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L.
Fundamental provisions

Article No. 1. Legal basis

1 In accordance with the statutes/founding charter of the Scandinavian House Library
(hereinafter referred to as SHL) ref. No. 6282/2007 and pursuant to § 4, par. 7 of Act
No. 257/2001 Coll. on libraries and conditions for the operation of public library and
information services of the Czech Republic (hereinafter referred to as “Library Act”),
Scandinavian House Library hereby issues these Library Rules for the Scandinavian
House Library (hereinafter referred to as “Library Rules”).

2 According to § 4, par. 6 of the Library Act, the library implements a citizen’s right to
a free and equal access to information, thereby fulfilling art. 17, par. 4 of the Charter of
Fundamental Rights and Freedoms of the Czech Republic. The principle of equal access
to information is reinforced by the fact that selected public library and information
services are provided free of charge in order to prevent any limitation of their
availability. At the same time, equal access does not preclude preferences for certain
groups of users in the library.

3 The library's activities are also based on art. 17, par. 5 of the Charter of Fundamental
Rights and Freedoms of the Czech republic and Act No. 106/1999 Coll., on free access
to information.

4 The function of the library is further subject to the following legal regulations:

a) Decree of the Ministry of Culture of the Czech republic No. 88/2002 Coll.,
implementing Act No. 257/2001 Coll., on libraries and conditions for the
operation of public library and information services (Library Act),

b) Actof'the Czech National Council No. 20/1987 Coll., on State Monument Care,
as amended by later regulations,

c) Act No. 122/2000 Coll., on the protection of museum collections and on
amendments to certain other acts,

d) Act No. 71/1994 Coll., on the sale and export of items of cultural value, as
amended by Act No. 122/2000 Coll., which requires the issuance of a certificate
for the export of items of cultural value, stating that these items are not
registered cultural monuments under Act No. 20/1987 Coll.,

e) ActNo.46/2000 Coll., on rights and obligations in the publication of periodicals
and on amendments to certain acts (Press Act),

f) ActNo. 37/1995 Coll., on non-periodical publications,

g) Decree No. 252/1995 Coll., implementing certain provisions of Act No. 37/1995
Coll., on non-periodical publications,

h) Act No. 89/1995 Coll., on the State Statistical Service, as amended by Act No.
356/1999 Coll.,

1) Act No. 121/2000 Coll., on copyright, rights related to copyright, and on
amendments to certain acts (Copyright Act),

j)  ActNo. 110/2019 Coll., on the processing of personal data.

Article No. 2. Mission and Function of the library

1 The library is a "specialized" library within the meaning of § 13 of Library Act.



2 The mission of the Scandinavian House Library (hereinafter referred to as SHL) is to
contribute to the development of science, education, and culture by collecting,
preserving, making available, and distributing literary and other documents.

SHL is a specialized library operated by the non-profit organization
Scandinavian House, e. V. The library provides library and information services
to legal persons and individuals. It also functions as a publicly accessible
specialized library that creates and manages collections of translated fiction
from Nordic and Baltic languages (Danish, Estonian, Faroese, Finnish,
Greenlandic, Icelandic, Lithuanian, Latvian, Norwegian, Sami, Swedish) into
Czech, Slovak, and other world languages, original fiction in Nordic and Baltic
languages, translated literature into Nordic and Baltic languages, specialist
literature on Nordic and Baltic countries, particularly their culture, history, and
languages, specialist literature in Nordic and Baltic languages, and other
information sources. It makes its collection available through lending,
bibliographic, information, and publishing services, applying the principles of
service differentiation.

SHL is a public library with the mission of ensuring equal access for all
citizens to the information and cultural values contained in the library's
collections and information databases.

SHL offers its users the option of a home loan or in-house loan of the
library items, and also provides users with services related to the library
collection. It helps to improve the general and professional education of citizens.

Article No. 3. Public library and informational services

1 The library provides users with public library and information services (hereinafter
referred to as services) as defined in the relevant provisions of the Library Act, in particular
§ 4 and § 14. These are, in particular:

a) Loan services:

b)

d)

aa) borrowing in the library building — in-house loan

ab) borrowing outside the library building — home loan

Interlibrary services:

ba) interlibrary loan and reprographic services within the Czech Republic

bb) international interlibrary services,

Information services:

ca) consulting service — information about catalogues, databases, collections,

and library use,

cb) bibliographic and information service — bibliographic and factual information
and compilation of research,

cc) location information service — finding out and providing information about the
availability of funds,

cd) access to local and network databases,

ce) consultation service,

Promotional services:

da) news service and publication of lists of new additions to the library collection,

db) publication of lists of larger units of the library collection,

dc) organizing exhibitions and taking part in exhibitions organized by other
nstitutions,

dd) library website



de) organizing lectures, discussions and similar events for library users,

2 Basic services are provided free of charge by the library in accordance with § 4, par. 2 of
the Library Act. Paid services are provided by the library in accordance with § 4, par. 2,
No. a) up to ¢) of Library Act, resp. par. 3 and 4 thereof.

