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' 1':"'_._'_Smce October 2013 DAV Un1ver51tys Library Resources and Servrces have been automated usmgf'_f: S

o "’e Granthalaya' ' Thrs software facrlztates aH aspects of lrbrary management, 1nclud1ng acqumng new'f_’:'.'_'.

g '-matenals handhng crrculanon (1ssue/rerum, reservatlons overdue charges) managmg subscrrptrons for o

g :.'prmt joumals and rnagazmes “and orgamzmg mlcro documents such as news artrcles Addluonally, it o

o -"features 2 bur]t—m Web ' OPAC 1nterface 1o pubhsh the hbrary catalogue on the Intranet, allowmgfif_

o comprehenswe searches of DAVU lerary s collectlon ’to access current status and Iocatron deta.tls of e

S -.';books and e-learrnrrg resow-ces

Adv]sory Cemmlttee e e

' 'Slnce the Lrbrary must cater to the needs of a vanety of users such as faculty research scholars o

'. E _postgraduate and undergraduate students an Advrsory Comrnrttee shalI be constrtuted by the \/lce'jf-';

= '; Chance]lor The pnmary ob}ectwe behmd the formatron of the Lrbrary Advrsory Cormmttee shall be to o Ao
1 ' : :;:'.formulate pohcres rules and regulatrons and to 1mplement thern 3ud1c1ously to ensure smooth b
| "ﬁmcnonmg of the hbrary and safeguard the mterests of all sectrons of lrbrary users All procurements _- oo
. :-f- ._._and Other 51gmﬁcant hbrary-related 1ssues shall be drscussed and ﬁnahzed by the hbrary cornrmttee

1 : '- Composmon

. '-.ff-Dean Academlcstean Facuity- Chau-rnan

:'j_HOD’s/ representatrve of the Deptt Members (on rotatron ba51s for three years) i

i Ltbrary m charge Member Secretary

.- 'j'_Meetlng Frequency .. : _- L

. -:"__-'To advrse the management on rnatters of polrcy relatmg to deveIOpment of KRC/ Library

. .3-To outhne the lrbrary collecuon development pohcy and 1ts 1mplementat10n

'j'_'_'_To rnonrtor ancl evaluate frorn tlrne to trrne trends and developments m mformatronl__f'. S

-technclogres networkmg, hbrary automauon, hbrary coo;aeratron etc and tc assrst the KRC 1n.:::""_ o

L thelradoptron

i Ei_To formulate actlon p!an for'the' development of 11brary hurnan resource mfrasn*ucture S

: .--'__facﬂmes products and SeerceS .
: '_:'-j:'To provrde general drrec‘non to the L1brary :

G To revrew revvnte and approve 11brary pI‘OCUTemeﬂf POIICY S .
i To negotlate and approve subscrrpttons or renewals to pnnt Journals and electromc resources:_.-: Lo
o (e-_] ourna]s eBooks and databases) e S '_ S : ..

. ,_"_'Mmutes of .the meetmg shall be recorded and crrculated to all members for cons1derat10n and"_ o

. approval




Any other ﬁmcnon as ass1gned by the Vice Chancellor L

o '_-2'.' lerary Budget

i :'Budget PrOJectron rs an 1mportant task perfonned by the Lrbrary Advrsory Comnuttee Keeprng m vrew___ : e

e the. Departmental requrrements and Collectron Development pohcy, a budget shall be planned under f_..:

L _"_:Vanous expendrture heads such as Books Journals E—resources and other mﬁastructure and shall be“i ;

B pro;ected for sanctron

s 3 _;3 Collectlon Development

o "CoIIecnon developrnent 15 an nnportant func’non performed 1n the hbrarres so a proper acqursrtron

S : pohcy shall be outlrned for the purchase and procurement of vanous hbrary l'eSOUICﬂS -AS the POSIHOU;

: v resources lrke books pnnt Journals electromc Joumals and other learrnng rnaterrals All thereqursrtrons:_{-
i o -related to these resources shall be dlscussed and ﬁnahzed by the Lrbrary Adwsory Commrttee ‘The 3 o
S 'f: work/procedure related to the purchase of books and the subscnpnon of penodrcals (Prmt + Electromc) i : .

g shall be handled by the Lrbrary Incharge/Acqursrtron Sectron of the lerary under the gurdance of the

