
 

TERMS FOR ORGANISATIONAL MEMBERSHIP 

 
1 Requirements to obtain/renew an organisational membership 

1.1 A request letter by the HR manager drafted in the company letter head including the 

content below, to be submitted at customer services. 

1.1.1 The HR manager to assign an officer-in-charge  

1.1.2 Payment method i.e. cash/cheque/card 

1.1.3 Company seal stamped 

 

1.2 Preferred payment would be the organisation’s cash cheque drafted in favour of ‘British 

Council’ or the organisation’s credit card 

 

1.3 Officer-in-charge must visit customer services to obtain/renew the membership since 

his/her information would be required during the registration/renewal process.  

 

2 Procedures for the Officer-in-charge 

2.1 Officer-in-charge is responsible to maintain a log of the membership cards issued to 

each staff signed off 

 

2.2 Officer-in-charge is to verify if any outstanding fines are cleared before handing over to 

the staff and when the staff returns the card 

 

2.3 Officer-in-charge will be provided online access to monitor and renew items borrowed 

through each membership card 

 

2.4 Each staff member will be solely responsible for the membership card obtained from the 

Officer-in-charge 

 

2.5 If there is a loss or misplacement of any item/s or library card the staff member shall 

inform Officer-in-charge forthwith 

 

2.6 Also in such event the member shall replace or pay the value of the item as at date 

market price direct to British Council and forward the copies of receipts issued from 

British Council within two days of such payment to Officer-in-charge 

 

2.7 Staff member to write to the Officer-in-charge to renew their books once for another 

borrowing period at their own discretion  

 

3 Entitlement of the membership 

3.1 Each membership card shall entitle the staff member to borrow any of the following 

items up to the quantity specified below depending on availability with Library; 

Two books from any collection 

One IELTS pack 

One DVD 

One magazine 

One English Language pack 

One work card 

 

3.2 The staff member borrowing any of the above resource material shall be responsible for 

returning to the respective Library within the deadline stipulated by the library and return 

the membership card to the Officer-in-charge within two working days 


