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ORDER Nº65/2010 OF THE RECTOR OF ISCTE-IUL The Library of ISCTE – University Institute of Lisbon, hereinafter referred to as ISCTE-IUL, pursues the mission of providing, under the best conditions of use, the bibliographical and informational resources required for the activities of lecturing, research, permanent education and cultural extension of ISCTE-IUL. Furthermore, it aims to participate in national and international networks and projects with the goal of promoting, using and diffusing sources of scientific and technological information. Under the paragraph s) of Article 19 of the ISCTE-IUL Statutes, and upon consultation of the Board of Management, I approve the Regulation of the Library of ISCTE - University Institute of Lisbon, which defines the services to be provided by the Library of ISCTE-IUL and establishes its terms of use. October 13, 2010, the Rector, Luís Antero Reto Regulation of the Library of ISCTE - University Institute of Lisbon Article 1 Location The Library is located in the Building II of ISCTE-IUL, on the floors 4 to 6. Article 2 Working Hours The schedule of working hours will be annually attached on a visible spot at the Library and will be communicated on the Library website. Article 3 Users of the Library of ISCTE-IUL The users of the Library are regarded to be as follows: 1 – Faculty members, students, researchers, non-academic staff of ISCTE-IUL, considered as internal users. 2 – Persons not belonging to ISCTE-IUL or belonging to institutions or organizations which have signed an agreement with ISCTE-IUL providing for access to the Library services, who must hold an identification and are regarded as external users. Article 4 User Card The emission of the User Card is subject to the following requisites: 1 – Proof of linkage to ISCTE-IUL in the current year and filling in of the identification form. 2 – The emission of the User Card is free of charge and its validity varies according to the study cycle and the user’s specific situation (researchers, Erasmus students, invited professors). Article 5 Services provided by the Library 1 – The Library provides a variety of services, among which: a. Present reading. b. Reference and search service. c. Loan service: - Home loan - Interlibrary loan d. Training service



2 – The services listed in the paragraph above are provided in the Library facilities on the work schedule defined by the Director of Information and Documentation Service. Article 6 Present reading service 1 – The present reading service comprises reading activities undertaken exclusively in the reading rooms on the established time schedule. 2 – The present reading service is provided in the Library facilities reserved for that purpose, where simultaneous consultation of the available publications and other materials, such as personal computers, is allowed, provided that it does not disturb the normal functioning of the Library and does not damage the facilities, furniture or equipment. 3 – All documents in the Library fund are of free access, except those belonging to the reserved collection, the documents of the technical services, audiovisual material (excluding the materials accompanying documents available for loan), academic theses and dissertations. 4 –The present reading of documentation belonging to areas of reserved access is subject to request. To consult the documents listed in the previous paragraph, the users must address the Library Counter Service. 5 – After consulting a work, the user must not place it in the storage cart, instead of the shelf. 6 – All internal and external users of ISCTE-IUL have full access to this service. Article 7 Reference and Search Service 1 – The reference and search service comprises provision of the necessary information and orientation to users, in order to ensure the proper use of the documentation fund and of the local or distance-based resources, regardless of the format. 2 – This service can be requested in person, by e-mail and online. 3 – The access and search in information sources is free of charge, regardless of the format. Article 8 Loan Service The loan service comprises delivery of documents for consultation beyond the Library facilities. 1) Home loan: a. The loan of publications is provided individually to each user for domestic reading, or to other institutions by means of the interlibrary loan service. b. The requisition of publications for home loan is an exclusive right of faculty members, students, researchers, and staff of ISCTE-IUL. c. Under any circumstance, the user is the sole responsible for the requested publication, and is obliged to compensate the Library in case of its loss or damage. d. The home loan of publications which are not subject to the regular loan regime, due to specific characteristics, requires authorization from the Director of the Information and Documentation Service. e. The following publications are not included in the regular loan regime: reference works (dictionaries, grammars, encyclopedias, directories, except the first two categories for the Erasmus students), Diários da República, periodical publications, academic dissertations, documents marked with orange label which indicates local consultation, except for the manuals that can be requested by faculty members for a maximum period of 24 hours (though these are subject to the penalties listed in the paragraph b) of the Article 15), documents in magnetic or digital format (except for the materials required by the faculty members for lecture support), and works belonging to the reserved collection.



f.



When requesting a document for home loan, the user commits to return it in good state and within the established period of time, printed on the loan receipt, which must be saved. g. It is strictly forbidden to transfer the requested documents to other party, regardless of the motive. h. The periods of time for loans vary according to the different profiles of Library users, as established in the following table. User Profile Graduation Programs and non-academic Staff Master, Post-graduate and PhD Programs; Researchers Faculty members



Maximum number of documents 3



Number of days for loan (working days) 10



6



10



6



10



i.



