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RULES GOVERNING THE USE OF STAFF
WELFARE LIBRARIES IN PAKISTAN.

Hi) These rules may be callud "Use of Scaff Welfare LibrarieS'ing?akistan
- Rules,- 19835".. : ‘

- ' P
. ’ 141} ,;They-shgll comic Into force at onces . o
Definitions D R L o

In thuse Rules, unless there is any thing repugnant in the subject
or COntcxc - . I . )
LIBRARY - Shall mean the Staft Welfare E’brary, inc¢uujng Readlng,

f'Reference Rooms, Children lerar} wherever establlshed/go be establiuhmd

~- by Staff Welfare Organisation in Pakistan.. ; .
‘BOOKS. =~ Shall mean auny and every book; J »urnal, pamphlet*periodical

' document, map, chart,.autograph, microfilm, tapg Lﬂcords.,newspaper or

_ ﬁny-othef“articlc of a like natuvré forming part’'of ‘the ¢ontentu~of“thc'
‘Library. ) '

AUTHORITY ~Shall mean Director Geﬁcral,' t3ff Welfare Ofganisation; -
Establishment Division, ..Covzrnmznt of Pakistan, Islamabgd;andloraany~u
" other Officer authorised by him to takc'apﬁropriate‘actiOnﬁon‘allf

ﬂnmttcrs relating to the-Lihrary.

. THE LIBRARIAN Shkall mean the prrson appointed as such or eny othnr person

ﬂ_emp;oyad.by the SthE Welfare Orgsa :nisation for the DurpObe of its,

- [

‘functions X
]

, , - S
MEMEERS - Shall mean reglstercd members of the Lib:ary as 1kid down

4n Rule 4-6 of Part-I.

. . : E: st

LiIBRARY COMMITTRE- Shzll wmean: i

a) 4&n Advisory Committec on .all matters percalning toLLibrary's .
affairs. . ‘

b) The'Library Committee shall comprise of the following members:
i} Cheirman: to be appointed by the Authority.

11) Members: to be appointad by the Authority in consultation
with che Cheirmen, Library Comnitteeidf the

O o futhority deems it necessary. The Chairman and

the monver shall coasc to bb as such’ duc to inzsction
cu zheir pary anl su checeses shall be deeided by
the Aurhority, The appo'l avamnuL decision of the-
Authority. shall lie wich the Secretary Escablish--went

Division Gov;znnﬂw» of Pakiscen. '~
\

1i1) Secretary: $hall nedn Chief Welfare Officere II,‘"tuff ﬂclfnxo
- Orgaaisation and shall he rha ex -Officio Member/ ¢
seciecary to the Library Committee, .i S

. BELTERNE I




: LIBRARY HOURS

iv) Tenure: Tenure of the Librnry Commiccee shnll be fixed by‘m

the Authroity who can also curtail the tenure v&thou

assigning aay rcasom thereof. Qe

¢) Library Committee shall lay down the procedurc/rulcs for the use

of Library, ‘purchasc procedures for books, equipmcnc and furnttore

for thc Library, and take necessary steps to procare s books from

various MHational and IntcrnatiOnul ageneles. The Committcc shall

amend alter cr add any rule to thcoc Rulclerocedurcs/Rules.

Amendments and "alterations Shull bc SubjcCL to approval:by the
Authority. - - - Lo )

vii)SERVICES. Shall mean the procurcment and plovision of rcading

materials ond providing of referenze facilties, and; ‘shall also .

include a voluntary hclp. aid or yuldance given personally by

the Library staff on cuty in the actual locating of :the desired

material or information in the Library. é-
“wiii) PROPERTY. Shell include 2ll moveable and immod%ble properties
‘of the Library. ; '

ix) VOLUME Shall mean each copy of book.

x) DATE DUE. Shezll mean the day by which a Mewber 1is required to
return any volume issued to him/her on loan from thc Tibrary.

x1). DUEa Shall meun eny property of the Library outstandinu

against the Member or the price(double + 252 departmental chnrgca)

lovied on wilful re;encion of a volume

even after ha/she has been officielly served with notices twice .-
thereto. )

thereof, fine or surcharge

xii) IhTER LIBR4RY LOAN: Shell mean giving or taking Bf books and

loen undax mutually agroed terms with other

other material on |
Libraries and agencies. [

PART - I =
RULES

..

