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The Instructions of the German
Jordanian University Library
issued in accordance with Article
(86) of the Jordanian
Universities Law no. (18) for the
year 2018 and shall come into
force as of the date of its
approval by the University
Counecil 1n its decision no.
(5/2024/2025) dated on
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Article (1) These instructions are called | 4l i Gl Slaladll o38 caud (1) salall
“The Instructions of the German | &5 0o ke Lo danys "aaia )¥) 4laly)
Jordanian University Library” | &0 o8 & daslall Gdae (e )8
and shall come into force as of the | (2024/10/31) &4 (2025/2024/5)
date of its approval by the
University Council in its decision
no. (5/2024/2025) dated on
(31/10/2024).
Article (2) | The following words and | <25 s 40V @l el Sl o S (2) sl

expressions, wherever mentioned
in these instructions, shall have
the meanings assigned to them

below  unless the context
indicates otherwise:
The University: The German

Jordanian University.

The President: President of the
University

The Library:
Library.

University’s

The Director: The
Director

Library’s

The Regulation: The Government
Procurement Regulation in force.

The Committee: The Technical
Committee that 1s formed
according to these instructions.

The Beneficiary: Is one of the
following categories:
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University students who
are currently studying.
Workers of the university
who are currently working.
Retired faculty members
wishing to use the library.
Subscribers to library
services from outside the
university  within  the
terms of their subscription.
Information Sources: are the
media or means that provide
knowledge and information in
various forms, including printed
books, encyclopedias, volumes,
magazines, articles, manuscripts,
maps, periodicals, theses and
dissertations, electronic
databases, audio and video
recordings, microfilm and
microfiche, slides, films, tapes,
magnetic tapes and compact
discs.
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Article (3)

At the beginning of each
academic year, the President
shall form a committee called “the
Library Committee”, headed by
the President or one of the Vice

Presidents and the membership
of:

—

The Director.

Vice Deans.

3. Representative from the
Supplies and Inventory
Management Department.

4. Representative from the
Financial Department.

5. Representative from the

Information Systems and

Technology Center.

o

The President shall designate one
of the library staff to perform the
functions of the secretary upon
the recommendation of the
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Director, and the tasks of the
Library Committee shall be
determined as follows:

A. Drawing up the general
policy of the library,
proposing development
plans, recommending the
amendment of the
Instructions if necessary,
and proposing means of
developing and improving
its services.

B. Making recommendations
regarding the library's
allocations in the
university budget.

C. Support in  providing
information sources and

library services,
requirements and
accessibility.

D. Coordination between
schools regarding
purchasing library

materials, subscribing to
periodicals and electronic

databases, proposing
computing strategies and
using information

technology systems.

E. Discuss issues that are not
mentioned n the
instructions of the library
and recommend them to
the President to take what
he deems appropriate.
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Article (4):

The library provides reference
information sources at the
request of schools or beneficiaries
within their specializations or at
the initiative of the library,
according to the available
capabilities.
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Article (5):

The Director shall form a
committee called “the technical
committee” from library staff to
assist him/her in implementing
the library's policy, objectives,
plans and projects, to study the
administrative, technical and
logistical needs of the library and
the needs of beneficiaries and the
library from information sources
and to prepare updated price lists
for those sources, and to provide
the library committee through
the director with reports, studies,

necessary statistics,
recommendations, and
suggestions.
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Article (6):

The director may purchase in
accordance with the authorities
in the

and ceilings specified

regulation as follows:

A. Purchase one to three copies of
each book based on the
recommendation of the
committee.

B. Purchase a maximum of ten
of books
university employees,

written by
for the
purposes of acquisition, gifting

copies

and exchange.

C. Recommending to the
specialized authority to subscribe
(paper and
electronic) in various forms and

in  periodicals

purchase previous issues of

periodicals n coordination
between the Ilibrary and the
concerned authorities at the

university.
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D. Recommending to the
specialized authority to subscribe
to the various databases 1in
coordination with any relevant

parties in the university.

