CIRCULATION RULES
CHARLES UNIVERSITY IN PRAGUE
Faculty of Science

According to 84, par.6 Act No. 257/2001Sb., ofdiles and of rules of running the library
and information services, as amended by later adiguls (thereinafter the Libraries Act) and
related regulations and following the Library Retdidns of the University in Prague
(Regulations of the Chancellor of the University. [24/2002) the followingirculation rules
are issued:

l. General Regulations
o Article 1. Basic Regulations
0 Article 2. Activities of CSI (Centre of ScientificInformation) and
Libraries
0 Article 3. Legal Basis
o0 Article 4. Library and Information Collection

Il. Library Users
0 Art. 5. User Categories
o0 Art. 6. User Card for the Libraries of Faculty of Science
0 Art. 7. User Registration
0 Art.8. Users’ Rights and Obligations

I1I. Borrowing Services

Art. 9. Outside Loans

Art. 10. Loans for Reference Only

Art. 11. Inter-Library Loans

Art. 12. Loan Period, Renewing

Art. 13. Loan Request — Reservation
Art. 14. Return of Loans

Art. 15. Requisition of Unreturned Loans
Art. 16. Losses and Replacement
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V. Information Services

Art. 17. Electronic Information Services

Art. 18. Bibliographic-information and Search Services
Art. 19. Reference and Advisory Services

Art. 20. Promotional Services

Art. 21. Reprographic Services

Art. 22. Payment for Services
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V. Final Regulations

* Appendix no.1: Table of Charges and Priced Servicest the Faculty of Science of
Charles University

* Appendix no. 2: Overview of the Relation of User Cegories to Loans — Table of
Loans.

* Appendix no. 3: Rules for Borrowing Loans for Refeence Only out of the
Reading Room.

* Appendix no.4: Rules for Using Information Resourcs.

* Appendix no.5: Rules for Using Information Technola@y in Libraries.

* Appendix no.6: Rules for Providing Inter-library Ha ns



|. General Regulations
Art. 1. Basic Regulations

1. Centre of Scientific Information (thereinafte®l) and special libraries of the Faculty of
Science (thereinafter Fac. Sci.) are part of tistesy of libraries of Charles University
(thereinafter ChU) in Prague.

2. According to the Dean’s Regulations N0.20/2003]| is a purpose facility of Fac. Sci.

with all-faculty function. It is run by the Vice-da who is in charge of science and research.
3. Special libraries are administration parts oividual departments of the faculty and are
managed by Vice-deans.

Art. 2. Activities of CSI and Libraries

1. According to 84 par.6 of the Act about librari257/2001 Sb., as amended by later
regulations) CSI and special libraries provide puiniformation service both to internal and
external users.

2. The main aim of the activities of CSl and splddiaries is to provide information to study
programmes and research activities at the Fac. Sci.

Art. 3. Legal Basis

The following regulations apply to the functioniojCSI and special libraries (The
functioning of CSI and special libraries are furtaffected by the following regulations):

1. Ordinance of the Ministry of Culture No. 88/208R., to realize the Act N0.257/2001 Sb.
on libraries and conditions for providing publibriary and information services (the Library
Act), thereinafter the Ordinance of MC No0.88/2002,%s amended by later regulations.

2. Act No. 121/2000 Sb., of copyright, laws coneédatvith the copyright and of the changes
in some laws (the Copyright Law), thereinafter @mpyright Law, as amended by later
regulations.

3. Act No. 101/2000 Shb., of personal data protecind of changes in some laws, thereinafter
Law of Personal Data Protection, as amended by deggilations.

4. Act No. 40/1964 Sb. (Civil Code) as amendeddbgriregulations.

5. Act No. 499/2004 Sb., of archival services aglster system and of changes in some
laws, thereinafter the Archival Law, as amendedalsr regulations

6. Act No. 89/1995 Sh., of state statistical sexyas amended by later regulations.

7. Related legislation and recommendations.

Art. 4. Library and Information Collection

1. Library and information collection of Fac. Soansists of library collections of individual
special libraries.

2. Library and information collection is stockedaiocordance with the research and study
programme of Fac. Sci. in the form of printed aletteonic information resources.

3. It is not the duty of the library to provide @yiterature for all students to borrow. The
amount of the documents depends on financial caenpes of the faculty, or more precisely,
the department.

4. One copy of lecture notes (study text) is uguaktluded in the library collection for
internal studying.

5. Acquired documents are processed by the libreoyder to file them, protect them and
make them available for users.

6. Web interface of the university computeriseddily system Aleph, so called Web OPAC,
is used to inform users about the contents ofibinarly collection of Fac. Sci.
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7. Electronic information resources are made allglay systematically organized references
for both publicly available and licensed informati@sources on web sites of CSI and
libraries (if they have their own web sites), orlocal computers in special libraries.

