
 

   
 

  

 
 

 

RULES AND PROVISIONS GOVERNING THE USE OF GOODS AND 
SERVICES OF THE ORGANISATIONAL UNIT OF THE LIBRARIES OF 

SCIENCE AND TECHNOLOGY 
Article 1 
Definition and purpose 

1. The Organisational Unit of the Libraries of Science and Technology (hereinafter referred to as 
UO) promotes and coordinates all activities carried out and all services offered by the Central 
Library of Science and Technology. Its purpose is to organise, develop and preserve the 
bibliographic heritage and to provide its users with the bibliographic resources and tools 
necessary for scientific research and teaching (as provided for in Arts. 2 and 5 of the 
"Regulations of the Library System of the University of Parma"). 

2. The UO of the Libraries of Science and Technology consists of: 
• Central Library of Science and Technology 
• Library of Veterinary Medicine 
3. This document defines the general rules for the provision of library services to institutional 

users and external users, in accordance with the procedures defined in the Service Charter. All 
those who access the Libraries of the UO are required to comply with it. 

Article 2 
Users of the UO of the Libraries of Science and Technology 

1. The users of the UO of the Libraries of Science and Technology are all those who make use of 
the services, spaces and equipment, in compliance with the Regulations of the University 
Library System. External subjects are also considered users. 

a) Institutional users: all those who establish formal relationships with the University and receive 
an email address "nome.cognome@unipr.it" or "nome.cognome@studenti.unipr.it". 

b) External users: all those who are not institutional users and are registered in the Parma Library 
System (hereinafter SBP) or other users recognised by agreements and conventions with the 
University. 

Article 3 
Services and activities 

1. The services provided and activities carried out in the UO Libraries, detailed in the following 
articles, are: 

• reference consultation; 
• acquisition and development of collections; 
• bibliographic and documentary assistance; 
• lending; 
• interlibrary loan – InterLibrary Loan (ILL) and document supply – Document Delivery (DD) 

(requests from institutional users); 
• interlibrary loan – InterLibrary Loan (ILL) and document supply – Document Delivery (DD) 

(requests from users of other libraries); 



 

   
 

  

 
 

 

• use of University network workstations and the WiFi network; 
• Information Literacy in person and online. 

 

Article 4 
Accessibility to the libraries 

1. Access to the reading and consultation rooms is permitted to institutional and external users 
within the opening hours of the individual facilities. 

2. Access to services is subject to registration with the University library system. 
Users are required to notify staff of any changes to their address or telephone number. 

Article 5 
Consultation 

1. Consultation of bibliographic materials in print, electronic and other formats is permitted to 
both institutional and external users. 

2. Bibliographic material housed in library premises is directly accessible for study and 
consultation. 

3. For daily consultation of library material outside the library premises, users are required to 
submit a request to staff. 

4. Consultation of electronic resources is normally reserved for institutional users as they are 
subject to licence agreements. Access is possible using equipped workstations connected 
to the University network available in the consultation rooms, or via personal devices 
connected to the University WiFi network. 

Article 6 
Development of collections 

1. Institutional users may send the libraries suggestions for the purchase of print and 
electronic bibliographic resources relevant to their scientific-disciplinary area. 

2. Proposals must be submitted via the online form accessible using institutional credentials 
from the SBP catalogue page, filling in the fields as accurately as possible. 

3. Requests received will be evaluated and, if necessary, submitted for approval by the person 
responsible. 

Article 7 
Bibliographic and documentary assistance 

1. The service aims to provide all users with information on the bibliographic resources held 
by the libraries. 

2. The assistance service for personalised and in-depth bibliographic searches and for the use 
of information and document retrieval tools is reserved for institutional users. 

3. The service is provided to institutional users by in-person individual appointment or 
following a detailed request to the library by email. 

4. The email request must include the user's personal details. 



 

   
 

  

 
 

 

 

Article 8 
Lending 

1. Both institutional and external users are admitted to the lending service; the duration and 
number of works permitted differ according to the type of user (see reference table at the 
end of Art. 8). 

2. It is possible to reserve online texts already on loan; users who receive notification of the 
availability of a reserved text must, within two working days, go to the library to register 
the loan or, if no longer interested, cancel the reservation. 

3. Lending is personal; it is not permitted to request works on loan on behalf of another user, 
nor to lend to others the works received from the library. 

4. A user who has overdue loans at UO libraries is not entitled to borrow new texts, nor to any 
renewals. 

5. The loan of books recommended by lecturers and adopted for examinations is reserved 
exclusively for students and lecturers of the University of Parma. These books are also 
excluded from interlibrary and inter-system lending. 

