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1. Advisory Committee

Since the Library has to cater to the needs of variety of users such as faculty, research
scholars, post graduate and under graduate students, so for smooth functioning of the
library and safe guarding the interest of all sections of the library users, an Advisory
Committee is constituted by the Vice Chancellor. The main objective behind the constitution
of Library Advisory Committee is the formulation of policies, rules & regulations and

d other important

implementing the same in a judicious manner. All the procurement

issues related to library are discussed and finalized by the library comm
1.1 Composition:
- Dean Academics/any School................ccoooiiin... €
- HOD’s/ representative of the Deptt...............c.cooeenin. )
basis for three years)

- Library in charge...................co, .

1.2 Meeting Frequency:
The Committee shall meet at leas
membership quorum.

1.3 Terms of Reference:

or the development of library human resource, infrastructure,

and services.

- To progi 1 direction to the Library.

- To revie write and approve library procurement policy

- To negotiate and approve subscriptions or renewals to print journals and electronic
resources (e-journals, eBooks and databases)

- Minutes of the meeting shall be recorded and circulated to all members for
consideration and approval.

- Any other function as assigned by the Vice Chancellor




2. Library Budget
Budget Projection is an important task performed by the Library Advisory Committee.
Keeping in view the Departmental requirements and Collection Development policy, a
budget is planned under various expenditure heads like: Books; Journals; E-resources and
other infrastructure and projected for sanction.

3. Collection Development
Collection development is an important function, performed in the@ibraries, so a proper

acquisition policy is outlined for the purchase and procurement of varioWglibrary resources.

Committee. Purchase procedure for

3.1 Books

Every year, in the month of

anhcial year), books

Procurement process shall be fo i / Acquisition Section of the Library.
3.1.1 Books Finalizati
- Lists of books a through Deptt. Head/Coordinator

complete/finish the pre-audit work within 7 days and after audit,
order is pla®@d to shortlisted vendors(as per the decision of the committee with the
approval of competent authority).
3.1.2 Books during Running Semester
In some cases where books are required on an urgent basis during the running semester,
below procedure is followed:

- Faculty put up the requirement to the the Library/Acquisition Section through

concerned Coordinator.




- The requisition after proper checking(title duplicacy) is fwd to the comptent authority
through Library Advisory Committee ( in this case,sign/consent of 3-4 committee
members, mainly concerned to the requisite deptt are taken) for final approval

After approval, Library/ Acquisition Incharge, arranges to procure the books online
(amazon /flipkart etc.) or from the shortlisted vendor with the consent/approval of
competent authority as the main objective of this purchase is to make the books

available on time as required urgently Maximum amount limit for

10000.00.
3.1.3 On-line Purchase

ch purchase is Rs.

the empanelment:

- Sealed quotations

- Reputed Vendors with maximum rate of discount are shortlisted and called for further

negotiation (if any).
- Keeping in view all the terms and conditions, the Committee recommends the name of the
Vendor empanelled for next three years.

- The names of the short listed vendors are forward to the Vice Chancellor/ Competent

Authority for approval




Vendors once shortlisted are empanelled for three years and after every three years, fresh
tenders will be called and shortlisted accordingly.
3.1.5 Terms and conditions for Vendors
- All books carry a discount as per the agreed terms.
- This order should be acknowledged within 7 days from this date
- Supply of only latest editions will be accepted.

- Always supply paperback editions unless otherwise mentioned or n@t available.

- Indian reprints/editions, if available should be supplied.

- The maximum time limit for supplying such books is 30 days.

- It should be clearly certified on the invoice that the prices quoted a 's current
prices.

- For the books whose MRP is not printed on the book, stam pric 0 ose titles

shall be attached with the invoice.

provided along

pplier; Print out from

as per order (quantity, title etc.)
the Accession Register which has all the relevant details of
yblisher, vendor, year of publication etc.
- Then the'Qi d. to accounts for payment with the accession no. details and
supporting documents (original approval, order copy, certificate from
supplier regarding supply, as conditioned in order).
3.2 Print Journals
As the journals are subscribed annually for the calendar year, so process for subscription
renewal and new recommended titles, start in the month of October, so that by December
end/ early January all the renewals are done and the subscriptions are continued without any

gap. Subscription work flow is as under:




- Requisitions are called from the Deptt.s. In case of renewal, the list of already
subscribed journals are circulated among concerned deptt.s for feedback.