3 The library charges fees (reimbursement of actual costs incurred) for user registration and
for certain specialized services. A financial deposit may also be required for these fees
(reimbursement of actual costs incurred).

4 All financial amounts (handling fees, service fees, penalty fees, etc.) are charged by the
library in accordance with the principles of the Library Rules and in the amount specified
in the Price List, which is attached to the Library Rules.

I1.
Library and informational services users
Article No. 4. User registration

1 Any individual or legal person becomes a user of the library upon issuance of a
membership card by Scandinavian House, e. V., based on a completed user application
verified by personal documents. The membership card also serves as a library card.

2 In accordance with Act No. 110/2019 Coll., on the processing of personal data, as
amended, the library is the administrator of personal data. In the circumstance of the
library, this includes particularly the address and identification details of users or
information about their loans or other transactions.

3 The library processes personal data in accordance with the law of the Czech republic,
resp. internal guidelines, these Library Rules, and other generally binding legal
regulations. Personal data is processed manually and automatically by the employees
of the library. The library only processes true and accurate personal data, which are
verified for this purpose.

4 The purposes for which the library collects and processes personal data are to protect
property, library collections, the quality of provided services, and to fulfil the
obligations imposed on the library by generally binding legal regulations, particularly
these laws:

a) No. 257/2001 Coll., on libraries and conditions for the operation of public
library and information services — the Library Act,

b) No. 563/1991 Coll., on accounting, as amended by later regulations,

¢) No. 121/2000 Coll., on copyright, rights related to copyright and amendments
to certain laws (Copyright Act).

5 The library requires the following information for registration:

a) basic user identification data:
aa) surname, first name, permanent address, date of birth, type and number of
the personal document which was used to verify the user's identity, and the
accuracy of the identification data provided by them, or nationality in the case
of foreign users,



ab) the user is obliged to provide this information and consent to its processing
by the library if they wish to use the library's services to their full extent. Users
who do not consent to the processing of basic identification data may only use
those library services that are provided anonymously, e.g., in-house loan,
information services, etc.
ac) services for which the library requires users to have a valid membership card
from Scandinavian House, e. V., can only be provided to users who agree to the
processing of their personal data within the scope specified in the Library Rules.
The library verifies basic identification data on the basis of an official identity
document, usually a Czech ID card. The type of documents and the manner in
which users prove their identity are specified in the Library Rules, its Articlees,
or amendments,
ad) In order to protect its rights and obligations, the library ensures that a single
user is not entered multiple times in the library database. Therefore, before
entering a new user, the relevant employee searches the database using the
available personal data to prevent this from happening. The basic data used by
the library to identify its users is their Birth Number, or, in the case of foreign
users, its constructed value,

b) additional contact details of the user (if provided by the user):
ba) user's contact address, workplace/school,

c) basic identification data of the legal representative, if the user is a minor, in a
similar scope and structure as the basic identification data of the user.

6 The library also keeps the following information about its users:

a) data used for statistical purposes and the effective development of library
collections (if provided by the user) — e.g., the user's highest achieved level of
education, field of profession or study, priority interests by fields, etc.

b) service details:
ba) information on issued and cancelled user cards,
bb) data on so-called transactions — order fulfilment, loan registration, its
extension, reminders sent, or notes relating to violations of the Library Rules,

c) accounting data:
ca) information on financial transactions between the user and the library, in
particular their purpose, place, time, and other details pursuantto § 11, par. 1 of
Act No. 563/1991 Coll., on accounting, as amended by later regulations.

Article No. 5. Library user obligations and rights

1 Users are required to comply with the Library Rules and follow the instructions of
library staff. They must submit to the specified control measures necessary to maintain
order and protect library property. They are required to maintain peace and order in all
areas of the library.

2 If a user fails to comply with these measures, they may be temporarily or permanently
deprived of the right to use the library's services. This does not exempt them from the
obligation to compensate for any damage caused or from liability under applicable
regulations.

