LIBRARY RULES 

of the Library at the Memorial of National Literature

Preamble

I am issuing these Library Rules (the “Library Rules”) of the Library at the Memorial of National Literature (the “PNP”) in accordance with the foundation charter of the PNP issued by the Czech Ministry of Culture on December 29, 2000, and with reference to act No. 257/2001 Coll., on libraries and on the conditions for operating public library and information services (the “Libraries Act”) and to the other laws and regulations that constitute the legal system of the Czech Republic (in particular the Civil Code, the Criminal Code, the Act on Preserving Collections, and the Copyright Act). 

Article 1. 

Definition of Basic Terms 

Library stock is understood to mean the set of all library units made available to users by the Library at the PNP (the “PNP Library”).
Library unit is understood to mean any separately accounted-for unit from the stock of the PNP Library. 
Visitor of the PNP Library is understood to mean any individual other than staff who sojourns at the study hall of the PNP Library.

                          User of the PNP Library is understood to mean any individual who at a given moment makes in any form use of the library stock, the technical equipment, data or other services provided by the PNP Library, be it personally or through another person, via internet, by phone, etc. 
Registered user of the PNP Library is understood to mean a user who has entered into a special contractual relationship with the PNP Library under which the PNP Library allows the user to make use of all on-site services and (where applicable) to make off-site loans.  Further below, the Library Rules specify the details regarding the creation, duration, and discontinuation of that legal relation.  

      Contractual user of the PNP Library is understood to mean any individual who uses the services of the PNP Library on the basis of an individual agreement (and within the scope of that agreement).
On-site loan is understood to mean the loan of a library unit that may be used only within the designated premises of the PNP Library.
Off-site loan is understood to mean a loan where the PNP Library permits, subject to further conditions, the use of a library unit by a registered or contractual user also outside the premises of the PNP Library. 

     The Rules of Research stipulate further rights and obligations of registered users of the PNP Library at the study hall.  The Rules of Research build on the Library Rules and both sets of rules apply side by side.  The Rules of Research are always visibly on display at the entrance to the study hall of the PNP Library.

Article 2. 

Basic Provisions

These Library Rules stipulate:

a) the rules under which the PNP Library provides public library, information, and related services, 

b) the rights and obligations of the users of the PNP Library.

Mission and Areas of Activity of the Library 

The PNP Library is a specialist library in the terms of Section 3 (1) (d) of the Libraries Act. 

a) Its mission is to collect, catalogue, manage, safekeep, and make available books and other documents concerning Czech literature from the 18th century to the present era.  

b) In all its activities, the PNP Library contributes to the preservation of our cultural heritage, to the advancement of science and culture, and to the edification and education of citizens from all age and social groups.  


Pursuant to Section 6 of the Libraries Act and in accordance with the Constitution of the Czech Republic and the Charter of Basic Rights and Liberties, the PNP Library guarantees equal free access for everyone in providing public library and information services.

c) The PNP Library also fills the role of a specialist museum library.

Article 3
Services for Users

1. The PNP Library renders public library, information, and other services to its users, in a scope corresponding to its mission.  These services include: 

a) lending services

 on-site loans within the designated premises of the study hall of the PNP Library

(which are governed by the Lending Rules, the Rules of Research, and the Library Rules)
 off-site loans to PNP staff

(which are governed by the guideline Entrusting collection stock to staff)
 off-site loans

Loans to institutions for exhibitions and other purposes always require prior written consultation with the Head of the PNP Library and the approval of the Director of the PNP. They are governed by the Lending Rules.
b) Inter-library loans (“MVS”) and international inter-library loans (“MMVS”) 

 MVS – loans within the network of libraries of the Czech Republic 

 MMVS – loans through the National Library of the Czech Republic 

c) reprographic and other copying services 

Against payment of a fee, the PNP Library produces copies (microfilm, photographic reproductions, xerox copies, and other kinds of copies) of material from the library stock (subcollections 18 and 19, specialist library) or from third party library stocks made accessible by the PNP Library.  The PNP Library may refuse to make copies, if the condition of the given book does not warrant such reproduction, or if the requisite technology is not in operation, or if the request exceeds the capacity of staff.  Copies are made exclusively to serve the personal needs of the user.  Any other form of usage is governed by the agreement between the user and the PNP.  The amount of the fee for making copies is stipulated in the List of Fees of the PNP (the “List of Fees”).

d) reference services

 information on catalogues and databases

 information on subcollections, the library stock, and the usage of the PNP Library

 information and consultations with the curators of subcollections 18 and 19

 retrieval and localization (catalogue searches)

 bibliography information services. 