Article (7):

With the exception of sources of
information that may not be
loaned, and taking into account
the periods of loaning for some
sources of information, and
considering Article (11) of these
instructions:

A. The faculty member may
borrow a maximum of ten
sources of information for
a period of one semester
for each source, and the
borrowing period ends at
the end of the semester in
which  the borrowing
began, regardless of the
date of its start.

B. The non-academic staff
employee at the
university can borrow a
maximum of five sources
of information for a period
of two weeks for each
source.

C. The graduate studies
student can borrow a
maximum of ten sources
of information for a period

of two weeks for each
source.
D. The undergraduate

student can borrow a
maximum of five sources
of information for a period
of two weeks for each
source.

E. Each part of the multipart
title is a source in itself for
loaning purposes.
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F. The beneficiary may not
borrow more than one
copy of the same source
during the same
borrowing period.

G. If a specific source of
information 18 not
available in the library,
the  beneficiary  may
request the library to
obtain it on borrow from
any of the libraries of the
official universities that
are members of the
Center of Excellence
(mutual borrow) and the
terms of borrowing apply,
including delays, loss or
disposing according to the

source.
Article (8): | The loaning of any source of | 853 el Claslaacle @l le) mai oSy «(8) 3l
information can be renewed only | bsthe oS Al 13 sl Qlla o ol L
once at the request of the | Slesiaall sleysje) (S5 al ke ATyt
beneficiary if it is not required for 9_5\1 4alic T 4858 9 e paad sl
another beneficiary, unless the | ® eSa¥ &y diiud) 5l sle sl 2 sm
loan of the source of information lalsfie 8 pslal) ) A5 ladedl
whose loaning is requested to be
renewed 1s  suspended or
unavailable for any reason due to
the source or beneficiary in
accordance with the provisions of
these instructions and the
decisions 1ssued pursuant
thereto.
Article (9): A. Information sources are | <y o Slaadl def aas | 2(9) Wl

placed on the reservation
shelf if their type allows at
the request of the faculty
member or at the initiative
of the director.

B. The sources of information
placed on the reservation
shelf within the library
shall be used in accordance
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with the mechanism
specified by a decision
1ssued by the Director, and
priority shall be given to

the requirements of
scientific research and
innovation.
Article (10): | References are not loaned outside | el slEiuly 45Sal # A aaljall J3Y | :(10) salall
the library, except for the highly | s Wijle] G salls S IS5 4, slhadll
requested references, and the i) gty &) e e
director has the right to loan
them based on justifications
provided by the beneficiary.
Article (11): A. If a beneficiary fails to | Claslasleselaj) oo e alas 1y 1| 1(11) 32l

return a  source of
information within a date
exceeding three days after
the date specified for
return, he shall be fined
250 fils for each day of
delay, including holidays of
all kinds, provided that the
fine does not exceed a
maximum of (20) twenty
dinars for each semester

for one source of
information, and the
summer semester 1s

considered a semester for
this purpose, and the delay
fine 1s calculated for each
subsequent semester or
part thereof at the
maximum limit for one
semester, provided that
the total fine does not
exceed (60) sixty dinars.

B. If a beneficiary fails to
return a  source of
information on the
specified date and the
delay period exceeds one
year from the date of
return, that source shall be
considered lost, and the
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fine stipulated in Article
(15) of these instructions
shall be applied to him/her.
C. The value of any fines due
shall be deducted from the
beneficiary’s salary or
rewards for university
employees or shall be
instructed to collect it
within the service
allowances collected upon
academic registration for

university students or
upon obtaining a
clearance.

D. If the subscriber refuses to
pay what is due from
him/her or the university is
unable to collect the
amounts, collection will be
made in accordance with
the legislation in force at
the university.

E. If the scheduled date for
the return of the borrowed
source of information falls
on an official holiday or a
day when work in the
library is suspended due to
an emergency
circumstance, that day
shall not be counted as
part of the delay period.

Article (12):

If the source of information
belongs to an entity other than
the university and the library
borrowed it from that entity to
one of the beneficiaries, the
borrowing period is four weeks for
the faculty member and graduate
studies student, and two weeks
for others, and the source is
calculated from the maximum
number of sources that the
beneficiary can borrow at a time,
and the provisions of the
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Iinstructions 1in force 1in the
loaning authority apply to cases
of delay, loss or disposing.