"-___Lrbrary Advrsory Comrmttee T he purchase procedure for d1ﬂ‘erent resources shall be as follows _' S

% Every year in the month of Aprrl (wrth the start of new ﬁnanclal year) books Procurement process shall"-"- S

: jbe followed by the L1brary/Acqu1S1tron Sectron of the Lrbrary

Books Fmallzatlon

: '.'L1sts of books shaﬁ be called frorn the faculty through the Department Head/Coordmator 'i”he:-'ﬁ_;-_' i '_
e -'Acqursrtron Department shall check for duphcatron of the trtles The hsts shall be comprled and put

before the Lrbl‘al’}’ Commlttee for revrew A proper proposal for the ﬁnahzed books shall be prepared

i and put before the Competent Authonty for approval Before ordenng, the complete ﬁle shall be sent':;-

S to the Accounts Department for pre~aud1t It shall be mandatory for the Accounts Department to'}-_:::'.- o

: complete the pre~aud1t work wrthm 7 days After the audrt, the order shall be placed Wlth shorthsted : 3 o

'.vendors (as per the decrsron of the commrttee wrth the approval of the Competent Authonty)

e :_:3 1 2 Books durmg'-Runmng Semester

;._:In sorne cases where books shall be: _ qurred on an urgent ba51s dunng the runnmg semester the

S . fé]}o\mﬂg procedure shall be followed

'.'Faculty shall put up the requlrement to the Lrbrar}’/Acqursrtron Secnon through the concerned:} TR

. Coordinator. The reqursrtron, after proper checkmg (t1t1e duphcanon) shall be" forwarded to the__i';_:"

i competent authonty through the Lrbrary Advrsory Connnrttee (m this case the sagrratures/consent of 3~'- e i

S .'4 comm1ttee rnembers mamiy concerned w1th the requrslte DEPaztment, shall be obtarned) for ﬁna1 it




L ; _'.approval After approval the lerary/Acqmsrtron Incharge shall arrange to procure the books onlme_- ;

o (Amazon thkart etc) or from the shortlrsted vendor wrth the consent/approval of the competent':' ER

authonty The mam obj ectlve of this’ purchase shall be to make the books ava:llable on tnne as requ:red

L urgently ’i‘ he mammum amount hrmt for such a purchase shall be Rs lO 000 OO

: 3 13 On-lmePurchase i

g f"’.Trtles Wthh are ‘usually 1eft or not supplred by the vendors (from the ordered llst) due to sotrie reasons

oL _-_1f available onlme (thkart/Ama.zon/others) shall be procured wlth the approval of the competent'

e _authonty wrth the Ob_] ectlve of maxrmlzmg the purchase of reqursltloned/approved titjes. Payment for'_

- “such purchases shall be done in advance so it shall be ordered tbrough the Accounts Department oran.

: advance/rmprest moaey shall be rssued to the Lrbrary/Acqmsmon Incharge for onlme payment Upon_"'

':':'reccrvmg the ;books 1nv01ces alonc w1th accessron detaﬂs shali be submrtted to the Accounts' e

L :*Department for clearance

o "._3 1 4 Empanellmg of Vendors

S fFor the purchase of books book dlsmbutors/vendors from all over Indra shall be empaneled For the"[

' ﬂ_'empanelrnent process

1_:':-j __-.'Sealed quotatrons shall be called for requestmg pubhsher—wrse drscounts as weIl as’ ﬂat;:'

s drscounts on alI pubhshers through the Reg1strar

i _Recelved quotatrons in’ the ofﬁce of the Regrstrar shal] be forwarded to the Lrbrary Advrsory'-'_ S

: Comrmttee (sealed)

_-Quotatrons shall be opened by the Lrbrary Advrsory Commlttee At the ume of opemng the SR

o quotauons one person from the Accounts Department shall be mvolved as a spec1a1 invitee. =
A comparatrve statement for the recerved quotatmns shall ‘oe prepared and put before the 2
| '."LrbraryAdwsory Commrttee _ '_ B L N Rt S '_
_' -Reputed Vendors w1th the maxrmum rate of drscount shall be shorrhsted and caIIed for further':-_':-
S Ifnegotlatron (1fany) " . T : '. . :
e Keeprng m Vrew all the terms and condrtrons the Comnnttee shall recommend the names of the -
_ '_ :.vendors to be ernpaneled forthe nextthree years R S
e The names of the shorthsted vendors shall be forwarded to the Vlce Chancelior/Competent_-;;.
i o Authorlty fot apProval : s ' T
s -_"Terms and COIldltiOIlS forVendors EEti
: :_- AII books shall carry ad1scount as per the agrced terms L S S
s _ ThlS order shall be acknowledged wrthm 7 days frorn the date of the order B o
. Only the latest edrtrcns shall be accepted e g :

e Paperback ed1t1ons shail always be supphed unless othemuse mentroned or unavarlable