: 'i3) " The timing shall ‘be displayed prominently in the Librery

emain opan for service according to the working hours

“11) The Library shall r ice’

to be fixed by.the Library Committee from time to timea. ,.g
#:2)" The Library working hours

and days may be. changed from time. ‘to time by the

Library Committce if circumstances call for such an action.;

i
. |
S

ADMINISTRATIOW AND LOAN PRIVILEGES ) ' f

Y “;. ﬂ4) Tollowing categorie

2)
b)
c)
d)

. ' :

s 'of persoas shall be 2llowed use of the!Library resourees,
Federal Government Employees. 2

Provincisl Government Employzes. i

gEaployees of Autonomous/femi-Autonon.ous Bodies. ‘

Dependants of employecs ard includes. those entilrely and solely

dependants on emplioyzes in (z), (b) ~nd (c) cbove. An affidavit

to this cffect will be furaished by the ﬂmvloyec in (a), (b) ond
(e) above, 2nd he would stand suraty, . for the purpose of these
Pules. The Library Committae 16 compecant to speclfy the dopcndant.

t
-
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fq;fﬁoﬁh desirous of u
ab}q;ﬁrommthe-Library. Sar
réébé@t;vg<officeslbodiES3

ﬂéﬁﬁ;ﬁ%ﬁ;p}shall be gi
. LibTary cards will be
Iffhimémﬁer-losscs his Library czrd, he st L : D
Q;QTEhC'Library, otherwise, e1d regponsible for tae pook issued ol
-dgeinst su

'I1.. (Secretary Library Cormittea) . K
‘Books borrwed once Ray

‘not- be effected for wore thop two consacutive pes

”:Books_qo be issued from Library shall e

:ﬁNo book on losn shall be given on behal
L
) ;" Before leaving the Check-incounter,

+" time of issue, They m

* to replace rha book or buy 2 sound ¢opY of

+ 1f o member fails to retuim the books at t

i to arrenge the beok 1

15) "

17)
""" put can be consulted in the Librery maxu only:

Ca) Al books merked Mpaference', such as

. N S

sing the Library must get thuenselves regigtqrcd by cpplying.

or 'Library membership to the Librarian on & prescribcd.upplicgqioq form obtain-
e ' T application forms shall cume thzough Heads of

“quly attested by thed. I

1 of Chicf Welfare 0fficer-11 and two

merber,

ven on the approve
{igsued in the name of cach
shall irmnediately make a written report

he will be h
h a card. Duplicate card shall be isauad ow payment 0Z Rs.5/- Lost
card will not be replaced more than once. ' S

Ezch member shall be cntitlcd to have on loan not more thaa two teoks at a timc
for a period of 15 deys cach. However, books temporarily in spyciai demand may
be lent for o shorter period 2c may be ;onsidcrcd:by the Cn:f Welfare Officer-

a these are nut required b? any -
for the book. The renewel shall
{ods. books shall have Lo
i

be re-issued provide
other member or no other member hes appiied
be physicelly presented for re-issue. 1

LA ’ "
nou-trsnsfereble znd shall be .

he member ir whose nene the veck is is?ued;

expected to be used by t
be legible. Initiel is mol adequé;? because

~Signature on the cexd shall

"the often duplicates. :
1f of the Hembax's Librﬁry card to

;ncn—¢embcrst
the mecbers chall check books at the
ust direct the attencion of the stff at the Check-

in desk to defects, Garescs, if any feiling which he/she will:be responsible
it, if it is retuined in an A
unsound conditilon.

te expiry of 15 dayé,,the
zzightly basis. In care of

- Librerien shall dssuz two notices on forisd

non-compliance, the attestation suthority of thc form shall ba asked
coned by the member. 17 he fails to raccver the
4 & 5 of part~IL shall be

book, action under rule 17 below and rules
cod surity for the dependant.

