Library

1. Use of the library
Our library may be used by anyone participating in one of our courses for the duration of
their stay.

Benslow Music members may use the library throughout the year during campus opening
hours (Monday-Sunday, 9.00am-5.00pm).

We reserve the right to restrict access to the library from time to time.

2. Borrowing
You must follow any borrowing procedures outlined in the library when borrowing items.

As a course participant, you may borrow items from the library for use on our campus during
your stay. All items must be returned prior to the end of the course. Please see Returning
items below.

As a member, you may:

e Borrow books, scores and set of parts or scores for personal use, including for
ensembles in which you take part

e Borrow up to six items at a time

e Borrow items for up to three months, renewable three times (maximum loan is one
year)

e Reserve items for collection for up to ten days by emailing library@benslowmusic.org

¢ Request items to be posted (subject to postage fees)

A set of parts or vocal scores is considered one item.

Postage fees are charged at standard Royal Mail rates. Unless otherwise requested, items
are sent via second class recorded delivery.

As a member, you may not borrow items on behalf of third parties, i.e. where you are not
involved in the use of the items.

You may make light markings using a soft pencil (e.g. 2B) on scores or parts providing that
markings are erased prior to return. No permanent markings may be made on items.

3. Renewing items
As a member, you may renew items on loan if not already requested by another user. You
may renew for further periods of three months up to a maximum of a year.

Renewal requests must be emailed to library@benslowmusic.org before the due date.

4. Returning items
All items must be returned by the end of the loan period, unless a renewal has been
confirmed.

You accept responsibility for returning any items borrowed in good order.

Items may be returned in person either to the library when a librarian is present or using the
blue returns boxes located in the Main House of our campus.



Items may also be returned via post to: Library, Benslow Music, Benslow Lane, Hitchin, SG4
aTY.

If you are returning items via post, please:

e Ensure items are suitably packaged to prevent damage in transit.

o Pay all postage costs.

e Ensure items are postmarked before the due date.
Please note, you remain responsible for items until we receive them. We recommend
returning via recorded delivery.

If you have made markings on scores while on loan, please ensure that these have been
erased before returning the items.

5. Lost or damaged items
If you lose or damage an item, you may be asked to pay the full cost of a replacement plus a
£10 administration fee.

If you later find an item that has been declared lost and return it within one month of paying
the replacement cost (and it is still in good condition), we will refund you the replacement
cost.

6. Donations
We welcome donations of scores and books about music to our library.

If you wish to donate items to the library, we can receive donations as follows:

Small music donations (up to 10 Deposited with a librarian in the library
scores) (weekdays, 2.00pm-4.00pm)

Deposited with reception during campus open
hours (Mon-Fri, 9.00am-5.00pm)

Large music donations (more than 10 | Contact library to confirm donation on

scores) library@benslowmusic.org before visiting

Donations including books about
music

In some instances we may be able to come and collect your donation.

When making your donation, we will ask you to leave your (or the donor’s) name and contact
details.

All donations will be assessed by the library team to determine whether they can be used in
the collection. By donating, you agree that items we cannot add to the collection may be
sold, donated elsewhere or, if necessary, disposed of. We regret that donated items cannot
be returned.

We reserve the right not to accept any item into our library collection for any reason, which
may include, duplication with our current collection, age or fragility of the item or for any
other reason under the provisions of Benslow Music’s Donation Policy.

We reserve the right to place restrictions on donations from time to time. We will make
information about any restrictions available on the Library page of our website.



7. Sale of scores and books
We offer surplus or decommissioned scores and books for sale.

We accept payment via cash or most major debit or credit cards (excluding American
Express).

Many items have come from donations. We do our best to check quality, but these may
show signs of age or use.

By purchasing items, you accept them “as seen”. This does not affect your statutory rights if
an item is faulty or misdescribed.

8. Privacy

Please refer to our Privacy Statement for how we process your personal data. We abide by
the provisions of the Data Protection Act 2018 and UK GDPR in relation to the collection,
storage, and processing of personal data.



