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IPN library regulations 
 

The IPN library is a reference library for IPN staff. 

The books are shelved according to subject areas and the corresponding notations 
or call numbers are on the spine of the book. Every first number refers to a 
subject area, e.g. 6 for educational science. After that, the subsequent numbers 
serve to narrow down the topic. Within the notation, the books are also sorted 
according to the names of the authors. The volumes of journals are also freely 
accessible. 

A position plan is on view to help you locate the journals. However, the most 
current journal can be found on the special shelves allotted to journals near the 
entrance. The latest publication is on view, whereas previous editions are in the 
hatch directly behind it. 

 

Lending service 

Only IPN staff is entitled to take out books on loan. In every medium, (books, 
journals, software), there is a red loan registration card with corresponding 
bibliographical data. If you as a member of the IPN staff wish to take a medium 
out on loan, please enter your name and date of loan legibly on the card. Once 
you have filled in the card, put it in the card box with the inscription “Loan 
registration cards” on the book cart with the inscription “Book returns”, so that 
library staff can register the data on the account of the staff member. Journals are 
only to be lent out temporarily for photocopying purposes. 

The loan registration cards for the current editions of journals are in the hatch 
behind the journals. When taking the journals out on loan, you have to enter the 
journal number and the year of publication also have to be entered on the card 
besides your name and date of loan.  Attention to detail is required here. 

Returned media that have been pre-ordered can be found in the card box with the 
respective pre-order slip on the book cart. 

New arrivals are on a separate shelf next to the book cart. The borrower is 
immediately informed of the arrival once the title has officially been registered 
and the borrower can then take the book out on loan. 

The staff member can take the media to his or her office but is not allowed to 
take it home. This procedure guarantees that everyone can have access to the 
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required media without an unduly long waiting period. Lending the book to third 
parties is strictly prohibited. 

 

Returning books 

A returned medium is to be placed on the book cart. Library staff is responsible 
for registering the return as well as sorting and re-shelving the medium. At the 
latest, when your employment at IPN is terminated, all the borrowed IPN media 
have to be returned to the library. 

 

What happens if media are not returned? 

The staff member whose name and details are on the loan registration card is 
personally responsible for the book. If a medium is lost then that person will be 
held responsible for the replacement. After failing to return the medium in spite 
of three reminders, a replacement will be procured and the borrower will be billed 
for the costs. 

 

Proxy borrowing by assistants 

IPN assistants are only allowed to take media out on loan in the name of an IPN 
staff member. In this case, the assistant makes the following entry on the loan 
registration card: “for XY/ assistant Z”. In such a case, the staff member is also 
responsible for the borrowed medium. 

 

Borrowing via the library personnel 

The borrower can contact and inform a library staff member by telephone or email 
that he or she has lent the medium to a third party, so that the name of the new 
borrower can be registered. In this case as well, the current borrower or last 
named person will be liable for the replacement.  

 

Ordering books 

Procurement applications for new acquisitions should contain all available data 
about the title to be ordered. If available, the brochure should also be supplied. 
The budget out of which the acquisition is to be paid should also be stated. After 



 
 

3 
 

the respective department head has signed the application, it is to be forwarded 
to the library. 

 

Guests/students 

IPN guests and students are allowed to carry out research in the library. They can 
leave their coats and bags in the cloakroom and available lockers in the entrance 
area. Media can only be lent out for photocopying purposes on the fourth floor 
(there you will find a photocopier that takes coins) when you leave your identity 
card or passport at the library desk. Having finished with your photocopying, the 
books are to be returned immediately to the library. 

 

Copier/Scanner 

The copier in the IPN library is solely available for IPN staff. The library staff has 
the code. The scanner is available to all library users free of charge. Please bring 
your own USB-stick for scanning purposes. 

 

All IPN staff can enter the library anytime they wish, because they have a 
transponder for the library door. Please remember to lock the door again on 
leaving. Guests and students cannot access the library, when the staff is not 
present. 
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