Il. Library Users
Art. 5. User Categories

1. In view of the provided services, users are galyedivided into 3 groups:

o Fac. Sci. considers the following groups tardernal users. students of Bachelor’'s
or Master’s studies, PhD students, teachers aret etaff of other departments of
Charles University, also guests and students tbtuiree or fee courses and
scholarship students.

o Forexternal studentsthe following groups are considered: studentghees and
staff of other universities, staff of researchiusions and general public. With regard
to the borrowing services they are divided intougi® of specialists and
non-specialists.

o Other libraries, institutions and corporations esasidered to beotlective users.

2. Categorization of users is part of Table of Loans see Appendix no.2.
Art. 6. User Card for the Libraries of the Faculty of Scierce

1. To be registered with the library, each usertrahiew user card for the services provided
by Charles University in Prague. The card entittesr owners to use the services of special
libraries and to attend their reading rooms. Ittaors the barcode and identification code,
and, in case of internal users even the user’'sognaph.
2. Implementation and use of the card for the ses/provided by Charles University in
Prague are regulated by the Dean’s Ordinance N80@3 and its Amendment. The prices
connected with issuing these cards are under timpetence of the department of Charles
University that is in charge.
3. The cards are issued by ttaeds dispensing centres of Charles University inriague.
4. For registration of students of Charles Uniugriie “Student’s Card of Charles
University in Prague” is needed. After finishingihstudies students are obliged to give back
their Student’s Cards.
5. For registration of the staff of Charles Univigrghe “Employee’s Card of Charles
University in Prague” is needed. After finishinggthemployment with the faculty the staff
are obliged to give back their Employee’s Cards.
6. For registration of external users the “Caréxfernal User of services at Charles
University in Prague” becomes user card accordirtpe following rules:
o Personalized Card is obtained by the users thenssiglwane of the Card dispensing
centres at Charles University.
o Non-personalized Card is provided by the librartlouser’s request.
Non-personalized Card is lent by the library to gtas professors, guest professors,
former respectable employees of the Faculty ofr®eieetc. on the basis of a deposit
eqgual to the amount of the price of the card, sedable of charges and Priced Services —
Appendix no.1. Persons to whom Non-personalizedi€are lent, are chosen by the
library. External users with non-personalized camammit themselves to give their user
card back to the library after the end of theinsegtion. After doing so they are given
their deposit back.
7. Library cards are not transferable, users agamsible for their potential abuse. Their loss
must be reported to the library immediately.



Art.7. User registration

1. Individuals or corporations become users of igphéibraries of Fac. Sci. on the basis of
regular registration — which is realized on theirsp@al visit to the library after signing the
application form, that is checked by the librarytba basis of identity papers. In case, there
are more libraries at one department, users regpsthe library, which they belong to
according to their field of study and their depagt

2. The data of internal users (students and stadfe taken from the information system of
Charles University. On registration of externalragée library staff check and complete
personal data of the users according to their iyepdapers (personal identity card, passport).
3. By signing the printed and completed applicatmm users confirm that they are familiar
with the currenCirculation rules, accept given rules and agree with processing thei
personal data for the library purposes.

4. Signed application form remains saved in thgesitibrary where the user was registered
for the time needed.

5. Users are registered in the library system onlye — namely in the subject library where
they were registered. The users’ local registrat@m be activated in all libraries of the
Charles University.

6. Library staff is obliged to deal with personatal of users in accord with Act No. 101/2000
Shb., of personal data protection as amended byriegelations.

7. The library gets only such data about usersishag¢cessarily needed for the purpose of
operating the library, protecting the library cotien and quality of provided services (i.e.
surname, first name, permanent or temporary addkggsand number of identity papers that
were used for the users’ identification).

8. The library communicates with the users throelgietronic mail. Therefore it is essential
that the users state their current e-mail addf@sange of the address can be made by the
users themselves on their readers’ accounts.

9. Any change of personal data (name, addresshfirg or interrupting of the users’ studies,
change of the e-mail address) must be reportdaetoldrary immediately. If users do not do
so, the library has the right to require replacena¢icosts for harm caused by the users (e.qg.
connected with their finding, etc.)

10. The library is obliged to show the data frosmdatabase connected with the users on the
users’ request.

11. The time of registration is set in the libraggtem, and it varies according to the user
category. Registration can be extended (updatedgifiser card is valid in accordance with
the Dean’s Regulations No. 13/2003.

12. For the Fac. Sci. staff registration expireshtendate of finishing their employment with
the library or finishing the agreement of work penied without employment. Henceforth
they can be registered in the library as extersatsi

13. For students of Fac. Sci. registration finistieshe date of passing the last part of the
state exam or the date of interrupting the studstiglies. For the students of Fac. Sci.
registration lasts for 1 academic year, and ibissible to extend the registration time during
the studies, however, always only for the followagademic year. After finishing their
studies users can be registered in the librarxisreal users.

