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Introduction  

 

Each and every library is governed by some rules and regulation for proper management and 

maintenance. All library authorities are empowered by Act to frame such rules as are necessary 

for their libraries. Different types of libraries will need different types of rules. Similarly rules 

are framed for academic or special libraries but it will not suit the purpose of a public library. 

Fundamentally the rules and regulations for libraries will have something common basically. 

 

The modern age is no longer the age of librarianship Books are no longer to be kept chained. 

Many modern libraries are of opinion that it is better to loose a few books yearly than to protect 

them by troublesome regulations from the few dishonest people in the community. Generally 

rules are framed to cover the following aspects (a) Hours, (b) Holding and Sunday openings, (c) 

Borrowing rights, (d) Protection to property including mutilation of books, (e) Fines and 

Penalties. 

 

Every library has its different types of readers. Academic library is related to courses and 

research, Technical and Business library deals with specific reader while Public library deals 

with all matters but more the general reading, librarians are very careful about their 
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responsibilities. They maintain discipline and create good atmosphere to attract a good number 

of readers. Library rules help the librarian and library staff in smooth running of the library, in 

fact stress is given upon the value and service that the library offers and to make the fullest use 

of the library.  

 

Rules should be based on following factors – 

 

 Rules should be based on common sense  

 Rules should be general for general reader 

 Rules should be specific for specific readers  

 Rules should be common to all  

 Rules should be based on the aims and objective of the organization  

 Rules should be based on the point of security of the library 

 Rules should be easy to understand 

 Rules should be in simple language of the area of library  

 Rules should be based on social structure culture and customs of the area as well as the 

nation  

 

Rules should be framed with the aim to strengthen the relations with the readers and minimize 

the red tape. In our country this red tapism often creates havoc and as a consequence the public 

are repelled from instead of being attracted towards, the library Rules for the loan of books 

should be made for effective use of the books and get them and take them and not with the idea 

of finding some technical and ever helpful attitude of the library staff should be the golden rule 

in all libraries of our country and this alone should govern the relation between the library and its 

users. A librarian is always to be helpful to the reader and sympathy and not apathy is to be his 

guiding principles for all who approach him for help. 

 

The discipline of the students in library is a most disagreeable task, but one which must be 

handled by the librarian unless the seriousness of the offence requires that the problem be 

handled by the committee. The rule should be as elastic as possible in their codified form. 

 

It is important that ordinary infractions be handled in a routine manner without favouritism or the 

granting of special privileges or without undue emphasis upon either crime or punishment. The 

librarian may levy fines as provided for in the rules, and restrict the use of the library to 

continually offending persons and / or even withdraw library privileges altogether. But the 

librarian must be careful not to exceed his authority. 
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Rules should be clear for following factors  

 

(a) The number of hours during which libraries remain open for service varies according to 

the local conditions, staff and funds. Local conditions and local needs have always to be 

kept in view. The principle of convenience of the clientele and the maximum use of the 

library has to be kept in view. 

 

(b) Partial openings or Sundays and holidays are also very common in some places. Library 

openings should be left to the local authorities to decide. In case of public libraries in 

areas where the public are library minded and where maximum use of the library is 

possible, library closings should be kept to the minimum Research libraries and 

university libraries at many places have opportunities for library work throughout the 

year and almost round the clock. 

 

(c) In case of libraries all citizens have a right to use the library and borrow books for home 

issue. There are points in connection with the borrowing right of various classes of 

citizens. The borrowing right is generally extended without charge to householders, their 

families and to lodgers and other non-house holding residents. Teachers engaged 

generally in educational work and serious students should be dealt with generously be 

lent as many books as they may need at a time. 

 

(d) Personal effects should not be permitted in the libraries and these should be left with the 

Janitor at the entrance. The Rules should allow maximum protection to all library 

property and all mutilation of book and damage to property etc. should be replaced at the 

cost of the reader or member responsible for such acts. 

 

(e)  Readers should use their own tickets for issuing books. In our country public libraries 

have no unlimited resource of books and so multiple numbers of books for home use is 

generally not done. One pr twp books are the usual practice.  

 

(f) In case of delay in returning books the system of late fine and penalty for late return etc. 

