Eastern Credit Union Library Policy

INTRODUCTION

The rules and Regulations of Eastern Credit Union’s Information Centre were approved by the Education and Bye Laws Committee of Eastern Credit Union.  The Librarian with the support of Eastern Credit Union’s Group Executive Manager of Marketing, Research & Business Development, and Communication Specialist enforces these regulations.

A Librarian refers to any person designated by the Group Executive Manager Marketing, Research & Business Development to perform these duties.

The purpose of these regulations is to safeguard the common interests of all Library users. 

All persons are admitted on the understanding that they have read and agreed to observe the Library Regulations. Breach of these Regulations could result in membership being suspended or withdrawn or other such penalty deemed appropriate by the Group Executive Manager of Marketing, Research & Business Development in collaboration with the Education and Bye Laws Committee of Eastern Credit Union . 

The Education and Bye Laws Committee of Eastern Credit Union reserves the right to amend these regulations as appropriate
1. MEMBERSHIP & REGISTRATION

1.1. Members including Employees of Eastern Credit Union have an automatic membership to the La Joya Information Centre in St. Joseph

1.2 All members (including children) will be verified by the Librarian via the Core database.

1.3. Non members are required to provide the following information:

a) Utility Bill

b) Home/Mobile numbers

c) Work and home address

d) A copy of the parent/Guardian ID card (in the case of a child under 18years)

Persons who are desirous of using the Library facilities for a period of over five consecutive days are required to be a member of Eastern Credit Union.  This does not apply to borrowing of books.  Books can only be borrowed by members of Eastern Credit Union.

2. HOURS OF OPENING
The Information Centre is open from 9a.m. to 5p.m. on Monday to Friday.

3. BORROWING

In this regulation "book" includes all material, in whatever format, which is owned by, or in the custody of, the Library

3.1 No book may be removed from the Information Centre until its loan has been properly recorded by the Librarian. 

3.2 Every book lent out is the responsibility of the borrower until it has been duly returned. Books, which have been borrowed, must not be lent to anyone else

3.3 In cases of urgency, the Librarian may recall a book on loan in advance of the due date.

3.4 Books are on loan for a two-week period only. An extension may be granted at the Librarian’s sole discretion.

 3.5 Any reader who fails to return a book by the due date, or within two working days of the dispatch of a recall notice, or (in the case of the Short loan Collection) by the hour at which it is due, will be liable to a fine at rates which are fixed from time to time (see rate schedule below).

3.6 Failure to return books and the non-payment of fines may result in the suspension of borrowing privileges or barred from the use of the Information Centre.

3.7 All outstanding dues and fines must be paid before a suspension order is withdrawn.

4. Code of Conduct

4.1 All Users must obey instructions given by the Librarian 

4.2 It is an offence for anyone to behave in a manner likely to affect other users adversely (e.g. by disorderly behavior, or by making unnecessary noise).

4.3 Eating, drinking, smoking and the use of personal radios or cassette players are not permitted. Animals or pets may not be brought into the library. 

4.4 Mobile phones should be switched to silent. 

4.5 Obscene language is strictly prohibited. 

4.6 The Centre must be left clean and tidy at all times

4.7 In the interests of Health and Safety one must not unplug, open, or otherwise interfere with, any electrical or other equipment located in the Library. 

4.8 Trailing Cables are strictly prohibited. Users must get the permission of the Librarian for the use of any personal equipment.

4.9 Do not leave personal belongings unattended at any time. We do not accept responsibility for any loss or damage and reserve the right to remove or destroy unclaimed items.
4.10 Users are asked to treat the Centre’s staff with courtesy and respect. 

4.11 Photographs and video recordings must not be taken within the Library building without prior permission from the Librarian.

4.12 The Librarian reserves the right to inspect personal belongings. Anyone found damaging or stealing Library property will be subject to immediate debarred from the library.

4.13 If it is deemed that a user has committed an offending action such as disruptive or unruly behavior, immediate action may be taken by those in authority to remove the offender from the Information Centre building. 

5. Fines and Penalties

In the case of a serious offence (e.g. the unauthorized removal of or damage to Library books or property; gross disorderly behavior which includes the use of obscene language), the following penalties may be observed: 

- Payment to make good any damage or loss 

- Imposed fine not exceeding $300.00 

- Suspension of borrowing privileges and use of facility 

- Barred from the use of the Information Centre
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