14. Validity of the guests’ registration — trainegsl students of paid courses, including
courses of lifelong learning - is limited only fibre time of the students’ stay or duration of
their course.

15. Users’ obligations towards the library havééomet at latest by the date of the end of
registration.



Art. 8. Users’ Rights and Obligations

1. Users have the right to use the services statidga Circulation rules of Fac. Sci. Users
have the right to use all books and magazines eh @gcess, technical facilities serving for
this purpose, and on request, also informationuess, e.g. publications from the reference
library or those stored in the repository.

2. Users have free access to the public part dililery. Access to other parts of the library is
possible only with agreement of the responsiblatpstaff, and solely in their company.

3. Users are obliged to use the library collectiod facilities carefully, protect them against
damage, loss or theft and must not damage thenmghtt

4. Users commit themselves to check through trenmétion resources on their acceptance.
If they find any damage on them, they are obligeceport this fact immediately to the
responsible library staff.

5. Users are obliged to replace all losses causttktlibraries.

6. Users must not lend the borrowed publicationsther persons.

7. Users are obliged to show their users’ cardsgponsible staff to be checked.

8. Users of reference services are permitted t@okeone seat in the reading room. If the
reading room is fully engaged, users have to waitifseat outside the reading room. It is not
possible to reserve workspace for another userswilharrive later.

9. It is forbidden to take away any parts of thedry collection outside the library without
regular borrowing.

10. Users are obliged to respect the given contedsures that are necessary for maintaining
order and for property protection, e.g. walkingotigh the security gateway, leaving luggage
in a place assigned for such purposes.

11. If the library is equipped with lockers, usare obliged to use them for their jackets, coats
and handbags. Users are allowed to use the lockérsloring the time of their stay in the
library.

12. Users are not allowed to take away the keys tiee lockers outside the library. In case of
loss of the key, a charge may be made for replastarebasis of the Table of charges and
Priced Services, see Appendix no.1.

13. Users are obliged to maintain silence and ard#re library, behave considerate to other
attendants of the library and respect the rulesoaddrs of the library staff (oral or written),
otherwise they may be required to leave the library

14. Users are not allowed to smoke, bring fooda@nmtk or use mobile phones in the library.
15. If users seriously or repeatedly break thedmpRegulations, the employees of the
subject library are entitled to permanently or tenapily withdraw their membership at the
library. By this the users are acquitted neithethefduty to replace the losses nor the
responsibility arising from the current generalbfigatory legal regulations and internal
regulations of the Charles University in Prague Bad. Sci.

16. Comments, complaints and suggestions regatdeng/ork or concept of the libraries or
CSIl can be passed on in an oral or written fortihéoheads of special libraries, the head of
CSI or the Vice-dean for science and research.

[ll. Borrowing Services

Art.9. Outside Loans

1. Users borrow publications after presenting tbeer cards. After the bar code is checked
they confirm borrowing by their signature.

2. The borrowing process is completed on acceftouks by users. The library is not obliged
to issue a printed receipt automatically. Usershhe right to require a printed receipt
individually.

3. Users can check the balance of their accouatgr the library system.



4. The library staff decide about lending speqiiiblications. With respect to protection of
the library collection or its better utilizationyaulation restrictions may be imposed on some
publications or they can be lent only for referense in the library.

5. Each user can borrow only one copy of each book.

6. The maximum permitted number of borrowed voluchesends on the user category, and is
stated in Appendix no.2.

7. The library lends (depending on technical eq@pthpublications immediately after
accepting the requirements of a user. If usersastcu publication that is still not registered in
the library system or that is not labelled withaadmde, the library prepares it for the user for
the date agreed.

8. Users are obliged to collect requested books ftwe library within opening hours, unless
agreed otherwise.

Art. 10. Loans for Reference Only

1. Rules of internal borrowing services vary in@gklibraries. It is possible to borrow
internally:

o periodicals designated only for the use in readaoms and reference libraries,

o library collection designated for in-house studyordy in the reading room or in free
access,

o0 selected CD ROMs and electronic publications,

o irreplaceable and extraordinarily valuable docurmmevith the status of loans for
reference only, documents borrowed through thelintary Borrowing Service and
International Interlibrary Borrowing Service, ifelending library or the borrowing
subject library of Fac. Sci. decides this way,

o other documents according to the decision of theh&&d or heads of special
libraries,

0 students’ dissertations (bachelor’s, master’s, goaal dissertations, doctoral theses
etc.) in accordance with the current rules on cigpyr Under the Dean’s Regulations
No. 10/2006 of publication of bachelor’s, masteingugural dissertations and
doctoral theses, they are subject to a speciabang system which requires keeping
records of the print-outs, transcripts and copfesarks.

2. Users can choose in the reading room colleciidy those items that they need at the
moment. After using them they are obliged to rethem to designated areas.

3.Selected CD ROMs and other frequented documbkeatsate not freely available may be
lent by the library staff on request.

