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Library regulations 

 

Chapter I 

General rules and regulations 
 

Article 1: Object 

These regulations govern the use of the University of the Algarve’s (UAlg) Library facilities and 

collections. 

 

Article 2: Nature and mission 

1 - The Library is a functional unit of UAlg. It has administrative autonomy, and hosts the three 

libraries of the institution, as well as the two information and documentation services. 

 

2 - The libraries and documentation services of UAlg are: 

a) Gambelas Campus Library  

b) Penha Campus Library 

c) Portimão Campus Library 

d) The School of Health Documentation Centre 

e) The European Documentation Centre 

 

3 - The mission of the university Library is: 

a) To manage all the information resources and collections; 

b) To facilitate scientific, pedagogical and cultural activities of UAlg; 

c) To promote the cultural policy of UAlg; 

d) To organise and support cultural activities. 

 

Chapter II 

Admission and services 
 

Article 3: Admission 

1. The Library serves the university community as well as the wider community outside the 

university. 

2. The university community can enjoy all the services and resources offered by the Library. 

3. The general public can enjoy the consultation and on site reading services, without any charges. 

They can register as readers in order to enjoy home loans. 

4. The readers of the Library are: 

a) UAlg students, teaching and non-teaching staff, and researchers; 

b) Other users with a current Library membership card; 

http://dictionary.cambridge.org/pt/dicionario/ingles-portugues/the
http://dictionary.cambridge.org/pt/dicionario/ingles-portugues/library
http://dictionary.cambridge.org/pt/dicionario/ingles-portugues/of
http://dictionary.cambridge.org/pt/dicionario/ingles-portugues/administrative
http://dictionary.cambridge.org/pt/dicionario/ingles-portugues/autonomy
http://dictionary.cambridge.org/pt/dicionario/ingles-portugues/the
http://dictionary.cambridge.org/pt/dicionario/ingles-portugues/of
http://dictionary.cambridge.org/pt/dicionario/ingles-portugues/the
http://dictionary.cambridge.org/pt/dicionario/ingles-portugues/institution
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c) Users of libraries, archives, and information and documentation services that enjoy 

collaboration agreements and protocols with UAlg; 

5. The Library membership card is the identification card of the members of the university 

community. 

6. A card is issued to outside users of the university that wish to register as readers. They will have 

to pay a registration fee and an annual fee based as the amount set by the Rector, upon the 

proposal of the Technical-Cultural Board of the Library. 

7. Users that have signed collaboration agreements and protocols with UAlg are exempt from 

payment. 

 

Article 4: Library opening hours 

1. The working hours of the Library are permanently posted and visible at the Library and posted 

on the library’s website. 

2. The hours of operation are reduced during school breaks, according to the academic calendar, 

approved annually by the Rector. 

3. Occasional changes to the opening hours are announced 48 hours in advance, except during 

unforeseen situations, by means of written notice posted at a visible place in the Library. 

 

Article 5: Services 

The Library provides the following services to its users: 

a) On site reading; 

b) User support; 

c) Access to the Library’s collection: books, journals, theses, cartography, multimedia material, 

etc.; 

d) Home loan; 

e) Interlibrary loan; 

f) Access to European documentation; 

g) Access to the online catalogue (OPAC); 

h) Access to online databases; 

i) Computers to do research and other work; 

j) Internet connection; 

k) Scanning, printing and photocopying conditioned to the existing equipment and current 

legislation; 

l) Study rooms for group work;  

m) Training sessions; 

n) Sale of UAlg publications; 

o) Regular cultural programme. 
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Chapter III 

Rights and duties of Library users 

 

Article 6: The rights of the users 

The rights of the Library users are the following: 

a) To be attended cordially and professionally by the staff, whether in person, on the telephone 

or via the Internet; 

b) To access information resources made available in an organized manner; 

c) To access the online collection and other online services, some only available to the UAlg 

academic community; 

d) Protection of personal data; 

e) To participate in the evaluation and in the continuous improvement process of the services, 

via suggestions, complaints, satisfaction questionnaires, etc. 

 

Article 7: The duties of the users 

The duties of the Library users are the following: 

a) To know the Library regulations; 

b) To adopt a courteous conduct towards other users and library staff, in all situations; 

c) To respect the integrity of the information resources, equipment and facilities; 

d) To comply with the rules of the reading rooms and study rooms; 

e) To present the library card, whenever requested; 

f) To return the loans by the due date. 

