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Overview

The RRLC Access Pass is a direct borrowing program that enables library users
affiliated with a participating library to access materials onsite and borrow directly
from another library with which they are not formally affiliated. The program is
based on the premise that participating libraries will translate their commitment to
cooperation and service into library access for users of other libraries in the
region, even though their collections may not otherwise be open to the public.

Participating libraries may issue an Access Pass to individual faculty, graduate
and undergraduate students, researchers, and some high school students. The
program is meant to provide serious library users with access to resources that
are not available at their home library, nor available in other libraries open to the
public.

The Access Pass is particularly helpful to users who:
● need something from another collection immediately
● need to browse through a specialized collection
● lack sufficient bibliographic information for effective interlibrary loan
● need to use resources which cannot be borrowed or photocopied

RRLC provides an automated system that enables library staff to issue an
Access Pass to an individual person, with notification made via email to the
issuing library, the Access Pass holder, and RRLC. Typically, Access Passes are
issued for one year, although the issuing library has flexibility in setting the
expiration date. Access Passes will not be issued for terms longer than one year.

Each participating library determines which type of library user may borrow items,
as well as requirements for making appointments and showing a photo ID to
verify the Access Pass holder’s identity. Visit the Access Pass page on the RRLC
website for a full list of participating libraries and their individual requirements.

Eligibility & Responsibility

Access Pass program participation is open to all RRLC Full, Affiliate, and
For-Profit Member organizations who have agreed to the terms of the program
and have completed the RRLC Access Pass Program Participant Form. RRLC
Individual members are eligible to receive an Access Pass issued by their
home/affiliated library. RRLC does not directly issue Access Passes to library
users.
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Definition of Issuing Library: The home library that issues Access
Passes to their faculty, students, staff, or eligible patrons.

Definition of Lending Library: The library that lends books and other
materials to Access Pass holders.

The Issuing Library assumes responsibility for the use of the Access Pass,
including fiscal responsibility and return of any materials borrowed. The Lending
Library assumes responsibility for notifying the Issuing Library of any overdue
items circulated to the Issuing Library's patrons.

Participation Terms

1. Eligibility: Any Full, Affiliate, or For-Profit Member in good standing of RRLC
may participate in the Access Pass program. Public and school libraries may
participatie in the program if their library system is a member of RRLC.

2. Cost: Access Passes are free to Full and Affiliate members. RRLC For-Profit
Members will be invoiced $200 for each Access Pass they issue.

3. Library User Types: Access Passes may be issued to the following types of
library users, provided they are in good standing at the Issuing Library:

a. Faculty
b. Graduate students (currently matriculated)
c. Professional and research staff
d. Undergraduates
e. Monroe County Library System or Pioneer Library System library

cardholders
f. Advanced Placement, International Baccalaureate, or Concurrent

Enrollment high school students
4. Access Levels: Issuing Libraries acknowledge that the Lending Libraries

determine the level and extent of access allowed by Access Pass holders.
5. Nonreciprocal: The Access Pass program is not reciprocal, meaning that the

pass holder is not entitled to the same level of access at the Lending Library
that they would be entitled to at their Issuing Library.

6. Financial Responsibility: Issuing Libraries agree to pay for lost materials,
overdue fines, or other charges incurred by library users to whom they have
issued an Access Pass.

Library Participation Form

1. RRLC requires participating libraries to complete the Participation Form. The
form requests the following information:

a. types of library users to who the Lending Library will lend
b. lending policies or restrictions of the Lending Library
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c. delivery methods used by the Lending Library
d. contact information for the individual staff member(s) at the library who

are responsible for Access Passes
2. Libraries must complete the form annually at minimum, and are required to

complete a new form if their lending/access policies have changed.
3. RRLC requires the Library Director (or other authorized person) to sign a

participation agreement, which will be sent separately via an electronic
signature platform.

Issuing an Access Pass

1. It is the responsibility of the Issuing Library to determine whether a patron
needs an Access Pass or if the needed information may be obtained through
other methods.

2. The library staff person issuing the Access Pass should explain the program
and its options and limitations to the patron. A list of participating libraries and
the types of library users they allow, along with other policy info, is available
on the Access Pass page.

3. The Issuing Library should complete the Access Pass Registration Form on
behalf of the patron. The application is password protected. The password will
be shared with all participating libraries via the Access Pass listserv. Do not
share the password with the patron or anyone outside of library staff.

a. The following information is required:
i. First and Last Name of patron
ii. Patron contact information, including email, phone, and street

address
iii. Patron type
iv. Issuing Library name
v. Expiration date (one year maximum)

vi. Certification that patron in good standing
b. The Issuing Library should ask for appropriate photo ID, and remind the

patron that most Lending Libraries will require photo ID for verification.
c. The Issuing Library must review the Library User FAQ page with the patron

before issuing the Access Pass. The library may also ask the patron to sign
an agreement as a matter of local policy, but it is not required.

4. Once the Issuing Library submits the Access Pass Borrower Application, both
the library and the patron should receive an email with the Access Pass
information within a couple minutes. Please verify that the patron received the
Access Pass as this is what the patron will need to show at the Lending
Library to gain access. The patron may choose to print a copy of their Access
Pass email to bring with them.