The period of time for loan begins on the day of the document requisition and ends on the date mentioned in the paragraph h) of this Article. The delivery can be made by means of other party or registered post. j. The renewal of the loan period must be requested in person, by e-mail or by phone, preferably up to two days before the end of that period, and can be granted consecutively twice, except when the document is under reserve. A new loan requested by the same user can only be submitted after one week of interregnum, regarding the need to ensure access of other users to the document. k. The user loses the right of renewal whenever the document is returned after the deadline or has been reserved by another user. l. Whenever in need of consulting a document which has been requested for home loan, the user may ask for the document reservation. m. The user registered in the waiting list of the Counter Service will be warned in advance to seize the document within the following 24 hours; whenever this period of time is surpassed, the document may be granted to the next user in the waiting list. n. When delivering the documents, the user is advised to request for the return receipt. 2) Extended requisitions: a. This service comprises requisitions for home loan for a period of 6 months, subject to a maximum of one renewal. b. Applies only to publications purchased for Projects, and requests identification of the cost center. c. The requisition request is due to be submitted by the Project responsible. 3) Interlibrary loan: a. The interlibrary loan service comprises access to documents that are not part of the bibliographical fund of ISCTE-IUL Library, by means of requisition from other national or foreign libraries and documentation centers.



b. This service is available exclusively to the internal users of ISCTE-IUL and its cost will vary according to the amount charged by the lending institution. c. The access to this service comprises payment of a pledge to be established by the Director of the Information and Documentation Service. The cost charged by the lending Library or Documentation Center will be deduced from the amount of the pledge. In case of waiver, the user will not be reimbursed with the pledge amount. d. The documents requested under the terms of this article can only be acceded in the ISCTE-IUL Library facilities for the period of time of requisition duration. e. The loan of documents by the ISCTE-IUL Library, with exception of those listed in the paragraph e) of the article 8 (not comprising academic dissertations), is subject to the following principles: e.1. The request must be submitted to the Library in written form by means of post, fax, e-mail or online forms available on its website. e.2. The loan request must be signed by the responsible of the counterpart institution, who is held responsible for all purposes, including loss, miscarriage or damage caused to the requested documents. e.3. The duration of the loan, counted from the date of expenditure, is 7 days in the metropolitan area of Lisbon, and 15 days for institutions located outside that area. e.4. The maximum simultaneous number of documents is 2 per loan. e.5. The loan is free of charge for the institutions holding specific agreements or privileged relations with ISCTE-IUL. The Library can charge other parties with amounts covering the costs of the delivered service and expenditure. f. The library reserves the right to deny ILL whenever the requesting libraries do not comply with this Regulation or the ISCTE-IUL users’ interests may be affected. Article 9 Training Service 1 – The ISCTE-IUL Library carries out annually training and diffusion activities focused on the resources and services it provides. The calendar of activities is available on the Library’s webpage. 2 – These activities are foreseen in the Library’s training calendar, and can also result from requests by the ISCTE-IUL faculty members. 3 – These activities are only available to the internal users of ISCTE-IUL. Article 10 Reproduction of Documents 1 – The reproduction of documents available at the Library must comply with the Copyright Code (Código do Direito de Autor), as well as with other relevant legislation. 2 – It is forbidden to reproduce documents in bad state of conservation, as well as dissertations and theses that have not been published. 3 – The reproduction of documents can be carried out by means of photocopy machines provided at the Library, to be used in self-service regime. Article 11 Computer equipment 1 – The users of the ISCTE-IUL Library are allowed to use computer equipment with access to Internet. 2 – It is strictly forbidden: a. To make changes to the definitions of the equipment or of its components;



b. To install software; c. To accede pages or contents that present images or text which do not comply with the library study environment; d. To use computers for games or profit activities.



Article 12 Group study rooms 1 – The group study rooms can be used for study and work by groups composed of 5 participants at most. 2 – The accede to the Study Rooms is limited exclusively to the internal users who intend to work in group and need to consult documents that are available at the Library and can only be acceded to in its facilities (orange rectangle on the label). 3 - The reservation must be submitted at the Library Counter Service, on the 1st floor, by means of filling in a proper form and leaving an identification, preferably library or student card. 4 – The reservation is valid for a period of 3 hours, and can be extended for the same amount of time if no other users are on the waiting list. 5 – The users cannot leave the group study room for periods exceeding 20 minutes. 6 – The users are subject to the rules governing the reading rooms and established in a separate Regulation, with exception of permission for dialogue between the group members. Article 13 Rights of the Users Without prejudice to the norms comprised in this Regulation, the users have the right to: 1 – Accede to all information resources and Services provided by the Library. 2 – To consult documents registered in all collections, regardless of the format, as long as these are in good state of conservation. 3 – Use equipment for document reproduction. 4 – Present suggestions and critical opinion to contribute to better Library services, mainly regarding the use of Information and Communication Technologies and purchase of bibliographical material that is not available in the documentation fund. Article 14 Duties of the Users 1 – The users must comply with the norms established in this Regulation, behave with civism and respect towards the Library staff and other users, and zeal for the integrity of facilities and equipment, as well as for the conservation and proper use of the bibliographical documents. 2 – The following activities are forbidden in the facilities of the Library: a. Make noise; b. Speak aloud; c. Smoke; d. Eat and drink (except water); e. Receive or make phone calls; f. Use electricity plugs to charge cell phone battery; g. Work or study in group, except in the rooms reserved for that purpose (according to the article 12); h. Occupy the space reserved for the technical and counter services; i. Change the furniture and equipment arrangement; j. Damage the furniture;