 

Chapter IV 

Consultation and loan  

Article 8: Consultation and loans 

Due to careful management of information resources, the consultation and loan policies vary 

according to the type of library users and the characteristics of the work they carry out.  

 

Article 9: On site reading 

1. On site reading is performed in the reading rooms during opening hours;  

2. Users are entitled to in house reading of all free-access documents; 

3. The documents that are in the deposits must be requested at the service desk or, in advance, via 

email; 

4. E-documents can be read on the library computers or on the personal computers with a 

connection to the UAlg network; 

5. Users may use the library computers to read online documents and websites, except those that 

are not proper in libraries, such as games and profitable or offensive activities; 
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6.  Library resources and/or users’ documents can be used in the reading rooms, provided that this 

does not interfere with the normal functioning of the spaces nor jeopardizes the integrity and 

good state of the preservation of documents, furniture, equipment and facilities; 

7. All users can request the support of Library staff to get information and bibliographic research; 

8. Study rooms are designed for group work, according to number of seats in each room; 

9. If there are no study rooms available, a room can be shared by two different groups, according 

to the number of seats available; 

10. Abandoned objects in the study rooms, for periods exceeding 30 minutes, can be removed by 

the staff. The library is not liable for any damages to these objects. 

 

Article 10: Loans 

1. A loan refers to those items borrowed from the Library, which are to be read outside the library 

facilities; 

2. Readers may request and return documents at every UAlg library, regardless of the Campus to 

which the documents belong; 

3. The loan is provided in person, and the reader is the sole individual responsible for the borrowed 

items; 

4. To get a loan, users must present a current Library card; 

5. The user is obliged to return the documents in the same conditions in which they were loaned and 

on due date; 

6. In the loan and return processes, the users must check the conditions of the documents and if 

there is any kind of damage, the users must communicate it to the Library staff; 

7. Loans, returns and payments of services must be made up to 15 minutes before the closing of the 

Library; 

8. The Library collaborates with other institutions through interlibrary loans. 

 

Article 11: Types of documents for loan 

1. The following documents cannot be loaned: 

a) Reference documents: dictionaries, encyclopedias, atlas, among others, except those that 

are to be used in class and/or laboratory (see Articles 14 and 15); 

b) Cartograhic material and posters; 

c) Final reports for an undergraduate degree, internship or project; 

d) Masters dissertations and doctoral thesis; 

e) Periodical publications, namely journals, magazines, newspapers, newsletters, statistical 

publications, etc. 

f) Technical standards; 

g) Other reserved documents that cannot be consulted due to their characteristics, physical 

conservation or rarity. 

 

2. The following documents can be loaned: 

a) Books; 



5 

b) Compact discs (CD, CD-ROM, Mini-disc, etc.); 

c) Audio and video cassettes; 

d) Games; 

e) Teaching sets. 

 

3. Documents subject to a limited loan duration, those recommended by professors are signaled 

with coloured stickers. 

 

Article 12: Types of users and loans 

1. Undergraduate and postgraduate students and non-teaching staff may request up to five 

documents at Gambelas and Penha libraries and three documents at the Library of ESSUAlg and 

Portimão, for a period of seven consecutive days; 

2. Teaching staff, doctoral students and other researcher may request up to ten documents, for a 

period of fourteen consecutive days; 

3. Users who do not belong to the university community may request up to two documents for a 

period of seven consecutive days; 

4. Former UAlg students registered in the Alumni database have the same loan privileges referred 

to in number 1 of this article. 

 

Article 13: Loan renewals 

1. The loan terms referred to in the previous article may be renewed twice consecutively for an 

equal period, only when there are no pending requests for the same items; 

2. The pending reservations on a document will be kept for two working days, after the notification 

via email to the reader. After this deadline, the documents are made available to any interested 

party. 

3. Renewals are only allowed when requested before the end of the loan term. 

4.  Renewals can be requested on the Library's website, in the reader's personal area, in person, on 

the phone or via e-mail. 

5. Under normal conditions, the computer system sends a notice before the end of the loan term. 

Failure to receive such notice does not justify returning the books after the loan deadline. 

