Loan and membership policy
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1. Membership:

The conditions for registration as a member of the library are the following:

e All adults must register themselves as members by completing the registration form. (See
Appendix A).

e All children up to 17 years must be registered by their parents or guardians who have to
complete a registration form. (See Appendix B).

e Seychellois residents must produce a form of identification such as identity card, passport

or driving license in order to register as library members.

e Non-Seychellois residents, as well as Seychellois residing abroad must produce their

passports or work permits in order to register as library members.

2. Loans:

The terms for borrowing books from the library are:

2.1 Seychellois:

e All Seychellois residents may borrow books free of charge from the main library and its

branches.

e Seychellois residing abroad are required to deposit SR150 per book.

2.2 Foreign Residents:
e Foreigners who have been living in Seychelles for less than 2 years are required to deposit
SR 150 per book.

2.3 Foreign Visitors:

e Foreign visitors are required to deposit SR 150 per book.



3. Deposits:

e The deposit is refunded when all materials borrowed have been returned in satisfactory

condition.

3.1 Deposit Claims:

e The person claiming the deposit has to produce the original receipt and any of these forms
of identification - identity card, passport or driving license. If the claim is not made within

2 years, the deposit will be forfeited and credited to government revenue.

That person has to acknowledge receipt of deposit in the library deposit register. In the

case that the receipt is lost, that person has to provide a note.

4. Membership Card:

e Every member is issued with a membership card which must be presented each time
materials need to be borrowed. The initial membership card is free. A charge of SR 25 is

levied for a replacement in case of loss. (See Appendix C).

5. Types of Loan Services:
5.1 Book Loan Service

e A maximum of 3 books may be borrowed by a member at any one time from the

lending sections of the main library and its branches.

¢ A maximum of 3 books may be borrowed at any one time from the Mobile section.

5.2. Bulk Loan Service

e The service is available for institutions that need to borrow a certain number of books at

any one time.



5.3  Loan of Specific Materials (See Appendix D).
6. Loan Periods:
6.1.  Short term loans

e Books are loaned for a period of 14 days from the lending sections of the main library

and its branches.

e The borrowing period for the mobile library section in 3 weeks.

6.2. Long term loans

e Long term loans are possible for a period of up to 3 months.

7. Loan of Materials:

7.1  Children’s section

Materials in the Children’s section are loaned to:

e Infants — teenagers aged 17

e Parents

e Other adults who require children’s books and other materials for specific purposes, e.g.

teachers, librarians, animators, student-teachers, etc.

7.2 Adult Lending Section

Materials in the Adult section are loaned to:
e Teenagers aged 15— 17
e Adults

Parents/guardians have to provide written consent by completing 2nd part of Appendix B for
children aged 15 — 17 to be able to borrow books from the Adult lending section. It is also the

responsibility of the parents to monitor uses and types of resources borrowed by their children.



8. Return of Books:

Borrowers are encouraged to return books borrowed by the due date in order to ensure the

availability of the books to others.

9. Handling of books

Borrowers must handle books with care while in their possession.

Pages must not be turned down at the edges or stained.

The text must not be underlined or notes written in the margin whether in pencil or any
other means.

Borrowers must promptly report any damage to a book; otherwise they will be required to
replace a new copy of the book or a new book of equal value.

Borrowers have to supply a new copy of the book or a new book of equal value if the book
is lost or damaged while in their care.

Books returned by borrowers will be set aside for cleaning before re-shelving.

10. Fines:

Fining on overdue books is no longer applicable. The purpose is to encourage users to return
books borrowed though overdue.

11. Overdue Notices:

Borrowers with overdue books will be reminded as follows :

As a 1% reminder after 1 week through a telephone call.

As a 2" reminder after 2 more weeks through a text message or e-mail.

As a 3" & final reminder after 4 more weeks through a telephone call & text message or e-
mail.

All notifications given are to be recorded in the Overdue log book.




12. Overdue Books:
Borrowers with overdue books will have to:

e Return all books in their possession.

e Supply a new copy of the book or a new book of equal value if the book is lost or damaged.

If a borrower fails to return the books, after a period of 3 months from due date, the following
procedures will be undertaken:
- The person’s membership will be suspended by staff from that library until all books
are returned.
- Head of Technical Services Unit will be notified by staff from respective library when
to remove book record from database and to update accession register by cancelling the

book record.

To be entitled to borrow books again, the person needs to:
- Return all books in his/her possession.
- Replace a new copy of the book or a new book of equal value if the book is lost or

damaged while in their care.
13. Renewal:

e Books may be renewed twice only up to a maximum of 6 weeks in the lending sections of
the main library and its branches. This can be done either in person at the service desk or

by telephone.

e The borrowing period for the mobile library section may be extended twice only up to a

maximum of 9 weeks.

14. Reservation:

e A borrower may reserve a book that has been checked out. The member will be informed
by telephone when the book is available. The person has 7 days to collect the book after

which the book will be made available to other members.



Appendix A

Membership Registration Form — Adult Users

Membership No.

Surname

Mr./Mrs./ Ms. /Miss

Name(s)

National Identity No.

Date of birth

Nationality

Home Address

Telephone No.

Home:

Mobile:

Email address

Profession

Work Address

Work telephone No.

I hereby undertake to replace a new copy of the book or a new book of equal value for each book if it is lost or damaged while in

my care.

