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The Library - General Information - Rules of Procedure 

1. Purposes
As part of the national ecclesiastical library system, the Lasallian Library guarantees 
the preservation and protection of its book heritage, according to scientific 
criteria that ensure its optimal management. It also ensures the preservation and 
management of the Lasallian editorial production, which comes to it for deposit, 
and of the doctoral theses of the affiliated universities, through the Lasallian 
Bibliography. 

It documents Lasallian culture abroad by acquiring the works that are relevant 
expressions of it and the most important ones that illustrate it, as well as 
international culture by acquiring the works that represent its continuity and 
generality.

It acquires, when necessary, texts and works to supplement and complete its 
specific collections, and acquires by donation bibliographic and documentary 
material, as well as relics of artistic value or works of art.

It enhances the value of its collections with appropriate bibliographic tools and 
public events.

2. Timetable
The Library is open to the public Monday to Friday from 8.30 am to 4.30 pm.   

It is closed on Saturdays, Sundays and various national, Christmas and Easter 
holidays. 

In July, the Library’s opening hours may change.

In August the Library will be closed. 

It is in any case possible to send search requests by e-mail and/or book extraordinary 
access, subject to operator availability, by sending your request to biblioteca@
lasalle.org   

The Library will publish periods of closure and/or reduction of services on its 
institutional website. 

mailto:biblioteca@lasalle.org
mailto:biblioteca@lasalle.org
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3. Admission
1.	 The Library, in view of its priority tasks of access to information, the 

preservation of its assets and the complexity of the cataloguing tools with 
which it is equipped, is intended for those who carry out research activities 
and for those who cannot find the publications they need for their studies in 
other libraries.

2.	 Admission to the Library is open to all those who wish to use the services 
available, such as: the reading room, bibliographic reference, children’s 
library. 

The admission card is issued at reception upon presentation of a valid 
personal identity document. All users are required to register their entry at 
reception before entering the Library reading room.

The reception desk is obliged, before issuing the card, to contact the librarian 
and inform him/her of the users’ entry into the library. 

3.	 No food, alcohol or eating is permitted in the reading room. The introduction 
of bags, packets or any other type of container or object must be expressly 
authorised by the librarian. Users may bring their own volumes or photocopies 
into the study room after informing the room manager.   You may enter with 
your own laptop.

The Library is not responsible for personal items or property brought in by 
users and left unattended.

4. Consultation
1.	 Access to the catalogues, the information office, the general reading room 

and consultation of the material on display are free.

2.	 Volumes in consultation in the reading rooms may not be taken out of them 
without the permission of the librarian.

3.	 Forms for observations, reports and suggestions are available at the 
information office.

5. Distribution of modern material
1.	 It is possible to have three volumes of periodicals or three monographic 

works at a time. To pick up the requested volumes, you must hand in an 
identity document at the distribution desk.
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2.	 The volumes on view must be left on the reading desk whenever you intend 
to leave the Library.

3.	 In order to protect the documentary material, if a reproduction of the 
requested work is available on any medium, it will be read in place of the 
original.

4.	 The publications taken in may be left on deposit in a maximum number of 
three volumes of periodicals or three monographic works. The deposit shall 
end at noon on the third day following the delivery of the material, unless 
reconfirmed by the reader. 

6. Distribution of Manuscripts and Old and Rare 
Material

1.	 In order to consult material in the rare collections and manuscripts whose 
reproduction is missing, prior authorisation must be obtained from the 
Diirector. Authorisation is granted to professors, researchers, PhD students 
and other qualified scholars who can demonstrate the relevance of their 
research to the ancient and rare material; university students in possession of 
a letter of presentation from their professor and scholars who can document 
the need to use such material may also be authorised for the period necessary 
for their research.

2.	 Each user may submit a maximum of three requests at a time. 

3.	 In the reading rooms, users may keep no more than nine volumes on deposit 
for a maximum of 30 days. The deposit can be reconfirmed, unless requested 
by other users.

4.	 One manuscript or rare book may be used in the reading room at a time, 
subject to presentation of an identity document; the manuscript or rare book 
must be returned each time the reader leaves the room, even if only for a 
short time. 

7. Information
1.	 Assistance with the use of catalogues, directories and bibliographic material 

in both printed and digital form is provided in the reference rooms.

2.	 The librarian’s office offers an orientation and address service, advice on 
locating and locating publications as well as a bibliographic search guide. The 
service for non-residents is carried out by e-mail via the online bibliographic 
reference by writing to: biblioteca@lasalle.org.

mailto:biblioteca@lasalle.org
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3.	 The Library communicates the list of any services by means of posters or 
publication on its website.

4.	 Guided tours of the Library for both Italian and foreign language groups can 
be arranged by appointment. In this case too, it is necessary to register your 
request at e-mail: biblioteca@lasalle.org, a few days in advance, in order to 
allow the event to be properly organised.

5.	 In view of the 4:30 p.m. closing time, all research and/or consultation requests 
may be made no later than 3:30 p.m.

8. Loan
1.	 In view of its special institutional purposes, the Library guarantees the 

availability of its documents by means of consultation on the premises; it 
therefore limits the loan service, both local and inter-library, to institutional 
purposes. 

2.	 All Italian and foreign citizens who have registered with an identity document 
and are domiciled in Italy may only benefit from direct borrowing of books 
admitted for lending, and with the authorisation of the librarian.

3.	 In order to register for a loan, you must present proof of identity and your 
library membership card and prove that you meet the requirements set out 
in point 8. 2.