4. It is prohibited to remove documents from thoedry without agreement of the responsible
staff.

5. Users are obliged to follow any other instrussi@pplying to loans for reference only in
individual libraries.

6. In special cases loans for reference only cderiieeven out of the reading room to some
categories of users overnight or over the weekButks for borrowing loans for reference
only out of the reading room are stated in Appemdix3.

7. Unregistered users can use common servicesdiingerooms.

8. The head of the subject library can allow exiosstfrom the rules, mentioned above.

Art. 11. Inter-library Loans

1. Inter-library Loan (IL) and International Intkbrary Loan (lIL) assure the following:
o for registered users - borrowing publications guies of some documents from other
Czech or foreign libraries through the library wdéne user is registered.
o lending documents from the library collection tbetlibraries. The requesting library
must fill in an appropriate form — an applicatiemich is to be found on the web sites
of the Fac. Sci. libraries.
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2. IL and IIL follow the regulations stated in Appkx no. 6.

Art. 12. Loan Period, Renewing
1. The loan period of various categories of pulblices in relation to the categories of users,
is stated in the Borrowing Table, see Appendix2ydogether with the maximum number of
publications of each category that can be borrolyethe user.
2. The Table of Loans also states how many timisspibssible to renew borrowing of a
specific category of publications.
3. Aloan can be renewed only if no other user ireguithe borrowed publication. Renewing
must be applied for before the end of the loanggeri
4. Users are obliged to bring the books whose bongthey want to renew on demand of
the of the library staff.
5. Users themselves can renew the loans througtotheuterised borrowing system under
the following conditions:

0 users are registered in the library system undagr dwn identification data,

o the regular loan period has not expired,

o the publication is not reserved by other user.
6. The library head can state exceptions out ofules mentioned above. E.g. a shorter loan
period can be stated for frequently required puattilbms, or in extraordinary and important
case the library can require immediate returnloba before the end of the loan period, etc.

Art. 13. Loan Request — Reservation

1. If a required publication is borrowed, users ask for its reservation through the
computerised borrowing system under the conditibat
0 users are registered in the library system undsgr twn identification data,
0 no copy of the publication labelled as an outsad#lis present in the library.

2. If the user’s current e-mail address is notetthénsystem, the system automatically informs
the user through electronic mail about the fact tie document is prepared in the library. In
other case users can ask the library to be inforoyadlephone or in a written form.

3. Users are obliged to collect reserved publicatiduring opening hours of the library at
latest by the date stated in the reservation ndfitkey do not do so in the stated time, the
reservation expires.

Art. 14. Return of Loans

1.Publications must be returned to the subjecafigrwhich they were borrowed from.

2. Users are obliged to return the borrowed pubboan the same condition as borrowed.

3. Return of a publication is realized by checking barcode of the publication. If the
borrower’s ticket was saved, the original of thokéit, or its relevant part is returned to the
user. The second part stays in the library forigict.

4. If users return the borrowed publication by ptsty are obliged to pack it well, send it by
registered post and enclose a label with their nanteaddress into the package.

5. If the library is equipped with a box for returg books, it can be used even if the library is
closed.

Art. 15. Requisition of Unreturned Loans

1. If users fail to return borrowed publicationsthg end of the loan period, they may be
asked by the library to return the loan immediately

2. The library is not obliged to send overdue regito users.

3. Issuing overdue notices is part of the compskeriibrary system. Overdue notices become
valid at the moment of their issuing (printing aumd sending by post, or by e-mail).
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4. Overdue notices are issued by the system andbgehne library staff on the following
dates:
o0 1st Overdue Notice- 1 week after the expiration of the loan peribthe user’s e-
mail address is notified in the library systentah be sent by e-mail.
o 2nd Overdue Notice— 2 weeks after sending the first overdue nottogan be sent by
e-mail.
o 3rd Overdue Notice— 3 weeks after sending the second overdue ndtigs.overdue
notice is sent by registered post.
o0 4th Overdue Notice so-called pre-trial — 4 weeks after sending kikeltoverdue
notice. This overdue notice is sent by registerest.dJsers get notification, which

unambiguously states that unless the publicatioetigned by a certain date, its return

will be enforced by law at the local relevant co@h basis of the verdict the
borrowed publications will not only have to be reied, but the loss caused by the
user, costs for the trial, eventual execution avstscfor the advocate will have to be
compensated financially.

5. Users are obliged to pay a fine for late retfrfbans (exceeding the loan period) even

if the library did not send a written overdue netic

6. The fine for exceeding the loan period is chdrge each day from the end of the

regular loan period until the day of its returts dmount is stated in the Table of Charges

and Priced Services, see Appendix no.1.
7. Fines are paid in cash at the department, whiuls the documents.
8. The faculty staff do not pay a fine for exceegdine loan period.

Art. 16. Losses and Replacement

1. Users are obliged to report loss of a publicatipits damage immediately, and replace
the loss in the term stated by the library in adaace with the ordination of the Civil
Code No. 40/1964 Sb. as amended by later reguiatesp. § 442.

