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1. PURPOSE 

 
To ensure the University, through the Library, provides materials, services and facilities to support the learning, 
teaching and research endeavours of the Students and Staff members of the University and that Library 
materials, services and facilities are used equitably and appropriately. 
 
2. APPLICATION 

 
Authorised users at sites under the management control of the University Librarian.  
 
3. DEFINITIONS 
 
Affiliated User 

 
Means a member of an organisation approved as a library user by virtue of that organisation's 
affiliation or association with the University. 
 
Library 

 
Means any University library site which provides Library Materials, Library Services and Library Facilities to 
support the learning, teaching and research endeavours of the students and staff of the University and which is 
under the management control of the University Librarian; ie, the Main Library and its branches. 
 
Library Facilities 

 
Include all the accommodation, furniture and equipment, including but not limited to computing 
equipment, provided at or by the Library. 
 
Library Material 

 
Includes all resources held or provided by the Library, regardless of format, including but not limited to 
books, journals, papers, audio-visual and electronic resources. 
 
Library Services 

 
Are those services provided to users by Library staff; e.g., reference, loans and document delivery. 
 
Reciprocal User 

 
Means a Student or Staff member of, or any other person associated with, another educational 
institution with which the University has reciprocal library arrangements. 
 
User 

 
Means a user authorised by the University Librarian to use Library Materials, Library Services and 
Library Facilities. 
 



4. POLICY STATEMENT 
 
4.1 DELEGATION 

 
Conditions of use for the Library and associated fees, fines and other penalties will be as determined by the 
Deputy Vice-Chancellor (Academic Affairs) on the advice of the University Librarian. The University Librarian 
shall be responsible for the Library, including the supervision of the Library in accordance with the approved 
Procedures. 
The University Librarian may: 
(i) delegate any power or duty conferred by this Policy and these Procedures to any member of the Library staff; 
and 
(ii) authorise any member of the Library staff to act under and for the purpose of this Policy and these 
Procedures. 
 
5. OBJECTIVES 

 
The objectives of the Procedures that follow are to ensure the equitable and appropriate use of Library materials, 
services and facilities. 
 
6. PROCEDURES 
 
6.1 AUTHORISED USERS 

 
The use of Library materials, services and facilities is available to the following categories of authorised users: 
(i) Students of the University 
(ii) Staff members of the University 
(iii) members of the University Council 
(iv) Reciprocal users 
 (v) Affiliated users; and 
(vi) other persons or bodies approved by the University Librarian. Such other persons or bodies may be required 
to pay a fee. The University Librarian will prescribe the specific entitlements for each category of User. Other 
users, who do not belong to any User category, may enter and make limited use of the Library providing they 
conform to these Procedures. The University Librarian shall prescribe the limited entitlements of such other users 
on a case by case basis. 
 
6.2 REGISTRATION 
 
6.2.1 Registration and identification cards 

 
Every User shall: 
(i) be registered with the Library and renew registration in such manner and at such intervals as the University 
Librarian may prescribe; and 
(ii) hold a Staff or Student identification card issued by the University or such other identification card as shall be 
prescribed by the University Librarian as acceptable. Staff members and Students of the University are 
automatically registered with the Library via records loaded on the Library's automated loans system from the 
University's staff and student records systems. 
 
6.2.2 Lost cards 

 
Staff members and Students should arrange for the replacement of lost University Identification Cards with the 
Human Resource department and the Office of the Dean of students. If a card issued by the Library is lost, the 
loss shall immediately be reported in writing to the University Librarian who will issue a replacement card. The 
University Librarian reserves the right to impose a fee for the provision of a replacement card. 
 
6.3 RESPONSIBILITIES OF LIBRARY USERS 

 
(i) Any person in the Library shall produce evidence of identification when requested to do so by a member of the 
Library staff. 
(ii) Every person using the Library shall have due regard to the right of others to use the Library in accordance 
with the Policy and shall not interfere with their use of the Library. 
(iii) Every person using the Library will comply with prescribed terms and conditions of use and all relevant 
University policies, procedures and codes of conduct. 
(iv) No person in the Library shall behave in a manner which is offensive to or unduly inconveniences other 
Library users or which causes or is likely to cause damage to any Library Material or Library Facilities. 
(v) No person may talk, eat or drink in the Library except in such areas as may be specifically set aside by the 
University Librarian for any of these purposes. No smoking is allowed in the Library. No animal, other than a 
guide dog, may be brought into the Library with the permission of the Librarian. 



(vi) Rights to use the Library are non-transferable. 
(vii) On demand by a member of the Library staff, any person leaving the Library shall, present for inspection at 
the Library exit any materials, bags or receptacles being removed from the Library. 
(viii) No person may reserve a seat in a public area. 
(ix) All articles brought into the Library shall be brought in at the sole risk of the person doing so. Articles left 
unattended for more than 10 minutes may be removed by Library staff. Articles left in public areas at the time the 
Library closes will be cleared away by Library staff. The University, and in particular, the University Librarian and 
the Library staff shall have no responsibility for personal belongings brought into the Library. 
 