4.	 Any change of residence or domicile must be notified immediately to the 
loan office, under penalty of exclusion for not less than six months.
	› 5. Excluded from loan are,
	› works published before 1935 and within the last five years,
	› works in a precarious state of conservation
	›  works located in consultation rooms,
	›  works of fiction, 
	› publications in handouts, 
	› works with enclosures or with a limited publishing run,
	› trade and exhibition catalogues,
	› musical works,
	› periodicals, 
	› newspapers, 
	› official acts, 
	›  miscellanies bound in volumes or with less than 50 pages, 
	› publications with special editorial features,
	› volumes larger than 28 cm or smaller than 15 cm, 

mailto:biblioteca@lasalle.org


INTERNAL REGULATIONS OF THE LASALLIAN LIBRARY

5

	› PhD theses, 
	› grouped material, 
	›  maps, 
	› engravings and prints, 
	› volumes located in historical and special collections,
	› negative microfilms and those intended for consultation rooms in place 

of the original document, 
	› all volumes that have undergone restoration work, 
	› any other material for which, for particular reasons, removal from the 

premises is not advisable.

5.	 Two works may be borrowed at a time. The maximum loan period is thirty 
days. It is forbidden to give borrowed volumes to others. It is possible to 
reserve volumes already on loan to other users.

6.	 In order to carry out the necessary revisions, all volumes must be returned by 
30 June each year. From 1 July to 31 August no volumes are loaned out.

7.	 Anyone who does not return the loaned volume on time is suspended from 
the service for a period at least equal to the delay. 

8.	 Whoever returns the damaged volume or loses it is obliged, without prejudice 
to further sanctions, to reinstate it or to pay a sum in any case not less than 
twice the commercial value of the volume.

9.	 Anyone who does not return the volume or does not return it shall be excluded 
from the library and reported to the judicial authorities.

 9. Reproduction
1.	 It is possible to obtain, at one’s own expense, the reproduction for personal 

study use of works owned by the Library, in compliance with current copyright 
legislation (Law no. 248/2000), provided that the state of preservation and 
the obligation to protect allows it. 

2.	 All works published before 1935 are excluded from reproduction by photocopy.

3.	 Reproduction may not be carried out by one’s own means; it must be 
requested by filling in the appropriate form and will be carried out in the 
manner and by the means deemed most appropriate to guarantee the 
protection of the material. 

4.	 PhD theses may only be reproduced if the request is accompanied by the 
author’s written authorisation with a notarised signature or, as an alternative 
to authentication, a photocopy of the author’s identity document.
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5.	 The works owned by the library may also be reproduced for editorial or 
commercial purposes, subject to current copyright legislation and Legislative 
Decree 42/2004.

6.	 In the event that library research is intended for publication, the library shall 
request a copy from the author by right.

10. Conduct and Penalties
1.	 Users must comply with the provisions of Presidential Decree 417/95 and 

these regulations.

2.	 Anyone infringing the above regulations, without prejudice to any civil or 
criminal liability, may be temporarily or permanently excluded from the 
library and referred to the judicial authorities; in particular, anyone guilty of 
theft, mutilation or damage of any kind. Anyone who makes marks or writes, 
even in pencil, on books or documents, or who disturbs in any way the study 
and work activities of others, may also be excluded. The obligation to pay 
compensation for damages in all the above cases is understood. 

3.	 Users who issue self-certifications are reminded that, according to the first 
paragraph of Article 26 of Law no. 15 /68, “untruthful declarations, falsity 
in deeds and the use of false deeds in the cases provided for by this law 
shall be punished in accordance with the penal code and the special laws 
on the subject”. 

4.	 4. Users must dress and behave in a manner appropriate to the decorum of 
the place; in particular, it is forbidden to: 

a.	 smoking, drinking or eating outside the designated areas;
b.	 talking and studying out loud
c.	 using noisy equipment (e.g. mobile phones) except in spaces where 

drinking and/or eating is permitted;
d.	 disturb other users in any way;
e.	 reserve reading places and occupy them beyond what is necessary: 
f.	 make improper use of furniture, equipment and rooms (sitting on tables, 

stairs, ...) and prevent other users from fully using the space provided;
g.	 using IT tools for purposes other than online bibliographic consultation; 

in particular, it is forbidden to use e-mail, to surf the Internet and other 
networks for purposes other than study and research and to tamper, 
for any reason whatsoever, with the set-up, software and hardware 
equipment made available

h.	 enter without authorisation the premises where the staff offices are 
located and use the equipment and materials assigned to them;
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i.	 behaving, personally and as a group, in a manner inconsistent with the 
decorum of the institution.  

It is also forbidden, without the prior authorisation of the Management, to engage in any 
kind of sale or exchange, to carry out advertising or propaganda activities by any means, 
to collect signatures for any purpose, or to distribute questionnaires on any subject. 
The same rules, insofar as they are applicable, must also be respected by internal 
staff and external auxiliary staff, as well as by all those who, with prior authorisation, 
are allowed temporary visits to the Library.

Staff, who must make themselves available and always recognisable, are obliged to 
intervene directly, or at the request of users, in order to enforce compliance with 
the rules laid down in this Article, taking, in agreement with the managers, the 
necessary preventive and sanctioning measures. 

Users are obliged to show their badge at the request of the staff, even inside the 
library premises.

Without prejudice to compensation for any damages, the sanctions provided for 
those who do not comply with these rules are, depending on the seriousness of 
the infringements and recidivism, verbal warning, written warning, temporary 
exclusion and then permanent exclusion from the library.

Rome 21 December 2024                                                        

The legal representative

The Director
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