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The Japan Foundation L.ondon Library

The library was opened in 1997 as part of The Japan Foundation London Language
Centre which supports Japanese-language education in the UK. The library provides
teachers and researchers of Japanese with a wide range of teaching materials and
related books and documents.

COLLECTIONS AND FACILITIES

Collections ® Teaching materials
® Publications on teaching and learning methods
® Publications relevant to Japanese language
® Materials on Japanese culture

Facilities ® Audio-visual equipment

(video, cassette and DVD players)
® Computers with CD-ROM facilities
® Photocopier

Please note that the above facilities can only be used for viewing or
photocopying materials from the Japan Foundation Library.

OPENING HOURS

Open  Monday — Friday: 10:00 — 13:00, 14:00 — 17:00
(Last admission: 16:45)
Late opening days: Every 2"! and 4™ Wednesday, 14:00 — 19:00

Closed Saturdays and Sundays, UK bank holidays,
Some Japanese national holidays

The dates of the Japanese national holidays vary each year, and opening hours
may change. Please contact the library for the latest opening hours before you
visit, or check these on our website: http://www.jpf.org.uk

MEMBERSHIP

There are two kinds of membership: full membership and reference membership.
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Full Membership
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Full members of the library can borrow library materials as well as use the library for
reference purposes. Those who meet any of the eligibility criteria below can become
full members. Full membership cards are issued to these users.

ELIGIBILITY

UK residents who are:

teaching Japanese at a UK educational institution or at a UK voluntary
organisation

researching Japanese language, Japanese language teaching or Japanese
studies at a UK educational institution

working in a UK educational institution and need access to the library to carry
out duties

MA, PhD and PGCE students specialising in Japan-related subjects at a UK
university

REGISTRATION

To apply for full membership, please complete an application form and provide all of
the following. Applications can also be sent by post.
1) One form of identification bearing the applicant’s name and current address

(e.g. driving licence, bank statement or gas/electricity/telephone bill within 6
months)

2) Proof of eligibility (e.g. recommendation letter signed by the employer on

headed paper, staff card or postgraduate student card with valid expiry date)

3) Two recent passport-sized photographs

Membership is valid for one year. Please notify the library of any change to your
name, address or name of institution as soon as they occur. If you address has
changed, you will be asked to provide item 1) above. If your institution has changed,
you will be asked to provide item 2). If you would like to renew your membership,
please provide your library card and a new application form as well as items 1) and
2) above.
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If you are a UK resident but are not eligible for full membership, you may become a
reference member. Reference members may not borrow library materials but may
use the library materials and facilities for reference purposes. Reference membership
cards are issued to these users.

REGISTRATION

To apply for reference membership, please complete an application form on your first
visit and bring two recent passport-sized photographs and proof of ID (e.g. passport,
driving licence, staff card or student card). You should notify the library of any
changes to your name, address or name of institution as soon as they occur.
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All users must show their membership card and sign the Visitors’ Book at the
library counter on arrival.

Users are requested to leave their bags in the lockers provided. The library
accepts no liability for any loss of possessions.

Eating and drinking are not permitted in the library.

Please help to keep the library a quiet area. Mobile phones must be switched
off before entering. Users behaving in a manner likely to disturb others may
be requested to leave.

The library may only be used for borrowing materials and for reference
purposes.

Computers and audio-visual equipment may only be used to view library
resources.

Users are requested to use the headphones provided when using audio-visual
equipment or computers. Please rewind cassettes or videotapes and switch
off machines after use.

All reference materials should be returned to their correct place.

No books or other library materials may be taken out of the library without
having been checked out by the librarian. Users should be aware that their
bags may be inspected from time to time on leaving the library at the
librarian’s discretion. Any user found in unauthorised possession of any library
materials when leaving the library will have their membership cancelled
immediately and will be prevented from using the library in the future.

Users must comply with copyright restrictions.

Users must notify the library of any lost cards or any changes in personal
details.

Failure to comply with any of the library regulations (including loan service
regulations) or submission of false information may result in suspension or
withdrawal of membership.
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IL.oan Service

The loan service is available to full members only.

The maximum number of loan items for each member is five books and two
sets of audio-visual materials.

Items are issued for three weeks. Members who fail to return or renew the
borrowed items on time may have their membership suspended or cancelled.
Materials already on loan can be reserved.

Borrowed items can only be renewed once for a further two weeks by
telephone, fax, letter, e-mail or in person, provided that they have not been
reserved. Renewal requests can be submitted from one week before the due
date.

All materials on loan must be returned to the library in the same condition in
which they were issued. Please ensure that cassettes and videotapes are
rewound and placed in their original cases and that any accompanying
booklets are returned together with audio-visual items.

Should any materials be lost or damaged, the borrower must take
responsibility for purchasing replacements and returning them to the library
immediately.

Copyright restrictions must be observed carefully, and members should take
responsibility for this themselves. Audio-visual materials must not be used for
copying, profit-making or broadcasting purposes.

Items that have been issued must not under any circumstances be loaned to
a third party.

Full members who are unable to visit the library in person may use the
library’s Loan-by-Post service to borrow materials. The materials can be
requested by telephone, fax, letter or e-mail and will be sent to the home or
work address as requested. The library will bear the postage costs one way
only, and the member is responsible for returning these items. When
returning items by post, all items must be returned by the due date either by
Registered, Special or Recorded Delivery. In the event of loss or damage to
items, members will be held responsible for replacing these items.

The library will give 1 penalty point for every overdue item per day. Members
who receive 150 points will lose their borrowing privileges for 3 months.

Please note that the conditions in these guidelines may be subject to change, and
please pay attention to any notices issued by the library.

January 2012
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Where to find us

Transport
Underground

KINGS CROSS
TUBE /MAIN LINE

BRITISH MUSEUM
& LIBRARY