Article (13):

Taking into account what 1is
stated in Article (40) of the
Financial Regulation in effect at
the wuniversity, the president
may-:

A. Exempt the beneficiary wholly
or partially from paying the fine
resulting from the delay in
returning any borrowed sources
of information, in light of
justifications provided by the
beneficiary in  writing and
accepted by the President.

B. Cancel the fine resulting from
a defect, technical error or sudden
unscheduled disruptions in the
loaning system.
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Article (14):

It 1s forbidden to loan to any
beneficiary who has a fine of
delay, dispose or loss until he is
discharged from these fines.
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Article (15):

A. If a Dbeneficiary loses a
source of information,
he/she shall be fined three
times its value and not less
than fifty
addition to the amount of

dinars. 1n

five dinars for the cost of
technical services for each
lost part
B. If a beneficiary loses part
the
missing part shall be fined

of a set of parts,
compensation equivalent
to the value of the entire
set at the current market
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C.

based
recommendation

on the
of the
committee, in addition to

price

the amount of five dinars
for the cost of technical
services for each lost part.
After paying the
referred to in paragraph
(b) of this Article, the
beneficiary shall not be
entitled to obtain the rest
of the parts of the
collection that he/she lost
one of its parts, and this

fine

paragraph shall apply to
the electronic storage units
with the books that
accompany them as an
integrated unit, so that the
fine is calculated on the
basis of the value of the
electronic storage unit and
the accompanying books on
the basis of the current
it,
whether the missing is the

market price for
storage unit or one of the
books accompanying it; as
for copied discs, the fine for
loss or disposal 1is five
dinars for each disc.

. If the borrower loses a book

received by the library as a
gift the
committee shall estimate
the price of the book, and
the shall be
subject to the provisions of
paragraphs (a, b, ¢, d) of
this article.

or exchange,

borrower
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E. The Director may, upon

the recommendation of the
Committee, accept an
original and valid
alternative copy of the
missing source of
information, provided that
the bibliographic data
matches, or a newer
edition of the same source,
Iin addition to five dinars
for the value of technical
services.

Article (16):

. If the beneficiary destroys

any source of information
deliberately the
destruction affects the
source material (such as
partially or completely
cutting pages, writing on
the margins of the source,
underlining or on the lines
or the outer cover), the
beneficiary shall be fined
compensation equivalent
to four times the value of
the source in its entire
volumes, 1n addition to the
amount of five dinars the
cost of binding for each
volume, and he/she is not
entitled to receive the
destroyed copy.

. If the damage to the source

of information does not
exceed the removal of the
lashes, the Dbeneficiary
shall be fined an amount of
three dinars (one dinar for
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restoration and two dinars
for the cost of re-binding),
provided that the damage
does not affect the material
of the source and that
there 1s no defect or
deficiency resulting from
the damage, and that the
source 1s capable of
binding without losing any

material.

Article (17):

For the purposes of applying the
provisions of Articles (15) and
(16) of these instructions, the
following principles shall be

observed:

A. The value of the loss or

destruction fine 1s
calculated on the basis of
the exchange rate of the
dinar to other currencies
as determined by the
Central Bank of Jordan at
the of the lost

information source or the

price

currently damaged (the
current market price of the
source of information).

B. The paper
university theses

value of

discussed at the university
or given to it is estimated
at (50) dinars for the
master's thesis, and (75)
dinars for the doctoral
thesis.
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Article A. The use of (restricted access) | 33&) Slagladl Lol Aladinly mews 1| :(18) saldl)
(18): sources of information for | = b (bl Gl (=l ey (Aadal
scientific research purposes only | “b=idl dlelie o bl paall 28 50
shall be permitted after the e Jsenall Zpans Sl )
written approval of the Director, aie) Cilastaall dge 5l e dnall allay s
taking into account the Y, del i Ll el Jals (RSl
legislation and official decisions ol e5n Gl st S Lty e
in force. EORET IO
B. The beneficiary shall be saie) el Xl sle) oz
informed of the (restricted access) | s, dpan )l cilaslal) cili€a (Apadlal
sources of information inside the | sk ¢f o Asid) 3 eyl L8&E e
hall designated for them, and it is Uﬂ “""‘”L:gd”j‘ ;‘ ﬁi‘\“ “'J“‘J‘
not allowed to borrow them, ORI ,;Lz.g‘y\);\;\;j\uza m;
photocopy any part of them or
reproduce it in any way.
C. The director may loan
(restricted access) information
sources to the libraries of
Jordanian public universities
within the mutual loan
agreement, provided that they
are delivered to an authorized
representative of the borrowing
public university or within the
Center of Excellence agreement
for mutual borrowing between
the libraries of  member
universities.
Article (19): | A. Forms of applications for | <ess & sy cldh #i aasd § 0 (19) sald)