_ . ¥ Inchan repnnts/edrttons 1f avarlable sha]l be supphed
i ; The maxrmum time limit for supplymg such books shall be 30 days ok
It shall be clearly certrﬁed on the invoice that the’ prrces quoted are the pubhsher 5 current pnces |
.For books whose MRP is not prmted on the book, stamped pnce proof for those trtles shall be ‘_:
_ | attachedwrththemvorce : : _' S S o
| e _":.: ' In the case of forergn edrtrons the GOC rate hst for that specrﬁc penod shall be prov1ded along
. : Wlth pr1ce proof PI‘]CC proof may 1nc]ude the drstnbutors 1nv01ce to the suppiter k-1 pnntout'_._f:'__- :
© . from the pubhsher s catalogue or a photocopy ﬁom the pubhshers catalogue '
e 3._'_-The maxrmum tune 11m1t for supplymg forergn titles shall be 4-6 Weeks or pnor conﬁrmatton

o s shall be requlred if there isa poss1b111ty of delay beyond thrs penod -' e

1.6 'Invorce Processmg

fare __EOnce the books are recewed in the hbrary they shall be Venf' ed by the concerned staff in the_'j o

: "i--Acqursmon Sectlon mcluchng checkrng the pnce of each book drscount rates bank rates::-'- _

' '_.'_r'(where appllcable) and the condmon of the books . S R .

| : ._:"_'It shall be conﬁrmed that the books match the order m terrns of quantlty, trtle etc | _

| : | An entl’y for each boolc shall be made m the Accessmn Regtster whlch shall 1nclude alI relevant
R '-.'.j-'_.'-'detalls of the book, such asits pnce pubhsher vendor year of pubhcatton etc : |
o The: brlls shall then be forwarded ‘to the Accounts Department for payment_, mcludrng the'-_.'.:'

o .'.-_-.[accessron nurnber detalls and other supportmg documents (onomal approval order copy,:3_-._

T ::certrﬁcate from the supplrer regardmg supply, as condrtroned m the order)

A 32 Prmt Journals

= As the Journals shall be subscnbed annually for the calendar year the process for subscrlptron renewal "::_ -

- o _'3 : and new recommended trtles shall start in the month of October so that by December end/ early January_:'_:_'

T gllthe renewals shall be done and the subscnptrons shall be contmued wrthout any gap The subscnptron"_ : _:'5

-'_".worlcﬂow shall be as follows

S :':I_._:"Reqursmons shall be called from the Department In case of renewal the lrst of already subscrrbed_;f_._ ]

'. : Journals shall be crrculated among the concerned Departments for feedback The compr]ed list shall be

put up before the Lrbrary Advrsory Commrttee (LAC) for drscussmn and ﬁnalrzanon After the';"..

o recommendatrons of the LAC 1t shall be forwarded to the Vice Chancellor for approval Once approval-'_{.__'

o 1s obtatned the mvolces shall be called for (advance payment shall be made i m case of these resources) _':

_along wrth rate conversron proofs (GOC ratesfbank rates Wherever apphcable) from the subscnptton o

S agencres The ﬁte shall be sent to the Accounts Department for pre~aud1t and payment TJournals are non-

St dlscount 1tems so no tender shall be umted for these resources Upon recervmg the payment the vendor _

o shalI send the bllls/recerpts These shall be submltted to the Accounts Department as the payment has :

o '::been made 1n advance Lo




' 3 3 E-resourees

' Electrornc Resources iticlude electronrc Joumals onhne databases and data sets blbhographrc e

" databases, software tools for research, e-books or any Informatron resource that is avallable m"::

= o electromc fonn shall be procured a5 per need by followlng the well laid procedure
3 3 1 Recommendanons _: .': - .