The PNP Library provides users with oral and written information of bibliographic, factual, and reference character, as well as methodological assistance in retrieving the requested documents.  The time period for replies to such requests shall be agreed with the petitioner depending on the complexity of the task.  The PNP Library charges a fee for research work (see the List of Fees) that is carried out upon the user’s request.

 internet access

Internet access is provided in the study hall of the PNP Library, as a source of information primarily for study purposes. 

e) promotional services

 organization of group excursions. 

2. With a view to the fact that the subcollections 18 (books) and 19 (correspondence and prints) that are stored at the PNP Library are subject to act No. 122/2000 Coll., on the protection of museum collections, as amended, the PNP Library will make them available through lending services and interlibrary loans within the scope given in the Lending Rules. 

3. Basic services are provided by the PNP Library free of charge pursuant to Section 4 (2) of the Libraries Act.  Services pursuant to Section 4 (2) (a) – (c) and Section 4 (3) and (4) of the Libraries Act carry a fee. 

4. The PNP charges expenses for the registration of users and for reprographic and research services at actual cost.

5. The PNP shall bill all financial amounts (handling fees, service fees, etc.) in the respective amount according to the current List of Fees of the PNP (the “List of Fees”), which is available for inspection at the desk of the staff-in-charge in the study hall. 
The PNP Library may limit or discontinue the provision of services in legitimate cases, for the indispensable time period, and upon a decision by the Director of the PNP. 

Article 4

Basic Rights and Obligations of Users 

1. The users of the PNP Library are obliged, in particular, to abide by these Library Rules, the Rules of Research, the Lending Rules, and such other instructions as may be given by the PNP.

2. Removing library units from the premises of the study hall of the PNP Library qualifies as an especially gross breach of the Library Rules.  The PNP will prosecute such conduct as theft or attempted theft, with all the ensuing consequences.  

When working with the computer technology of the PNP Library, users must observe the instructions of the staff-in-charge, in particular: 

a)  Users may not use the computer technology in the study hall for purposes other than making use of the services offered by the PNP Library.

b)  Own computers must not be connected to the PNP computer network.  Otherwise, own portable devices may be used without limitation.  

c)   The user may only use the software that is on offer.  

d)   The user is not entitled to copy or distribute parts of the operation system or the installed applications and programs.  

e)  Users are not entitled to gain access rights or account privileges beyond their level of authorization.  If this happens (due to a hardware or software system error), then the user must immediately notify the staff-in-charge.  

 f)  The user may not compromise the operation and efficiency of the computer system by putting an excessive strain on network resources, nor use the network for remote access to other computers or networks or for propagating computer viruses.  

g)  The user remains fully liable for any interferences with the configuration of computers and for the damage caused by improper handling of computer technology, including damages caused by infecting the system with viruses.  

h)  Network operations of the PNP Library may be limited or discontinued due to necessary technical and software maintenance of the system or for other material reasons.  

i)  Data and information gathered by such means (in any form and on any medium) serve solely the personal needs of the user and his or her studies.  They may not be further propagated, copied, lent, or sold, or otherwise used, especially not for commercial purposes. 

3. For the protection of property, the study hall of the PNP Library is monitored via CCTV.  By entering the study hall, the user acknowledges that his or her movements may be recorded.  

4. Before entering the study hall, the user must leave his or her overcoat, bags, suitcases, etc., in a locker.  These lockers are not designed for the storage of valuable items, and the PNP Library assumes no liability for such valuable items.  

5. Weapons, narcotics or other dangerous substances, food, or beverages must not be brought to the study hall.  

6. Dogs or other animals are not allowed in the study hall, except for assistance dogs who accompany persons with disabilities.  