2. The library heads decide about the way of regsteant according to the regulation
mentioned above. As replacement they can requeredime or newer edition of the same
publication, making a copy of the publication irdgilug binding, or other publication of
similar topic and price. In extraordinary casegacement in the form of purchase price
of the lost publication in relation to the curremdrket price (its amount is stated by the
library head) is possible.

3. If users return a damaged publication, theyoatged to pay the costs for its repair.
4. Users are obliged to pay also all other costschvthe library suffers from the loss or
damage of a publication.

IV. Information Services

Art. 17. Electronic Information Services

1. Libraries provide following kinds of eleahic services:

0 electronic communication with users,

o completing and making accessible the electronialagtie of the library (OPAC),

0 ensuring access to electronic information sourcesirsternet from the faculty
computers even through remote access through tkersitarian proxy server Onelog,
or the faculty proxy server,

0 users initiate remote access according to theuicisbns from the faculty web,

o0 providing publications in electronic form in libr@s equipped with scanner in
accordance with the copyright and rules for usilegteonic information sources. For
more information see Appendix no.4.



o providing other selected computer applicationsugtoweb sites of CSI and libraries
of Fac. Sci.
2. While using the computer technique in librariegs necessary to follow the rules stated
in Appendix no.5.
3. In case of Priced Services, connected &ghtronic services, the prices are stated by
the Table of Charges and Priced Services, see Aippan. 1.

Art. 18. Bibliographic-information and Search Services

1. Search services in libraries are provided termdl users — students in the form of initial
systematic help.

2. For pedagogical and research fellows of the Eac.(except the above mentioned
systematic help) required search services are gedvin accord with ensuring common
continual run of the library in the form of classied computerised search with eventual on-
line (or off-line) access to home or internatiodatabases.

3. External users can ask for search servicesithdilly. The library staff can meet their
demand only in the case that search services atilafiect the common continual run of the
library. The pricelist of search services is statedppendix no. 1.

Art. 19. Reference and Advisory Services

1. Reference and advisory services are providdtidlibrary staff in oral form, by electronic
mail, by telephone, through information brochuregxahe form of seminars and information
trainings.
2. The library staff is ready to give advice on:
o library collection and orientation in the library,
using the library search system,
using with databases and other electronic inforonagources,
information departments with similar branch orieiota,
other useful expert information.

© O 0O

Art. 20. Promotional Services

1.CSl and special Fac. Sci. libraries provide pribomal services in the form of up-to-date
information brochures placed (depending on thdif@s) on notice-boards and stands, also in
the form of web pages with topical information frone intranet as well as extranet of Fac.
Sci..

2. Promotion applies to library and informationleotion (new books, news in the field of
electronic information resources), events organipethe library, seminars, etc.

Art. 21. Reprographic Services

1. Libraries provide reprographic services in accoiith whe copyright in dependence on their
equipment, i.e. if they own a photocopier, scanpeblic printer, digital camera, etc.

2. Users have the right to use this equipment fddmgacopies from documents of the
Charles University for their personal need. Useustifollow current regulations of the
copyright.

3. While using the photocopier and other devicesrsiare obliged to follow the service
instructions placed on them, or instructions preditby the library staff.



Art. 22. Payment for Services

Basic library and information services are freeludrge. Charges for certain sorts of services
are in accord with 8 4 subsections 2 and 3 of kipbtaw. Fees correspond to the level of
administration expenses. The Table of Charges anddPServices is stated in Appendix
no.l.

V. Final Regulations

1. Exceptions from th€irculation rules are in justified cases permitted by the heads of
special libraries, or heads of CSI.
2. The head of CSI and heads of departmental dpigcaxies are responsible for continual
observing the rules of the§arculation rules.
3. Appendices of th€irculation rules, which are their integral part:
o Appendix no. 1: Table of Charges and Priced Serviseat Fac. Sci. of Charles
University.
o Appendix no. 2: Overview of the Relation of User Cegories to Loans — Table of
Loans.
o Appendix no. 3: Rules for Borrowing Loans for refelence only Out of the
Reading room.
o Appendix no. 4: Rules for Using Information Resoures.
0 Appendix no. 5: Rules for Using Information Technobgy in Libraries.
o Appendix no. 6: Rules for Providing Inter-library L oans.
4. All future changes and amendments to tl@&@seulation rules must be done in writing in
the form of numbered amendments signed by the Detre faculty.
5. These regulations fully replace therary and Circulation rules of CSI Fac. Sci. of 21.3.
2005, including all their amendments.
6. These regulations come into force on the dagaif signing by the Dean of the faculty and
they are valid from the 1.10. 2008.

In Prague, 6.8.2008

Prof. RNDr. Pavel Ko Csc.
Dean of the Faculty of Science of Charles UniversitPrague

TheCirculation rules were prepared by RNDr. Alena Balvinova (head of E£. Sci.
Charles University) together with the heads of gdibraries.