_ Faculty shali recomrnend e-resou:rces for the hbrary to meet specrﬁc needs of osers As onlme databases'-
- are expenswe resources these shall be evaluated properly before sul:lscrablner The concerned hbrary -
o staff (In charge E-sectron) shall call for proposals for the recommended e-resotirces from the pubhshers 3

. : or aathonzed dealers of those products and shall put thern up before the Ll‘orary Advxsory Committee

B (LAC) The commlttee shall analyze the proposals as follows

v "Z._- '_--Cost of the product : .: o
EHRDOE o -Identtfy theneed |

1 . b Ask for a Trial Access/presentatmn for the shorthsted/ preferred e~Resources ' T

. Analyze the Usage Statlst1cs (1n renewal cases)
. 'Pm:mg& Negotlatlons .

o *For many e-resources drﬁerent prrcrng/subscnptlon models shali be avarlable dependmg on Varrous"-_-_'

S factors such as the number and types of users, access type and content reanrernents Takrng care of f_'3

".:':."-':these needs and other factors the Comm1ttee shall recommend the ‘most suitable proposal for_:'

: 'subscnptron The cornrrnttee shal] play a major role 1n further negotratrons related to pnce access

o _'-:-Vjarchlval i ghts etc

. .' 5 :_'Approval & Payment
. " After analyzmg all the factors the proposal for the selected e—resources shail be sent to the':.- :
e Authonty/\ﬁce Chancellor for final approval : S Sy :
_ ".'-Upon recewmg approval proforrna navorces shall be requested from the vendor =
s The i 1nvo1ces along wrth the approved ﬁle shall be sent to the Accounts Departrnent for pre-."_
audrtandpayment _ : S S i :
. Upon receipt of the payment the Vendor shall send the brlls/recerpts These shall be suhm1tted : L

e to the Accounts Department since the payment tas been made in advance.
: . Aceess & Terms of Use e

' _.-;.'Product Agreements/chense shall be srgned by the authorrty and sent to the Vendor :
e TP address shall be shared w1th the vendor The Vendor shall provrde logm detarls Where access':'f

| :;'-_1s based on user ID aad password e




i Upon actrvatron of access an announcement shall be given 1o the users on the1r portal/ernari .
: -__regardmg access and tenns of use. - ' ' '

-‘_-:A trammg sessron shalI be orgamzed it necessary
35" -'Falr Use of e—Recourse Guldeimes and Usage Poi;cy

- : The hbrary shall garn access to thousauds of electromc resources The terrns and condrtrons for usrng
s -lthese résources shalI vary frorn pubhsher to publrsher however the general prrncrples shall be as

S follows
i Permrtted Acts Non—Permttted Acts

o . - _V‘ewmg, downloadmg, copylng, pnntrng, and savmg a copy of search results shall be allowed. " -

T . : Use of robots or 1nte111gent agents to do systematlc bulk, or automatrc downloadmg shall not':- ‘
"'_'.beperrnltted ¥ _' : R SRR

_ . '.--__Vremng, _downloadmg, copymg, pnntrng, and savmg mdmdual artlcles shalI be penn1351b1e

: :Systematre downloadrng or prmtmg of entrre Journai isstes or voiurnes or large portaons of
._."-_other resources shall not be permltted . B _ SR

& :Usrng e-resources for schoiarly, educattonal or screntrﬁc research, teachmg, pnvate study, and -

':cllmcal and iaboratory expenmental purposes shall be penmtted Usmg ' e-resources “for -

_' - :commercrai gatn (1 e reselhng, redlstrrbutmg, or repubhshmg hcensed content) shall’ not be
.'1.;3_:'_perm1tted, e T R e _ S :_.
s -Sendmg a copy of an artrcle to another authorrzed user (1 e current faculty, students or staff).j
e shall be aliowed Transrrnttmg, drssemrna’ang, or otherwrse rnakmg onltne content available to

: | :':. '..:'unauthonzed users (1 e senchng to rnalhng lrsts or electromc bullettn boards) shall not be
o ."-j.penmtted S S : R :
S ; Postmg the URL to the pubhsher s versron of the artrcle shali be aliowed Postrng - - the
g gpubltsher s versron or PDF of an art:cle ori & class websrte or an open ciass websité shall not be S
. o _3pemutted (1nstead post the URL to the artrcle whrch ailows only authorized users access) .
et 'Breaches of the hcense agreement wrth pubhshers could result in the suspensron of access to

i : : 'the resources for the rnembers
o 34 Thesrlelssertatlons
e The hbral“}’ Shaﬂ malntam a Separate section for Bound }oumals & Thesrs/Drssertatrons In this sectron o

oy : .-back volumes of prrnt Journals (hard bound) shaﬂ be kept for reference and résearch support Theses'_*‘..'