‘taken against the ;mployac/cmployce who st
“For any unauthoriscd duration, the boeck remains with the member, a fine
ay per beok shali be charged, The Scoretary of the

of paises 25/- per d
" Library Cummittec may a~ mis discretion review or renit the £ine.-
1ut to Tecover the cost

.The Staff Welfaye Orgenisatincn shall hews Ehe Ty
of the book/fine from the galzvy ctc of tha enpinvea through!AGPRlauthority

! who dislLurse the salary to tie cupleyec.

Books and othor wmatcrinls of tha following descripticn ghall inot be issued,

}
Encyclopedias, Dicyioparics,

Dierics, Directorics, Atiasas, eLc. [
porarily marked Tor MRESERVED use"

. p) All books parmanently or tem
_guch a5 Text Dooks, nesearsh, Reporis k% ALC 3 :

Fas wa -y )
1 Covernasntsd. ‘

¢) Books banned by Centrel or Prouvinglial &
. Provided that in casg amy boCan doclezad for RISEXVE use have more
N than one copy, thez exire coples may Lo trgued for OVER NMIGHT usc.

and protected documents. ‘
i

d) Rare bools, WmanucLTipts,
¢) Current periodicels.
i

£) A1l un-prozesscd DOCAE .

- A11 non-printed materinls cuch as flimo, glides, Audio*ﬁecordings
i

COﬂt...P/&l.}..-
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i, _ : )
Eﬁ\" ) : rovided furcher that all books except (c) lLsted under 18 abeve mey, L™
éﬁt; ”'@aeauued‘on rccommendation of the Chairnan, Library Committee for a short time’
5 M a. 2/3 hours, ete.,” , . S

Fents u ) ) . '

_f Tha member shell make thelr own arramgement for corrying books from and
” .to the Library.

-
- .“.

' Loens mey at any time be termlnauad by the order of the Authrotty.
SN i
Members shall not mutil ate, spoil or demege any book nor shall h'.ney
" trace or performn mechanical reproduction of any material belouglng to
the Library without formel permission of the Librarian. Violaqion of
.this Rule shall require replacement of. the danaged volume or pnyment
of - 1ts price as provided pnder Rule 4 of PART-II. _ i
I# one volume of a set/serles 1s oameged, and it isnot evailable separutely,

1the whole set shall have to be replaced or paid for by. thcmgslspecified
under rule,

v, T
o LTINS

ST

e i et
R e Y e s, T Y

. The Library Reading Rooms shall remain open during the stock-taking, but
‘the borrowing privileges will remain suspended for the some 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 be R

. ennounced et least two weeks in advence and daily displayed’ on Notice
- boazd.

ﬁﬂe) Meubers shail intimete, without fail, any chenge of the address.

.Librerian is authorised to withdraw Library facilities fron any member ‘
if found misusing the Library waterials or facilties., “

-l Silence must be cbserved in the Library. ' ‘ ' : L

Smoking, Spitting or sleeping is strictly prohibited in the Hibrary. H
tewbexrs shall not behave in ¢ disorderly wanner in the Lib*ary,‘ _ 3

L Al Tt e

o menber shall yemaln in the Library after the time fixed for its closing. - i

- A person shall not wilfully obstruct any Library stoff in the execution ?
gof his/her duty or wilfully distrub; obstruct, interrupt or annoy any o
other person in the proper use cf the Library.

I . .
Refreshments eatzbles araz not allowed in tha Reading Hall, chCkS and ;
. the Entrancc Lobby. ‘

e e Bvery person who, withiﬂ the views of the Librarian contravenea any
e B " of the foregoing rules w2y be asked to leave or removed from’ the Library
he e and his/her membership a“a?hndedlcaﬂCLlle '

b Jwo -+ 33) . Librarlen mzy refusc under speclal circumstances, admission iInto the

P , .  Library to cny person or the use of any Bogk, without assigning any &

reason thereof.

