
AL – KHOR TOASTMASTERS - Library Rule and Regulations

The purpose of these Rules and Regulations is to ensure that the members of Al-Khor Toastmasters having access to the library and follows the rules and regulations in issue and return of library material (books, video’s, cassettes) and other related matters.

1. All members on the roll of Al-Khor Toastmasters are eligible to borrow library material. (Ex-members are not eligible)

2. Material will be issued to and received from members on days of the meeting only. 

3. Only one item may be borrowed at a time and must be returned within three weeks on meeting days or as indicated verbally by the Sgt-at-arms during issue of material. More items may only be borrowed at a time depending upon the demand of the item by other members and if agreed by the Sgt-at-arms

4. Logbook will be maintained wherein the borrowers name, description of item borrowed, and expected date of return will be noted. A column for remarks is also maintained to record the details of handling of books/materials by the member. 

5. All material will be stamped with our club name AL KHOR TOASTMASTERS. Borrowers must not write any other name or scribble on the material issued to them.

6. Members will be prevented from borrowing further material if they do not return material on agreed time or return the material in damaged condition due to bad handling.

7. It should be noted by the member that Sgt-at-arms is giving his service to the club, no arguments will be tolerated during issue. Sgt-At-Arms reserves the right to exclude members who create disturbances in the library area.  Any matters and concerns maybe taken up at business session during the meeting.

8. The following will be applied if the materials are damaged beyond use, needs repair or lost.

a) Persons who return books in damaged condition with torn or missing pages or defaced in any way will be required to replace the book or bear the cost of replacing them which includes shipment and any other administrative charges

b) Persons who return tapes Video & Audio Cassettes in damaged condition and beyond further use will be required to repair. Any tape beyond repair will have to be replaced or the cost of replacing them shall be born by the person, which includes shipment and any other administrative charges

c) Penalty will be imposed on persons returning the tapes in damaged condition even though usable. Penalty will include cost of item and shipment charges and any other administrative charges

d) Any other material returned in damaged condition will be required to be repaired and returned or replaced by borrower or the cost of replacing the material born.

Note: Rules may be changed by the EXCOM as per changing situations and needs of the club/its members. The Sgt-at-arms and his committee or assignee reserves the right to issue or decline to issue any library material. However, this matter maybe brought up by the member during business session of TM’s meeting. 
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