 

Article 14: Loan during holidays 

1. The documents requested in the last week before Christmas or Easter holidays are loaned for the 

holiday period. They must be returned or renewed until the first day of classes, which is set 

according to the annually approved academic calendar. 

2. If users fail to make the renewal, they must return the items or otherwise they will be subject to 

the penalties in force. 

3. During holiday periods, It is possible to renew the loan online, provided that the loan is not 

overdue. 
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Article 15: Special loans for postgraduate students, teaching staff and researchers 

1. Postgraduate students may request the loan of documents for an extended period (up to the end 

of the semester), as long as they fill out a request form with a justification signed by the research 

project supervisor or course director.  

2. Teaching staff members can request long term loan (up to the end of the semester or of the 

academic year), when necessary for research or teaching activities. 

3.  If a document on an extended loan is requested by other users, the library communicates with 

the user who holds it and the user must return the document, for a non-renewable period of ten 

consecutive days. 

 

Article 16: Special loans of items that have been purchased with research project funds or 

services funds 

1. The documents that are purchased with research project funds, registered in the Library's 

catalogue, under the terms of Service Order No. 34 / RAP / 01, can be loaned to the project 

coordinators for a period of up to three years or for the duration of the project. 

2. At the end of the assigned period, the documents must be returned to the Library, except when 

the project coordinators state that the loans are still necessary. In these circumstances the loan 

is renewed for an equal period of time. 

3. Documents purchased to support technical and administrative services, namely, codes and 

standards, language lab material, etc. can be borrowed by the people in charge of these services 

for a period of up to three years. These loans can be renewed for an equal period of time. 

4. To request a loan the users must fill out a form, which must be signed by the President, Director 

or person in charge of the service. A computerized record will be created to register the special 

loan scheme; 

5. If a document on this type of loan is requested by other users, the library communicates with the 

user who holds it and the user must return the document for a non-renewable period of ten 

consecutive days. 

 

Article 17: Returning items 

1. The return of items can be made by the requesting readers or another person at their request. 

2. Users can access their loan and return file online or request the return proof when they return 

the items. 

3. Regardless of the library where users have requested the items, they can return the items to any 

of the UAlg libraries, during working hours.  

4. At Gambelas and Penha Campus libraries there is a system that allows the return of documents 

while the libraries are closed to the public. 

5. All loans must be returned on the last day of the academic year (according to the current 

academic calendar). The only exceptions are detailed in articles 15 and 16. 
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Article 18: Fines 

Users who fail to return an item or renew the loan by the due date will be fined:  

a) After the end of the due date, users are subject to a daily fine, per document. The amount is 

approved by the university Rector, upon a proposal by the Library’s Technical-Cultural Board. 

b) The maximum value for one single item is equivalent to 60 consecutive days of the fine; 

c) If users do not comply with the return due date, they are unable to request any other 

documents, until the fines are paid and the documents returned; 

d) Users who have not returned items, who have fines to pay or other irregular situations 

cannot borrow any documents; 

e) Regardless of the previous dispositions, users can renew loans that are in a regular situation; 

f) At the end of each academic year, a list of the students who have not returned items or paid 

fines is sent to the Academic Services. Their certificates will not be issued according to 

dispatch No. 1 / VRAP / 95; 

g) Other users’ irregular situations are communicated to the Rector at the end of each academic 

year; 

h) General public users who fail to return an item will have to pay all fines that are due. If they 

fail to do so, their annual registration will not be renewed; 

i) In case of non-return or damage of a document, users must pay the fine and buy an identical 

item (same or posterior edition) and deliver it to the Library. 

j) If users cannot buy the item, the director of the Library calculates the amount considering 

the cost of the item and handling charges. 

 

Article 19: Interlibrary loans 

1. An interlibrary loan (ILL) refers to a loan that is the property of an institution that is loaned to 

another Library. The loan can be temporary or it can be a copy that is provided for study and 

research purposes; 

2. The ILL is intended for users of the UAlg Library and other users through their libraries; 

3. The requesting institution is responsible for the proper use of the documents and their return in 

perfect conditions; 

 

4. The loan of documents from other libraries to the UAlg Library obeys the following procedures: 

a) Library users must fill out a printed or online form with up to five documents; 

b) The students and teaching staff must pay a fee for handling charges; a fee per requested 

document. The fee is approved by the Rector, upon proposal by the Cultural-Technical Board 

of the Library; 

c) The wider community users will be asked to pay the real cost (the supplier library’s fee and 

shipping costs); 

d) The Library will send an email informing that the ILL has arrived. Its consultation is subject to 

the rules determined by the library that supplies the ILL. 

e) The fee paid to request the ILL will be returned should the ILL not be possible. 