The translation into English was prepared by Bal&ykorova.
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Appendix no. 1: Table of Charges and Priced Services of Fac. Sci. of Charles University

According to the recommendation of the Associatibhibraries in the Czech Republic and
the Union of Librarians and Information Workerssirecommended to keep the following

services free of charge:

- providingborrowing services

- using reading rooms ready-to-use works, catalogues of libraries aattbnal

bibliography,

- using internet under the condition that computers in libraried esading rooms are

used in preference for librarian services,

- using licensed and free electronic information sowesby the students and staff of

the faculty and other library users.

Paying for certain sorts of services is in accoitth & 4 subsections 2 and 3 of Act
N0.257/2001 Sb., of libraries and conditions ofyidong public library and information
services, as amended by later regulations. Feesgaad to the level of administration
expenses. Listed prices include VAT for fees, wtdod subject to VAT.

Table of Charges and Priced Services

Item

Price

Chu)

Issuing the user card (in the Card dispensing cengrof Charles University —see the web sites g

Internal users of ChU

According to internal regulations of
Chu

External users

According to internal regulations of
Chu

Issuing the user card in case of loss or damage

Students, teachers, staff of ChU

According to internal regulations of
Chu

Overdue notices

loans

Overdue charge — common, study, grant, spe

cific
2 CZK / publication/ day

Overdue charge — short loan items

5 CZK / publicetiday

—

Overdue charge — loans for reference only

5 CZublipation / hour

Sending an overdue notice byresil

Free of charge

Charge for sending an overdue notice by post

Based on the current table of charg
of the Czech Post

es

Fees for reserving publications

Sending a reservation notice byl

Free of charge

Reservation notice is commonly not sent by p
charge for sending it by post (in extraordinary
cases after an agreement with the library staff)of the Czech Post

ost,
Based on the current table of charg

es

Damage of a document

10 CZK

Loss or damage of the barcode in a book
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Loss or damage of the chip in a book

35 CZK

Other damage of a document

10 CZK to full purchasme

Losses and replacement the subject library heads decide about the fdrrelacement. The
procedure is usually as follows:

Replacement with the same or newer edition
publication

pf a

Bound copy of the lost publication + penalty
equal to 100% of the purchase price of a

document

Minimum 100 CZK

Inter-library services

Processing ILS

Based on the current table of charg
of the Czech Post

Processing IILS (from Europe)

Based on the current table of charg
of the requested library

outside Europe)

Processing IILS (from Great Britain or countrieBased on the current table of charg

of NL Czech Rep., STL

Copies

Based on the current table of charg
of the requested library

Charge for packaging

10,- CZK

Search services

Teachers and staff of Fac. Sci. ChU

Free of charge

Teachers and staff of Fac. Sci. ChU

Free of charge

Students of Fac. Sci. ChU

First methodological help free of
charge

External users

Charges 100 CZK (on ordering the

analyst 200 CZK / 1 hour

Reprographic services

Copying (Copying on self-service photocopiers based orptleelist of cards)

page A4 single-sided 2 CZK
Page A4 single-sided 2 CZK
Page A4 double-sided 3 CZK
Page A3 single-sided 3 CZK
Page A3 double-sided 3,60 CzZK
Print-outs from PC — laser printer
A4 black and white, single-sided 1CzK
A4 black and white, single-sided 1CzZK
A4 black and white, double-sided 2 CZK
A4 colour, single-sided 10 CzZK
A4 colour, double-sided 20 CzK

es

es

es

es

search service) + the work of a search
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Print-outs from PC — inkjet printer

A4 black and white 2 CZK
A4 black and white 2 CZK
A3 black and white 5CzZK
A4 colour 15 CzZK
A3 colour 30 CzK

Other services

Scanning

Self-service scanning

Free of charge

Lockers

Using lockers

Free of charge against deposit

Using lockers

Free of charge

Loss of the key from the locker

100 CZK or replacing the lock with
new one

Charge for not returning the key from the lock
by the end of the opening hours of the library

er
OXK / day

a
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Appendix no. 2: Table of Loans (relation of the user categoriesto Loans)