6.4 BORROWING 

 
(i) Users entitled to borrow materials from the Library must abide by any conditions prescribed by the University 
Librarian. 
(ii) No Library Material may be borrowed without prior completion of the appropriate loan procedure. 
(iii) Borrowers are responsible for the safe keeping and return of all Library Material issued to them. 
(iv) The loan term for borrowed Library Material may be extended if there is no outstanding request for that 
material by any other User. 
(v) Any item of borrowed Library Material may be recalled by another user. An item recalled shall be returned to 
the Library by the date specified in the recall notice. A User must comply with a recall notice. 
(vi) Every item of borrowed Library Material shall be returned to the Library by the due date for its return, namely 
the end of the relevant loan term or the expiration of a recall notice. 
(vii) Library records with regard to the borrowing of Library materials, loan terms and recall notices sent out, shall 
be deemed correct unless the contrary is proved. 
(viii) A person who: 
(a) has not returned any overdue Library Material; 
(b) is otherwise in breach of these Procedures; 
(c) has borrowing privileges suspended because of non-payment of fines; 
(d) is under suspension may not borrow any Library Material. 
(ix) Every borrower is liable to compensate the University for the loss or damage to any item of Library Material 
that is on loan in the borrower's name. The compensation shall be the value of the item of Library Material as 
assessed by the University Librarian, which value may be the replacement cost of the item lost or damaged. 
Compensation may be claimed whether or not a fine is payable under section 6.8 and shall be payable in addition 
to any such fine. Any item of Library Material shall be deemed lost if not returned within 42 days after the due 
date for its return. 
 
6.5 LIBRARY MATERIAL NOT AVAILABLE FOR LOAN 

 
The University Librarian may prescribe certain Library Material as not being available for loan or only available for 
loan on a restricted basis. 
 
6.6 RESERVED AREAS AND STUDY ROOMS 

 
(i) The University Librarian may set aside and reserve areas within the Library for the use of particular 

specified Library users and only such persons may use reserved areas. 
(ii) Study rooms shall be available for use by such persons and on such conditions as the University 

Librarian may prescribe. 
 
6.7 HOURS OF OPENING 

 
The hours during which the Library shall be open shall be determined by the University Librarian and 
communicated to Users. Seven days prior notice shall be given of any change in the hours of opening. 
 
6.8 PENALTIES 

 
(i) When a borrower: 
(a) fails to return any item of Library Material by the due date or time for its return, the borrower shall be liable to 
a daily or hourly fine. If the item is not returned within 42 days after the due date for its return, the borrower shall 
be liable for an additional fine and the costs incurred in the recovery of the debt. 
(b) does not return any item and fails to pay any fine imposed for late return, the DVC (AA) may suspend all or 
any of that student's rights and privileges within the Library. Any such suspension shall cease to have effect on 
return of the item or payment of compensation under section 6.4 (ix), and payment of any fine imposed. 
(ii) Any member of the Library Staff for the time being in charge of the Library may exclude from the Library for a 
period not exceeding the next 24 hours any person using the Library who commits or threatens to commit a 
breach of these Procedures. A member of the Library staff imposing a suspension under these Procedures shall 
report the matter in writing to the University Librarian as soon as practicable. 



(iii) In any case other than one arising under sections 6.8 (i) and (ii) of these Procedures, the University Librarian 
shall decide after giving the person concerned an opportunity to be heard, whether a breach of these Procedures 
has occurred. 
(iv) The University Librarian may impose the following penalties on any person who commits a breach of these 
Procedures or who fails to pay a fine incurred under section 6.8 (i): 
(a) a fine up to a maximum determined from time to time by the DVC Education; or 
(b) suspension of the right to use and borrow from the Library for a period not exceeding 14 days, including 
exclusion from the Library premises or any part of such premises; or 
(c) a penalty under both subparagraphs (a) and (b). 
(v) If a reciprocal, affiliated or other authorised user commits a breach of these Procedures, the University 
Librarian may (in addition to imposing a penalty under section 6.8 (iv), suspend or revoke the right to use the 
Library. 
(vi) The University Librarian may reduce or waive a fine incurred under section 6.8 (i) or reprimand a person who 
has committed any other breach of these Procedures instead of or in addition to any other penalty that may be 
imposed. 
(vii) The University Librarian shall forthwith: 
(a) confirm by written notice to the person concerned details of a fine or suspension imposed under section 6.8 
(iv); or 
(b) confirm by written notice to the reciprocal, affiliated or other authorised user concerned, details of the 
suspension or revocation of the right to use the Library under section 6.8 (v); and 
(viii) A fine imposed under these Procedures and any cost recovery of a fine or any item of Library Material shall 
be a debt due to the University and recoverable accordingly. 
(ix) Penalties imposed under the provisions of these Procedures shall not affect or limit any penalty which may be 
imposed under any University Statute. 
 
(x) Appeal: 
(a) A user upon whom a penalty has been imposed under section 6.8 (i), (iv),or (v) may within a period of not 
more than 14 days from the date of the notice of imposition of the penalty appeal in writing against the decision. 
Users shall address any appeal to the Deputy Vice-Chancellor (AA). 
(b) An appeal under this section shall be considered within 14 days of its receipt by the Deputy Vice-Chancellor 
(AA), or delegate, who may sustain, cancel or vary any penalty that has been imposed. Such decision shall be 
final and shall be advised in writing forthwith to the appellant and the University Librarian. 
 
6.9 NOTICES 

Any notice to be given to a person under this Policy or these Procedures shall be deemed sufficiently given if 
sent to that person at the address registered with the Library by prepaid mail or by electronic communication and 
shall be deemed to have been received by the person to whom it is addressed in the ordinary course of post or 
electronic communication, as the case may be. 

 


