Use of the Showa Women's University Library for TUJ Students

Library Code of Conduct:

e Phones must be in silent mode and the volume turned off.

e Keep noise levels low. Be mindful of your surroundings, especially when working in
groups.

e Drinks are only allowed in the open areas on the 3rd and 4th floors, and only water
and tea in sealed containers are permitted. Do not place bottles on desks.

e Smoking is prohibited.

Handling of Materials:

e Handle materials with care.

e Use in-library resources within the library, such as dictionaries and encyclopedias.

e Avoid exposing library materials to liquids from drinks, rain, etc., to prevent them
from getting wet.

e Should any materials become lost, wet, or damaged, report the issue immediately. Do
not attempt to repair yourself. Instead, return the item to the library as soon as
possible. Compensation for the damage may be required, and if a lost book is not
recovered within a specified period, compensation may also be requested.

e Borrowed materials should not be lent to others.

e Returning materials late may result in a temporary suspension of borrowing
privileges. If you cannot return an item due to illness or other circumstances, contact
the library by phone or email. If the return of a borrowed item is not verified before
graduation, the library may contact a parent or guardian.

o Note that personal information, including name, address, phone number, and
parental/guardian details, may be used to ensure the return of borrowed items, even
after graduation.

e Use the book drop to return items when the library is closed. Note that audio
materials should not be returned via the book drop.

Other Notes:

e Valuables are the responsibility of the individual.

e Do not leave seats unattended with your belongings or materials. If you are away
from your seat for an extended period, the library staff may collect and keep your
belongings.
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