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tic .Estab.Ush 
I 
m  

I 

ent.Division in thc Governcent of Pakistan is pleased to make 

the rijss for the use of Staff Welfare Libraries in PaUstan 
- 	 w 

1. Short Title and Convnencement 

These rules may be called "Use of Staff Welfare Libraries in Pakistan 

. . Ruie&, 19" ................................................................................................ 
r  They qhall come £nto force at once. 

2 Dufinitions 

In these Rules, unless there is any thinc repugnant in the subject 

or tontc..ct — 

	

i) 	LIIRARY — Shall mean the Staff Welfare tlbrary, inesuLing Reading, 
/ 	

Reference Rooms, Children Librar> wherever established/to be establishmd 

by Staff Welfare Organisatton in Pak3.stan 

- 	. 	ii) 	BOOKS — Shall mean any and etery book, J,trrnal pamphlet-periodical, 

docuEcnt, map, chart, autogrtph,tnxcrofilm, tape ucords, nct.'spaper or 

any other article of a like n.ttuic. Coring part of the contents of the 

t . 	 Library. 	 -. 

AUTHORITY -Shall mean Director General, Stall Welfare Organisation, 

- 	 Establishment Division, Govnnmc.nt of P'Nastan, Islaruabad and/or' any.  

other Off)cer author3.sed by hLn to take L'ppropriaL action on all 
- 	

- flt.teLs Lelat].ng to theLhrary.  

F 	 iv) 	ThE LIERARIM1 Shall mc'r the ptrson apnoanted as such or any other person 

employed, by the Staff Welfare Orcn1retion for the turpobe of its 

functions 

, 
Shall mean regi.tered members of the Library

,  as A-id down 

-in Rule 4-6. of Part-I. 

i s 	7.  

	

vi) 	LtB°ARY COH"IITIFL- Sh-ll neart 	 I 

,) 

 

An Advirory ('onmit- teL c csl ri-u ers pertaining to Library's 	— 
affairs 

b) The Librery Connttee shall corni5e of the following membcrs 
C 	

i) C')air'apn 	to be apoointed by the Authority, 

ii) Members 	to be appotnt'd by the Authority in consultation 	 F 

:ith the Chairman, Library Comjitte& if the 
Authority drems It necessary. The Chairman and 

.. .. 	 the mcr..Uer shall cease to be as t;uch  due to inaction 
Cu :110i pa rk: and s;i ch1eescts •sball be decided by 

P 	 the Aurhority. Thu apoct1 agun.t decision of the 
Authority, shall ha wir.h the Secretary Escab2ish .....'ent 

. .'i 	 Division Goveracient Of Pakistan. 	. 

in) Secrcttry, Shall m(Ilan Ch±et ilc') me Ofticcr-114 Staff Welfare 
Orçynisot ion tnd shal,t be  the px-Of9cio Iecbor/ 
Sececrv to i,11C I1ibrary Cinaitecc, 

••fl.,. , i . 4,. 



-: 	 .. 	.. 

iv) Teure: 	Tenure of the Library Committee shall be fixed 
by 

the Authroity who can also curtail the:tenure thou 
assigning any reason thereof. 

c) Library CoEmittee shall laj down the procedutc/DU1CS for the use 

of Library, purchase procedures for books, equipment and furniture 

for the Library, and taku necessary steps to procare, books from 

various National, and International agencies. The Committee shall 

amend alter or add any rule to these Rules/P.rOcCdurMs/RulC5 . 

Amendments and alterations shall be subject. to apprval'by the 

I 	Authority.  
vii) SERVICES. Shall mean the procurement. and proyison of reading 

materials and providing of refere'te facilties • and shall also 

include a voluntary hclp, aid or &uidancc given personally by 

the Library stpff on duty in the actual locating of'the desired 

material or information in the Library.  

- 	viii) PROPERTY 	Shall include all moveable and iuunoble properties 

'of the Library. 

ix) VOLth4E 	Shall mean each copy of book.. 

