-V materials have a minimum loan period of 1 day] (check one) 


(  2 hour (standard)

(  4 hour

(  1 day

(  3 day

Please Note the Following:

· Course Reserves may include your personal items or Teti Library owned items only.

· If you or the Teti Library does not own an item that you wish to reserve, please fill out a “Materials Request Form” (ask at the Circulation Desk or download from http://tetilibrary.wordpress.com/materials_request_form) and submit it at least one month prior to your class.

· All reserve materials are removed from reserve status at the end of each semester unless the library is notified otherwise: the materials will be returned to their original non-reserve status and location.
· Faculty must comply with copyright law for all photocopies items.
· Please note that although the library takes every precaution to ensure that personal items are returned to the library by borrowers, it does not assume responsibility for providing replacement costs of personal items should a borrower fail to return a faculty-owned item.
Please allow at least 48 hours for y our reserve request to be completed. Please submit reserve requests at least 48 hours before the reserve is needed by students.
Appendix E


New Hampshire Institute of Art, Teti Library

*Materials Request Form


Check one:   

(  BOOK

(  PERIODICAL

(  DVD

(  OTHER

Faculty Name: ____________________________________________ Date: ________________

Department: ___________________________________________________________________

Title of Requested Material: _______________________________________________________

Author/Artist: __________________________________________________________________

ISBN/ISSN (if available): __________________________________________________________

List any specific edition requirements here: (ex: Norton paperback): ______________________
*Is this material for a class? 
( YES
 (  NO

*Chairperson Approval:

____________________________________________________ 

            ____________
Signature









Date

 Please Note the Following:

*  Please allow at least one month of processing.

*  All orders placed through the Teti Library are considered requests and are therefore subject to budgetary and collection development limitations. Chairperson approval does not guarantee that the requested materials will be purchased. Materials that are requested through the library are purchased out of the library’s budget and become the property of the library once received. 

* If the material is intended for a class, it should be requested before the start of the semester in which the material is to be used. The material should preferably be requested one semester or at least one month in advance so as to ensure property budgetary and collection development planning. A separate Reserve Materials Request Form must be completed if items are to be placed on reserve for your class. All reserve materials are removed from reserve status at the end of each semester unless the library is notified otherwise. 

Appendix F 

New Hampshire Institute of Art, Teti Library

Inter-Library Loan Form for Articles
(from journals, magazines, etc.)


Appendix G 

New Hampshire Institute of Art, Teti Library

Inter-Library Loan Form for Books an A/V Materials


Appendix H 

New Hampshire Institute of Art, Teti Library

Information Literacy Instructional Form


Instruction sessions, which primarily focus on thinking critically about information can range from basic library tours to advanced, senior-level research.

Please fill out one form for each class (and individual section) for which you are requesting library instruction. Please attach a copy of your course syllabus (syllabus draft or course objectives) to this form.
Today’s Date:___________________________________________________________________

Faculty Name: __________________________________________________________________

Department:________________________________________ Phone #:____________________

Email:  ________________________________________________________________________

Course Name: ________________________________Course Number/Section ______________

Number of Students in Class (estimated): ____________________________________________

Requested Date/Time of Session: _________________ Alternate Date/Time: _______________ 


Please briefly described your needs for the session (this is an opportunity for me to tailor the instructional on a specific assignment if needed) ______________________________________

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

A librarian will contact you shortly in order to best collaborate with you on session content. 

Please note the following:
· In order to coordinate effective scheduling of our instruction resources, library sessions must be requested at least three weeks before the session is to take place.

· Instructors must be present with their students at the library session.

