Ungweru Information Center

Providing INFORMATION FOR change


INTRODUCTION
A LIBRARY is an information centre which is very important for the community’s development in social, economic, and political atmosphere. It also serves as a service centre which provides information sources and facilities to help users in their studies, training, research and development.

In order to create close relationship between the users and the library, this guide book is prepared to facilitate the users in searching for services, books and magazines required from the library. 

It is hoped that this guidebook will be used as a reference so that the users will gain maximum benefits from the services provided.

Service Hours

Monday – Friday            8:30 hrs to 16:00 hrs

Saturday                       9:00 hrs to 11:00 hrs

Membership and Registration 

Membership

Library membership is open to the following category of users:

1. Junior Membership for the ages 13 to 18 years, and 
2. Senior membership for the ages 18 years and above

Membership is open to residents of Luwinga Township only

Membership Fee

Membership is divided in the following categories 
· Junior membership is K 200.00 per Year – paid on registration 
· Senior Membership is K 500.00 per Year – paid on registration

Note: 

· Junior members are only allowed to use the library resources within the premises of UNGWERU Information center.

· Potential members below 13 years will not be allowed to use the information resources unless accompanied by a senior member of Ungweru library. 
Borrowing and returning rules

	Category
	Maximum number of books
	Duration – loan Period
	Fine – overdue Penalty
	Extension -renewal
	Compensation

	Junior Membership
	2
	-
	-
	-
	as determined by the library committee.

	Senior membership
	2
	10 days
	MK 20.00 per day per an item
	once
	


User Obligations
· General rules and regulations

1. Only registered users or persons are allowed to use the Library. 

2. Users are not allowed to eat, drink, smoke, sleep, make noise, nor do something that may distract other users in the Library or reading room.  

3. Scratching, writing, destroying or damaging library’s properties or any action that could cause the damage of library’s properties is an offense. Users would be penalized accordingly. 

4. All users are required to obey the directives in the Library. 

5. Library users are not allowed to bring in bags into the library but to leave them at the allocated spaces inside the Library/reception. 

6. Users must obey the rules on the number of books that can be borrowed and be responsible to return them on the stipulated date. 

7. All materials that are brought out of the library must be examined by the staff/security officer who is/are on duties at the Library counter/exit. 

8. The Library is not to be held responsible for any loss or damage of personal belongings that are brought into the Library. 

9. Most of materials in the library are under Copyright Act. Therefore, users are totally responsible upon photocopying the materials. 

10. The lending counters will be closed 30 minutes before the Library closes. 

11. The Librarian or staffs have every right to ask users who break any rules and regulations to leave the library. 

12. Users who are found to have in his/her possession any Library materials that are not checked out will face disciplinary actions. 

13. All members are required to return/renewal library materials on the due date.

Library obligations
· These are responsibilities that the library will provide to its members and the community at large. These include;
1. Provide brochures to explain the different services it offers, 
2. A library publication describing how the library operates,
3. Assist users to obtain the necessary information, and 
4. To provide a notice board where different types of information will be displayed.
5. Borrowing & Returning 

6. Reference 

7. Booking/Reservation materials 

8. Reading Area 

a. Conference room

Copyright laws
Ungweru Information center will observe copyright laws of publications and audio/audiovisual material.

Library penalties
1) Theft of library material will be referred to the library committee for judgment, and,
2) The following violation of the rules and regulation will attract: - 
i. a verbal warning 
ii. Written warning 
iii. Withdrawal of membership rights. 
These violations include;
ii) eating/smoking/drinking in the library and computer section
iii) rudeness to the library staff, and,
iv) production of unnecessary noise in the library section.