BATE DUE. Shall mean ?he day by which a Hember is required to 

return any volume issued to him/her on loan from the Library. 

xi) DUES 	Shall aL.t any property of the Library outstanding 

against the th3mber or the price(double + 25% departmental charges) 

	

- 	 thereof, fine or surcharge levied on wilful retention of a volume 

even after he/she has been officially served with notices twice 

:':"'/"' •' 	. 	
. 	 I 

thereto. 

I " 	 xii) INTER LIEPJ.RY LOAN Shall mean giving or taking of books and 

	

,..:. 	. 	• 
I' 	

other material on loan under mutL].ly agreed terms with other 

Libraries and agencies 	
I 

.,ye, 	.-:..' •'. 	
I 

PART-I 	 I  

RULES 
;. 	•,. .... ........... •• 	• LIBRARY HOURS 

.I) Thu Library shall remain opan for service according to the working hours 

	

. 	
to be fied by. the Library. Conittee from time to time.. 

. 	 - - 	 ' 	_.. i.' ,.i,nnnnA from time to time by the /2)' The Library working hours and ciays may u 	- 	 . -- 

Library Committee if circumstances call for such an action. 

3) The timing shailbe displayed prominently in the Library. 

•:'ADMINISTION AND LO4 PRIVILEGES 	
. 

"A) l'ollowing categories 'of persois shall be allowed use of theLibrary resources. 

H 	a) Federal Government Employees. 
Provincial Government Employees. 
içE.pioyecs of ,tutonomous/emi_ttut0nbT3t Bodies. 

a) 	Deper.dants of ernployee: ard includes those entirely and solely 

. 	dcpendcnts on empioyaes in (a), (b) nd (c) above. An affidavit 
to this effect will be furnisheU by' the omployec in (a), (b) and 
(c) above, and he would stand surety. .for the purpose of these 
Rules. The Library Committee in co'mpctant to specify the dependant. 

' 	Contd,P/3.., 



PersonS desirous of usinS the LibrEY r$ust get titalV5 registrCd by applying 
-rfO 1Libary mcmbershiP to the Librariatt on a prescribed appltcati0fl 

fo obtain 

/ 

Vj 	able froththC Library' Sw-: 	
fortL shell coma through Udads of 

/ 	
respectifl 

offices/bOdioS, daly attested b thee 

' 	
y: :Nhip shall be given on the approval of Chtcf Wálf are Off ir-IZ and two 

irary cads will be issued in the name of each member. 

I 

.:7yItamembelos5e3 his Library card, he shall ir.aediatClYmak9 a writte repgrt 

the Library, o
therwise,hC will be held respor.siblc for the ook jssued''4\ 

- 	. 6aiust such a card. Dupflc.ate card shall, be issued on payment of 
Rs.51- Lost 

- card will not be repiaced more than once. 

-Each member shall be entitled to have on loan 
not tnorc than two, books at a tinc 

-r 
lot a period of 15 days each. However, books ter.potatily in sp.cial demand may 

lent for a shorter period c may be considetcd:bY the cW: Welfare Officer 

- 	(Secrett 	Library CoL?mittee). 	- 	 - 
": •. - 	 - 	 - 	 - 

9) 	
Books born;ed once may be re--issued provided these are nut required by any - 

other member or no other mcrber has applied for 
the book. The renewal shall 

not be effected for more than two con5e.CUt1" periods. Books shall have to 

be physically presented for re-is5U. 	 - 

10} Books to be issued from LibreLy shall he non_transfetfll and hall be 

-• 	I :.;i 
expected t be used by the member in whose &the the book is issued; 

	- 

-- 	,- 	 - 	
- 	 I 

- 	
11). '- Signature on the card shall be legible. tital is not adequate because 

• 
;2' the often dulicateS. 	: 	 to - 

lo book on loan shall be given on behalf of the Member's Librdry card  

- - 
' t•  non-meber5 	 - 

Beforp leaving the Check_incOlJnter, the mer.br'J shall ch2ck books at - the 

	

- 	
tine of issue; They nutt direct the attent..0n of the stff at he Chcck 

+ - 	- - 	
in desk to defects, damages, if any failinc thcb he/she will be responsible 

- 	
'- to replace the beok or buy a sound copy of it, if it is returned in an 

-'. 	unsound condition. 	 - 	- 
14) ' If a member fails to return the books at the expiry of 15 days, 

:tha 

- 	
-- - Librarian shall issun two notices on f ort±ghtly basis. In case of 

	

N £ • 
	

n
on_compliance, the attestatIOn euthority of the forte 5halt be asked 

to arrange the book lacued by the member. If he fails to rccVCt the 
book, action under rule 17 below and rules 4 & 5 of partll shall be 

---1: 	
teken against the tmploy3C/CflPi0Ye who stood surity for the dependent. 

