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Reservations / Holds 
Reservations can be made on items, unless: 

• you already have a copy of the item on loan;  

• you already have a request on a copy of the item;  

• your borrowing privileges have been suspended for some reason (e.g. you are no longer enrolled, 

you have $10 or more in overdue item fees on your Library record or a lost item, which restrict 

you from borrowing)  

 

To reserve an item, you may either visit the GBCA Library in person, call the Library staff on +61 3 9326 

9677, email the Library on Library@gbca.edu.au or search the online Library Catalogue on the GBCA 

website http://gbca.edu.au/. 

Before you can reserve the item, you need to search for it. In the Search box at the bottom of the Library 

Catalogue page, enter your search term eg. ‘management’. Select OK to search for all the items the Library 

has in their collection on this search term. 

 

 

When you find the item, you would like to reserve, select the tick box next to the title and then select 

RESERVE SELECTIONS.  
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If you are not already logged in, you will be asked to log in.  

 

 

A confirmation screen with the relevant details appears. If all is correct, select PROCEED. 

 

You will receive a confirmation message to let you know that your reservation has been placed. Your 

reservation will expire in twelve weeks. If you would still like your item to be reserved after that time you 

will need to reserve it again. 

 

 

When a requested item is available to borrow, you will be notified by email.  You should collect the item 

within the 7 day (business days) hold period otherwise, the hold expires. If you are unable to collect your 

item within this time, please contact the Library.  

Reserves / Holds Hold Items Pick-up Period 

Student 3 7 days 

Staff 3 7 days 

Teachers 8 7 days 

Short Loan 3 Day Loans 3 7 days 

Short Loan 7 Day Loans 3 7 days 

 