6. The lending and downloading of e-books owned by the University of Parma are permitted 
exclusively to institutional users and are governed by the regulations of individual 
publishers and distributors. 

7. The following are not eligible for loan: reference works, periodicals, rare and valuable 
works, degree theses and any other publication which library staff, for particular needs of 
their institutional users, deem it necessary to restrict to in-house use only. 

8. Upon expiry of the loan, the user is required to return the bibliographic material in good 
condition, delivering it directly to staff or via a delegated person. Return is also possible by 
placing the volume in the special box located at the library entrance, where available. 
Alternatively, it is permitted, twice and in the absence of reservations, to renew for 7 days 
via OPAC, App, email or by telephone. 

9. Late return results in suspension from lending in all UO libraries, as specified in the table. In 
the case of repeated delays or failure to return, library staff reserve the right to impose 
more severe sanctions, up to and including permanent exclusion from library services. 

10. Students, upon completion or interruption of their studies at the University of Parma, must 
return all borrowed works. Likewise, Erasmus students are required to return works before 
the end of their stay at the University of Parma. 

11. Works received on loan must be handled with the utmost care and returned to the library 
in the same condition in which they were delivered. In the event of loss or damage to a 
borrowed work, the user is required to replace it with a new copy of the same edition or a 
used copy in the case of out-of-print editions. 



 

   
 

  

 
 

 

 
 

USER 
CATEGORY 

LOAN 
DURATION 

N° 
TEXTS 

RESERVATION 
Availability 

duration 
RENEWAL 
DURATION 

SUSPENSIONS 
and/or SANCTIONS 

Lecturers and 
Researchers 365 days 20 2 days 365 days (if 

applicable) 

Sanctions equivalent 
to compensation for 
lost or damaged 
material are 
provided. 

PhD Students 
Research 
Fellows 

Grant Holders 
 

90 days 10 2 days 7 days 2 
renewals 

Up to 30 days late: 
suspension equals 
number of days of 
delay. 
Over 30 days late: 6-
month suspension 
from UO library 
services. 
Failure to return 
within 6 months of 
expiry: permanent 
suspension from UO 
library services. 
In case of non-return: 
sanctions under Art. 
8, para. 11 apply. 

Technical-
Administrative 

Staff 
Students 
Erasmus 
Students 

Frequenting 
Graduates 

30 days 6 2 days 7 days 2 
renewals As above. 

External users 30 days 3 2 days 7 days As above. 
 



 

   
 

  

 
 

 

 

Article 9 
Interlibrary Loan – ILL and Document Supply – DD (requests from institutional users) 

1. The service consists of the opportunity to request bibliographic material or a copy thereof 
not held by the University or Parma libraries but owned by other Italian or foreign libraries, 
in order to consult it or receive it on loan. 

2. The service is reserved for institutional users. Each user may submit a maximum of 2 
interlibrary loan requests and 4 document supply requests (journal articles or parts of 
books) at a time. Requests must contain all the bibliographic data necessary to identify the 
documents and may be submitted: 

a. in the case of interlibrary loan, via the user's institutional email to the address of the 
relevant library available on the UO libraries' websites; 

b. in the case of document supply, via the dedicated online forms available on the libraries' 
websites or via SFX or NILDE forms. 

3. The service is free of charge. If libraries outside the University require reimbursement by 
postal order or bank transfer, the user is required to pay directly and to present the 
payment receipt to the library. Submission of the receipt is necessary to proceed with the 
request. 

4. The standard duration of an interlibrary loan is 30 days, unless otherwise specified by the 
lending libraries, and renewal is not provided. Users are responsible for the books or other 
materials obtained on loan, which must be kept with the utmost care and returned in the 
same condition as received. 

5. Copies of articles from periodicals or copies of contributions in volumes (chapters, essays, 
extracts) are provided in printed format and remain the property of the user. 

6. The user undertakes to use the documents solely for personal study and research purposes, 
in compliance with current legislation on copyright and specific licence agreements. 



 

   
 

  

 
 

 

 

Article 10 
Interlibrary Loan – ILL and Document Supply – DD (requests from users of other libraries) 

1. The service consists of lending books or other documents eligible for loan or providing copies of 
articles or parts of volumes (chapters, essays, extracts) to users external to the University, upon 
request through Italian or foreign libraries. Requests submitted by individual users are not 
accepted. 

