The scales
The scales are used (as a security measure) to weigh all manuscripts and all printed books with (fold-out) plates, before these are issued to the reading room users. When the user returns the book, it is weighed again. The reader ticket is returned to the reader only when the book’s weight is the same (or the deviation is within agreed margins – see below).

This leads to the all-important question: what is an acceptable weight deviation?

It has to be taken into consideration that the weight of the book may change while it is being consulted in the reading room, either because the book takes in moisture or it dries out a little. Even though the KB reading room has climate control which regulates humidity, changes may occur. The larger and heavier the book, the more moisture it can retain or shed. In 2012, Theo Vermeulen did a series of test. On the basis of these tests, the following guidelines have been drawn up: 

	Weight of the original item
	Tolerance

	0-500 gr
	Up to 0,5 gr deviation

	500-1500 gr
	Up to 1 gr deviation

	1500-2500 gr
	Up to 1,5 gr deviation

	2500-3500
	Up to 2 gr deviation

	3500 gr or more
	Up to 3 gr deviation


What to do when the deviation is outside these margins?

It may happen that when the book is weighed up on it being returned by the reader, the book’s weight deviates significantly. This is not immediately grounds for accusing the reader of inappropriate handling of the book, but we should explore what could have caused the weight difference.

1. First check whether the first weighing was perhaps incorrect. Was the item accidentally weighed together with the box, or with the lending slip?

2. Leave through the bound book or manuscript to check whether anything is wrong.
3. If not, weigh the book again, and make sure there are no factors that could influence the process (e.g. people leaning against the desk,  etc.).

4. If the deviation is still outside the norms listed above, the following measures may be taken:

5. Ask the reader whether you may check his/her belongings (the KB rules and regulations authorise such an examination).

6. If that yields no further information, please inform the reader that further checks need to be performed, and ask them to wait. The reader ticket is NOT returned.

7. In the KB, plates in atlases and in collections of plates have been numbered and stamped. In the back of the volume there is an indication of the number of maps/plates that should be present. Please check that the number of plates in the volume tallies with the number in this overview in the back of the item.

8. The catalogue records for a number of atlases contain references to standard descriptions in a bibliography. If the KB items has fewer (or more) maps than referenced in the bibliography, this is recorded in the catalogue record.

9. Most folders containing loose leaves from the manuscript collection have been foliated, so that it can be checked whether all leaves are present.
10. If none of these actions shed light on the weight deviation, you should warn your line manager. S/he will decide whether the Coordinator for Security, or, in their absence, the Head of Collection Care, needs to be informed.

11. You may contact the Coordinator for Security or Head of Collection directly, if your line manager is not available.

12. [ deleted: KB phone numbers]

13. When there is a serious suspicion of theft, camera footage can be viewed.

14. The line manager decides whether Security needs to be involved at this stage.

15. If the reader shows aggressive behaviour, staff at the desk may alert Security by pushing the button behind the lending desk.

16. In case of theft, the KB always alerts the police. Depending on the situation, this is done by the line manager, the Coordinator for Security or the Head of Collection Care.  Security and Facility Management have to be informed, when the police has been contacted.

17. The formal report of theft with the police will be undertaken by Facility Management.

18. After the incident, the line manager will send a full report to the Coordinator for Security, so that the incident may be recorded in the register of incidents.