Is the accepted rule. But such fines should be levied with discretion especially in case of 

illness or where unavoidable cause of detention. The librarian has generally the power to 

excuse or reduce the penalty or fine payable for such delay in returning books. 

 

(g) The period of loan is to be clearly stated. The abstracts of rules and the more important 

rules are often printed on the library ticker, sometimes these are printed and pasted on the 

back cover of books.  
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Areas of Rules:  Libraries whether large or small should frame their own rules according to the 

nature and object of the organization. Rules should be framed in many categories so that these 

may be clear to understand and applied easily. 

 

 Rules for Library timings 

 Rules for circulation services  

 Rules for Reference service  

 Rules for Reading rooms 

 Rules for membership 

 Rules for Inter-library loan service 

 Rules for specific and rare reading material  

 Rules for researchers  

 Rules for duplicating the material 

 Rules for computer service- Cyber café internet service, E-mail service etc 

 Rules for Acquisition of material  

 Rules for Selection of reading material  

 

MAINTENANCE OF LIBRARY MATERIALS 

 

It is very important to ensure correct shelving for giving efficient service to the library use i.e. 

delivering a book to a reader when it is wanted and restoring it to the assigned place in the 

shelves when it is no longer needed. Moreover, books in the stack shelves should be carefully 

preserved and making safe from dust, dirt humidity insects, fire etc. Shelf arrangement should be 

such that the most used books are brought near service points without too much disregard of the 

classification scheme. Oversized books should be specially shelved. Non-book materials are to 

be housed and arranged separately and in a suitable way. The moving and shifting of the 

collection should be properly planned and periodical inventory is to be made of the materials in 

the library. 

 

In small library shelving work is done by the Circulation Department. In large libraries more 

staff is required and it would be advisable to have a separate department like the shelving and 

Maintenance Department in charge of an Assistant Librarian. 

 

Planning of Stocking  
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The stack area should be carefully laid out with the subject of accommodating books of all sizes 

as well as non book material. Every volume should be planned to access to every volume and 

easy communication with other departments. 

 

The stockroom should be well ventilated, well lighted free of dust and with arrangement for 

temperature and humidity control. 

 

Planning should be made for adequate provision for expansion either horizontally or vertically. 

The shelves should be attractive functional and durable and should be designed to accommodate 

the maximum number of materials in minimum amount of space and properly guided in a 

continuous days. On normal fixed shelves materials can be arranged in double rows. Bracket 

stacks are also used. Bracket stacks consist of tabular columns into which the shelf brackets are 

supported by a heavy shelf base and shelves are easily adjust at 1 inch intervals. 

 

There are libraries adapted the multi the stacks i.e. a system constructed with a self supporting 

metal framework extending from basement to roof, and designed so carry the weight of the 

books load with the weight of  the deck floors and line dead. 

 

Rolling stacks: “Metal stack units mounted on wide tread ball bearing wheels” were first used in 

India. 

 

Compact storage: Compact storage system consists of units of three stacks, the centre row of 

fixed double sided stacks at each side. Each hinged stack is hung on ball bearing pivots without 

rails or guides and is easily swung into the aisle to give access to material in the Inner shelves. 

 

How to Shelve:  Classified manner is most commonly used method of arranging books on the 

shelves i.e. according to a classification scheme used in the library, But it is not always possible 

to arrange books in the classified sequence. For physical reasons it is sometimes found necessary 

to have size grouping of quartos and folios including atlases which cannot be placed with crown 

or demy octavos.  

 

Reference books, children’s books and local history collection may be placed separately in 

special sequences; sometimes the arrangement is not strictly according to the classified order. 
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Books of various sizes – octavos quartos, folios on a particular subject are arranged on the same 

shelves, in such a manner that no space is wasted. The arrangement is classified, though the 

sequence is parallel. 

 

Periodicals:  There should be separate stack area for shelving bound periodicals, which may be 

kept in parallel shelves near the book on the related subjects. In big libraries periodical stack area 

is attached with periodicals department. 

 

Maps:  Maps are frequently used. Only few maps are normally used at large. All maps which are 

frequently used may be laid flat in a blue print cabinet. Most used maps are put in a single folder 

or drawer so that they can be easily located removed and refilled. 

 

 A map cabinet of 22n x 24n drawers may be used for filing maps horizontally and in 

alphabetical order the height of the cabinet to be determined by the principle of easy 

accessibility. In general it should be about 6
1/2

 feet high from the floor level. 