Document Reader categories Faculty Faculty staff | Non- Trainee Specialist PhD Users ILS (MS-
categories/ students (ZF-11) specialist (ST-03) public (VO- | students of | from 31)
status (SF-01) public (21) 22) the faculty | ChU
Loans for Number of loans 2 2 0 2 2 2 0 0
reference Renewal 0 1 0 1 0 1 0 0
only Loan period 1 1 0 1 1 1 0 0
01 Tolerance (in days) 0 0 0 0 0 0 0 0
Fines for overdue (for 1 hour) 5 0 0 5 5 5 0 0
Max. no. of requirements 1 3 0 3 3 3 0 0
Max. loan period 1 2 0 2 2 2 0 0
Not to be Number of loans 0 0 0 0 0 0 0 0
borrowed Renewal 0 0 0 0 0 0 0 0
02 Loan period 0 0 0 0 0 0 0 0
Tolerance (in days) 0 0 0 0 0 0 0 0
Fines for overdue (for 1 hour) 0 0 0 0 0 0 0 0
Max. no. of requirements 0 0 0 0 0 0 0 0
Max. loan period 0 0 0 0 0 0 0 0
Grant loans J§|Number of loans 15 30 0 15 15 30 15 0
03 Renewal 3 3 0 0 0 3 0 0
Loan period 31 365 0 365 31 365 0 365
Tolerance (in days) 0 0 0 0 0 0 0 0
Fines for overdue (for 1 hour) 2 0 0 2 2 2 0 2
Max. no. of requirements 3 3 3 3 3 3 3 3
Max. loan period
Common Number of loans 15 30 15 15 15 30 15 15
loans | Renewal 3 4 0 3 0 4 0 3
04 Loan period 31 31 31 31 31 31 31 31
Tolerance (in days) 0 0 0 0 0 0 0 0
Fines for overdue (for 1 hour) 2 0 2 2 2 2 2 2
Max. no. of requirements 3 3 3 3 3 3 3 3
Max. loan period
Common Number of loans 5 30 2 5 5 30 2 0
loans 11 Renewal 1 1 0 1 1 1 0 0
05 Loan period 7 7 7 7 7 7 7 0
Tolerance (in days) 0 0 0 0 0 0 0 0
Fines for overdue (for 1 hour) 2 0 2 2 2 2 2 0
Max. no. of requirements 3 3 3 3 3 3 3 0
Max. loan period
Common Number of loans 15 30 2 15 15 30 2 15
loans IlI Renewal 3 3 0 3 3 3 0 3
06 Loan period 14 14 14 14 14 14 14 14
Tolerance (in days) 0 0 0 0 0 0 0 0
Fines for overdue (for 1 hour) 2 0 2 2 2 0 2 2
Max. no. of requirements 3 3 3 3 3 3 3 3
Max. loan period
Short loan Number of loans 2 2 2 2 2 2 2 0
items Renewal 3 3 0 3 3 3 0 0
07 Loan period 3 3 3 3 3 3 3 0
Tolerance (in days) 0 0 0 0 0 0 0 0
Fines for overdue (for 1 hour) 5 0 5 5 5 5 5 0
Max. no. of requirements 3 3 3 3 3 3 3 0
Max. loan period
Study loans | Number of loans 15 30 2 15 15 30 15 15
08 Renewal 3 3 0 3 1 3 0 0
Loan period 183 183 31 183 31 183 31 31
Tolerance (in days) 0 0 0 0 0 0 0 0
Fines for overdue (for 1 hour) 2 0 2 2 2 2 2 2
Max. no. of requirements 3 3 3 3 3 3 3 3
Max. loan period
Specific loans§| Number of loans 2 30 2 2 2 2 2 0
09 Renewal 1 3 0 1 1 1 0 0
Loan period 31 5x365 31 31 31 31 31 0
Tolerance (in days) 0 0 0 0 0 0 0 0
Fines for overdue (for 1 hour) 2 0 2 2 2 2 2 0
Max. no. of requirements 3 3 3 3 3 3 3 0
Max. loan period
Number of loans 0 0 0 0 0 0 0 0
Loans strictly §| Renewal 0 0 0 0 0 0 0 0
for reference JfLoan period 0 0 0 0 0 0 0 0
10 Tolerance (in days) 0 0 0 0 0 0 0 0
Fines for overdue (for 1 hour) 0 0 0 0 0 0 0 0
Max. no. of requirements 0 0 0 0 0 0 0 0
Max. loan period
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Appendix no. 3: Rulesfor Borrowing Loansfor reference only out of the Reading room

1. Borrowing overnight

Borrowing can be realized at earliest 30 minutderieeclosing the library and it is possible to
borrow maximumwo publications from the reference collection. Users are obligedrove
their identity. Publications must be returned thiéofving day at latest 30 minutes after
opening the library.

2. Borrowing over the weekend

Borrowing can be realized at earliest 30 minutdereeclosing the library on Friday (the last
opening working day of the week). It is possiblédtorow maximuntwo publications from

the reference collection. Users are obliged to @ibweir identity. Publications must be
returned on the first working day after the weekanthtest 30 minutes after the beginning of
the opening hours.

If users do not follow the conditions mentionedadand do not return the publications by

the stated date, they will not be allowed to boreow items from the reference collection in
the future. Failure to return publications on timi#é result in a fine being incurred according
to the Table of Charges and Priced Services.
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Appendix no. 4: Rulesfor Using Electronic I nformation Resources
1. Users of electronic information resources are #hfollowing groups:

a. students of daily or combined form of study, teasheesearch fellows and other staff
of the institution, who have access to faculty cateps, and in case of network
licences, also remote access from outside facoltypuiters through the university
system Onelog, or the faculty proxy server,

b. other regularly registered external users of the Bai. libraries, who, however, have
access to licensed information resources only fitwerlibrary computers of Fac. Sci.