3 N . . ~
. . .

34) In cese the borrower ccases to be a Government servant,.he/she shall
“.,"  revurn a2ll the books borrowad by his/her alongwith the urused Reader
ickets 2nd secure & clearasnce certificate.

: ;_335)m A suggcstion book 1s pleeed in tho Librery for the use of Mcmbers.

Suggestions made by the Members will be broght te the notice of the
"Librery Committee for necessary actlor.

: . 36) All perscnal belongings, such 2u hand bags, briefezses, books, sticks,
PRRRNINE ]'.f*=- umbrellas, shall be deposited ot the Counter. The Counter staff shall

R not be responsible for the loss of personel property . fwoney or other

St R costly ftems kept in hand Leg:s or brief cascs cte., inm the Library premises. 3
j.0oT o 77 ¢ TFor peeurity purposcs, the Counter sL.fI mey chieck the nmrnqnal'belonginﬁ:

i w0 g of the Mehbers. : l

o 53: 37)  Member shall show 21l the beoks to the-attendant when 1e~ving the Library
33) HNou Member shall not be allowed in the Librazs

39) Member shall not pull the chair and sit teo talk to tho Librarian in the
Library. o chair is provided with the Cherk-in Counter or table of the
Librarfzn, ;

Contdl. L) -PISI Tes e
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,'Lb)' .Dogs_aud other animals ‘shall not‘be’admitted. : ;

SRASEN a) A photo duplication service if avai;able will ba provﬁdﬁd
t.ﬂgkg; ‘ on payment basis as notified by. the Librarian from time to time,
Requests for photo copying will be made on prescribed form and_will
be carried out within the regulation of the Copy right! Laws, -
. - . ‘|
~ Personal and all outside material shall yot ba_photocopied.

- . ) ! ) N
The Library reserves the right to eccept or decl;ne any-request'
for phtocopying, . ' » , R

':5,62) " New errivals of books, periedicals,
i materials of interest shall be notif

© MIRMBERSHIP FEE | - ‘ o

S The
‘Brade. 1 ¢ 15.

]

ennual memborship fee will be Rs.l0/-

2} MONTHLY SUBSCRIPTIONS

i
o The monthly subscription fee will be R§;E£:;from BPS-%G'gha:TFJ“'
ce for BPS 1 to 15. I ‘

3) . SPECIAL OFFER

o

~Ih05e‘pcrsdns ibrary for' at lcase

who have been wmembers of tho L

papyoffeqrs, the Staff Welfare Orgenisation offe

LOSS OF BOOKS

Book(s) lost, domaged or wmutilated in any wey by a Member

shell have to ba replaced or paid for. The cost of thebook!(s
redlised shall be double the actual cost plus additional 25% as
departmental charges depending upan the final discretion of Library

Comittec.

5).- If book borrowed froa the Library are not'returned'after sefving'two
- fornightly notlees to the member, such €ases shall be dealt with ds governed
-I.. : i '

r&ifﬁzﬁﬁbpks lost or found to ke los
"fﬁéiﬁprity alongwith the rccommendat
' adﬁﬁor¢ty in the Staff Welfg
'Eiﬁhé”pfpceduré for iz

snder xule 4 of PART IT and rules 14-16 of PART |
t on stock taking shall bc”repo%ted to tha

long of Library Co

lald down by the Finapee Division/Department of Libra
Cout._pf Pekistan. The recommendations of the Li
given due consideration.

ries Miniscry' of Education
brary Committee may however, be

'
'

© §) .a) The Director General Staff Welfare Organisation,
department is heréby delegated figsngidlpqwer £
- n term of {tem No,9~ of annexure-

(5)/R.12/80 dated 11.3.198]

A hyeaey

":being the héad'_of ‘
or the write of loss of books..
II of the Uinistry of Finance O.ﬁl‘ﬁo.F.lw
rcgarding write off of irrecoverable v@lue of

, Contd..P/ﬁ}.;.

i
- I
!
i
;

to‘the Menbars™-

jourhals, researéh‘feports and other "
led by the Librariap on the notice board,
. ] .

