HLS SUBCITING: LIBRARY PROCESSES AND POLICIES
SETTING UP A SUBCITE: SHELF SPACE AND ARTICLE BORROWER CARDS  

One week before you need a shelf, either 
1. Fill out a subcite form, or 
2. Email Alethea Jones, access@law.harvard.edu: 
a. your name and contact information 
b. journal name and article author name 
c. start and end dates, and mass subcite date and time. 
3. Shelf space will be set aside in the subcite area on the 4th floor of Langdell organized by journal/article author and an article borrower card for checking out materials to the subcite will be created and available at the circulation desk.
MASS SUBCITES

Mass subcites must be scheduled through the process mentioned above. Check the current schedule before arranging your subcite. If at all possible, mass subcites should take place during academic year reference desk hours: 
· Mon-Thu 9 am to 7 pm 
· Fri 9 am to 6 pm 
· Sat-Sun 1 to 5 pm 

Tables in the reference room cannot be reserved in advance. If there are more than four simultaneous mass subcites, reading room tables may be used.  Food cannot be brought in for these events! You can have refreshments in the Lehmann lounge only.  It is helpful for subciters to have access to a complete copy of the article on the shelf and to know the journal’s policy on using electronic versions of documents. 

LIBRARIAN LIAISONS 
Each journal has a librarian liaison who can help troubleshoot an article before the subcite. Article editors may contact their liaison about strategies to locate types of sources or for help in spotting tricky citations. Librarians should not be expected to go over each footnote. Click here for the list of liaisons. 
COPY CARDS 
Several journals have left copy cards at the Reference Desk. Librarians will distribute them but will not monitor their use or whereabouts. Editors leave these cards at their own risk. When funds are depleted, subciters should inform a journal editor. (Funds cannot be added without the journal’s 33 digit billing code.) 
MATERIALS IN THE LAW SCHOOL LIBRARY 
HLSL materials must be checked out using the article borrower card available at circulation; a colored bookmark will be placed in the item. HLSL items on subcite shelves without these book-marks will be reshelved. Items that cannot be checked out to a subcite include: 
· The U.S. Code.  
· Looseleaf-format publications 
· Items from Special Collections 
· Items in the Special Collections department may only be used there during their operating hours. Please plan accordingly.

MATERIALS IN OTHER HARVARD LIBRARIES
Materials available at other Harvard Libraries cannot be ordered. Students must go to the holding library and check out the item on his/her own ID. Students should use judgment about placing these items on subcite shelves: they are responsible for their return, loss, and any fines issued for late returns or loss. These items do not need a colored bookmark; they will not be pulled from the shelf.
MATERIALS NOT OWNED BY ANY HARVARD LIBRARY: INTERLIBRARY LOANS

When no Harvard Library seems to hold a cited item, subciters should check with a reference librarian to verify this is the case. The item can then be ordered from another library through interlibrary loan (ILL). 

ILL requests should be made only by the article editor in order to avoid duplication of requests. Requests can take up to two weeks to process, sometimes longer. Interlibrary loan requests can be done online. See: http://www.law.harvard.edu/library/services/ill/ 

ILL materials cannot be placed on subcite shelves. If found there, library staff will bring them back to the ILL office behind circulation. A second instance will result in the item being returned to the lending library.
AFTER THE SUBCITE END DATE

After the subcite end date, HLSL materials will be reshelved by library staff. Materials from other libraries will not be reshelved; they are the responsibility of the student who checked them out. Papers will be left for a short time and eventually thrown away. 

*More information about HLS subciting is available at: 

http://www.law.harvard.edu/library/students/instructions-for-subcites.html
