
Management Regulations for  
Chinese Books Reading Room 

 

I All the books on the open shelves in Chinese Books Reading Room are 

for all registered teachers and students under self-service circulation 

management. Readers from both main campus and Jiangning campus 

can borrow and return books from other campus.  

 

II Only learning-related items can be carried in the reading room. 

Valuables should be well kept by readers themselves. Otherwise, all the 

consequences incurred will be on his or her own.  

 

III When consulting books, readers should keep the shelves neat and 

correct; if readers fail to put the books back in the right place, the books 

can be placed in transit shelves.  

 

IV Readers must use the self-service machine or go to the service desk 

with his or her own campus card to check out. It is forbidden to borrow 

books in the name of the holder with or without permission, and the 

violator will be suspended from 30-day borrowing privileges. For 

stealing other’s campus card to borrow books, the campus card will be 

confiscated, and the library will inform the college or relevant functional 

departments to deal with the stealer seriously.  



V When checking out books, readers should carefully check and confirm 

borrowing information before leaving; otherwise, all the consequences 

incurred will be on his or her own.  

 

VI Borrowing privileges:  

Reader type  Maximum 
quantity  

Loan 

period  

Undergraduates  9 copies  30 days  

Postgraduates (full-time master and doctoral 

students)  
14 copies  90 days  

Postgraduates (part-time master and doctoral 

students base)  
4 copies  365 days  

Faculty (including post-doctors, training 

teachers, visiting scholars, etc.)  
14 copies  90 days  



The Public Readers  2 copies  30 days  

 

VII The loan period of all borrowed books unexpired shall be extended 

during holidays and festivals as well as summer or winter holidays, and 

be returned on the next day after holidays and festivals or within 7 days 

after summer or winter holidays. Those books are not considered as 

expired books.  

 

VIII To increase the circulation rate of books, the person just returning a 

book shall not borrow this book on the same day. Readers should pay 

late fees. If a book is overdue for 10 days, it will be fined RMB 0.05 a 

day; if more than 10 days, it will be fined RMB 0.10 a day.  

 

IX Renewal: Readers can renew a book once within 10 days before its 

expiration. Undergraduates and the public readers can renew it for 10 

days; postgraduates and faculty can renew it for 30 days. Readers may 

deal with procedures for renewal through the library homepage, mobile 

library or self-service machine, or go to the service desk for handling.  

X Reservation: If a book needed by a reader is borrowed by others, he or 

she can handle book reservation formalities through the library 

homepage and mobile library in the self-service way, or go to the service 



desk for reservation, and check if the reserved book is returned through 

the online inquiry system from the next day. After the reserved book is 

returned, readers should proactive and timely to check out in the 

reserved library. The retention period of the reserved book is 7 days.  

 

XI Returning  

1. When checking out, readers do not have to show his or her 

campus card or library card, and can entrust other readers to return this 

book.  

2. Readers can return the books borrowed in the local library 

through the self-service machine, and the books borrowed in the non-

local library must be returned through the service or circulation desk of 

the non-local library.  

3. When returning a book, readers should carefully check and 

confirm the return information before leaving; otherwise, all the 

consequences incurred will be on his or her own.  

 

XII Everybody shall be responsible for caring books. It is strictly 

forbidden to scribble on the pages of books and damage processing 

accessories on the books (e.g. barcode and spine labels), once found, 

more than RMB 2 per copy is fined. Those who steal books shall be 

treated by the security office and relevant departments according to 



school regulations. Those who lose or damage borrowed books shall 

make compensation according to the Compensation Method of Hohai 

University Library for Reader Lost Books and Periodicals.  

 

XIII Please keep the reading room quiet and clean. Do not litter. It is 

forbidden to carry food and drinks, and smoking and spitting are strictly 

prohibited.  

 

XIV In case of any problem, please contact the staff.  

 

Tel: 83787307 ( Main Campus Library)    

58099454 ( Jiangning Library)  

 