For any unauthorisCd duration, the bookremains wIth the member, a fine 

	

- - 	
k sh ll be charged, The secretary 

of paises 25/- per day per boo 	
of the 

+ 	- - 	
Library CrnmittCe c'cy at is diseretiCn review or remit the fine. 

ç) 	
The Staff WelfaLg Oryn15at11 rail +r' r 	e t to recov the cost 

b 	- - 	
of the book/fine from the salary etc of the enp1yee throc3h IpR/authority 

- •: 	
ho disburse the salary to ttl  

	

- 	17) 	
Books and other ateril of tho followits descrIptIon shall not be issued, 

	

- 	- -: - but can be consulted in the LIbrary p:iu 0n17t 	 - 
-- 	-. 

All books marked "Refeence", such as Encyclopedia8i 
Diaries, Dliectori.S, Atasc.S, etc. 	

I 

All books parmanentl'J or temporatly mark&1 for "QiLyi2 
such as Text Looks, flescctrc'fl, Reporte sr etc 

Books banned by Lntral or i-ruv.::C'.ZJ. cc'c.-n1t3. 

Prcvidad that in cas: any- bc:c:rt decic red fo: ¶SEWE use have more 
than one copy, the extrv. copies may b. ±zsued for OVER TilGift usc. 

Rare boohs, manucriPt5 and ptotcctcd documents.. 

Current periodcalC. 

All unprocCsCU booi. 

• All non_printe n d :teriuils uuth as films, 
tape-rcord, fllz'.strips ute. 

cont ... p/4-...... 

- 	a) 

- 	.•• 	b) 

s]Adeo, 	jo-recordingS 



4.- 

C'\ Pov2de

ell  

J}1rthr that All books except (c) 1i,sted under 18 above may, L 
, 'Q.ssued o recommendation of the Chairnan, Library Cotmdttee for a short time 	" 

etc. 
H. 

.19). The member shall make their cwn arrangement for carrying books from and 
to the Library. 

'20) LoQns may at any time be tcrminac'.d by the order of the Authroity. 
- 

GENERAL: 

21) 	Nambers shall not mutilate, spoil or damage any book nor shall'.. :hey 
trace or crfon cechanical reproduction of any material belog.ng  to 
the Library without formal permission of the Librarian. V4.ola4ion of 
this Rule shall require replacement of the dcmngod volume or payment 
of its price as provided pnder Rule 4 of PART-It. 

F.! 	,';;•':' 	- 
............22): U. one volume of a set/series is damaged, and itisnot aveilab.e separately, 

the, whole set shall have to be replaced or paid ior by the/ps specified 
under rule. 	 member 

The Library Reading Rooms shall remain open during the stoch-aking, but 

!t-. ; cR. the borrowing privileges will remain suspended for the seine period. All 
books on loan with the members must, irrespective of the date-due, be 
returned to the Library before the date of stock-taking which shall b 
announced at least two weeks in advance and daily displayedon Notice 
board. 

:24) Meubers shall intimate, without fail, any chnngc of the address. 

25) Librarian is authorised to withdraw Library facilities from any member 
if found misusing the Library naterials or facilties. 

2F) Silence must be observed in the Library.  

27) Smoking, spitting or 'leeping is strictly prohibited in the I1ibrary.  

H28).. Members shall not behave in a disorderly mannar in the Lrary. 

29) No menber shall remain in the Library after, 	the time fixed for its closina 

L3Q) A person shall not wilfully obstruct any Library staff in the execution 
of his/her duty or wilfully distrub, obstruct, interrupt or annoy any 
other person in the proper use of the Library. 

I 
31) Refreshments eatables arc not ullowed in the Reading Hall, Stacks and 

the Entrance Lobby. 

