NELSON MANDELA METROPOLITAN UNIVERSITY (NMMU)

LIBRARY AND INFORMATION SERVICES (LIS)

RULES AND CODE OF CONDUCT

1. INTRODUCTION

The main purpose of the Rules and Code of Conduct of the LIS is

· to safeguard the common interest of all its members 

· to enable the LIS to carry out its functions as efficiently as possible.

These Rules and Code of Conduct are subject to the Disciplinary Code(s) of the NMMU.

2. MEMBERSHIP

2.1 All registered students and staff in possession of a current and valid student/staff card issued by the University can register as members of the LIS to access its services.  The student or staff card acts as the identification card for all LIS transactions and it is strongly recommended that all LIS users and borrowers carry their student/staff card with them when in the Library.

 

2.2 Other persons who do not fall into the above category may apply for external user membership to the Director: Library and Information Services. External user members must pay the fee approved annually by the Library and Information Services Committee, which will entitle them to limited use of the library facilities as prescribed in Annexure 1.  External user members will be issued with a membership card for a 6/12 month registration period and must re-apply for membership and pay the required dues after the expiration of each registration period. This group of members also includes all students registered for short learning programmes (short course/skills programme) or similar non-subsidy generating courses.  

2.3 Membership of a site library of the University allows access and borrowing from any other site library of the University.

REGISTRATION AS AN NMMU LIS MEMBER MEANS ACCEPTANCE OF THE FOLLOWING RULES AND CODE OF CONDUCT:

3 BORROWING RULES

3.1 The member is held responsible for all items issued on his/her card until the items are returned and removed from his/her borrower’s record.  Lost or stolen cards must be reported immediately to prevent unauthorized use thereof, as the member is still held responsible for any borrowings on an unreported card. 

3.2 Any member borrowing or attempting to borrow an item with a card of another member commits a breach of these regulations.

3.3 It is the member’s responsibility to inform the LIS of any change of address or personal details.

3.4 All items borrowed are subject to the loan period prescribed for that particular type of material.  See Annexure 2 (Loan Periods)  
3.4.1   Members are responsible for checking the due date stamped on the date sheet.

3.4.2 Members may normally renew issued items unless another member has reserved the item or the maximum number of renewals has been reached.

3.4.3   Material issued but urgently required will be recalled and must please be returned immediately.

3.5   Members are advised to ensure that the item(s) they return are given to library circulation staff and that the loan record is cancelled. Items should not be left on the issue desk, as the library will not accept responsibility for materials lost in this way.

3.6    Library materials obtained from other libraries on Interlibrary Loan are subject to the loan regulations of the Interlibrary Loan network, including any costs involved.  The service is available to master’s and doctoral students and staff members only.
3.7   Charges, as per Annexure 3, are payable on all overdue items.   These charges are reviewed from time to time. 
3.8   Library material not returned for any reason will be considered lost and an account will be rendered.  Failure to pay the replacement value in full or return the item in a reasonable condition, will result in:

3.8.1 The student’s examination results being withheld.
3.8.2 The staff member/student being denied further use of the LIS.
Please note:

3.8.3 An administration fee is payable on all accounts rendered.
3.8.4 Once an account has been settled the transaction is closed and no refunds are possible.
 

4 HOURS OF OPERATION 

The hours of operation differ between the various site libraries and during vacation periods. Use of the respective libraries is restricted to the official hours of opening as displayed outside the entrance to the libraries and on notice boards. Any changes will be advertised in advance.  It is the member’s responsibility to familiarize him/herself with the correct hours of operation.

 

5 COPYRIGHT

Members must ensure that copying of material done on library photocopiers is carried out in compliance with the Copyright Act, 1978, as amended. Notices to this effect are posted near the photocopy machines. Use of electronic resources in the library is governed by the Copyright Act and also by licences signed by the library. Users of the library are deemed to have undertaken to abide by these licences when they register as members of the library and have declared that any material obtained is solely for their own use, research and private study.

6 PRIVACY


The rights to privacy of all members shall be respected. The library will not reveal the name(s) of individual borrower(s) nor reveal what library resources have been issued to, consulted by or what information has been sought and received by an individual member

7 DISCIPLINARY INTERVENTIONS AND PENALTIES

7.1 Disciplinary action, in accordance with the University’s Disciplinary Code, may be instituted against persons in respect of theft or attempted theft of any library property

7.2 Disciplinary action, in accordance with the University’s Disciplinary Code, may be instituted against persons who are alleged to have made themselves guilty of one of the following contravention of the LIS rules.  Alternatively the Director: LIS or the designated representative is empowered, at his/her discretion, to impose:

a fine not exceeding R500.00; or

suspension of his/her borrowing rights and/or use of the LIS for a specified period, against such persons who admit guilt to any of these offences.
7.2.1 Damage or attempt to damage library materials by marking, underlining, or removing pages or portions of pages, removing binding or electronic detection devices, maliciously accessing, altering, deleting, damaging or destroying any computer system, network, computer programme, data or library furniture.

7.2.2 No library materials may be removed from the library unless a LIS circulation staff member has issued them.  Unauthorized removal of material will activate the security system and may result in disciplinary action against the person.

7.2.3 Any member borrowing or attempting to borrow an item with a card of another member commits a breach of these regulations.
8 LIBRARY CODE OF CONDUCT

In order to create an environment that is conducive to teaching, learning and research, members are expected to adhere to the following code of conduct:

· The needs of others for a quiet study environment must be observed and noise levels are to be kept to a minimum; 

· Keeping items beyond the due date is inconsiderate to other users;
·  No smoking, eating or drinking of beverages is permitted in the library.

· Cell phones must be switched off before entering the library and may only be switched on again once outside the library; 
· No responsibility will be accepted for bags or personal possessions brought into the library or  left in the library; 

· Property should not be left on chairs and tables to reserve places for others.  All seating is strictly on a first come first served basis.

·  Anybody found in the library after closing, will be deemed to be trespassing. 

Contraventions of these LIS rules are regarded in a very serious light and repeat   offenders will be dealt with according to the Disciplinary Code of the University.
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