2. The service is offered within the framework of mutual and free exchange between the UO 
libraries and libraries external to the University. Requesting libraries are guarantors of the 
return, integrity and conservation of books lent on interlibrary loan; they also undertake to 
require their users to comply with current regulations regarding personal use of documents for 
study and research purposes. 

3. Requests may be submitted by email to addresses available online on the libraries' websites, 
via ILL forms of the Sebina-NEXT or SBN management software (for loans) and via NILDE forms 
or those available online on the libraries' websites (for DD). 

4. The interlibrary loan lasts 30 days, including shipping time: the volume must be returned to the 
lending library by the due date. Renewals are not permitted. 

5. Copies of articles or contributions from volumes (chapters, essays, extracts) remain the 
property of the user and are provided in compliance with current legislation on copyright, 
reproduction of published materials and specific licence agreements. Requesting libraries 
undertake to always deliver documents to their users in printed format, deleting any digital 
copy received. 

6. Not eligible for interlibrary loan is everything specified in Art. 8, paras. 5 and 6 of these 
regulations. 

Article 11 
Document reproduction 

1. A photocopying service is available to all users, intended for personal study and research use, 
limited to bibliographic material held by the libraries and excluded from lending, in compliance 
with current copyright legislation. 

2. Excluded are historical and valuable volumes, degree theses and all documents that do not 
form part of the library's heritage. 

3. The daily credit available for prints and copies that each student may make free of charge is 
€0.20. 



 

   
 

  

 
 

 

 

Article 12 
Use of University network workstations and the WiFi network 

1. The University of Parma adheres to and uses the Italian University and Scientific Research 
Network, commonly known as "GARR Network". The use of the network and its services is 
subject to compliance with the Acceptable Use Policy (AUP) by all GARR users. Users are also 
required to comply with the Regulations on information security and use of IT resources (issued 
by D.R. no. 390 of 4 March 2002). 

2. The computer workstations located in the libraries are dedicated to use strictly related to 
research and teaching purposes and may be used to carry out bibliographic searches, consult 
catalogues and digital resources, query databases and other online tools useful for university 
studies. 

3. Computer workstations may be used by users with institutional credentials. Credentials are 
strictly personal and non-transferable. At the end of each work session, the user is required to 
log out from the workstation used. 

4. Guest users of the University of Parma (visiting professors, conference or workshop 
participants, those with a temporary institutional work relationship, etc.) may request 
temporary access credentials to the University network; registration must be validated by a 
University of Parma employee. For further information, please consult the institutional page: 
http://www.unipr.it/servizi/servizi-line/password. 

5. In the libraries it is possible to connect to the University WiFi network via personal devices, and 
access is permitted using institutional credentials. Guests who already hold credentials issued 
and/or validated by the University are automatically authorised to use the WiFi network. All 
access information and procedures are available at: https://www.unipr.it/servizio-wi-fi-di-
ateneo. 

6. In line with University policies supporting users with disabilities and vulnerable groups, the UO 
libraries provide access to resources and materials within existing structural limitations. A 
dedicated accessible workstation is available at the Central Library of Science and Technology. 

7. The user is personally responsible for the integrity of the equipment, its use and activity 
conducted on the network. It is not permitted to view websites whose content may offend the 
sensibilities of others. Users are advised to report any faults or malfunctions to library staff. A 
user who damages equipment or in any way violates the rules and regulations governing 
proper use of the network may be temporarily or permanently excluded from all library 
services and may be subject to criminal prosecution.



 

   
 

  

 
 

 

 

Article 13 
Rules of conduct 

1. All those who use the libraries and their services are required to observe behaviour based on 
respect for all users and library staff and to comply with the following rules: 

a) maintain maximum silence, except in areas where group study is permitted; 
b) silence mobile phones; 
c) remain in the reading or consultation rooms exclusively for purposes related to 

study and use of services; 
d) respect the integrity of the environment, furnishings, bibliographic material and 

equipment. Anyone who violates this is required to promptly pay compensation for 
the damage or restore it at their own expense; 

e) consume food and beverages, smoke or use e-cigarettes exclusively outside the 
library premises. 

2. Animals are not permitted, with the exception of guide dogs for the visually impaired. 
3. A user who contravenes the provisions and rules set out in these regulations may be 

reprimanded by library staff and subsequently removed from the premises, temporarily or 
permanently suspended from services. Those who fail to comply may be subject to civil and 
criminal sanctions. 

4. Library staff bear no responsibility whatsoever for items left unattended by users within the 
premises. At the time of library and study room closure at established hours, staff are not 
required to remove or move such items and are authorised to report their presence to the 
Security Service. 