32): Every person who, within the views of the Librarian contraveps any 
H of the forethor.g rules may be aaked to leave or removed from the Library 

:: and his/her membership suspended/cancelled. 

H 	33) Librarian may refuse under special circuwtanccs, addission into the 
Library to any person or the use of any 'boek, without assigning any i_ 
reason thereof. 	 . 

34) In d'asd the borrower ceases to be a Government scrvant,.he/she shall 
return all the books borrowod by his/her alongwith the urused Reader 

• TIckets and secure a clearance certifIcate. 

:35) A suggestion Look is placed in ft: Library for the use of Heinbers. 
SuggestIons made by the Henbers will be btoght to the noticd of the 

'H. Library Cittee for nccc;sary actiot.. 

 All personal belongings, such 	hand bags, briefcases, books, sticks, 
*-• tntbrellas, shall be depo5itcd at the Coupter. The Counter staff shall 

not be responsible for the locs of personal proprrty'. aoney or other 
costly items kept in hand bag: or brieC ccses etc 	in the Librery premises 
For security purposes, 	the Counter staff may  thecl: thc mc.rnqnal belonginá 

; 
of the Meibers 

 Member shall show all the books to the cttcndnnt when leAving the Library. 

33) Non Member shall not be al).owcd in the Library. 

39) MSber shall not pull the chair and sit to talk to the Librarian in the 
Library. No chaIr is provided wIth the Che'k-in Counter or table of the 
Librarian. 

Contd,  ... P15 ..... 



40) Dogs and other animals shall not be adnuittcd. 

.41).. 
J A2 ,'... 

I 

A photo duplication senics if available will be provl&d to the Membors' 
on 	basis payment 	

as notified by. th& Librarian from t1a to te. 

\.? 
Requests for photo copying will be made on prescribed form and will 
be carried 

JV out within the regulation of the Copy rightl Laws. 

Personal and all outside material shall z)ot be photocoicd. 

7 The Library resees the right to accept or decline 
for phtocopying, 	 any request I  

:42) 
New arrivals of books, petiodicals, jouräals, research 

reports and other materials of interest shall be notified by the Librarian 
on the notice board. 

PART 
 MflIBERS}jip PEE 

firade 
The annual membership fee will be Ks 10/- from BPS-15 and above Rs 5/-from to 15 

 )f0Mfl,y SUBSCRIPTIOJJS  

The monthly subscription  fee will be Rs 2/- from H BPS-l6 free for BPS 1 to 15 M 
t13) 

SPECIAL OFFER 

Those parsons who have been members  of the Lib rary for t least two years, 
the Staff Welfare Organisation offer a chance of 

on the a years free membership 
introduction/registration of two new members  to the Library.  _ 

4) 	ISS0FBoogs 

Book(s) lost, damaged or mutilated in any way by a Meer shall have 
. to be replaced or paid for. The cost of thebooK(s) 

reAlised shall be double th& actual cost 	lus additional 25% as &prtmental char 	depending upon Coriflttee 	 the final discretioni of Library 

If book borrowed from the Library are not returned after seving to 
f.
0ightly notices to the member, such cases shall be dealt with as governed 
under rule 4 of PART II and rules 14-16 of PART-I. 

6) 	
Books lost or found to be lost on stock Laking 5hall be reported to the 

Authority alongwth the rcconmlehdations of 
Library Cocunittee, The Competant 

authority in the Staff Welfare 	
t Division will follow 

the procedure for ::ight off inaccordance with the relevant thlesRrocedure 

laid do%m by the Finacc Dision/nepartment of Libraries Miniscry of Education 

Cout. of Pcflstan The recoLondatjons of the Library Committee may howeyer, be 
given due consideration 

) a) The Director General Staf? Welfare Organisation, being the head of 
.kpar±men

t is hereby delcgacod financisi power for the write of loss of books. 
In tern of 

item No.9- of UnnezureII of the Ministry of Finance O.br. No.F.1 
)/R 12/80 dated 11 3 1951 regarding wtite 

0ff of irrecoverable value of 



C>? 	 I 	 6 

stores or public money due to losses on account of fraud, theft etc. 

s& under 

Nature. of Power 	- 

a) Fixing of annual percentage ol 
book. losses in the Libraries 
of: the Department and to write 
of' such losses. 