Signature

Date:

FOR OFFICIAL USE

Registration date

Membership Expiry date

Membership category

Resident

Resident- foreigner

Visitor

Issuing officer

Date:




Formulaire d’inscription — Adultes

No. d’inscription

Nom

M. / Mme /Mlle

Prénom(s)

Numéro d’identité nationale

Date de naissance

Nationalité

Adresse - domicile

Numéro de téléphone.

Domicile: Portable:

Courrier électronique

Profession

Adresse de travail

Numéro de téléphone de travail

Je m’engage a remplacer un nouvel exemplaire ou un nouveau livre de valeur égale pour chaque livre abimé ou perdu pendant la

période d’emprunte.

Signature

POUR USAGE OFFICIEL

Date d’inscription

Date d’expiration de I'adhésion

Catégorie d’adhésion

Résident Visiteur -résident

Visiteur

Livré par




Appendix B

Membership Registration Form — Children Users

Membership No.

Surname

Name(s)

National Identity No. | Date of birth:
Nationality

Address ‘ School:

Parent /Guardian

Surname ‘ Mr./ Mrs./Ms./ Miss

Name

Relation to child

National Identity No.

Home Address

Telephone No. Home: Mobile: Work:

Email address

Profession

Work Address

| hereby undertake to replace a new copy of the book or a new book of equal value for each book if it is lost or damaged while
on loan to my child/grandchild.

Signature Date:

FOR OFFICIAL USE

Registration date

Membership Expiry date

Membership category Resident Resident - foreigner ‘ Visitor

Issuing officer ‘ Date:

Authorisation for children of 15 - 17 years to borrow books from the Adult lending section.

L VI IVIES VLSS et ettt et oo e r s e s e e s e bes e bt st st ste st s stests saesss st ses suene authorise my child/grandchild ..........ccceevveviveennenee.
........................................................................ to borrow books from the Adult Lending Section of the Library and | take full
responsibility for any publication borrowed.

| hereby undertake to replace a new copy of the book or a new book of equal value for each book if it is lost or damaged while
on loan to my child/grandchild.

Name of parent/guardian
Signature
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Formulaire d’inscription — Enfants

No. d’inscription

Nom

Prénom(s)

Numéro d’identité nationale ‘ Date de naissance:

Nationalité

Adresse ‘ Ecole

Parent /Tuteur

Nom:

Prénom

Relation a I'enfant

Numéro d’identité nationale

Numéro de téléphone. Domicile: Portable: Travail:

Courrier électronique

Profession

L’adresse de travail

Signature

POUR USAGE OFFICIEL

Date d’inscription

Date d’expiration d’adhésion

Catégorie d’adhésion Résident Visiteur -résident Visiteur

Livré par:

Je m’engage a remplacer un nouvel exemplaire ou un nouveau livre de valeur égale pour chaque livre abimé ou perdu pendant
la période d’emprunte.

NOM AU PAFENT/TULEUT ..ottt ettt ettt et st st s et st e ess s set s esssesset e ebasas ebases sbases erasessnnsessranas

SIENATUIE ..ttt e e s s e e s Date: i e e e

Autorisation pour les enfants de 15 -17 ans d’emprunter a la section de prét pour adultes

Je s0USSIBNE(), M/MME/MILE.......cooeeeeeeieeeeeeeet et et s e s enaeaes autorise mon enfant/petit enfant --------------—---

a emprunter des livres a la section de prét pou adultes. J’assume

I’entiére responsabilité pour toutes publications empruntées par mon enfant/petit enfant.

Je m’engage a remplacer un nouvel exemplaire ou un nouveau livre de valeur égale pour chaque livre abimé ou perdu
pendant la période d’emprunte.

N TeY 0 [T = T 010 A VLA =1U ] GO

SIBNATUIE ..ttt et e e e s DAt i e e
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Appendix C
Membership Card

For children For Adult
MAIN PUBLIC LIBRARY A A
]
N4 N4
USERID: Pk USER ID: O e
Name : S Name : R
o Address : Address:

O The initial membership card is free. A charge of SR 25 is levied for a
replacement in case of loss.

O A maximumof 3 books may be borrowed by a member at any one time .

O Books are loaned for a period of 14 days .

O Books may be renewed twice only up to a maximum of 6 weeks.

O Aborrower may reserve a book that has been checked out. The person has 7
days to collect the book after which the book will be made available to other
members.

O Borrowers have toreplace a new copy of equal value if the books are lost or
damaged.

0 The initial membership card is free. A charge of SR 25 s levied for a
replacement in case of loss.

0 Amaximumof 3 books may be borrowed by a member at any one time .

O Books are loaned for a period of 14 days.

0 Books may be renewed twice only up to a maximum of 6 weeks.

O Aborrower may reserve a book that has been checked out. The person has 7
days to collect the book after which the book will be made available to other
members.

0 Borrowers have to replace a new copy of equal value if the books are lost or
damaged.
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Appendix D

Loan of specific materials - Posters, educational games, CD and DVD ROMS

1.

2.

A maximum of 3 materials may be borrowed for a period of 2 weeks.
The borrowing period may be extended for another 2 weeks.
Long-term loan is possible depending on the use and availability of the material(s).

Any material lost or damaged whilst in the possession of the borrower will have to be
replaced by a new one or a new material of equal value.

Materials are only available for loan to educators such as teachers, animators and
parents, for educational purposes.

Pins and staples should not be used on the posters to avoid damage.
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