3 Comments, suggestions, and proposals regarding the library's work may be submitted
in writing or verbally to the designated library staff member.



I11.
Borrowing rules
Article No. 6. Methods of borrowing

1 Documents from the library collection are lent to users after they have searched for
and ordered the requested document. Documents that have not yet been processed by
computer will be available to users only after the time necessary for their storage in the
computer database.

2 Documents from the library collection are lent to libraries or institutions as part of
interlibrary services in accordance with Decree No. 88/2002 Coll. of the Ministry of
Culture of the Czech Republic and the methodological guidelines of the National
Library of the Czech Republic.

Article No. 7. Lending decision

1 Loans are made in accordance with the library's mission. The library decides on the
loan of a document and the method of lending in accordance with Act No. 121/2000
Coll., on copyright, rights related to copyright, and on amendments to certain acts (the
Copyright Act).

2 Only documents specifically designated for home loan may be borrowed off-site.
3 Documents are not lent outside the building:

a) if they were at risk of irreplaceable loss or damage,

b) if they are necessary for the day-to-day operation of the library,

c¢) if ordinary lending would be contrary to general legal regulations (copyright
infringement, dissemination of fascist, racist, pornographic literature, etc.),

d) if they were borrowed from foreign libraries or from Czech libraries that
stipulated borrowing in the reading room as a condition.

4 Unique and rare collections, documents classified as historical, conservation, or other
collections, and documents at risk of excessive wear or theft may only be borrowed for
justified purposes. The method of documentation, frequency, and form of borrowing is
determined by the library depending on the degree of rarity of the requested document.
The library may decide to lend copies instead of original documents.

Article No. 8. Number of volumes borrowed

1 Outside the building, users may borrow a maximum of 15 volumes or items at any
one time.

2 Inside the building, users may borrow or reserve a maximum of 10 volumes or items
at any one time in the study room.

Article No. 9. Lending procedures

1 Before loaning, the user should inspect the document, immediately report any defects,
and verify that the defects are recorded in the loan form or in the automated loan system.

2 The user may request up to 5 volumes or items in writing (by letter or e-mail).

3 The library is obliged to locate and lend the requested document to the user within a
time frame that is reasonable given the library's operating conditions. The deadline for



locating and lending documents ordered without a signature is extended by the time
necessary to locate and verify the document's signature.

4 If possible, a document that is already loaned to another user will be reserved for a
user upon request. If several users request the same document at the same time, the
order will be determined by the time the request was submitted. If the document is still
missing after three unsuccessful requests, the user may request a review. Reservations
are free of charge.

Article No. 10. Loan periods

1 The loan period for in-house loan (reservation) is usually two weeks from the date of
dispatch or the user's most recent borrowing of the volume or item.

2 The loan period for home loan is usually two months for books and one month for
CDs.

3 The loan period may be extended:

a) for loans to study rooms, the loan period (reservation) can usually be extended,
even repeatedly. However, the reservation cannot be extended if another user
requests the document.

b) for regular home loans, the loan period is extended twice by two months if the
user requests it at least one day before the loan expires and no other user has
requested the document. In justified cases, it is possible to allow a new loan of
the same document, but only after its presentation.

4 The library is entitled to set a shorter loan period for in-house and home loans without
giving reasons, or to request the immediate return of a document before the loan period
expires. Exceptionally set shorter loan periods for loans to the reading room and home
loans cannot be extended.

Article No. 11. Returning of a borrowed document

1 Users are required to return borrowed documents in the same condition in which they
were borrowed. Otherwise, they will be held responsible for any damage found and will
be required to reimburse the library for the cost of repairing the document or, if
necessary, to pay compensation as if the document had been lost.

2 It 1s strictly forbidden to alter the text by underlining, highlighting, writing notes in
the margins, or otherwise interfering with the borrowed document.

Article No. 12. Guarantee for a borrowed document

1 Users may not lend borrowed documents to other persons. They are responsible for
the document for the entire period during which it is borrowed.

Article No. 13. General provisions on borrowing

1 The provisions of the Civil Code of the Czech republic on the lending of items apply
to the lending of the library’s collections.

Article No. 14. Rights and obligations of users for home loan

1 The user is responsible for the borrowed document from the moment the library has
a record of the loan in the automated loan system and a loan confirmation. Upon
returning the document, the user will receive a confirmation of return upon request.



2 If the user returns the borrowed document by mail in exceptional cases, they are
obliged to pack it properly and send it by registered mail or insure the shipment. They
are responsible for the shipment until the library has received it, found no defects, and
sent the user a return confirmation.