subscription to library services
for individuals and institutions,
the allowances collected upon
submission of the application,
and
related services such as the

subscription  allowances

issuance of the subscriber card

shall be
the

and its allowances

determined upon
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the
upon the

recommendation of

University Council

recommendation of the President.

B. Taking into consideration the
Instructions of Entry for
Individuals and Vehicles into the
campus, the library sends a copy
of the outside Dbeneficiary's
subscription form to the Director
of the Public Services
Department for information and
allows the beneficiary to enter the
campus for the purposes of using
the library only and during the
validity period of the
subscription.

oal Y pmlall sl Jsin il
Jsria (s 20 DA 5 Lo 4i€al) alasial
sy

Article (20): | A. To enter and borrow from the | &hall i 5 iyl L) Jsad b iy 1| 2(20) salal)
library  for  students  and | s Zeeladl disedl 5l daalall 3 cplalall
employees at the university, it is Badinall Al
required to present the approved Agh oot Aaelall b afieadll S5m Y
university identity for students | cias o sl o iyl Ll 2 Ll
and work ID for employees. Ll Calh sal 5 gms eled 523 3 yaa ol Al
Glo Liay o) dlaa i Jie danzay 3
B. The beneficiary at the | iyl jall jsays ¢ el lgaluy o 5 iy el
university may not use the s @y Raalall iy
1dentity of others for the purposes
of benefiting from any of the
library services or simply
entering it, and the library
employee who detects such a
violation may reserve the
1dentity, and hand it over to the
director, and the director may
inform the university president of
this in writing.
Article (21): | If any beneficiary misbehaves or | <& i sl y dllul) adine (gl oLl 13 | (21 5ol

violates the instructions of the
library, the director may prevent
him/her from entering the library
for a specific period, and the
director = may  inform  the

Jsas Oe 4miar OF pallh 4l s
@)A\ t»u\ ‘)gJAM s g ¢Badna daa] AviSal)
Al dauali cile) a4 Sy Tlas aiadl)
L) paalle daalad) & A (e IS ()5 Ada
e A Agal il s S il 5 caS) i)
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specialized authority in writing to

take any other disciplinary
measures against him/her, and if
he/she is from outside the
university, the director may

cancel his/her subscription, and
recommend to the president to
inform the authority to which
he/she belongs and notify the
university security of this in
writing to cancel his/her entry
permit.

Y Lha oy Al el il L)

Article (22): | A. The beneficiary must | o sl ad 30 hasd siindl e T (22) 32l
personally  inform  the I malall 4ty g4 gl
loaning department of the | OS s b zlaia¥) siiudl sy ¥ o
loss of his/her university ID | o 4le e S 413 jlaiuly oy ol 40
immediately. Aanadi Jlae B (Kial O 53 le Y ol
B. The beneficiary may not BoleY) il ge e BTl 2ny
protest for any reason
whatsoever that he has not
borrowed any books
registered on him in the
loaning system, even if they
are not in his/her field of
specialization after checking
with the borrowing officer.
Article (23): | Visitors to the library and its | selss b oase by i€l jis5 Je | 1(23) salall

employees must present their
the
controller, and the controller or

possession  to entrance
anyone responsible in the library
has the right to inspect bags,
sacks and the like (upon entry or

exit), as well as personal
Inspection if there are
circumstances that raise

suspicion and / or suspicions
about the existence of an attack
on the library's holdings or the
entry of unauthorized materials
or theft of the property of other
beneficiaries inside the library,