· Instructors should collaborate with the librarian as much as possible when planning the library session so as to ensure that the session effectively enhances and reinforces the objectives for the course you are teaching.
Appendix I

Teti Library Application for Permission to Use

Teti Special Collections Material
Researcher Information:

Name________________________________________________________________________________

Organization/school (if applicable)________________________________________________________

Address______________________________________________________________________________

Telephone____________________________________________________________________________

Email__________________________________________ Fax___________________________________

Use/Publication Information:

Intended use of item(s) 
 ( Commercial  
 (  Educational   
(  Non profit

Title of item/Article/Book________________________________________________________

Name of publisher/publication_____________________________________________________

Expected date of publication (if item will be used for publication)____________________________

Information on Special Collections Source(s):

	call number
	title
	author/artist
	page number

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


The Institute does not own the copyright to most items in this collection and the Teti Library cannot give or deny permission to publish or otherwise distribute materials.  When possible, Teti Library provides the researcher with available copyright and use restriction information but, due to the nature of some of the materials in the collection, this is not always possible.  Determining what constitutes the fair use of the collection’s materials is the responsibility of the researcher.  The Library provides a document entitled  “Checklist for Fair Use” to help guide researchers in properly using resources.  When citing Special Collections materials, the following credit line should be used: Teti Library Special Collections, New Hampshire Institute of Art.

Signature of Researcher_________________________________________________Date_____________________
Signature  of Librarian _________________________________________________Date_____________________

Appendix J

New Hampshire Institute of Art, Teti Library 

Gift and Donation Form

__________________________________________________________________

Thank you for your interest in the New Hampshire Institute of Art’s Teti Library -- we appreciate your support.

Please give a brief description of your gift here:

Qty: 

Material type / dollar amount 


Subject Area

(__________________________________________________________________

(__________________________________________________________________

(__________________________________________________________________

(__________________________________________________________________

If you so choose,

Please share your contact in formation with us:


Name: ______________________________________________________________

Address: ____________________________________________________________

City:  _______________________________________________________________

State, Zip Code:  ______________________________________________________

(  (Check here if you wish to suppress your name from our public catalog--entry will not appear as a donation)

Please note our gift and donation policy and sign below:

Gifts of materials are generally appreciated, but are included in the collection at the discretion of the librarians. Donors should sign a release form, as materials released to the library may be accessioned, offered to other libraries, sold, or disposed of.

All appraisals of the value of a materials donation are strictly the responsibility of the donor and will not be undertaken by the library; nor does the library in any way affirm the donor’s valuation.

Funds for library-related purchases may be provided to the Library Director or to the College’s

Development Office. Receipts for tax-deductible gifts are issued at the discretion of the Development Office.


Signed by donor (or on donor’s behalf): _____________________________ Date: _______


Appendix K 

New Hampshire Institute of Art, Teti Library

Special Collections Class Visit Form 

Instruction Session


Please fill out one form for each class (and individual section) for which you are requesting Special Collections use for your class. 
Today’s Date:___________________________________________________________________

Faculty Name: __________________________________________________________________

Department:________________________________________ Phone #:____________________

Email:  ________________________________________________________________________

Course Name: ________________________________Course Number/Section ______________

Number of Students in Class* (estimated): ___________________________________________

(*If your class is larger than 13 students, you will have to break your class into two groups. Usually while one group is in Special Collections, the other group is working on their assignments or projects in the library)

Requested Date/Time of Session: _________________ Alternate Date/Time: _______________ 


Please briefly describe your needs for the session (This is an opportunity for us to prepare a bibliography on the subject you are covering and pull out some materials in advance for your students to view.  

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

A librarian will contact you shortly in order to best collaborate with you on session content. 

Please note the following:
· In order to coordinate effective scheduling of our instruction resources, library sessions must be requested at least three weeks before the session is to take place.

· Instructors must be present with their students at the library session.

· Instructors should collaborate with the librarian as much as possible when planning the library session so as to ensure that the session effectively enhances and reinforces the objectives for the course you are teaching.
Appendix L

§ 107. Limitations on exclusive rights: Fair use
Notwithstanding the provisions of sections 106 and 106A, the fair use of a copyrighted work, including such use by reproduction in copies or phonorecords or by any other means specified by that section, for purposes such as criticism, comment, news reporting, teaching (including multiple copies for classroom use), scholarship, or research, is not an infringement of copyright. In determining whether the use made of a work in any particular case is a fair use the factors to be considered shall include — 

(1) the purpose and character of the use, including whether such use is of a commercial nature or is for nonprofit educational purposes;

(2) the nature of the copyrighted work;

(3) the amount and substantiality of the portion used in relation to the copyrighted work as a whole; and

(4) the effect of the use upon the potential market for or value of the copyrighted work.