 

Pamphlets: Pamphlets may be kept in manila folders and filed in vertical file cabinet 

subjectwise. There should be periodical weeding of out of date and unused pamphlets to avoid 

unnecessary congestion. Principle may be displayed according to their nature. 

 

Films & microfilms:  Such material should be kept in a specially built metal cabinet which will 

be inflammable. There are vertical files, of file boxes. But they need not be kept in classified 

order. Cabinet and files must be dust and dirt proof.  

 

Physical upkeep:  Every library is facing the problem of preservation particularly physical 

upkeep although the chief problem of physical upkeep will vary in different kinds of libraries. 

Rare books, most concerned with such matters are treatment of paper (cleaning de-acidifying 

etc), care of leather bindings, maintenance of correct atmospheric condition, and protection 

against pest’s vermins, cockroaches white ants, rats etc. Public and academic libraries where 

books are in constant use are more concerned about the processes of rebinding cleaning. This is a 

continuous process throughout the year. To maintain the physical upkeep regular there should be 

a policy framed and established on a professional level and methods and techniques to be used 

should be determined in respect of original material microtexts rare books and manuscripts. 
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Binding and repairing of books and non book material is an essential process in library. There 

are books of different nature and a decision is taken which book requires binding or repair and 

Judgment is taken in weighing relative advantage of binding, repairing and replacement.  

 

Binding and Binding Department  

 

Binding: Books are generally published within a form of publisher’s casing, that is “a light 

strawboard cover cloth binding. Each book is paper bound or hard bound. Moreover a Jacket of 

superior polished paper is used as cover of the book”. The deciding factors are (i) the physical 

quality of the book itself (ii) the permanent value of the content. A less obvious policy is to bind 

before necessary in order to obtain a longer ultimate life.  

 

Various binding specifications are necessary for different classes of material and their 

preparation requires knowledge of material and techniques and their relative costs in relation to 

the value, use, and expected life of different type’s items. 

 

According to American Library Associations the specification should also include the schedule 

of prices for different sizes of books to be bound in (a) half-leather, (b) quarter-leather, (c) cloth 

(varieties to be specified) and (d) buckram. Prices of other sizes, and for lettering, mending torn 

or broken leaves, guarding plates, mounting and dissecting maps (for square foot) should also be 

mentioned. 

 

Binding record: binding record is maintained in each library but it is not the same. However, in 

large libraries before giving the books for binding the following process is followed. 

 

A. Book to be given for binding should be selected on the basis of  

(a) Condition of book 

(b) Use of book  

(c) For future precaution  

 

B. Books should be bound  

(a) In cloth if it is used rarely 

(b) In leather, if it used heavily and hardly available in market and costly  

(c) In rexin if is commonly used by a specific or a group of readers 

 

Binding Register 
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Name of the Library  

Title ____________________________________ 

Author __________________________________ 

Call No __________________________________ 

Binding required: Leather / Rexin / Cloth  

Colour required: __________________________ 

Other instruction __________________________ 

___________________________________________________________________________ 

Date of giving books for binding ________________________________________________ 

Date of return of books _______________________________________________________ 

 

Binder  

Rate: 

Leather ________________________ 

Rexin  __________________________ 

Cloth  ___________________________ 

Address ___________________________________________________________________ 

Phone:  __________________________ 

 

Binding Department:  In most of the libraries particularly in small and medium size libraries, 

binding of books is given to outsider binder. There is no binding department. Few books are 

given for binding every year, which does not require separate binding section. Books for binding 

are collected by acquisition department and given to binder after proper entry in Binding 

Register. 

 

In large libraries like university libraries, there is separate department of binding of books, it is a 

small department with 2 or 3 book Binders with a senior as In-charge among them in some 

libraries Assistant librarian is given responsibility of this department. 

 

Binding Department and its in-charge perform the following functions:  

 

 to maintain record of the binding of books  

 to select the books for binding, and divide them to three categories  
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(a) Full binding (stand and binding) 

(b) Temporary or cloth binding 

(c) Repairing of books 

 work distribution of binders  

 checking the standards of bound books  

 maintaining close working relations with other departments 

 formulation of policies covering building  

 preparation of Binding budget  

   
 

 