from BPS-lGjand-above Rs.5/-from

. B T s fme m o ememLemenas
M I FNE ) ‘




Nerore.of_Power X Extent to vhich fimancial
S - powers are delepated.!

e)'fFixiug of annual percentage of i) Upto 2% ".f'the total collection or

book losses in the Libreries - - _ Ps.5,000/« per annum,. Ihich ever is

_of the Department and to write ' ~ less, for the libraries with open

T off such losses. ‘shelve system and home 1ending

SO ’ ' . facilities.

i1) Upto 1% of.the'total-cpllectionor
Rs.3,000/= per annum, which ever
is less, four the Libraries with
closed shelves,

i
gho Lo
7). WEEDING : |

On receipt of a written request frem the Librarlan, the Library Committee
-shall detall oge or two members other ‘than the Library staff for weeding of

Jim, .
utdated worn-out end/or serously damaged or mutrlnted books’ end other- materials.
. T

aHe/ahc/thcy ‘shall aubmit thelr recommendations in form of writing for opproval

to the Library Committee. Procedure detailed im rule 6 Part II shall be adopted
?for write off.

INTER LIBRARY LOANS. : S |

8)
- With a view to extending and/or utilizing the books, and. noh-book

:flibrory loan system with acadenic, Rusearch, Spoecilal, Public and Govcrnment,
"ﬁrf;Depaerental Libraries, with the approval of the lerary Committee. It will
7be on rcciprocal basis. :
h'9) ~ The Secretary {Chief Welfare Offmcer-II) of the Library ommitcee is ..
' eompetent to interpret the spirit of theae rulcs in case of any., oonfusion

- i . =

P

‘or clarification. An appeal against the intrepretation lies with the Library
. Committee.

‘f?lO) These rules supercedes eny rule made and inforce for the' uoe of Library.
-H;l) This issues with the approval of the Establishment Division ;Rawalpindi
and Financt Division(Financial Adviser Organisation) vide thoir Dy No.2521-

h-—-———-.

DFA(Cabinet)/S& dated 29.7.1986 throgh whom a copy is being endorsed. ——r _
: dfﬁ.-.':')
( 4GHA QAISAR ALI ZAIDI )

Printing Corporation of Pakist An Director General.. .
;. - SIS eb Staff Welf Orga iaation
'University Road, K AR 4 C K I. raff Volfatc Orgen ’

Ty ' Establishment Division.
DJ No. )_G)—{: D.F.A. (Cab)/35 '

Government of Paklstan _ ’ : -I'
F.A.Organisation. ; . /5)

“The Manager,

. R:.welpindi, the _/ 7

Forwarded to: A.G.P.R. Islamabad K_rachl, Lahore, Peshawar .and Quetta.
s ""‘.-" J"":'—h .ri.'::;-(-.";':_',_. N . fI i
£ 1. A. HAQUE ) Fo
- Dy.Finenclal Adviser, .. ,{é
H b Y
; \ |
Copy to: ' o

1) Establishment Division, Rawalpindl, - ' C

Cond...t?/T..-o | . /
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Staff Welfare Organisac¢on Islamabad/Pcshawan/Lahore/Qaetta and
Karachi. : : =

A, G P. R. Islamabad/DV.Account ant Gencral Pakistan Revenues,

All Miniscries/Division and their attached departments and

subordinate offices.

e — e .

1
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[
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M.A. Zaheer Dircctor General, Departimeni of libraries
Director Staff Welfare orgaﬁization,
Chicf Welfare Officer Aabpara

M.Taj President Assistant, Association Islamabad

Chairman.

Membcr ‘

Sccrctﬁry -l

Member. -




Chairman. ‘

9. Director Staff Welfare organization, Member.

3. Chicf Welfare Officer Aabpara Sccretary '

t}ASs{béiaﬁo’n'Isjl'hﬁmba."df 7 "Member,

Mh}] (orrmi tree 0\:!. [GENSER
_ P}%da)/ %ﬁ;’f?ﬂﬂﬂ.

~

el Chowr HBET

*

b T Y R I T T

| TR TTY T TP T A e T TR T TN P 2 e 7 e LA s S S,




