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Can I borrow, renew or return items for somebody else?

We strictly recommend you to keep track of your library account yourself and not to give items you have
borrowed to somebody else, since everything issued to your library card will be your responsibility. In
case of illness or difficult circumstances you can ask a friend or colleague to return your books or to
renew them at the issue desk for you. Please note, however, that responsibility for anything on your
account is still with you.

Can I keep books while I’m travelling?

If you are travelling abroad, please make sure to return all your library materials before you leave. This is
to help you avoiding overdue fines and to avoid loss of or damage to library materials. Please be aware
that should you choose not to return your books beforetravelling and face difficulties in checking your
email or library account during your journey, you will be responsible for accrued overdue fines.

What should I do if I can’t return or renew my books due to illness or severe
circumstances?

If you cannot renew or return your books due to prolonged illness or other aggravating circumstances,
please let a member of staff know when reasonably possible or speak to the librarian of either institute
upon your return.

What should I do if I don’t know how to renew my books?

If you experience difficulties renewing your books online or have never done it before, you can ask our
staff for assistance or contact them by phone or email. However, please make sure you do leave a
message before any materials on your account become overdue,as otherwise you will be responsible for
accrued overdue fines.

What should I do if I don’t receive loan courtesy notices?

If you don’t receive loan courtesy notices but would like to do so, you can tell a member of staff at the
issue desk or contact them by phone or email. Please note that it is your responsibility to check your
email and library account regularly and that not receiving loancourtesy notices does not exempt you from
library regulations or overdue fines.

What should I do if I have lost a book?

Any lost books should be reported to the issue desk as soon as possible. We understand that it can be
difficult to admit having lost library materials, but please be aware that the sooner you report loss, the
sooner the library can replace the item and the less overduecharges you risk to get for the lost materials.
Once you have reported a book as lost, the librarian of either institute will let you know the cost for
replacing the item. Please be aware that an additional £10 administration fee will be charged for every
lost item.

What should I do if I forgot my PIN?

In case you forget your credentials to login to your library account, contact a member of staff or report to
the issue desk. You will be given a new PIN which you can change afterwards.

What should I do if I lost my library card?

Report any lost or stolen library cards immediately to the issue desk or contact our library staff. You will
be issued a new library card with a new user ID which you can collect from the issue desk. Please note
that a card once reported as lost or stolen will be deactivated which means you won’t be able to use it
any longer. If you find your old card again, please return it to the issue desk.

How can I change my PIN?

You can change your PIN either online at http://iis.sirsidynix.net.uk or at the issue desk.
Changing your PIN online:
Step 1:Go to the online catalogue and click on “My account”
Step 2:Click on “Change my PIN”
Step 3:Enter your User ID and current PIN and then your new PIN twice at the bottom.

How can I change my contact details?

If you need to change your postal address, phone number or email address you can do so through the
online catalogue, in person at the issue desk or by contacting our issue desk staff.
Changing your contact details online:
Step 1: Go to the library catalogue http://iis.sirsidynix.net.uk
Step 2: Click on “My account”
Step 3: Click on “Change my address”
Step 4: Fill in the form and enter your User ID at the bottom. Then click send.
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