
 
 

 

  

  

Libraries & Collections Charges & Payment Methods 
 
The following document outlines: 

• Library fines & account blocks 
• Inter-library loan charges 
• Archives charges 
• Special Collections charges 
• Payment methods 

 

Library Fines 
Our aim is not to fine you, it is simply to get the books back for shared use. You would only 
be charged a fine for the following reasons: 

• If someone requests a standard loan item (identified by either no sticker or a blue 
sticker) you have out on loan, you'll be notified that you have seven days to return it. 
If you don't return the item by this new return date it will become overdue, and you 
will start to be charged fines. 

• Short loan items (identified by either an orange or yellow sticker) is returned late, 
these can only be borrowed for 24-hours (or when the library is next open) and 
cannot be renewed. 

• Laptop loans is returned late, these can only be borrowed for 72 hours and cannot 
be renewed. 

We charge the following amounts, depending on the type of item that has become overdue: 

• Standard Loans: 50p per day 
• Short Loans: 50p per hour or part of an hour 
• Laptops loans: £5 per hour or part of an hour 

Account Block 
When your account becomes blocked, it means that you will be unable to borrow or reserve 
any further items from the library. Auto-renewals will still be in effect for any remaining 
standard-loan items you have. 

Your library account will be blocked when either: 

• You have failed to return an item that has been requested by another user within 7 
days. 

• The total arrears on your account reaches £10. 
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Your library account will also be fully blocked (completely restricted) once you complete 
your studies or leave the university. 

Inter-Library Loan Charges 
Students and staff are allocated a quota of free requests at the beginning of each academic 
year (see table below). Should you expend your allocated quota of free requests, you will be 
unable to submit more requests until you agree to extra charges. Please 
contact library@kcl.ac.uk for assistance. 

To ensure that you are not charged unnecessarily for requests, we ask you to check that the 
material you require is not available through an alternative source and that an interlibrary 
loan is the last resort.  

Staff and students registered with the King's Disability Service are allocated an unlimited 
number of free requests. 

Annual allocation of free interlibrary loan requests  
 Student/Staff Category    Allocation 
 Undergraduate  10 
 Postgraduate (Taught)  25 
 Postgraduate (Research)  50 
 Staff (including NHS)  50 
 Registered with the Disability Service  Unlimited 

 

Charges for the Late Return of Inter-Library Loan 
There are no fines for overdue interlibrary loans (ILLs), however, if they are not returned 
promptly when requested, your library account may be blocked, and you may be invoiced 
for a replacement copy if we are charged by the external library. The British Library's 
standard replacement fee is £185.50. 

The late return of items impacts negatively on our service. External libraries lend us material 
from their collections in good faith. If items are returned late, we may be unable to source 
further material from these libraries in future. This means that other staff and students will 
not have the same opportunity to obtain items that they require for their research or 
studies. 

Archives Charges 
Copying charges (including VAT) 

• Standard copying charge: 36p per page 
• Microform printouts: 36p per page 
• Unbound items of up to A3 size: £3.60 per image 
• Bound or unbound items over A3 size: £9.60 for first image in an order, £6 for 

subsequent images in the same order 

mailto:library@kcl.ac.uk


   
 

3 
Updated 21/11/23. 

There is a £12.00 minimum charge for remote orders. This cost covers our staff retrieving 
the material, assessing its suitability for copying, and providing a quotation for copying the 
material. 

Additional specific customer requirements, e.g., image enhancement, will attract an 
additional discretionary charge. 

If the cost of copying a document comes to less than the £12.00 assessment charge, then no 
additional costs will be charged. 

Reproduction fees (including VAT) 
We operate the following outline scale of charges: 

• Single use, UK rights: £60 per image 
• Single use, world rights: £120 per image 
• Single use for broadcast, perpetual rights: £420 per image 

Fees may be reduced or waived for non-profit customers, academic customers, or small 
print runs, at our discretion. A higher fee may be charged for use in TV or film, depending on 
circumstances. Please contact Archives staff for more information. 

All prices quoted include VAT. If your billing address is in a country exempt from VAT (most 
countries outside the UK, the European Union, and the European Economic Area), the VAT 
will automatically be deducted at the checkout if you make payment via the e-store. 

Special Collections Charges 
Basic charges for scan requests: 

• TIFF format: £20 for first image from each item, £10 for second and subsequent 
images from same item 

• JPEG format – bound items or unbound items of above A3 size: £8 for first image 
from each item, £5 for second and subsequent images from same item 

• JPEG format – unbound items of up to A3 size or copies of existing images: £3 per 
image 

Additional specific customer requirements, e.g., image enhancement, will attract an 
additional discretionary charge. 

Digitisation orders will be met within ten working days of receipt of payment (individual 
customers) or confirmation of order (corporate customers). 

All prices are exclusive of VAT. 

mailto:archives@kcl.ac.uk
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Reproduction fees 
We operate the following outline scale of charges: 

• Single use, UK rights: £50 per image 
• Single use, world rights: £100 per image 

Fees may be reduced or waived for non-profit customers, University of London customers or 
small print runs, at our discretion. 

Repeat usage attracts an additional fee, at our discretion. A higher fee may be charged for 
use in TV or film, depending on circumstances. 

All prices are exclusive of VAT. 

Payment Methods 
Payment for fines or inter-library loans 
Libraries & Collections are now cashless, any payments for fines or inter-library loans can 
now only be made online. 

Payments for fines and inter-library loans can be made online using credit from 
your printing account. You can make the payment by logging into your library account (sign 
in via Library Search) and selecting 'My account' then 'Pay charges'. The payment will be 
removed from your printing account. Please see our online payments section below for full 
instructions. 

Departmental charge request form: this online IT Service Request form can be used by 
King's Departmental Staff to add print credit to one or many accounts. 

Note for staff and NHS staff 
The online payments service requires that the number on your University ID card is linked 
with your King's username. 

If when trying to pay charges you see the error message ‘There is a problem with your 
session/account’, this usually means that your accounts are not linked. 

You can request this by emailing library@kcl.ac.uk with the following information: 

• Name 
• King’s/NHS email address 
• Number on your College ID card  
• King’s username 

https://printing.kcl.ac.uk/user
https://librarysearch.kcl.ac.uk/
https://librarysearch.kcl.ac.uk/
https://libanswers.kcl.ac.uk/faq/226852#Online%20payments
https://kcl.my.salesforce.com/apex/bmcservicedesk__ssredirect?type=sr&id=a3S0O000002aT8OUAU
https://internal.kcl.ac.uk/it/connected/AccountsandPasswords/index.aspx
mailto:library@kcl.ac.uk
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Payments for Archives & Special Collections Services 
Payments for the Archives and Special Collections services set out above can be made online 
via the King’s College London eStore, at estore.kcl.ac.uk/product-catalogue/university-
services/archives-services or estore.kcl.ac.uk/product-catalogue/university-services/special-
collections respectively. Customers do not need to be members of the library to use the 
eStore. 
 

https://estore.kcl.ac.uk/product-catalogue/university-services/archives-services
https://estore.kcl.ac.uk/product-catalogue/university-services/archives-services
https://estore.kcl.ac.uk/product-catalogue/university-services/special-collections
https://estore.kcl.ac.uk/product-catalogue/university-services/special-collections
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