3 If the user fails to return a document borrowed outside the building within the
specified period, the library will charge the user a late fee, followed by late fees and
reminder fees.

4 If the user fails to return the document borrowed outside the building even after
receiving a reminder, the return will be enforced by legal means. When enforcing the
return of a borrowed document through legal means, the library will charge a handling
fee to cover the costs associated with preparing the enforcement and the costs of legal
representation.

5 Until the claims are settled, the library has the right to suspend all services to the user.
Article No. 15. Rights and obligations of users in study rooms

1 Users have the right to borrow documents from the library's collections for use in the
reading rooms.

2 Users have the right to use freely accessible collections, reference libraries, and
newspapers and magazines on display in the reading rooms. It is not permitted to
accumulate documents from reference libraries on the tables.

3 Users have the right to borrow documents from Czech and foreign libraries
(interlibrary services) for use in the study room. Users may study documents borrowed
from other libraries or their own printed and reproduced materials or reproductions
thereof in the study room.

Article No. 16. Access to study room
1 Access to the library study room is permitted to anyone interested.

2 Users are required to behave quietly and considerately towards other users in the study
room and to follow the instructions posted in the study room and the instructions of the
library staff.

3 In the study room users may use only those writing supplies that cannot cause damage
to library collections.

4 To process and reproduce texts for their own use users may only use equipment that
does not disturb the peace and quiet in the study room. Portable electrical devices for
working with text may only be used with the consent of the staff member on duty in the
study room.

Article No. 17. Seating in the study room

1 Users are entitled to use only one workstation; if a workstation has been assigned to
them by a library employee, they are obliged to comply with this assignment. Users
who are studying documents from the library's collection are entitled to priority
assignment of a workstation.

2 If all workstations in the study room are occupied, users are not permitted to remain
in the room and wait for a workstation to become available. Similarly, users are not



permitted to reserve a workstation for another absent user or to leave the room for
longer than the time specified in the notice in the study room.

Article No. 18. Interlibrary services

1 If a document is not available in the library's collections, the library will, at the user's
request, arrange for the document to be borrowed from another library in the Czech
Republic through the interlibrary loan service in accordance with § 14 of the Library
Act, Decree of the Ministry of Culture of the Czech Republic No. 88/2002 Coll. and
the methodological guidelines of the National Library of the Czech Republic.

Article No. 19. Borrowing for exhibitions

1 The agreement between the exhibition organizers and the library stipulates the
conditions for the selection, loan, security, and insurance of the library's collections
during the preparation, organization, and dismantling of the exhibition.

2 Depending on the library's contribution to the number of exhibits and the overall
concept of the exhibition, the library may reserve the right to be listed as a co-organizer
of the exhibition.

3 The loan period for exhibits loaned for exhibitions shall be the duration of the
exhibition plus ten days unless otherwise specified in the agreement between the
exhibition organizer and the library.

IV.
Penalties for non-compliance with Library Rules
Article No. 20. Losses and replacements

1 The user is obliged to report the loss or damage of a document without delay and to
compensate for the damage within the period specified by the library in accordance
with the provisions of the Civil Code of the Czech Republic on the method of
compensation for damage for an unreturned document or for damage to a document.

2 The library decides on the method of compensation. It may demand compensation
by restoring the document to its original condition by obtaining a replacement copy of
the same document in the same edition and binding or a bound copy of the lost
document. If restoration to its original condition is not possible or practical, the
library may demand the same work in a different edition, a different work, or financial
compensation as compensation. The library shall determine the amount of financial
compensation.

3 The user is also obliged to pay all costs that arise in connection with the loss to the
library.

4 Until the method of compensation for the loss and payment of all claims has been
resolved, the library has the right to suspend the provision of all services to the user.

Article No. 21. Advance payments, deposits, and prepayments

1 When accepting orders for paid services, the library may request a deposit, which
will be deducted from the total bill.
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2 For home loans, the library may request a deposit as a guarantee of proper return,
for which the library will issue a receipt. Upon proper return of the loan, the user shall
present the receipt and the library will return the deposit.

3 When accepting orders for reprographic and other copying work for citizens and
institutions abroad, or for foreign libraries with which the library is not in regular
contact, the library may request payment of the full amount for the production of
copies before commencing work.

