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Subject / fa%7 : Circulation of the Library Handbook (Bilingual) / YRS gRast
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All students, faculty members, and staff of Apex College, Makrana are hereby informed that
the updated Library Handbook (in both English and Hindi) has been officially prepared
and is now being circulated for awareness and compliance.
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. Purpose / S£¥q:-

e To ensure effective use of library resources.
o JIHIY WARMA & WAl ST B ghfad &
To maintain discipline and decorum within the library.
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Availability / SYcTEldT ;-

. The handbook is available at the Library Help Desk and also uploaded on the college
website.
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~ All users are expected to read the handbook carefully and strictly follow the rules
. mentioned therein.
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APEX COLLEGE, MAKRANA
(Affiliated to MDS University, A jmer)

Library Rules and Regulations

1. Introduction :-

The library of Apex College, Makrana serves as a vital academic hub for students, faculty,
and researchers. It is well-equipped with a rich collection of books, journals, magazines,

newspapers, and digital resources. These rules are designed to ensure the efficient, fair, and
productive use of library facilities.

2. Library Timings :-
* Working Days: Monday to Satu1l'day
¢ Opening Hours: 9:00 AM to 4:00 PM
. L.u;lch Break: 1:00 PM to 1:30 PM
¢ Closed On: Sundays and declared public holidays

3. Membership and Access :-

* All regular students, faculty, and non-teaching staff of the college are eligible

for library membership.
» Entry to the library is permitted only with a valid college ID card.
e Membership is personal and non-transferable.

e New users must complete the registration process at the circulation desk before

borrowing books.

Continued on Next Page...
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4. Book Issuc and Return :-

Category Max. Books Issue Permitted ﬁnys
Student 4 Books 10 Days
Teaching Staff . 10 Books 10 Days
Non-Teaching Staff 3 Books 10 Days

e Books must be returned on or before the due date.
e A fine of ¥2 per book per day will be charged for late returns.

e Reference books, newspapers, journals, and magazines are available for reading

inside the library only and cannot be issued.
5. Conduct in the Library :-
. Main.tain absolute silence inside the library at all times.
e Mobile phones must be switched off or kept on silent mode.
» Ea(ing, drinking, and group discussions are strictly prohibited.
e Chairs, tables, and equipment must not be moved or misused.
e Defacing, marking, or damaging books and property is a punishable offense.

e Users found misbehaving or violating conduct rules may face suspension of

library privileges.
6. Use of Digital Resources :-
e Library computers and digital access are for educational purposes only.

Continuced on Next Page...
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* Browsing social media, playing games, watching vidcos, or downloading

pirated material is strictly prohibited.
e Users must log out of sessions properly and respect shared digital infrastructure.

 Misuse of digital services will lead to disciplinary action or suspension of access

rights.
~ 7. Library Services :-
The library o‘ffers-the following facilities:
e Book lending and return

Reference assistance

Reading room

Access to previous year question papers

Internet and digital resources

‘ 8. Penalties and Rcsponsibilitics -
« Late return fine: 32 per day per bookA
o Loss or damage: Full replacement cost or current market price
« Misbehavior or repeated violations may result in:

o Suspension or cancellation of membership

o ‘Reporting to the college disciplinary committee

Continued on Next Page...
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9. Suggestions and Complaints :-
+ Feedback and suggestions are welcomed to improve library services.

+ Users may submit written feedback or email their concerns to:

10. Declaration :-

_By entering and using the library, all members égree. to abide by these rules and respect the

academic environment.

Note: - The Library Committee reserves the right to amend the rules and regulations from

time to time without prior notice.