7. If a user suffers from an infectious disease, he or she must refrain from visiting the PNP Library in order to protect other users and the library stock.  

8. Users who violate the Library Rules may be expelled from the premises of the PNP Library.

Article 5

Registration of Users, Processing of Personal Data, Data Protection 

1.   As a rule, the users of the PNP Library are private individuals of more than 15 years of age. 

2.     Users may ask the PNP Library to be registered by submitting a filled-in research form and paying the requisite fee according to the List of Fees.  The research form prescribes the obligatory information that must be disclosed for registration.  The user must acquaint himself or herself with these Library Rules and consent, by way of his or her signature, to the processing of his or her personal data, to the visual monitoring of his or her whereabouts in the study hall, and to the observation of these Library Rules.  Users identify themselves with a valid ID card or passport.  

3.      The user registration is valid for one calendar year.  

4.    The PNP library requires the following personal data from users who apply for    
   registration: 

                  Basic particulars of the user:

 First and last name, place of permanent residence, date of birth, ID card (or passport) number, name and address of the employer.  The staff-in-charge at the study hall verifies these particulars for accuracy based on official ID for personal identification.

a)  contact details of the user (if the user wishes to specify them):

 phone and fax number, e-mail, etc. 

                  b)   official data 

 so-called transaction data (order, registration of a loan, its extension) 

                  c)   accounting data 

specifics regarding financial transactions between the user and the PNP, in particular their purpose, place and time of performance, and other mandatory data according to Section 11 (1) of the Accounting Act (act No. 563/1991 Coll., as amended) 

The basic particulars of the user fall within the scope of application of the Data Protection Act (act No. 101/2000 Coll., as amended).  The PNP Library qualifies as processor of personal data in the terms of that act.  The PNP Library processes personal data in particular for the purposes of protecting assets that belong to the Czech state, of ensuring the quality of the services rendered, and of discharging itself of duties imposed unto the PNP Library under generally binding legal provisions (i.e., in particular, acts of law).  The PNP Library processes the personal data of registered users as of the moment in which the user gives the requisite consent as a part of the registration process. 

Article 6

Common Lending Provisions 

1.  The lending agreement is governed by Czech law and by these Library Rules. 

2.  Whether a loan is granted shall be decided by the Head of the PNP Library depending on the nature and the physical condition of the given library unit.  Unique or rare resources or library units that are endangered by excessive wear and tear may only be lent for justified scientific reasons.  

3. When borrowing a library unit, the user must inspect the same and report any damage to the staff-in-charge.  Standard wear and tear that corresponds to the age and character of the library unit does not qualify as damage.  

4. In filling in the order form for the loan, the registered user must give complete and legible information; otherwise, the PNP Library is not required to handle the order.  If the PNP Library fails to handle an order within the stipulated time period, it shall inform the user of the reasons.  

6. Upon request by the user, the PNP Library may reserve a library unit that is currently borrowed by another user or for other reasons unavailable.  The reservation is valid for three months from the date of the request.

7. The user must return the borrowed library unit in the same condition in which he or she received it.  The user must promptly report any damage, loss, or destruction and compensate the PNP for any damage incurred.  Any changes and interferences with the borrowed library unit (such as underlining, highlights, the insertion of notes or post-it adhesive labels, etc.) also qualify as damage.  

Article 7

On-site Loans and Admittance to the Study Hall 

1. On-site loans of library units are granted only to registered users.  The lending agreement is made upon handover of the library unit to the user by the staff-in-charge.  Such library units made available in the form of on-site loans must be returned before closing hours of the study hall.  The user may use the library unit only in the study hall.  

2. Record is kept of on-site loans by depositing the order form for the lent library unit and the research form of the registered user with the staff-in-charge.  

