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Guidelines for Reading Groups 

This is a brief guide outlining the level of service that West Sussex Library Service 
aims to provide to local adult Reading Groups. We hope that this helps clarify what 
you can expect and that our support enhances your enjoyment of reading and 
discussing books. 

Reading Group Ticket: 
There is an annual subscription for a Reading Group ticket. This ticket gives you: 

• a dedicated Reading Group service, 
• a maximum of 15 copies per request (depending on the numbers of copies in 
stock), 
• priority booking for library author events, 
• ‘Pageturners’ (an e-Newsletter for Reading Groups), 
• a seven week loan period. 

You can request books for your reading group in three ways: 

Online request form: 
• Fill in the contact and book details and press ‘submit’. 
• We will contact you to confirm which books are ordered and in what order, or if 

there are any queries with your request. 

Reading group hotline: Contact 03302 225588 between 10:00am and 4:00pm 
Monday to Friday. 
• Have your book details and dates ready. 
• We may not be able to confirm your requests at the time of calling, but if this is 

the case we will contact you shortly after. 

Paper request form: 
• If you would prefer to fill in a paper version, a copy is available to print out from 

our website, or your local library can provide a copy. 
• Return completed forms to your local library. 
• We will contact you to confirm which books are ordered and in what order, or if 

there are any queries with your request. 

Library staff in branches cannot process requests for reading group books. 

When requesting books, please have the following information at hand: 

• The name of your Reading Group, the group’s library card number, a contact 
name, and a preferred method of notification when the items are ready for 
collection (either an email address or telephone number). 

https://www.westsussex.gov.uk/email-alerts/
https://www.westsussex.gov.uk/libraries/more-library-services/reading-group-book-request-form/
https://www.westsussex.gov.uk/media/12840/reading_group_request_form.pdf
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We recommend that you: 

• request three titles at a time 
• provide alternatives in case your first choices are not available  
• complete the 'Collection date' fields 
• indicate in the 'notes' field if you need books in large print or audio format, and 

how many you would like, please state whether these are in addition to or 
included in the number of copies requested.  (Please be clear if this is an 
essential request, or just a preference). 

• avoid requesting books published within the last year 
• provide at least four weeks' notice for the books you require. 

We cannot guarantee that books can be supplied in your preferred order as 
this depends on availability. 

If your chosen books are not available, or you need some recommendations, you may 
be referred to another member of staff who will contact you to discuss some 
alternative choices. 

Collecting Books: Please collect your requested books as a complete set as close 
as possible to your given collection date.  Uncollected books will be released for other 
library users one week after the collection date.  The person collecting the books does 
not have to be the named contact, but must have the Reading Group library card in 
order to borrow the books. Library staff are unable to give out individual copies to 
group members.   

Loans and Renewals:  Reading Group books are issued for seven weeks, you will 
not be able to renew books after this time to ensure that they are available for other 
reading groups and library members.  Please contact library staff if there are 
exceptional circumstances regarding lost or unreturned items. 

Overdue Charges: Overdue charges at the current rate will be charged on group 
loans. This is to encourage members to return their books on time, making them 
available for other reading groups and library users. We would expect the named 
contact for the group to ensure these charges are recovered. 

Lost/Damaged items: The named contact is responsible for all items issued on the 
Reading Group ticket. If any are lost or damaged, we would expect the contact to 
ensure these charges are recovered, or replacement copies provided. 

Hints and Tips  

• The quickest way to place your requests is via the online form. 
• It is good practice to keep a record of which group member has a particular copy 

of your requested books: we can provide an itemised list when your books are 
issued and you can allocate copies by book number.  This will help if there are 
queries about overdue items. 

• You can manage your account online, to check the status of your loans and 
requests you will need a PIN, please ask at your local library if you do not have 
this number. 

https://www.westsussex.gov.uk/libraries/your-library-account/manage-your-library-account/