et “and Drssertatrons of Ph D as well as Master s students shalI aIso be housed in thrs sectton '_ e
e 35 Infrastructure —Mlscellaneous

g -;Low-cost 1tems requrred 1n routme shall be requ1s1ttoned on the requtsrtron shp 1ssued by the Central '

-Store These shaH be processed through the Chan'man LAC Aﬁer recomrnendatrons the avallabrhty '




e ':.status of the requlstttoned 1tems shall be venﬁed from the Central Store If the 1terns a:re not avatlable 3 .
:: ..:_j.'i-m ‘the” store the requlsttron shail be submltted to the Accounts Department w1th rernarks from the":_ ]
' g g Central Store for audttmg and approvai purposes For the purchase of Ltbrary 1tems where hlgh costs'f_ :
G are 1nvolved, a proposal shall be put up before the LAC Comnnttee for dtscussmn If the Commrttee.-' s _f_: i

: ;-."":::recommends the procurement of the 1tems approval shail be obtamed from the competent authonty o & B

':._._:The approved proposal shall be forwarded to the Purchase Department of the Umver51ty for further;.j '_ = '

e act1on

;_-"'Dlsposal of Penodlcals

'.._.'._'Perzodma}s such as newspapers 'd magazmes shall be s]nfted to the Central Store to be drsposed of or': :_.-: '. f{:

i soid at ﬁxed rntervals as they occupy a 1ot of 'space They sha]l be dlsposed of as follows

:_ Magazmes aﬁerthree years :

. -.Newspapers after s1x months

Weed()ut Gl

" Outdated t1t1es shall be weeded out as per the guldelmes provrded by the Library Advrsory ConmntteeE e b

S from tlme to tlme

StockVenﬁcatnon :

E Physrcal venﬁcatron'of the Lrbrary stock shall be carned out to 1dent1fy losses mzsPIaced documents i

o and 1tems needmg repatr The venﬁcatton shall be conducted by a team of members appomted by the'_:-'g G

.':_'-"Vice Chanceilor a531sted by lerary staff at reguiar mtervals determmed by the s1ze of the coilectlon_ j_':-_.; : S

L S:ze of the Col[ectlon - Per;od:cxty

| :"5Up to 20 000 volurnes 1ncludmg _10111‘1’1&1 back volumes 100% phys1ca1 venﬁcat1on at 2~year i

G --__'-..Above 20 OOO and up to 50 000 volumes 1ncluchng the _]oumal back volumes 100% : physrcal o

B :ver:ﬁcatlon reveals losses 1 to 10% of the sam Ie chosen, com lete venﬁcatron 1s reqmred to be done S
g p p p .

._'Above 1'00, 00 volumes :nc]udmg the _]ournal back vo]umes Sample (10% of ‘the total stock)';

S _f_.'.'physmai venﬁcatlon at 1ntervals of not more than 5 yea.rs 1f such a sample venﬁcatron reveals 1osses"_: SRR

;:':'::up to 10% of the sample chosen, complete vertﬁcatton 1s requ1red to be done




4 I Loss of Pub[rcatrons i

e

e m hbrarres The hbranan, as an 1nforrnat10n manager and not Just a custodlan shall not be heldi?-

:: Some loss of pubhcatlons shail be mevrtable especrally in the context of open access practlces:.-'-

o respons1ble forthese losses

o :'.rj':"_'Loss of 5 volurnes per 1000 volumes 1ssued and/or consulted m a year shall be consrdered:'-:'; g

__.:_'_3";::'3reasonable i T i DR
e Loss ofabookexceedngs 2000 OOforbookspubhshed mInd1a, andRs 10 ooo 00 forbooks'__'

o 'published abroad, as Well as books of spe01al nature and rarrty, shall be mvestlgated and. i =
o '_1 consequentlal act1on shall be taken The Vice Chancellor shall have the authorrty to Wnte off T

= ':' :.:.-_A pubhcatlon shall be deemed lost only when 1t 1s found mlssmg i two successwe stock_-._:_'-