3. As a rule, registered users may at one time borrow not more than ten library units in the study hall.  

4. Access to the study hall is granted to registered users only.  

Article 8

Off-site Loans

1. Off-site loans of library units for study purposes are granted to PNP staff only.

2.  The PNP Library allows off-site loans only for such purposes as specified in the Lending Rules.

Article 9

Inter-library Loan Service

      Upon request by a registered user, the PNP Library enables the loan of library units from another library in the Czech Republic, if the requested library unit is not a part of the library stock of the PNP Library.  Similarly, and upon request by other libraries registered with the list of libraries kept by the Czech Ministry of Culture, the PNP Library shall make available to their respective registered users such library units as these other libraries do not stock.  Within the Czech Republic, interlibrary loans are free of charge, except for the making of copies (see List of Fees). 

Article 10

Complaints 

        1.  A user who is not satisfied with the quality of the services of the PNP Library, with the conduct of the staff-in-charge at the study hall who rendered (or, as the case may be, denied) the services, or with any other fact concerning the PNP Library, may file a complaint regarding such fact within a time period of seven day.  

2.    The complaint must specify the complainant, the subject matter of the complaint, and the remedies sought. A written complaint must specify whether the PNP Library is asked to report in writing on the handling of the complaint, and if so, to what address.  

       3.    Complaints may be filed orally or in writing.  If an immediate settlement of the complaint is not feasible, the PNP Library may require that the complainant file a written complaint.  If the complainant fails to do so, then the complaint shall not be recognized.  

4.  The PNP Library will address complaints without undue delay, and will as a rule do so in the same or a similar form to that in which the complaint was filed. If an immediate settlement of the complaint is not possible, then it must be settled within one month from the date of filing.  

5.  If a written complaint is not settled timely or if the user is not satisfied with the way in which the complaint was handled, then he or she may file a protest with the Director of the PNP. 

Article 11

Compensation for Damages

      1.  Users and visitors are liable for damage caused by a breach of legal obligations. The liability for damage is governed by the Civil Code.

      2.     The ownership title to the library units that constitute the library stock cannot be forfeited, and no library unit can be acquired into ownership by prescription.

      3.      Users must immediately report any damage to library units to the PNP Library.  

      4.    In the event of damage, destruction, or loss of a library unit, the user must compensate all damage caused directly or in negligence of his or her obligations in the terms of the applicable provisions of the Civil Code.  It is at the discretion of the Head of the PNP Library to decide on the form of compensation. 

a) in the case of small-scale damage to the library unit, monetary compensation for the repair of the damaged part will be required, 

b) in the case of a larger scope of damage or in the case of destruction or loss of the library unit, the following may be required: 

 supply of the same title, in the same edition and binding 

 supply of a copy in the same binding 

 supply of another book of the same value 

 financial compensation in the amount of the actual market value. 

      Further, in the case under b), the following fees shall be collected:

compensation in connection with the settlement of the damage and paperwork.......CZK 30 

price for document binding .......................................................................................CZK 40 

The preferred form of compensation is restoration of the original state, usually by supplying a replacement print of the same library unit, in the same edition and binding.  If such restoration of the original state is not feasible or expedient, then the PNP Library may require a replacement print of the library unit in a different edition or financial compensation.  The amount of financial compensation is determined by the current market value of the library unit or, as the case may be, the price for a copy plus (where applicable) binding.  Further, users must compensate the PNP Library for all expenses which it incurs in connection with the loss or damage of the library unit and its replacement (see List of Fees). 

The liability of users for damage to other assets in the ownership of the PNP Library is governed by the generally binding provisions of statutory law.

Article 12

         Scope of Applicability



The Library Rules are binding for all relevant staff, who must be acquainted with the Library Rules in a demonstrable manner.  

       Article 13.

Final Provisions

1. The Library Rules are on display for inspection in a location that is accessible by all users in the study hall of the PNP Library, and on the web pages of the PNP at www.pamatniknarodnihopisemnictvi.cz

2. Exceptions from the Library Rules may be granted by the Director of the PNP or by a staff member whom she authorized in writing.      

3. These Library Rules supersede and replace the Library Rules issued on January 1, 2003, which are hereby abolished.  

4. These Library Rules come into force on October 15, 2007. 

 

Prague, October 8, 2007       

                                                                                       PhDr. Eva Wolfová

                                                            Director of the Memorial of National Literature (PNP) 
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