Standard Operating Procedure (SOP): Library
Membership Registration and Renewal

This SOP details the library membership registration and renewal process, covering the criteria for new member
enrollment, required documentation, registration procedures, membership benefits, renewal timelines, fee structures, and
the method for updating member information. It aims to streamline access to library resources, ensuring efficient service
and continued member engagement through timely renewals and accurate record-keeping.

1. Purpose

To establish a clear and consistent process for registering new library members and renewing existing memberships,
ensuring thorough record management and effective delivery of library services.

2. Scope

This SOP applies to all individuals seeking library membership, including students, faculty, staff, and the public, as well as
library staff responsible for managing memberships.

3. Criteria for Membership
¢ Individuals aged 12 years and above, or as specified by library policy.

e Must provide valid identification (see Section 4).
¢ Accepts and agrees to abide by library rules and regulations.

4. Required Documentation

e Completed membership registration form (paper or online).
¢ Valid government-issued photo identification (ID card, passport, driver's license, etc.).

Proof of address (utility bill, bank statement, rental agreement, etc.).
For students/faculty: Institutional ID card or admission letter (if applicable).
Recent passport-sized photograph (if required).

5. Membership Registration Procedure

1. Applicant fills out the registration form and submits required documents to the library circulation desk or via the
online portal.

Library staff review submitted documents for completeness and eligibility.

If approved, staff enter member information into the library management system.

Membership fee (if applicable) is collected and officially receipted.

A library membership card is issued to the applicant or made available digitally via the library portal.
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Member is provided with an orientation to library services, rules, and borrowing policies.

6. Membership Benefits

e Borrowing privileges for books and multimedia materials.

¢ Access to e-resources, study areas, and computers.

e Participationin library events, workshops, and programs.

e Email notifications for due dates, renewals, and library news.



7. Membership Renewal Procedure

1. Library staff notify members of impending membership expiration 30 days in advance via email/SMS.

2. Member submits a renewal request either in person or online, and updates any required information or
documentation.

3. Membership fee for renewal (if applicable) is collected.

4. Staff verifies member's account status and updates expiration date in the system.

5. Renewed membership card issued or account status updated.

Note: Memberships must be renewed annually, or as stipulated by library policy.

8. Fee Structure

¢ New membership fee: finsert amount, if applicable]
Annual renewal fee: [insert amount, if applicable]
e Concessions available for students, senior citizens, or special groups.

Lost/damaged card replacement fee: [inserf amount]

All fees are to be paid at the time of registration or renewal and are non-refundable.

9. Updating Member Information
1. Members are responsible for notifying the library of changes in contact details or eligibility status.

2. Members submit an information update form (in person or online), along with supporting documents.
3. Library staff verify and update records in the library management system promptly.

10. Record Keeping and Confidentiality
¢ Allmember data is kept secure and confidential in accordance with library policy and data protection laws.

¢ Access to membership records is restricted to authorized library personnel only.
¢ Records are retained and disposed of as per legal and policy requirements.

11. Review and Amendment

This SOP will be reviewed annually or as needed to ensure ongoing compliance and service quality. Amendments will
be communicated to staff and members promptly.

Approval: [Name/Signature] Date: [Insert Date]

Next Review Date: [Insert Date]
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