5. The Issuing Library should caution the patron to call ahead to the Lending
Library to make sure the library is open and that a staff person will be
available to assist the Access Pass holder, enter their data into the circulation
system, etc.
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Guidelines for Libraries Lending Materials to Access Card
holders

General Procedures

1. All Access Pass holders will be allowed to borrow materials upon presentation
of the RRLC Access Pass, within the restrictions set by the Lending Library.

2. Verification of Access Pass:
a. The patron must present their Access Pass (email) to the Lending Library

either in printed form or shown on a device.
b. The Lending Library must verify that the Access Pass has not expired and

must also verify the patron with a photo ID (if required by the library’s
policy).

c. The Lending Library must verify that the Access Pass designates a library
user type to which the library lends (i.e. graduate student, faculty, etc.).

d. The Lending Library must verify that the Access Pass holder has not been
flagged or revoked (see below).

3. Once verified, the Lending Library may choose to enter the patron into their
circulation system and/or issue them a barcode or card to enable borrowing.
Libraries should inform the patron about the lending and other applicable
policies of your library, including fines for overdue materials.

4. Returning materials:
a. The Lending Library should remind the patron that materials must be

returned to the library from which they were borrowed.
b. Alternatively, if the Lending Library and Issuing Library are connected by a

delivery system (RRLC delivery or Empire Library Delivery), the patron may
return borrowed materials to the Issuing Library, which should route the
returned materials to the Lending Library via the delivery system.

Overdue/Recalled Library Materials and Payment Terms

1. If an Access Pass holder has overdue materials, it is the responsibility of the
Issuing Library to assist the Lending Library in effecting a return of the
materials.

2. Any fines or replacement costs for materials lost or damaged are the
responsibility of the Access Pass holder. However, in the event that the Pass
holder does not pay replacement fees or fines associated with their account,
reimbursement for these items becomes the responsibility of the Issuing
Library.

3. The Lending Library may follow the overdue/recall procedures normally used
by that library/system.

a. If normal overdue/recall procedures do not result in the return of the
borrowed materials on the first cycle (e.g. one overdue/recall notice),
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the Lending Library should contact the Issuing Library as soon as
possible, but no later than one month after the due date. The Issuing
Library will need to know both the identity of the borrower and the
material borrowed.

b. NOTE: If the Lending Library does not provide the initial notification
within one month of the borrowed material’s due date, the Lending
Library assumes fiscal responsibility for replacing the items.

c. If the Access Pass holder does not return the materials borrowed from
the Lending Library within three months of the due date, the Lending
Library must send a final notification to the Issuing Library. The
Issuing Library assumes fiscal responsibility for the unreturned items
and will either replace them or reimburse the Lending Library the
amount due according to the preferences and policies of the Lending
Library.

d. Lending Libraries should notify RRLC of unreturned materials and the
final outcome of the situation. Historically, losses through the Access
Pass program have been minimal. Successful operation of the
program continues to depend on reasonable screening by the Issuing
Library, responsible use of the Access Pass, and a prompt follow-up
by the Lending Library. If a problem does occur, immediate
communication between staff of Lending and Issuing Libraries may be
the most effective action. To report concerns or problems with the
Access Pass program, please notify RRLC at rrlc@rrlc.org.

4. Misuse of Access Pass: When there is evidence of misuse of an Access
Pass (e.g. transfer of Pass to another person, borrowing materials for the
use of others, etc.), the library must contact RRLC immediately so that the
patron may be flagged and their Pass revoked.

Flagging a patron and revoking an Access Pass:

1. If an Access Pass holder misuses the Pass or is otherwise no longer eligible
for any reason (except expiration of the Pass), the Issuing Library should
notify RRLC immediately at rrlc@rrlc.org.

2. RRLC will communicate directly with all the participating libraries via email
with the identity of the patron who has been flagged and the revocation of that
person’s Access Pass. Libraries should retain this email for future reference
when verifying Access Passes.

3. Once RRLC flags the patron in the system and revokes their Access Pass,
RRLC will email the patron informing them of the revocation.

4. Lending Libraries must take care to verify that Access Pass holders have not
been flagged/revoked before extending borrowing privileges.

RRLC Responsibilities
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1. Maintain the Access Pass Participating Libraries list, including access and
lending policies, courier services used, and contact information. The list
will be freely available on the RRLC website.

2. Maintain privacy of personal patron information submitted into the Access
Pass system.

a. Access to patron information will be available to RRLC staff only;
information is password protected.

b. Personal information (name, phone, email, address) will be stripped
from the Access Pass record one month after expiration of the
Access Pass.

c. Personal patron information for flagged/revoked Access Passes
may be retained as needed to prevent problem patrons from being
issued an Access Pass in the future.

3. Maintain the Access Pass Procedure Manual with up to date policies,
procedures, and links to forms and documents. RRLC will review the
Procedure manual regularly and will notify all participating libraries
immediately with any changes/updates to procedures.

4. Promote the program to member libraries and encourage participation.
5. Monitor any issues/problems that arise, including revoked Passes, and

clearly communicate such issues with all participating libraries.

Questions about the Access Pass program should be directed to:

Laura Osterhout
losterhout@rrlc.org

Leah Matusek
lmatusek@rrlc.org
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