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Assalamu’ Alaikum Dear Brothers, Sisters and Friends

Welcome to The ICC Library.  Thank you for taking the time and the interest into becoming an ICC Library Member.  Alhamdullilah, the ICC Library has a very broad, interesting and wonderful collection of information (books, magazines, pamphlets) and media (videos, cassettes, DVDs, CDs) for all ages available in Arabic and English.  After reading, understanding and agreeing to the rules and regulations of the ICC Library, a membership form must be filled out and approved by an ICC Librarian before checking out any items.  While many things can be checked out, some of the items are for “In Library Use Only”.

We also have “The Prayer Hall Library” (big beige colored shelf) located upstairs on the left side of the main prayer hall.  These items do not need to be checked out through the library system, but please remember to return the books in a timely manner so as to be fair and respectful to the other readers.

Please visit the library during the library hours which are posted on the main door and feel free to ask any questions.  We will be more than happy to help, Insha-Allah.  Soon, we will also have the library info and the library database that can be accessed through the masjid website:  www.tempemasjid.com .  If you need to get hold of us, our contact information is as follows:  

	Name:
	Phone #:
	Email:

	  Main Office
	  480-894-6070
	tempemasjid@yahoo.com
 

	Frasha Hussain—Library Coordinator
	  480-786-6515
	justfrasha@msn.com 




Sincerely,

Frasha Hussain

ICC Library Coordinator
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Confidentiality Policy, Communication and Conflict Resolution

I.  Confidentiality Policy
Confidentiality is very important for an organization and is valued by the ICC Library.  All forms with member’s information will be locked away in the filing cabinet in the ICC library which only the ICC librarians and ICC Masjid board have access to.  All member’s information that is on the computer database will also be locked under passwords and only the ICC librarians and the ICC Masjid board will have access to it.  

To avoid any misunderstanding, the ICC library upholds a policy of confidentiality.  All staff members and or library members should discuss conflicting matters only with the person who is involved with the intent to solve the problem.  The presence of Administration of ICC Library is always helpful when discussing the conflicting matters.  Above all “Allah (SWT) is the Witness.”

II. Communication and Conflict Resolution
We encourage open communication within our community.  We encourage members to share their comments and concerns with the ICC Library Administration or the ICC Masjid Board. It is extremely important to address and resolve conflicts immediately. However, it should be done calmly, appropriately and most important of all, Islamically!!  Please arrange a meeting with prior notification to the library.

Whatever the topic of this discussion or conflict may be, Insha-Allah, we will all try to resolve it together and learn from it and we should also pray to Allah (SWT) to guide us on the straight path. Good communication and honesty is the key to a successful organization. 
[image: image10.wmf]Islamic Community Center (ICC) Library Rules
Assalamu’ Alaikum Dear Brothers, Sisters and Friends
In order to be a member, the following rules must be understood and followed and the form filled out.  A packet of information will be given to you for your convenience.

The rules are as follows:
1. No food or drink allowed in the library.

2. Members should be friendly, courteous and respectful to the other members/librarians using the library.  

3. Be aware of the library hours.  The information is located on the main library door.

4. All members must be 14 years and up.  Parent’s signature is required on the membership form for members between the ages of 14-17.

5. All members should fill out an ICC Library Membership Form and have it approved by the ICC Librarian / ICC Library Board.  All member information will be handled with complete confidentiality. 

6. All paper work or computer work must be handled by the ICC Librarian, account/personal information should be valid and up to date and account should be in good standing prior to checking out any item.

7. A total of two items can be checked out per member.  However, there are some “In Library Use Only” items that can not be checked out, but can be used in the library.  These will be identified by the librarian. 

8. All items should be returned on time (deadline time will be given at the time of checkout) or late charges will be paid in a friendly manner.  Returned items should be placed in the book cart (during library hours), handed to the librarian or through the book drop (after hours).  Items can be re-checked as long as there are no requests from other members.

	Item
	Return Time
	Late Charges Per Day

	Soft cover books
	2 weeks
	$0.25 

	Videos
	1 week
	$0.50

	Cassettes
	1 week
	$0.25

	CDs
	1 week
	$0.50

	DVDs
	1 week
	$0.50


9. If an item is lost or damaged, it is the member’s responsibility to pay the cost of replacing the item as decided by the ICC Librarian.  

10. Failure to pay any charges (late charge or lost item charge) will result in suspension of the membership.  Membership can be re-opened upon resolving any and all conflicts, paying fees, etc.

11. Computer usage is restricted to researching information at other masjids websites or Islamic bookstores.  For detailed information, please refer to “Policies for Computer Usage.”

12. In the event of changing circumstances, members are expected to comply with these any changes deemed necessary by the ICC Library Administration or ICC BOD.  Please refer to conflict resolution rules in member packet.
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Name of Member 1:_________________________________Membership #_______________________
Name of Member 2:_________________________________Membership #_______________________
Name of Member 3:_________________________________Membership #_______________________
Name of Member 4:_________________________________Membership #_______________________
Name of Member 5:_________________________________Membership #_______________________
Name of Member 6:_________________________________Membership #_______________________
Email address #1:____________________________Email address #2:___________________________
Address:______________________________________________________________________________

______________________________________________________________________________________

Home phone:__________________________________________________________________________
Cell phone #1:______________________________Work phone #1:______________________________

Cell phone #2:______________________________Work phone #2:______________________________

Member Signature#1:___________________________________________________________________
Member Signature#2:___________________________________________________________________

Parent Co-Signature________________________________________________Date:________________
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Mailing Address:


     Islamic Community Center of Tempe


                  Attn:  ICC Library


                  PO Box 1313


                  Tempe, AZ 85281








Physical Address:


     Islamic Community Center of Tempe


   131 East 6th Street


   Tempe, AZ 85281








Phone Number:  480-894-6070








Web Address:  � HYPERLINK "http://www.tempemasjid.com" ��www.tempemasjid.com�








In the Name of Allah, The Most Gracious, The Most Merciful.








Office Use ONLY:  Print name of Librarian accepting membership form___________________________________








Initials of Librarian______________________________Date:___________________________________________





In the Name of Allah, The Most Gracious, The Most Merciful.





In the Name of Allah, The Most Gracious, The Most Merciful.








