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     POLICY 
Policy Title: ASM Library Circulation Policy Policy Version: 3 

Policy No: 6008 Revision Date: July 2023 
 Original Submission Date: January 2015, revised January 2017, July 

2023 
Approval Date: July 11, 2023 

Approval Body: Academic Council Effective Date: July 11, 2023 

   Next Review Date: July 2026 

Policy Statement 
This policy sets out the regulations regarding the loan of Acsenda School of Management (ASM) Library’s materials.  

Purpose 
The purpose of the Library Circulation Policy is to ensure maximum accessibility to the Acsenda School of Management’s Library 

collection by striking a balance between the needs of its users and the restrictions necessitated by the collection size and scope.  This 

policy will periodically change to reflect the development and expansion of the library collection and the growing needs of its patrons.  

Scope 
This policy applies to all physical items held in the collection, including print materials and other physical items circulated by the 

Library. 

Library Cards 
A valid library card is required to borrow material. The ASM student ID card is the library card for students. The Acsenda.com email 
address is the library card for faculty and staff. All users must have an active library card with no blocks on their library account to 
borrow materials.  
 
Library Borrowing Privileges  
All active ASM students, faculty, and staff members can borrow library materials. Users from other libraries into which ASM Library 
has an Interlibrary Loan (ILL) or other shared borrowing agreement with may borrow certain items as outlined in the corresponding 
agreement. For security and privacy reasons, borrowers must not share their library account information with anyone or use it for any 
purpose not expressly permitted by the ASM Library. 

Community and Alumni Library Borrowing Privileges 

At this time, there are no community or alumni library borrowing privileges. 

Privacy of Circulation Records    

The Library holds all circulation records in confidence. Staff will not release to any third-party information on the specific titles or 

subject of those titles a patron has borrowed or link a borrower's name or other revealing identification with an item out on loan. This 

includes not providing such information to other borrowers, faculty, police or campus security, credit, or collection agencies. This 

policy covers all current and historical circulation records and Interlibrary Loan transactions.    

Exceptions:  With the borrower's consent, or under judicial order or search warrant. 

It is a borrower’s responsibility to ensure that personal information is not left displayed on Library’s or computer lab public 

workstations in a way which makes it accessible to others. 
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Definitions 
These definitions apply to terms as they are used in this policy. 

Word/Term Definition 
Staff Employees, board and council members and any person who is remunerated by Acsenda School of 

Management. 

Community User Members of the general public who do not meet the definition of “Staff”. 

Interlibrary Loan 

(ILL) 

A service which enables users of one library to borrow materials from another library.  

Related Legislations 

• The Provincial Personal Information Protection Act (PIPA)  

• The Federal Personal Information Protection & Electronic Documents Act (PIPEDA) 

Related Policies 
Policy Number Policy Title 
6750 ASM Records Management Policy 

6751 Information Privacy & Security 

Responsibilities 
ASM students, faculty, and/or staff who borrow library materials are responsible for returning borrowed materials by the due date 

and in the condition the item was checked out.  If items are damaged or returned passed the due date, the borrower is responsible 

for paying applicable fees as assessed by the Library.  

Library staff are responsible for maintaining confidentiality of circulation records. 

ASM Library staffl are responsible for checking in returned materials in a timely manner and reasonably assessing materials being 

borrowed to note any damage. They are further responsible for maintaining confidentiality of circulation records.  

The Finance Office will place any applicable fees on borrower’s account in MyASM. 

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_03063_01
http://laws-lois.justice.gc.ca/eng/acts/P-8.6/

