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Library rules and regulations

Collections

The Library includes the following collections:
· General Collection: all items in the Library, except Reference books and Teacher’s Library.
· Reference Books: encyclopaedias, dictionaries, bibliographies, etc.

· Teacher’s Collection: bibliography used by professors who teach at ESSARP.  

Users
Access to the ESSARP Library is restricted to registered users.
· ESSARP Students
· Teacher’s from schools who are ESSARP members
· ESSARP Course Co-ordinators 

Registration is required before an associate may borrow library material. 
Registration implies that the user knows and accepts the rules and regulations.

Loans
The user must identify himself/herself at the loan desk Reception with the material he/she wishes to borrow. Each user may borrow up to 3 (three) items at a time. Loan periods are for one month. Users are responsible for material borrowed. Loans are non-transferable.

The library members may authorize a third person to check out items in his/her name. Written authorization is required. This authorization must include:
· Registered member’s name and surname, document number, date and signature.

· Authorized person’s name, surname and document number

Note: Under exceptional circumstances the library reserves the right to recall borrowed material before the due date. In this case, the book must be returned within a week. From then on, overdue fines will apply.  
Renewals

Loan periods may be extended, provided there has been no request for the materials.
Renewals may be arranged personally or by e-mail to centre@essarp.org.ar  

All loans must be renewed before the due date.  

Returning materials

All items must be returned at the Reception desk. Any item left elsewhere will be considered unreturned until it is found by the librarian. 
Loan periods expire at midnight on the due date. From then on, overdue fines will apply. The due date is informed to the user at the loan desk. 

We kindly ask members to return videos rewound. 
Reserved materials
The user will be allowed to reserve a single copy of a given item.

Each borrower may reserve a maximum of 2 (two) items. 

The reserved items will be available for 48 hours (two working days). After this time, the reservation will expire.

Loss of material 

Loss of materials must be immediately reported to the Library so that overdue fines are not considered. The user will be required to replace the material or pay the replacement cost in cash.
If the user does not notify the loss, after 30 (thirty days) he/she will have to pay for the replacement cost, plus the accumulated fine. 
Should the lost item be off the market or irreplaceable, the user must ask the Library staff for suggestions so as to replace it for a similar one. 
Damage to Material
Users are responsible for loaned items. The user will be required to pay for any damage to material borrowed at replacement cost. 
Looking after library materials includes:
· No ripping out pages.
· No damage to book covers or dust jackets.
· No underlining, highlighting or writing in books.
· No tampering of labels.