- Compiled list are put up before LAC for discussion and finalization.

After the recommendations of the LAC, fwd to Vice Chancellor for approval

Once the approval is done, the invoices are called (advance payment is done in case of
these resources) along with rate conversion proofs (GOC rates/ bank rates, wherever

applicable) from the subscription agencies. file is sent to accountsgleptt. for pre-audit and

payment.

The Journals are no discount items, so no tender needs to be invited for e resources.

On receiving the payment, the vendor sends the bills/receipts. T a ed to
the accounts deptt. as the payment is done in advance.

3.3 E-resources

Electronic Resources include electronic journals, online d

data , bibliographic
databases, software tools for research, e-books, or any I i at is available
in electronic form shall be procured a laid procedure.

3.3.1 Recommendations

Faculty shall recommend e-re i i % APecific needs of users. As

subscribing. Concer

recommended e-res

s/ presentation for the shortlisted/ preferred e-Resources

e Statistics (in renewal cases)

For many e-resources, different pricing/subscription models are available, depending upon
various factors like, no. of users; types of users; access type; content requirement etc. Taking
care of needs and other factors, the Committee shall recommend the most suitable proposal
for subscription. The committee will play a major role in further negotiations relating to
price, access, archival rights etc.

3.3.3 Approval & Payment




- After analyzing all the factors, proposal for the selected e-resources shall be sent to
Authority/ Vice Chancellor for final approval.
- On getting approval, proforma invoices shall be called from the vendor.
- Invoices along with approved file will be sent to accounts deptt. for pre-audit and
payment.
- On receiving the payment, the vendor sends the bills/receipts. These are submitted to
the accounts deptt. as the payment is done in advance.

3.3.4 Access & Terms of Use

- Product Agreements/License is signed by the authority and sent to dor

- IP address are shared with the vendor,(Vendor provides log@l detdills w access

is user id/pw based)

- On access activation, an announcement to the users @ their ta shall be
given regarding access and terms of use

- Training session shall be organized, if necess

Library is getting access to thousands of i li

using these resources are vary’

Th@terms and conditions for

ever, the general principles

are as follows:

Non-Permitted Acts

Use of robots or intelligent agents to do
systematic, bulk or automatic downloading is
not permitted

Systematic downloading or printing of entire
journal issues or volumes, or large portion of
other - resources is not permitted

Using e- resources for commercial gain is not
permitted (i.e. reselling, redistributing or
republishing licensed content)

caching, private
study and clin¥@al and laboratory
experimental pufposes

Sending a copy of an article to another Transmitting, disseminating or otherwise

authorized user (i.e. current faculty, making online content available to

students or staff) unauthorized user(i.e. sending to mailing
lists or electronic bulletin boards) is not
permitted

Posting the URL to the publisher’s version | Posting the publisher’s version or PDF of an




of the article on a class website (Publisher article to an open class website is not

links will allow only authorized users permitted (instead, post the URL to the
access) article which will allow only authorized users
access)

Breaches of the license agreement with publishers could result in the suspension of access

to the resources for the members.

3.4 Thesis/Dissertations

this Section.

3.5 Infrastructure -Miscellaneous

Low cost or items required in routine are requisii

are not in store then, the req

from the central stg

interval as they hold a lot of space. They will be disposed off as

- Magazines, after three years

- Newspapers, after six months.

3.7 Weed Out
Out dated titles shall be weed out as per the guidelines provided by the Library Advisory

Committee from time to time.

4. Stock Verification
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Physical verification of the Library stock has to be carried out to identify the losses,

identifying misplaced documents, identifying documents that need repair, etc. The

verification has to be carried out by a team of members appointed by the Vice Chancellor,

with the help of Library staff at a fixed, depending on the size of the collection.

Size of the Collection

Periodicity

Up to 20,000 volumes including journal
back volumes

100% physical verification at 2 year intervals

Above 20,000 and up to 50,000 volumes
including the journal back volumes.