The fact that a work is unpublished shall not itself bar a finding of fair use if such finding is made upon consideration of all the above factors.

§ 108. Limitations on exclusive rights: Reproduction by libraries and archives

(a) Except as otherwise provided in this title and notwithstanding the provisions of section 106, it is not an infringement of copyright for a library or archives, or any of its employees acting within the scope of their employment, to reproduce no more than one copy or phonorecord of a work, except as provided in subsections (b) and (c), or to distribute such copy or phonorecord, under the conditions specified by this section, if — 

(1) the reproduction or distribution is made without any purpose of direct or indirect commercial advantage;

(2) the collections of the library or archives are (i) open to the public, or (ii) available not only to researchers affiliated with the library or archives or with the institution of which it is a part, but also to other persons doing research in a specialized field; and

(3) the reproduction or distribution of the work includes a notice of copyright that appears on the copy or phonorecord that is reproduced under the provisions of this section, or includes a legend stating that the work may be protected by copyright if no such notice can be found on the copy or phonorecord that is reproduced under the provisions of this section.

(b) The rights of reproduction and distribution under this section apply to three copies or phonorecords of an unpublished work duplicated solely for purposes of preservation and security or for deposit for research use in another library or archives of the type described by clause  (2) of subsection (a), if — 

(1) the copy or phonorecord reproduced is currently in the collections of the library or archives; and

(2) any such copy or phonorecord that is reproduced in digital format is not otherwise distributed in that format and is not made available to the public in that format outside the premises of the library or archives.

(c) The right of reproduction under this section applies to three copies or phonorecords of a published work duplicated solely for the purpose of replacement of a copy or phonorecord that is damaged, deteriorating, lost, or stolen, or if the existing format in which the work is stored has become obsolete, if — 

(1) the library or archives has, after a reasonable effort, determined that an unused replacement cannot be obtained at a fair price; and

(2) any such copy or phonorecord that is reproduced in digital format is not made available to the public in that format outside the premises of the library or archives in lawful possession of such copy.

For purposes of this subsection, a format shall be considered obsolete if the machine or device necessary to render perceptible a work stored in that format is no longer manufactured or is no longer reasonably available in the commercial marketplace.

(d) The rights of reproduction and distribution under this section apply to a copy, made from the collection of a library or archives where the user makes his or her request or from that of another library or archives, of no more than one article or other contribution to a copyrighted collection or periodical issue, or to a copy or phonorecord of a small part of any other copyrighted work, if — 

(1) the copy or phonorecord becomes the property of the user, and the library or archives has had no notice that the copy or phonorecord would be used for any purpose other than private study, scholarship, or research; and

(2) the library or archives displays prominently, at the place where orders are accepted, and includes on its order form, a warning of copyright in accordance with requirements that the Register of Copyrights shall prescribe by regulation.

(e) The rights of reproduction and distribution under this section apply to the entire work, or to a substantial part of it, made from the collection of a library or archives where the user makes his or her request or from that of another library or archives, if the library or archives has first determined, on the basis of a reasonable investigation, that a copy or phonorecord of the copyrighted work cannot be obtained at a fair price, if — 

(1) the copy or phonorecord becomes the property of the user, and the library or archives has had no notice that the copy or phonorecord would be used for any purpose other than private study, scholarship, or research; and

(2) the library or archives displays prominently, at the place where orders are accepted, and includes on its order form, a warning of copyright in accordance with requirements that the Register of Copyrights shall prescribe by regulation.

(f) Nothing in this section — 

(1) shall be construed to impose liability for copyright infringement upon a library or archives or its employees for the unsupervised use of reproducing equipment located on its premises: Provided, That such equipment displays a notice that the making of a copy may be subject to the copyright law;

(2) excuses a person who uses such reproducing equipment or who requests a copy or phonorecord under subsection (d) from liability for copyright infringement for any such act, or for any later use of such copy or phonorecord, if it exceeds fair use as provided by section 107;

(3) shall be construed to limit the reproduction and distribution by lending of a limited number of copies and excerpts by a library or archives of an audiovisual news program, subject to clauses (1), (2), and (3) of subsection (a); or

(4) in any way affects the right of fair use as provided by  section 107, or any contractual obligations assumed at any time by the library or archives when it obtained a copy or phonorecord of a work in its collections.

