VIGNAN’S UNIVERSITY::VADLAMUDI
NTR VIGNAN LIBRARY

INSTRUCTIONS (OR) RULES & REGULATIONS

CARE OF BOOKS:

BOOKS AND BOUND VOLUMES SHOULD BE HANDLED WITH GREAT CARE. MUTILATION AND DISFIGURING OF PAGES, BOOKS AND
BOUND VOLUMES BY INK OR PENCIL. MARKS ARE STRICTLY PROHIBITED. BOOKS TAKEN OUT FOR READING OR BORROWING SHOULD BE
CHECKED BY THE BORROWER FOR DEFECTS / MULTILATIONS AT THE TIME OF DRAWING. COST OF MUTILATIONS OBSERVED WILL BE
CHARGED TO THE LAST BORROWER.
OVER DUE CHARGES:

BOOKS SHOULD BE RETURNED ON OR BEFORE THE DUE DATE AFTER WHICH A FINE OF Rs. 2 /- PER DAY WILL BE CHARGED.
LOSS OF BOOKS:

THE CONCERNED STUDENT OR STAFF MEMBER HAS TO PAY DOUBLE THE AMOUNT OF THE ORIGINAL PRICE OF THE BOOK OR
REPLACE IT WITH A BRAND NEW BOOK WITHIN 7 DAYS OF REPORTING THE LOSS.

WHENEVER A BORROWER LOSES A BOOK, HE / SHE SHOULD REPORT AND SUBMIT AN APPLICATION AT THE COUNTER WITHIN THE
PERIOD OF DUE DATE. IF HE / SHE SUBMITS THE APPLICATION AFTER THE DUE DATE, HE / SHE MUST REPLACE THE BOOK TOGETHER WITH
THE OVER DUE CHARGES FROM THE DUE DATE TO THE DATE OF APPLICATION.

NO DUES CERTIFICATE:

STUDENTS HAVE TO RETURN THE LIBRARY BOOKS BEFORE THEY TAKE THEIR FINAL YEAR-END EXAMS.

BORROWER'’S TICKETS ARE NOT TRANSFERRABLE. BORROWING BOOKS ON OTHERS TICKETS IS CONSIDERED SERIOUSLY AND IF
STUDENTS FOUND MISUSING TICKETS THEY WILL BE DEPRIVED OF THE LIBRARY FACILITY.

EVEN FINE WILL NOT ACCEPTED IF THE BORROWER RETURNS THE BOOK AFTER 30 DAYS (FROM THE DATE OF ISSUE). HE / SHE HAS
TO FOREGO THE LIBRARY FACILITY.

STUDENTS / STAFF LEAVING THE CAMPUS ON ACCOUNT OF COMPLETION OF EXPULSION MUST RETURN THE LIBRARY BOOKS IN
GOOD CONDITION. STAFF MEMBERS SHOULD NOT TRANSFER THEIR BOOKS OR DUES TO OTHER STAFF MEMBERS AT THE TIME OF LEAVING
THE INSTITUTION TO OBTAIN “NO DUES CERTIFICATE”.

SPECIAL PENALITY:

ANY STUDENT SEEN MARKING OR CUTTING ANY PORTIONS OF MAGAZINES, JOURNALS, NEWS PAPERS OR BOOKS OR CAUGHT IN
THE ACT OF PILFERING BOOKS WILL BE FINED A MINIMUM OF RS. 500/- IN  ADDITION TO THE DISCIPLINARY ACTION RECOMMENDED BY THE
COMMITTEE CONSTITUTED FOR THIS PURPOSE.

III GENERAL RULES:

STUDENTS ARE NOT ALLOWED TO ENTER THE LIBRARY WHEN THEY HAVE SCHEDULED CLASS WORK.

NEWSPAPERS AND JOURNALS WILL NOT BE ISSUED FOR REFERENCE OUTSIDE THE LIBRARY.

COMBINED OR GROUP STUDY IS NOT ALLOWED IN THE READING ROOM BECAUSE IT DISTURBS OTHER MEMBERS.

IN ORDER TO ENABLE THE LIBRARIAN TO MAINTAIN THE LIBRARY ON SOUND LINES, FULL AND UNSTINTED CO-OPERATION
OF STAFF MEMBERS AND STUDENTS IS EXPECTED.

5 NO PERSON SHALL ATTEND CELLPHONES IN THE LIBRARY. THEY SHALL NEITHER BRING FOOD, DRINKS NOR CHEW GUMS IN
THE LIBRARY.
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6 STRICT AND ABSOLUTE SILENCE SHALL BE OBSERVED IN THE LIBRARY.
7 MEMBERS ARE REQUESTED TO KEEP THEIR BELONGINGS AT THE ENTRANCE PROPERITY COUNTER OF THE LIBRARY.

8 LIBRARY USERS ARE STRICTLY PROHIBITED FROM TAKING THE BORROWED AND STAMPED BOOKS AGAIN INSIDE THE
LIBRARY.

9 IF THE DUE DATE FALLS ON A HOLIDAY FOR THE LIBRARY, THE NEXT WORKING DAY WILL BE CONSIDERDED AS THE DUE
DATE.

10 BOOKS WILL NOT BE ISSUED TO MEMBERS ON THE ID CARD OF OTHERS
REFERENCE BOOKS:
REFERENCE BOOKS ARE KEPT IN THE REFERENCE SECTION. THESE BOOKS SHOULD BE REFERRED IN THE LIBRARY ONLY.

SPECIAL REFERENCE BOOKS / MATERIALS:

ISI CODE BOOKS, ENCYCLOPEDIAE, VIDEOCASSETTES, AUDIOCASSETTES CD’s ARE SHELVED SEPERATELY UNDER CLOSED ACCESS.