Article No. 22. Fines for Library Rules violations
1 Late fees:

a) The obligation to pay late fees arises on the day following the end of the
specified loan period. If the last day of the specified period falls on a day when
the library is closed, it is postponed to the next borrowing day,

b) Late fees may be waived within the framework of interlibrary services.
Individual users may be exempted from late fees if the loan period has not
been exceeded by more than 14 days and the delay was caused by serious
reasons,

¢) The amount of the late fee is determined for each item on the user's loan
account for each day after the loan period has been exceeded.

2 Enforcement of unreturned loans:

a) Regardless of the enforcement of late fees, the library shall enforce the return
of documents borrowed for off-site use by means of reminders. After three
unsuccessful reminders, legal action will be taken,

b) A fee will be charged for the administration associated with preparing legal
action for each item recovered from the user's loan account,

c) Ifthe library is forced to take legal action, the user is obliged to reimburse the
costs of legal representation. These costs are governed by the relevant legal
regulations.

3 Loss of user card:

a) A handling fee will be charged for the processing and issuance of a duplicate
user card lost during its period of validity (original or renewed).

4 Unreported change of address:

a) A handling fee is charged for determining an unreported change of address, to
which is added the amount that the library had to pay for official address
verification.

5 Forfeiture of deposit:

a) If the user fails to comply with the provisions of the Library Rules or the
provisions set out in an individual contract, the deposit shall be forfeited in full
in favor of the library,

b) The forfeiture of the deposit does not terminate the library's claim for the
return of the borrowed document in proper condition, payment of late fees, or,
where applicable, the claim for compensation in accordance with the Library
Rules.

Article No. 23. Compensation for general damages
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1 The user (institution) is obliged to compensate for damage caused directly or by
negligence in accordance with Act No. 89/2012 Coll., the Civil Code of the Czech
Republic, as amended.

2 In the event of damage, destruction, or loss of a document, the following
compensation shall be required:

a) restoration to its original condition by delivering an undamaged copy of the
same document in the same edition and in a binding of the same or reasonably
similar quality,

b) if compensation as per the previous point is not possible or practical, the
library may agree with the user on compensation in the form of delivery of
another edition of the document, or another document of at least the same
price,

¢) demand financial compensation consisting of the following items:
ca) the price of the document according to market prices at the time of loss,
cb) the price of the binding according to market prices at the time of loss (if
the binding is not included in the price of the document).

3 When proceeding in accordance with points b and c, the library is entitled to claim
compensation for the value of the entire document, even if the damage caused only
affected a part of the document (e.g., loss of one volume of a multi-volume
document).

4 When compensation is paid in accordance with points a) to c), a handling fee is
charged for activities related to the liquidation of damage caused in the library
(administrative agenda, bibliographic research, etc.) for each document.

5 For reimbursements under points b) and c), a fee per document is charged to cover
the cost of library processing of the lost or destroyed document, or to cover the cost of
processing a replacement document.

6 The user is liable for damage caused to other library property in accordance with
generally applicable regulations.

V.
Concluding provisions
Article No. 24. Exceptions from Library Rules

1 Exceptions to the Library Rules are permitted by the library director or an
employee authorized by him.

Article No. 25. Additions to Library Rules
1 The Price List is an integral part of the Library Rules.
Article No. 26. Effectiveness of Library Rules
1 These Library Rules shall come into effect on February 1., 2007.
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VL
Appendix to Library Rules of the Scandinavian House Library

PRICE LIST
Basic membership fee for individuals for 1 year 200 CZK
Duplicate card issuance 20 CZK
Document reservation - handling fee free of charge
Interlibrary services
Flat rate for postage and packaging when processing a loan from 50 CZK*
Reprographic services according to the account

of the library that
provided the copies

*According to the weight of the parcel. The library that mediates the interlibrary loan may
also require payment of its own costs for postage and packaging according to its valid price
list.

Penalty fees

Late fee (30 days after the loan period expires) 10 CZK
Ist reminder (60 days after the loan period expires) 20 CZK
2nd reminder (90 days after the loan period expires) 30 CZK
3rd reminder (120 days after the loan period expires) 40 CZK
4th reminder (150 days after the loan period expires) 50 CZK
Pre-court reminder (360 days after the loan period expires) 80 CZK

Loss or damage to a document
Financial compensation:

e books — price + handling fee of 100 CZK
e periodicals and other documents — price + handling fee of 50 CZK

Replacement in the form of a copy — price for reprographic work and book binding according
to the scope of the publication.

Damage to the technical processing of the document that can be 50 CZK
repaired by one’s own means

Signature damage 10 CZK
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