@l sl el Gagy Jaad) il e
Lo ebSY 5 uilial) i A0Sl (8 J g sesa
Sl S 5 oz s Al 5f Jsaall ie) Legis
S5 Agdll i Cag ol )5 1) el )
j\&.\’iﬂd\&‘.\.\.\hé& eliic) dsa g Jn A S5
ClSlae 43y ji‘.@_jcw e A g JA2I
asti o) o @Sl Jaly o AT (e
Lonly ellyy aalall o) 5 Al (g ddl 5

i
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provided that a female employee
of the
security does so for females.

Library or university

Article (24):

The Director may take the
necessary measures to regulate
the use of all devices available in
the library.

e\_\ilm\ ﬁm :&AJ)J\ C'_i\;\);}f\ J\AS\):}AAH
LAkl @ B)é\)ld\ '5)'@;.3_7\ &\}3\ e

1(24) 53

Article (25):

The director may exclude any
source of information from the
loaning service or prevent its use
within the library if he deems
that the state of that source or the
public interest requires taking
such action.

Aadd (e Glagas cle ngi i o paall
sl 13) Al Jabs allaniad giay o 515 te Y
oaidi Adlall daliadl) i ele gl @lld Al
) el ey A

{(25) salal)

Article (26)

A. The library shall provide,
the 1
capabilities and circumstances,

within limits of 1its
separate and resealable research

rooms allocated to faculty

members, graduate  studies
students, professors and visiting
the

university for a period of more

researchers who  visit
than a week with the approval of

the president.

B. Allocating research rooms (if
the
requesting them according to

any)  to beneficiaries

priorities determined by the
Director, while adhering to the
conditions of use and ending of
allocation of the research room,
and these procedures may also
include the collection of financial
allowances for the service of the
research room, determined by the

L] e ransi Lo ap0n 3 4Kl i3
G AL Aliaiie Ay B e Lebs s
AL\L.»\JAJ\ 2\..)11:} L)-“:‘,)ﬁ‘ 3..\:& elacy UMAE\
O30 Crall G i U Gialil) 5 335L6Y) 5 Llall

- ot A8 g £ sanl e 3 5 5] Aaalal)

Lol (a5 0f) Al o il Ganads
e el Waaasy Sl glsl (335 Cpadival) (e
eledl s Adiadl A el aladin) Jag il ol Y
Cile) yaYlsda Cpaats 5 ) gan LS clganads
Ggdiad) A8l et e Al VA eligin

ol ety Aralad) (alase aoasy

PR PP & i cAdian) d)ﬂ\ JAla

Gahaig Al 4852l Jaly la jlatu) 8 oS
. _xiuY) 3ae alSaf Lgdle

L jall Y Gadd ol Jas) sl jsm Y
Adadl)

r

ol g

(26) 33l
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University Council upon the

recommendation of the President.

C. The beneficiary may use any
sources of information within the
research rooms, while he/she is in
them.

D. The beneficiary may keep any
sources of information that
he/she has borrowed within the
research room, and the provisions
of the borrowing period shall
apply to them.

E. The beneficiary may not enter
any person into the research
room.

F. The beneficiary may not
transfer his right to use the
research room to others.

G. If there are research rooms
designated for the use of a group,
a number of beneficiaries may
reserve this room for a period not
exceeding two consecutive hours
per day by registering their
names with the concerned library
employee.

H. The use of collective research
rooms shall be limited to study
and scientific research only, and
in case of violation, the library
employee may inform the director
to take the appropriate action by
canceling the reservation and
the
reservation of these rooms in the

depriving  violators  of

future for a period estimated by
the director, and the director may

ALY duarada ddfiay (o e llia SN
22 Jaa (pfinall (e ddel jsad e sana
o ofliie rele e 3 Y sl 48l
il ge (5l agiland Jomay @lld 5 2al ) a5l

Iy el A a€l)

e delaal) ddfinl o pall pladinl ey
Aillae Jla iy ol alad) Canally G )
BATY Ll § 3 A i gl pay iy
Slasns aall sl @iy il ol jaY)
el Jiiisall A Cajall oda Jas (e (pillaall
ol O el s LS aall b jasy

3 e \Sial dantide sane @lla o (i 1Y) L
(gl sanall eliacf (e ba Jaa N s Ay
Al aaad lel ya) 490 A3 paall gy
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inform the president of this in
writing.

