
CIRCULATION 

The Circulation Desk is near the center of the LRC on the first floor.  Library materials are checked out 
or returned at this Circulation Desk.   

A security portal adjacent to the Circulation Desk protects library materials and deters accidental 
removal without checkout. 

Book returns are located at the east entrance to the building, and at the Circulation Desk. 

INTERLIBRARY LOANS 

Books, periodicals, or excerpts/articles not currently available in the WTC Library may be obtained 
through the Interlibrary Loan program.  Available to WTC students, staff, and faculty, this free service 
can be arranged through the Circulation Desk. 

Please ask the librarian on duty or someone at the Circulation Desk for assistance. 

RESERVES 

Instructors may place materials on reserve at the Circulation Desk, and specify how long students can 
use these items. Generally students can make limited number of copies or use the item within the library 
building. 

For more information, you can call the library at 325-574-7678 or email us at  library@wtc.edu. 
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COPIES 

A copier is located on the first floor of the library, and can only be accessed with a departmental code 

number. Students may request copies at 10 cents per copy, 15 cents for a duplex copy (2-sided). If 

available, microfilm copies can be made for 10 cents each. Check with the Circulation Desk for assistance. 

All requests for copies must comply with the federal copyright law. 

Are all citations listed in references? ‘

Are in-text citations and end-of-text references formatted according to an appropriate style?

The purpose of these styles is to: 
1. give credit to the author whose ideas or research you have used
2. provide the exact location for sources of information used in the text of your paper
3. enable your reader to verify information you have provided or to explore your topic

in greater depth.

      CITATIONS 

When doing assignments (writing papers) as a WTC student, it is important to provide details of all the 
sources of information you have used to prepare your work.  

All written assignments should follow APA, MLA, Turabian or Chicago standards to ensure that all sources 
are cited completely, correctly, and with consistency. 

Checklist:

Consult your instructor for more info on what style he or she prefers. 
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COPYRIGHT 

*Copyright owners have exclusive rights to:

 Reproduce the work

 Distribute the work

 Prepare derivative works
 Publicly display the work

 Publicly perform the work

*Copyright law is typically designed to protect the fixed expression or manifestation of an idea rather
than the fundamental idea itself.

In most of the world, the default length of copyright is the life of the author plus either 50 or 70 years. 
In the United States, the term for most existing works is for a term ending 70 years after the death of 
the author. 

Once a copyright has expired, the work is no longer protected by copyright law and it enters the 
public domain. Works are in the public domain if their kind is not covered by intellectual property 
rights or if the intellectual property rights have expired, have been forfeited, or have never been 
claimed. 

There is a general assumption that just because a work is online that it is in the public domain. 
This is simply not the case. Online sources are not automatically in the public domain.  

There is also fair use, a limitation and exception to the exclusive right granted by copyright law to 
the author of a creative work. These works are permissible according to copyright law and do not 
require permission from the copyright owner to be legal. However, they have a more ambiguous 
meaning attached to them.  

If you have any questions, please ask the library director for assistance. 

ARCHIVES 

The Western Texas College Archives collection is located on the 2nd floor. It consists of books, 
pamphlets, microfilm, microfiche readers and newspapers. Unique, rare materials are placed in the 
Archives room to be available for use by anyone in the local community and afar.  

General Policies 

 Library staff will open the Archives room at the request of local history researchers, along with
interested faculty, staff and students during normal library hours and maintain a log of users. 
Materials in the Archives room may not be checked out.  

If a patron is not familiar with how to use microfiche or a microfilm reader, he or she should seek
the assistance of the circulation staff. 

Researcher and User Responsibilities 
Users are encouraged to take notes only in pencil and handle all materials with care. If a copy is 
needed, there is a copier on the first floor to use for Archives room resources with the assistance 
of library staff. It is the responsibility of the researcher to follow all copyright laws, but the library 
staff will assist with any copier requests. 



For genealogy and archiving research, we suggest the following online databases:  

FamilySearch - https://www.familysearch.org/   

HeritageQuest Online - http://www.heritagequestonline.com/hqoweb/library/do/index 

WEEDING 

Each summer Western Texas College weeds out obsolete or outdated materials. 

Materials that will be up for weeding: 

- Those that have not circulated within the past 5 years

- Scientific, medical and computer/technology books that are over 3 years old

- Those that are in such poor condition they’re beyond repair

- Multiple copies of books that are no longer needed for curriculum

Materials that are never weeded (unless with an unanimous vote from library staff): 

- Regional materials in any discipline

- Faculty/administration members that are published

- Classics

- Core curriculum materials

- Works of rare historical value

CHARGING STATION 

Kwikboost charging stations are a quick, easy and free solution to charging your phone or tablet 

when you're on the go. You can find one now conveniently located in the LRC/Library first floor 

computer lab above the printer. 

Kwikboost can charge up to (8) devices at a time, and supports most major smartphones such as 

iPhones, Android, Blackberry and Windows phones as well as computer tablets such as iPads. 

*Security / Other Important Information*

Turn your ringer off or to vibrate whenever in the computer lab, including at the charging station. 

Do not leave devices in the charging stations overnight. 

Charging stations will be cleared periodically. Devices cleared from the charging station will be taken 

to the Lost and Found at the Circulation and Information Counter. 

To greatly reduce the risk of loss or theft, students should never leave items unattended. 

The Western Texas College LRC/Library is not responsible for any lost or damaged property of its 

patrons. Students are always responsible for their electronic devices. 
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FAQs 

How do I obtain a library card? 

Identification is required for circulation privileges. 

WTC student, faculty and staff IDs are used as library cards. You must present your ID (valid 
State Driver’s License or International Passport), to be registered at the library Circulation Desk. 

How do I get into the databases? 

1) On or off-campus: go to www.wtc.edu/lrc
2) Click “Resources”

If you are off campus, your login in your first name, a period, and your last name, all in lower case
letters. Your password is your student ID number. 

I don’t know my username and/or password, how can I change them or obtain them? 

Usernames can be obtained from the Office of Information Technology at 325-574-7931, or e-mail: 
support@wtc.edu  If you have forgotten your password, it can be reset. 

Can I make copies? 

Yes, we have a copier on the 1st floor next to the DVD collection.

Can I send a fax? 

Yes, the Service Center will fax copies for a charge of $1 per page sent out. 

How can I print? 

Students have access to the printer located in the computer lab housed downstairs in the LRC. 

How can I find out how to obtain a book from another library? 

 You can utilize our Interlibrary Loan service. Just ask the library staff for assistance. 

TECHNICAL ISSUES 

If you have problems logging into a database or other resource online, please feel free to ask us in 
person, call at 325-574-7678, or email us at library@wtc.edu. 

The library staff cannot help with all technical issues such as resetting passwords and certain other 
problems. You may be referred to Technology. Contact Technology via email: support@wtc.edu 

http://www.wtc.edu/lrc
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