100% physical verificati@@ at 5 year intervals

Above 50,000 volumes and up to 1,00,000
volumes including the journal back
volumes done

Above 1,00,000 volumes including the
journal back volumes

Chancello

not more than 5
verification reveals

ill have the powers to write off all such losses.

- A publication may be considered as lost only when it is found missing in two

successive stock verification s and only thereafter action be taken to write off the

publications by competent authority.

- Occasional loss/damage of issues of periodicals is inevitable during postal transit.

If the payment is made directly to the publisher, then sometimes it is not possible
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to get the replacement. In such cases, the non-receipts/damages be considered as
loss and written-off.

- The decision on disposing of mutilated/ damaged/ obsolete volumes, shall be
taken by the Vice Chancellor on the recommendations made by the Advisory
Committee, which shall decide whether the books mutilated /damaged/obsolete are
not fit for further use.

4.2 Procedure for write-off

- List the documents not found during stock verification

- Library staff to make all possible efforts to locate the document withifgl.ibrary not
found during stock verification.

Compile a final list of documents not found.
- Compare with the list of earlier stock verification to identiffagcomm
Compare losses with borrowing/ consulting / photoc
Put up the list of common entries to the Competent Au
justification for the losses (open access, limited d

large number of students visiting library, loss ithin
- Get approval from the Vice Chagcellor
- Maintain the record in Write of i

imits, etc.)

- Remove records from databases

- Improve the system wi ures

4.3 Preventive measures
Some preventive

roperly monitored
ire mesh, adequate vigilance in the stack

entification of users, shall be made compulsory
g appointed as per size and services of the library

The UniverStty Central Library (Knowledge Resource Centre) will offer membership

consultation services on Books to the following categories of users:-

- Any member of any of the authorities or bodies of the University.
- Faculty members and administrative staff of the University.

- Research Scholars and students on rolls of the University on the recommendation of
the Heads of the Departments.

- Retired teachers of the University and eminent scholars particularly if they require to
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consult the library for continuation of their research/ literary activities and have some
specific research project/academic task at hand which requires the use of the
University Library facilities and provided their membership is approved by the Vice-

Chancellor.
- Visiting Faculty and Visiting Scholars on the recommendation of the Head of the

concerned Department. These users will be offered Library facilities only during

the period of their stay for a specific period which will alsg be certified by the

concerned Head of the Department.

Library.

- Library consultatio

No.of Books Period
14 days
14 days
30 days
30 days
90 days

14 days

NI W WIN

5.3 Overdue Rules

Materials borrowed from the library should be returned on or before the due date.
After the due date, the book bearer will have to pay overdue charges, fixed by

the university. Any exemption or relaxation will be be given with the written
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permission from the competent authority. In exceptional cases or during need,
the librarian may recall the book before it's due date.
5.4 Loss or mutilation of documents by members
Members are responsible for the damage/loss of books issued to them. Marking and

underlining the text, tearing off pages, spoiling books by water, dust, oil etc., are

treated as damage. Loss of library book must be brought to th

circulation section immediately on occurrence. Loss/Dama

books/resources should be compensated in the followigg ways:

- Lost documents shall have to be replaced by the
- KRC/Library may help users in procuring t

is expensive (>Rs.10,000) or rare and very valuable one, the
g recovered should be decided by the KRC Advisory Committee on

basis.

complete volume/set is required to be recovered.

- Individually priced book/volume in a series, if lost, the cost of the lost book in
series is to be recovered.

- If notification is made after the book is overdue, the borrower will have to pay the
overdue charges also.

5.5 Loss of Library Card (Borrower’ ticket)
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Loss of a Library ticket should be reported to the Circulation Section . New
ticket will be issued on nominal charges fixed by the Competent Authority.
5.6 Clearance Certificate or No Dues
Library books/materials(tickets ) are the property of the library; they should be

returned at the time of obtaining clearance certificate.