*.7) 	WEEDING 

Extent to which fitiañcial 
powers are delegated.' 

.i).lJpto 2% .f1the total ollection or 
Rs.5,000/" per annt,: rhich  eyer is 
less, for the.librhti with open 
shelve system and houie;lending 
facilities. 	. 

i) Upto 1% of .the total cbllcctiaior 
Rs.3,000/ per annum1  which ever 
is less, for the Libraries with 
closed shelves. 

On receipt of a written request frem thr. Librarian, the Library Committee 

shall detail oqe or two members other than the Library staff for weeding of 

M. 
:outdated, 

 wcrn-out and/or sethus].y dazaged or mutilated books and other materials 
It 	 He/she/they shall subitit their recommcndations in form of writing for approval 

to the Library Committee Proccckre detailed in rule 6 PartII shall be adopted 

for write off.  

INTER LIBRARY LOANS 

With a view to extending and/or utiliziAg the books, and non-book 

resources of other inst3titions of higher educations in the country, the 
'Librarian slicill enter into and iaintain any mutually agreed upon inter-

library loan system with cauea.sc, T(c.earch, Soecial, Public and Government, 

Departmental Libraries, with the approval of the Library Committee. It will 

be on reciprocal basis 

The Secretary (Chief Welfare Officer-11) of the Library Committee is 
A 	competant to interpret the spirit of these rules in case of any confusion 

or clarification An appeal egainsi. the intrepretatlon lies with the Library 
Committee 

These rules supercedes any n.le made and inforce for the use of Library.  

This issues with the aporoval of the Fstablshment Division,Rawalpindi 

	

H-.......:. 	.and Finanet Division(Fir.anciaJ. Adviser Organisation) vide their Dy.No.2521- 

- DFA(Cabiret)/86 dated 29 7 1936 throgh wnon a copy is being endorsed 	- 

. 	 . 	 ( AGHA QAISAR LI ZAIDI ) 
The Manager, 	 Director Gexeral. 
Printxng Corporation of Pa1istcn 	 Staff Welfare 0rgaisation, 
University Poad, K A K A C H I. 	 Establishment Disision, 

. 	 No. 	 D.F.A.(Cab)/35 
Government of Pakistan 	 . H 

	

F.A.Organisation. 	. 
Rawalpindi, the  

Forwarded to: A.G.P-.R. Islamabad,K.rachi,Lahore, Peshawar and Quetta.
41.  

- 

- [ 
(. 11. A. ItAQUE ) 

-- 	. 	 . 	 - Dy. Financial Advisor,. 	. 

Copyto: 
- 	1) Establishnccit Division, Rawalpindi. 



H I 

- 	

- 

 Staff Welfare Organisacion Is1amabad/Pcshawai/Lahore/Qeetta and 

Karachi I  

 A. C. P.R. Islamabad?Dy.Ac.countzmt Cencral,PalcistanRcvenues, 

Sub-Office PcsPawar/Lahore/Qetta/J(nrachi 

 All Ministries/Division and their attached departments and 

subordinate offices. 

I I 

It 1' 

• - 	-. H. 	- -:2 
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- LIBRARY COMMITTEE STAFF WELFARE ORGANISATION 

.1 • . 

1 MA Zaheer Direetoi Geneial, bupaitmenc of libranes Chairman 

2 Director Staff Welfare orgamzation, Member 

• :- 
3 Chief Welfaie Officci Aabpara Secretary 

ft
4 M Taj President AssistançAssoci ttion Islarnabad Member.  
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:• 	. • 

- ..- 

¶1 

.::•: 

I,! 
.. ...j:;za:. 	•.- 

I 'IIl 
:-,-; 

i I  t* •'  

H 

t! 	w.•; ••* .. 
1 	
II 

. 

¶ 

III 

. .. 	 . . . 

-c, 

4 , 	 • ,.. 
. 	 . 	• 	 .. 	. 	•.I•, 	•: ..................- 



bh çr\o,  VI 

syeI ch*uI yu' 	
p;idd1/äa;rna 