2. Users can:
a. search and browse licensed products,

b. print and download reasonable number of articlestracts, records or parts of
chapters, but solely for their own personal or gtmeleds, namely without making any
modifications,

c. provide downloaded materials only to other accestlitsers for academic or research
purposes,

d. mention references to articles, extracts or chapietheir study courses and in
electronic materials used in these courses.

3. Users must:
a. respect the copyright, always quote the used le@nsaterials correctly,

b. in case of Inter-library Loan to other academic4eommercial library in the Czech
Republic print the document and send it by posawr

4. Users must not:

a. duplicate, mediate, give out, resend, make desyalistribute or sell licensed
materials, publish or compound contents of materabhny way with any other
contents of a third party,

b. send licensed materials by e-mail; sending by d-imait safe enough,

c. make any alterations, modifications, abbreviations,

d. download big amount of data (especially not the ielpoiblication or the whole copy
of a magazine), use a robot for downloading orgplieation for quick downloading,

e. remove, make incomprehensible or in any way matiéycopyright rules,

f. systematically copy licensed products.
These rules apply to all users and generally applp all licensed contracts; users commit
themselves to follow these rules!

Appendix no. 5: Rulesfor Using Information Technology in Libraries

1. Personal computers (PC) placed in the libranytmaused solely for purposes
corresponding with functioning of the library — lgating and making accessible expert
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information with focus on natural sciences with pherity of ensuring research and
pedagogical activities of the faculty.

2. Those users, who use OPAC for search while wugrin PC, enjoy priority over other
users.

3. Electronic catalogue of the library (OPAC), ong other selected applications and
electronic information resources are freely avdddb all users.

4. Rules for using electronic information resouraessummarized in Appendix no.4.

5. Users can reserve a PC in advance. If they ttunoup at the time of reservation, this
reservation expires.

6. Maximum 2 persons can work at one PC stati@nteme.

7. Users work on PC only under their own users’ @amd are responsible for potential abuse
of their users’ rights by other person.

8. Users must not change the configuration of Pt@émoninal, and must not exceed their
users’ rights. They are also not allowed to pusueh activity, which would prevent other
users from normal use of network.

9. It is forbidden to use users’ own brought sofevand to copy programmes.

10. Using a floppy disk is possible only after antus check, printing can be realized
through the library printer (if available).

11. If WiFi network is available in special libras, it can be used after users’ regular
registration in the library.

12. Access to computers, or computer network cdimbied or interrupted, e.g. due to
hardware or software maintenance.
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Appendix no.6: Rulesfor Providing Inter-library Loans

1. The library arranges inter-library loan servifes) and international inter-library loan
services (IILS)

- only for internal users,
- only from libraries outside the capital city algue

- only those related to literature, which corregpmoto the stated study profile and is not part
of the library collection of the Fac. Sci. libragie

2. The ILS service is free of charge, however, sisee obliged to cover costs incurred in
connection with this service, see Appendix no. thefBorrowing RegulationsTable of
Charges and Priced Services of Fac. Sci. of Charles University. It generally involves
charges stated by the requested library, postgogenees, etc.

3. The IILS service is provided through the Stagelnical Library (STL) or the National
Library of the Czech Republic (NL), applicants al#iged to cover costs according to the
table of charges for services of these libraries.

4. With the request for ILS or IILS users call ugbe subject library, where they are
registered. If there are more libraries at the appate section (e.g. the Biological section),
they choose the library that belongs to their diepant.

5. In accordance with the Act no. 121/2000 Sh. Gbpyright), as amended by later
regulations, head I, section 4, subsection 2 — &iseeand legal licence, § 30, the requesting
library must, together with the application of IL&8so submit a statement that it requires a
loan, or copy, for the final user’s personal nesdj that the library functions only as an agent
of the user’s order; or it is possible to submé tiser’'s statement.

6. Those applications will be processed, which eolhtain at least minimum set of data
needed to identify the publication. By minimum dataneant: author, name, place of issue,
publisher, year of issue, ISBN, and for periodid&iSN and the required page.

7. Time needed for obtaining the publication frome€h libraries is three to six weeks, from
abroad libraries six weeks to three months.

8. Publications obtained through ILS or ILLS anetlen basis of the regulations of that
library from which the publication is borrowed.

9. Inter-library loans from electronic informatioesources are obtained from other libraries
(which own the access licence) on basis of an egpdin for inter-library loan, or through the
STL service only in the form of a print-out (for neanformation see Appendix no.4). This
service is paid according to the rules of the ptewiand the agent (required library, or the
agent library — STL, NL).
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