8 

 

5. UAlg Library documents can be loaned to other institutions according to the following 

procedures: 

a) The ILL is only for institutions that have sent the form available on the Internet page or sent 

an email; 

b) The requesting institution is responsible for the proper preservation of the documents, for 

respecting copyright and for returning the item in perfect conditions; 

c) UAlg’s documents are loaned for fifteen days; 

d) The ILL is subject to the payment of a fee (via cheque, bank transfer or, preferably, Ifla 

vouchers). The amount is approved by the Rector upon proposal by the Technical-Cultural 

Board of the Library. Institutions with agreements and protocols with UAlg may not pay. 

e) All items are shipped via registered mail. 

6. Documents that can only be consultated in the reading rooms are not eligible for ILL, in 

accordance with nº. 1 of article 11 of this Regulation. 

 

Article 20: Document copying 

1. In the Library, there is equipment that allows photocopying, printing and scanning of documents, 

for the purposes of study and research. 

2. To operate the equipment, users must buy a magnetic card. The price is approved by the Rector 

upon proposal by the Technical-Cultural Board of the Library (this is only applicable at Gambelas 

and Penha libraries). 

3. When using this equipment, users must not reproduce the works in full and they must comply 

with legislation.  

The Library cannot be held responsible if photocopying, printing and scanning of documents is not 

possible due to unavailability of documents, equipment malfunction or any other causes. 

 

Chapter V 

Health and safety rules 

 

Article 21: Safety and health 

1. Library users can enter the premises with their personal objects, as long as they are of small 

dimensions. If necessary, library staff can check users’ belongings, before they leave the library 

facilities. 

2. Large objects and umbrellas should be left in the designated places (reception desk, lockers, etc.). 

3. All Library documents are equipped with an anti-theft system, which triggers an alarm if the loan 

transaction is not processed at the reception desk. 

4. Gambelas and Penha libraries have closed circuit video surveillance. 

5. For safety reasons and integrity of collections, in the reading and study rooms, users are not 

allowed: 
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a) To smoke, eat, drink or behave in a way that jeopardizes the library’s environment. Users can 

drink water; 

b) To enter or circulate in the Library with inappropriate clothes; 

c) To behave inadequately and to misuse space and equipment; 

6. Users cannot speak in a loud voice or make noise; 

7. Users cannot talk on the phone. 

8. Electronic equipment that may make noise must be switched off or muted. 

9. In the reading and study rooms, users must comply with the seating layout. Users cannot use 

individual reading tables to do group work, and they cannot outnumber the seating capacity of 

rooms, or move tables or chairs. 

10. Users must leave the consulted documents on the tables; they should never place them on the 

shelves. 

11. It is absolutely forbidden to write, scratch, bend or otherwise damage the Library's documents 

and materials, as well as to remove any stamps or labels. Failure to comply with this implies the 

replacement of the damaged publication or its full payment, in addition to other possible 

sanctions. 

12. Library staff can, at any time, warn and identify the users that behave inadequately or damage 

documents or equipment.  

13.  If users are behaving in such a way that jeopardizes the proper functioning of the Library, they 

will be warned, and in case of repeated behavior, they are identified and invited to leave. The 

occurrence will be communicated to the Director. 

14. The library has the right to deny access to users whose behavior has been previously and / or 

repeatedly revealed to be inappropriate on site. 

 

Article 22: Final dispositions 

1. Failure to comply with these rules and regulations while using or accessing the UAlg Library 

facilities constitutes a disciplinary offence.  

2.  Situations not provided for in this document will be settled on a per need basis by the Director 

of the Library, whose decision may be appealed to the Rector or to whom he/she delegates. 

 

Article 23: Implementation 

This Regulation is implemented after its approval by the General Council of the University of the 

Algarve.  

 
[Portuguese original text approved by the General Council of the University of Algarve, on 4th March 2015] 
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