k. Annotate, bend, scratch or damage in any other way the documents; l. Place the documents on shelf personally after consultation. 3 – The users cannot abandon the reading spot for a period of time exceeding 30minutes. 4 – The users are not allowed to reserve spots for other users. 5 – The Library staff can turn off and remove cell phones and other similar equipment left by their users in the reading rooms when those start to emit. 6 – The Library staff can at any time intervene when behaviors indicating damage to the Library documents, equipment or facilities are observed. 7 – The Library staff has express authorization to expel users who disrespect the norms of this Regulation. 8 – The users must identify themselves when asked to do so by the Library and security staff. 9 – The user is obliged to indicate his/her cabinet and phone/post contacts, and to maintain this information updated. 10 – The Library is not held responsible in respect to the user for any personal object left, stolen or lost in its facilities. Article 15 Fees, penalties and compensations 1 – The following penalties are established for non-compliance of the norms of this Regulation: a. For non-compliance with the prescribed in nº 1 to 6 of article 14: i) Verbal warning, expulsion or interdiction, either temporary or total, of access to the Library services. b. For non-compliance with the rules and terms prescribed in the paragraph h) of nº1 of article 8: i) Delay up to 15 days – suspension of the right to requisition, during the delay, and payment of a fine of 0,50€ for each day and document, including the non-working days of the Library; ii) Starting from the 16th day – beside the fine, the user is denied the right to home loan for a period of one (1) month, starting from the date of delivery; iii) If the book is not delivered within 6 months, the Library will proceed to its substitution, and the user is obliged to pay the fine and the substitution cost. c. For loss, miscarriage or damage to the lent work – substitution of the document or, when not possible, payment to the Library of the amount corresponding to its updated cost and to all expenses related with the process of purchase of a new example: i) The following is considered as damage: cutting, bending, tearing, writing or risking, drawing, underlining, soiling, ripping or destroying pages or cover of the publication. 2 – The user that tries to withdraw Library publications without prior requisition will be subject to suspension of all rights to use the Library for a period from 1 to 3 years, according to the appropriate process, and will be subjected to a disciplinary proceeding, as well as to communication of crime, when applicable. 3 – The Library reserves the right to temporarily cancel the home loan service to the user who: a. Has not paid the fines; b. Has not substituted damaged or lost books in his/her possession; c. Is recidivist in non-compliance with this Regulation. 4 – The application and leveling of penalties is responsibility of the Director of Information and Documentation Service, with appeal to be submitted to the Rector of ISCTE-IUL. Disciplinary proceeding and communication of crime are direct responsibility of the Rector of ISCTE-IUL.



Article 16 Hearing For the purpose of consultation on the needs of updating the Library fund, the Directors of departments and research centers of ISCTE-IUL will be audited annually, or whenever necessary. Article 17 Repealing clause This Regulation repeals the Regulation of the Library of Instituto Superior de Ciências do Trabalho e da Empresa, approved by Order of the President of ISCTE on 18/01/2006. Article 18 Repealing clause 1 – Doubts of interpretation and omitted cases of this Regulation are resolved by order of the Director of Information and Documentation Service or by order of the Rector, regarding the nature of the case. 2 – This regulation can be revised whenever necessary, following the proposal by the Information and Documentation Service and after hearing the Board of Management. The revision must be approved by the Rector’s order. 3 – This Regulation is valid from the day of its approbation.



Amendment to the Order Nº65/2010 of the Rector of ISCTE-IUL Regulation of the Library of ISCTE – University Institute of Lisbon Understanding the need of the researchers involved in the Projects to accede the bibliographical documentation purchased under the auspices of these Projects for an extended period of time, I determine the paragraph a) of nº 2 of article 8 (Loan Services) to be redacted as follows: “2. Extended requisitions: a. This requisition service comprises the loan of publications for a period of one year, extensible for equal periods for the Project duration.” Understanding also the ISCTE-IUL Library users’ impossibility to proceed with the delivery of documents on the Library’s closing days, I determine the item i) of the paragraph b) of nº 1 of article 15 (Fees, penalties and compensations) ) to be redacted as follows: “i) Delay of up to 15 days – suspension of the right to requisition, during the delay, and payment of a fine of 0,50€ for each day and document.” This amendment enters into force on November 28, 2011. ISCTE-IUL, November 23, 2011. The Rector of ISCTE-IUL, Luís Antero Reto
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