6. Services

Important services practiced in the DAVU Library are:

6.1 On-line Public Access Catalogue (OPAC)

departments and host

6.2 Inter-Library Loan

6.3 User Orientation Programme
For the First year students, Orientation Programme is conducted by the Library professionals.
The purpose of conducting this programe is to aware the new comers about various Library
services provided by DAV University Library. They are trained about, how to use the Web
Opac (On-line Public Access Catalogue) to search the library resources, how to locate these
resources. They are informed about the rules and regulations related to these services.

6.4 Current Awareness Services




Current Awareness Services keep the users upto date about their areas of interest and in
general. DAV University Library also provides this service to its users. For this as soon
as the new issue of the subscribed journal is received, the content page of the issue is
circulated among the users of the concerned areas through e-mail. Timely announcements
are given on adding new journals or publications. This service promotes user’s interest
and maximize the use of library resources

6.5 Newspaper Clippings

Under this service DAV university library circulates clippings from the da ewspapers related

to education to the faculty and students.

6.6 Access to e-resources

library for users.

6.7 Reprographic Services

Acquisition Scction staff. The books from this Book Bank shall be issued to needy/financially
weak students or as per the guidelines of LAC.

9. Braille Section

For the visually impaired persons , a separate Braille Section is maintained. In this section
learning resources in Braille Script are housed. Resources like talking books and edatabases

(audio’s ) and accessing devices will be added to enhance the services.

15




10. Library Timings
The university library remains open on all days including Sunday and Other off Days

(except a few approved holidays as listed below).

Opening Details Working Days Off days

Study & Reference 9:30 a.m. to 9:00 p.m. 100 a.m. to 5:00 p.m.

Transactions 9:30 a.m. to 4:30 p.m.

- One Reading Hall remains open from 9:00 a.m. to 9:00 p.x
holidays)

the office of the Competent Authority.

11 Library Holidays

Following holidays are

- Republic Day

thday of Guru Nanak Dev ji
- Christmas Day

12. Prohibitions in Library

- Cases of incivility or any other failure in service should immediately be

reported to the Librarian or in his absence to the senior member of the staff

present.

16
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- Sticks, umbrellas, boxes, bags, rain-coats, books journals and other such
articles as are prohibited by counter staff shall be left in the property counter.
- Spitting and smoking are strictly prohibited.
- Entering the Library under the influence of liquor or drugs.
- Dogs/Pets shall not be allowed.
13. General Rules

- No discussion permitted inside the library

- He / She shall not write damage or mark any book belofg@ing to the Library.

- A person responsible for any damage caused by him / her toe books or any
other property belonging to the Library, shall be liabl the
imposed Upon him/her.

- No personal belongings allowed inside the Li

- Using Mobile phones and audio instru

are free to seek the assistance from library staff in selecting reading

terial, checking of references, searching of misplaced reading material etc.

- Wearing of Identity card is mandatory for the users inside the library premises.
Without ID card they will not be allowed to sit or avail of library services.

- Students found taking books out of the library without authorization is a
punishable offence liable to disciplinary action including imposition of penalty.

- Refreshment of any kind shall not be taken anywhere in the library premises

- Maintaining SILENCE in and around Library premises is must.
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Library Advisory Committee Members

'- A

(Dr. Yeshbeer Singh)

Director & HOD, Sports & Phy.Ed.

4 60«,’\ 5.
W
(Dr. Sanjeds=K Thuar)

Asst. Prof. (SA

7. o e g
(D;:rm\urmd)
Asst. Prof. Agr.Sc.
10. 't

Asstt. Prof. & HOD, Edu.

13
D i
(Ms Maninder Kulir Soudr™

Asstt. Lib. & Incharge, KRC

gtrar
e T
(Dr. K.N.Kaul)

Asstt. Prof. Physics

( Ms Sanjana Jain Cheema)

Vice €hancellor

{Dr. Manoj Kumar)

Recommendations in the Ordinance Submitted on 9" Nov.2022 at DAV University Jalandhar.

(Dr.'Sapna Sethi)

Asst. Prof. Chem.& Dir IQAC
=

Fo
(Dr. Karan Paul)

Asstt. Prof. & HOD. Biochem.

( Mr. Dildar Singh)

Asstt. Prof. English

1
(Dr. R. K. Seth)

Asst. Prof. & Dean, Sc.& Engg.

Chairman, Lib.Adv. Comm.
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