(g) The rights of reproduction and distribution under this section extend to the isolated and unrelated reproduction or distribution of a single copy or phonorecord of the same material on separate occasions, but do not extend to cases where the library or archives, or its employee —

(1) is aware or has substantial reason to believe that it is engaging in the related or concerted reproduction or distribution of multiple copies or phonorecords of the same material, whether made on one occasion or over a period of time, and whether intended for aggregate use by one or more individuals or for separate use by the individual members of a group; or

(2) engages in the systematic reproduction or distribution of single or multiple copies or phonorecords of material described in subsection (d): Provided, That nothing in this clause prevents a library or archives from participating in interlibrary arrangements that do not have, as their purpose or effect, that the library or archives receiving such copies or phonorecords for distribution does so in such aggregate quantities as to substitute for a subscription to or purchase of such work.

(h)(1) For purposes of this section, during the last 20 years of any term of copyright of a published work, a library or archives, including a nonprofit educational institution that functions as such, may reproduce, distribute, display, or perform in facsimile or digital form a copy or phonorecord of such work, or portions thereof, for purposes of preservation, scholarship, or research, if such library or archives has first determined, on the basis of a reasonable investigation, that none of the conditions set forth in subparagraphs (A), (B), and (C) of paragraph (2) apply.

(2) No reproduction, distribution, display, or performance is authorized under this subsection if — 

(A) the work is subject to normal commercial exploitation;

(B) a copy or phonorecord of the work can be obtained at a reasonable price; or

(C) the copyright owner or its agent provides notice pursuant to regulations promulgated by the Register of Copyrights that either of the conditions set forth in subparagraphs (A) and (B) applies.

(3) The exemption provided in this subsection does not apply to any subsequent uses by users other than such library or archives.

(i) The rights of reproduction and distribution 

under this section do not apply to a musical work, a pictorial, graphic or sculptural work, or a motion picture or other audiovisual work other than an audiovisual work dealing with news, except that no such limitation shall apply with respect to rights granted by subsections (b), (c), and (h), or with respect to pictorial or graphic works published as illustrations, diagrams, or similar adjuncts to works of which copies are reproduced or distributed in accordance with subsections (d) and (e).

Material Information





Author(s):______________________________________________________________


Title of article:  ____________________________________________________________________________________________________


Journal/Magazine Title:


________________________________________________________


Page Range of Article: ______ -- _____


Date:______________________________


Volume # ____________ Issue # 


ISSN (if known):  ___________________














Office use only: �ILL# _________________________________�Lender: ______________________________








Patron Information





Name: _____________________________


NHIA Status: ________________________�    ( Faculty     ( Staff     ( Student


Tel #:  ______________________________


Email: ______________________________


Library Barcode  (14 digit number)


___________________________________





Occasionally lending libraries charge a fee for certain, usually special materials. Although this is unlikely, are you wiling to pay should the need arise:


    ( No      ( Yes     up to $ ________


I no longer need this material after (date):________








Please note:


( Materials can sometimes take a few weeks for arrival.


(Borrowers are responsible for following all copyright laws and for following the policies of the lending library.

















Patron Information





Name:____________________________


NHIA Status: �    ( Faculty     ( Staff     ( Student


Tel #:  ____________________________


Email: ____________________________


Library Barcode  (14 digit number)


_________________________________





Occasionally lending libraries charge a fee for certain, usually special materials. Although this is unlikely, are you wiling to pay should the need arise:


    ( No      ( Yes     up to $ ________


I no longer need this material after (date):_____


(Please allow at least 10 days)





Please note:


( Materials can sometimes take a few weeks for arrival.


(Borrowers are responsible for following all copyright laws and for following the policies of the lending library.


(Renewals must be requested at least a week before item is due





(Patrons are permitted 5 ILL items pending/checked out at a time.








Material Information





Author (director/composer): ________________________________


Title: ________________________________


________________________________�________________________________________________________________


Place: ___________________________


Date:____________________________


Publisher:________________________


Edition:  _________________________


ISBN:  ___________________________














Office use only: �ILL# _________________________________�Lender: ______________________________�Due: ________________________________
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