
Library 
Rules & Regulations 

  
 
  
 
 
 
 
 
 
 

 Silence shall be strictly observed in the Library. 

 All the students shall produce their identity card at the entrance. 

 Registration is the primary requirement to become a library member 

prior to using the library resources. 

 Using Cellular phones and audio instruments with or without speaker 

or headphone is strictly prohibited in the library premises. 

 All the students and staff shall sign in the register kept at the entrance 

of the Library. 

 Users are not allowed to bring their personal belongings inside the 

library.  

 Don’t write, underline or mark in the library books. The library books 

are carefully examined on return and the borrower will be held 

responsible for defacing or damaging to, or loss of library book(s) in 

his/her possession. 

 Drinks, eatables, are not allowed in the library. 

 Un-necessary Discussion/ Loud Voice /Disturbance / Foot on tables & 

chairs / irrelevant talk, with colleagues / are not allowed in the library. 

 Students are entitled to check out books for a period of 14 days. 

 A fine of Rs. 5/- per book, per day (starting after the close of library on 

due date) will be charged for late returns. 

 Current issues of Annual Reports, Pamphlets, Periodicals, Newspapers 

and A/V materials, CDs cannot be checked out. Such materials are for 

consultation in the library premises. 

 In case, a book is urgently required, the In-Charge of the library may 

recall it at a short notice any time and such a book shall be returned 

immediately by the borrower. 



 
  
 
 

SERVICE HOURS 
 

 Library Opening Hours: 10: 00 AM to 5 : 00 PM 

 All books need to be returned for physical verification once a year 

irrespective of the date of issue and category of users. Dates for 

physical verification will be announced one week in advance.  

 Library reading materials will be issued only if borrower shows the 

identity card at the Circulation Desk.  

 Documents marked as “Reference Copy” are to be consulted within the 

library premises.  

 

MEMBERSHIP 

 

 Materials issued from the library are to be returned at the Circulation 

Desk only during working hours before the due date. 

 No user is eligible to borrow documents from the library on someone’s 

behalf.  

 No material from the library should be taken out without proper issue.  

 Faculty and staff going on long leave, deputation, study leave, or 

extraordinary leave will have to return all borrowed materials before 

leaving the institute.  

 If an issued book is lost / damaged, it is to be either replaced with latest 

edition or compensated by three times the original cost at the 

prevailing exchange rate. Refunding compensation money may not be 

possible if lost book is recovered later.  

 Visitor or guest member from other academic or research institute is 

allowed to refer the library only for a short period with the prior 

permission of the Principal.  

 

Librarian 