L '_-.-'-_'-venﬁcatlons followmg whmh achon shali be taken to vmte off the publ1cat10ns by the.}..' T

: such losses

o : ';competent authonty

E-Occasmnai loss or damage of 1ssues of penodrcals durmg postal trans1t 1s mewtable especrally';ﬁ-:' :

SE _-when payments are made drrectly to the puhllsher

_.The dec1sron to dlspose of rnutalated damaged or obsoIete volumes shall be made by the Vrce : g

;-':-"j_'ijhancellor based on recommendat1ons from the Advrsory Cornmlttee whrch shall assess ::.'_ _' 5

i ._.‘whether the books are unﬁt for ﬁuther use

"._.:':_':Z_-Procedure forwrlte off L

. -.; L1brary staf’f shall make all p0551ble efforts to locate the documents w1th1n the lerary that were*: o

';Docurnents not found durmg stock venﬁcatlon shall be hsted

5 '::_ not found dunng stock venﬁcatton

 Afinal list of documents not found shall be complled

e The lrst shall be compared wrth the hst from earher stock venﬁcatrons to 1dent1fy cornrnon : S

. Losses shall be compared wrth borrovnng, consuiting, and photocopying statrstrcs

iy '.The llst'_' :f comrnon entr1es shall be presented to the Competent Authorlty along w1th‘ -

o Justrfication for the ]osses (such as open access lu:mted staff, 1nadequate securlty systern Iarge: s

: '.number of students VlSllIlng the lrbrary losses w1thm perrmssrble ltrmts etc )

:;._Approval shaIl be obtazned from the Vrce Chancellor

. .If Records shall be ma:mtamed in the Wmte oﬁ" re glster

T o Records shall be rernoved from databases and the ﬁle closed

e Addrtronal precautlonary measures shall be 1mplemented to rmprove the system o S




43 PreventiVe measures Sl

) Some preventrve measures to lower down such losses shall 1nc]ude

Implementmg a closed access system for rare books and spec1ahzed colleetrons

o '_Momtonng the exrt/entry counters/ gates properly

- _AdOptmg measures such as sealmg wmdows w1th wire mesh mamtammg adequate v1g11ance

o -in the stack room(s) ensurmg adequate lrghtmg, and usmg electromc or magnetlc gadgets like :

i '-'-Z__-RFID for theft detectlon, along Wlﬂ'l CCTV surverllance

U Mk ¢ weanng ofrdentrty cards compulsory for uscr 1dent1ﬁca’uon

; . 'Apporutmg adequate staﬂ‘ accordrng to the srze and semces of the 11brary o
- Membershlp & Loan System e TS :

_Membersh1p

g -_*The Unrversrty Central lerary (Knowledge Resource Centre) shall effer membershrp consultatron::."

e servrces on books to the followmg categorres of users

_'._Any member of any of the authorrtres or bodres of the Umversdy sha]l be eh grble
Faculty members and adrmmstratrve staﬂ" of the Unwersrty shail have access

.::Research Scholars and students enrolled m the Umversn:y, recommended by Heads of .

o -:_-_'Departments shall be e11g1ble o

S -_'_-'Retrred teachers of the Unwersrty and emurent scholars partrcularly 1f they requ1re hbrary _.

o . access for therr research or. lrterary actrvrtles and have spec1ﬁc research pro;ects 0r acadermc"_:_';

S ;tasks that necessrtate the Umversrty Lrbrary facrhtres provrded thelr membershlp is approved o N

S 'j by the Viee-Chancellor

-i\/"rsrtrng Faculty and Vrsrtmg Scholars recommended by the Head of the concerned' _

o _' ' .-'Department sha11 be offered Lrbrary fac1l1t1es dunng therr stay, certzﬁed by the Department'_. :
L E'Temporary L1brary consultatron shall also be oﬁ"ered to members of the teachmg staﬁ" and, m :

- ._':exceptronal cases to students of afﬁhated colleges fora specrﬁc perrod recommended by their :_ S

-'Pnncrpals/Heads of thelr Instrtutrons Consultatron will -be provrded if the Prmcrpal/Head' -

e cert1ﬁes that Umver51ty hbrary resources not avarlable elsewhere are requ1red_

e _Lrbrary consultatron shall be extended to at least one user from other mstztutrons contmgent

S upon facrhty avarlabdtty and wrth approval of i mstrtutron membershrp by the Vrce-ChanceHor E

o '_; Thrs WIH mvolve a spec1al securrty deposrt and a monthly usage fee..