I. If it is found that there is a
group that deliberately
monopolizes a research room by
successively being reserved by
the members of the same group,
the director may take any
measures to prevent this.

Article (27):

Faculty members whose services
at the university have ended due
to reaching retirement age shall
be treated as faculty members
working at the wuniversity in
terms of benefiting from the
services provided by the library
and the obligations of the
beneficiary stipulated in these
instructions shall apply to them.
In the event of a request for
borrowing, the beneficiary shall
pay a refundable security deposit
determined upon the
recommendation of the Director
and the approval of the President.

aglens gl all il i eliac | Jalay
e Analall b cplaladl Gy il A gl
L) L5 1) ileadll (g 30N G
e b Jla s Sladedll oda (b Ledle
O Gy 23a 3 yiue Gl dlae il adoy

Lol 438 sa g )

{(27) 33l

Article (28):

The Director shall determine the
procedures for allowing or
denying entry to the Library for
the categories and ages he
specifies.

Jsao aie ol zlawdl lela) aall 2asy
Laoasy S jlee Yy il 4Kl

(28) sl

Article (29):

The Director may determine the
terms and conditions for the use
of electronic devices and fixed and
mobile computers available in the
library, provided that their use is
limited within the library only,
and the legislation in force at the
university shall be applied to
these devices in the event of their
loss or destruction.

3! alaiiul HSaly Ly yd paad ol
Adarially AU algally Ay Sy
Laladind uaiy o e 4l 85 siall
3oeay) sda e gulayy Jad Au<all JAb
da 4 dadall b g Jseradl diley il

L6820l Ll

1(29) 32l
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Article (30): | A. The beneficiary is committed | &Sl dlaa il 8 S sl 234 7] 3(30) 33l
to all intellectual property | i) Juesin¥)day b 4Sy o 3l g 4y Sl
protection laws and abides by | & A& A QUL ) & Lo )&
all conditions of use imposed 51‘53‘ A dlld ddlie Js a..rf‘} Aaalall
by the databases in which the | &' G ALYl aisy ol ol Y
university subscribes, and in @ wle pepals G el
case of violation, disciplinary el
action will be taken against Mhad e g )l \ WM G e
him/her in addition to any | &% 0 Sbisd 5l dhe 4 I
legal action stipulated in the | ° s MSM\ Ssind ufinsel) Adlse
o Axalall 4y s puiag Jhae
legislation.
B. The university has the right
to refer to the violating
beneficiary with any amounts
or compensation resulting
from the beneficiary's
violation of  intellectual
property rights or a
malfunction and damage
caused to the university.
Article (31): | The University may use audio Ji{J Sigall donnd ahadiul dadlall Gsaa | 1(31) 52l
and/or video recording or any | % LSy dSal) Akl e Slln 4l ) sl
data from the library systems to | Gl (=l e¥ 45l Jals dillie ol
prove any cases of violation | -Axes &bl Cleall slal o) aalal) Jals
within the library for
Investigation purposes within the
university or before the official
judicial authorities.
Article (32) | The Director may lay down the | bl da 3 Slel a¥l s punl) gy poaall | (32) 32kl
necessary bylaws and procedures (Slaglall 238
for the application of these
instructions.
Article (33) | The President shall decide on | =il 2 al Al Jiluall 8 G ) oy (33) 32l

cases not provided for in these
Instructions.

iladaill 52
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Article (34)

The President and the Director
are responsible for the
implementation of the provisions
of these instructions.

285 g O gpme Al jode g dxaladl Guni
lagleill 238 a8

(34) 53

Article (35)

These instructions cancel any
previous decisions or instructions
in which its provisions contradict
with these instructions.

Al claglad 5l ) gl Cladedll 038 a3
U_lta:\laﬂ\ Y & L@.Als;i ua)\a:ﬂ

(35) sl
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