52 Borrowmo Entlt[ement

S 'The members shail be entltled to borrow books from the lerary accordmg to the followmg gurdehnes

| '_ --Category o No of Books Penod

: '._':'-_:'Under graduate ' 2 14 days P
o Post gra‘_i‘_‘?t‘? | :3:‘ : .'.::. :._."-:."'14-151&3/5 e

: Research SCholar 30d3_ys g

.. : .._Faculty | 90 days L

'-_.Other Members days g

5 : ..53 Overdue Rules : g } | | . S
_ g : Matenals borrowed from the hbrary shall be retumed on or before the due date Aﬁ:er the due date the: ..
o _"_:book bearer shall be requrred to pay overdue charges as ﬁxed by the umversrty Any exempuon o }

s -_-_-relaxa‘non shall be granted wrth wntten permrssron from the competent authonty In exceptlonal casesi- .. o

e : '_-or durmg need the hbranan may recall the book before rts due date
2 5 Loss or mut:]atron of documents by members

: .:._Members shaﬂ be responsrble for the damage or loss of books 1ssued to them Markmg and underlrmng:-'f_'_- G
e ‘the text tearmg oﬁ‘ pages or darnagmg books w1th water dust 011 etc. shaH be treated as darnage Any :

o ".'loss of a hbrary book rnust be reported to the crrculatron sectron 1mmedzately
i Loss ot damage of 11brary books/resources shaEI be compensated in the followmg ways

A - ':Lost documents shall have to be repiaced by the users L 5 .
' - ."_'_The Knowledge Resource Centre (KRC)/Lrbrary may assrst users in procurlng the document T
= - :.‘ Upon repiacement, the copy shall be grven the same access1on number aﬁer ensurmg it 1s ot g '
: _ofan earher edttron than the lost one B T
| '_ __“'.'The document and accessron regrster shall be marked wrth 'Thrs isa replaced copy smce the.'
g or1g1na1 docurnent is Iost' and the catalogue record shall be updated ..
e 'Photocoples of the lost document are not acceptabie i" i . o
Tf the lost: document is: not avarlable in the market, the user must pay the cost of the lost'.':
- i :document ’fhe hbranan 5 ]udgment 1s essentral in determrmng ﬂ’HS cost. For dehberate acts, the';- _.
. '-5'user may be charged double the cost at current exchange rates othermse the purchase cost_:-':_.'
i _' f'.'_plus a: 10% processmg fee shall be recovered ' e :
e ~ For expenswe (>Rs 10 000) or’ rare and valuable Iost documents the amount to be recovered

- : shall be decrded by the KRC Adwsory Commrttee on a case by-case baSlS Bt




.-'.If the lost document is part of a serial o rnultr—volume set, the cost of the complete volume/set
-_'_shall be recovered. _ _ L N |

For 1nd1v1dually pnced books/volumes ina senes the cost of the lost book in the series shall ..

R recovered e ' ' R o
- lf notrﬁcatron is made after the book is overdue the borrower shall also be liable to pay overdue':."

B _charges

o 55 ' .Loss of lerary Card (Borrower t[cket)

i Loss of a lerary tlcket shall be reported to the Crrcula’uon Sectron A new tlcket shall be 1ssued on'__
= normna] charges ﬁxed by the Competent Authorrty ' : ' :

- 56 Clearance Certlficate or No Dues

' '_"_Lrbrary books/matenals (trckets) shall be consrdered the property of the hbrary, and they shall be_ _

- ..retumed at the trme of obtarmng the cleara:uce certlf cate :

B Servnces :

i lmportant ser\uces practrced in the DAVU Lrbrary are:

On ]me Publlc Access Catalogue (OPAC)

o --_"The l1brary shall fuiﬁll the fourth law of hbrary science, i.6., SAVE THE TIME OF THE USER, by-_

: -;prowdmg the facrhty of Web OPAC (Onlme Public Access Catalogue) t6 access 11brary resources wrthm

: 'the campus As soon as new books are purchased and processed their brbhographrc descnptrorr shall
be added to the OPAC Two. termmals shall be dedrcated for readers to” use OPAC for their book'_"_

. _-_:_searches Addtttonally, thls facrlrty shall be avarl able on the INTRANET w1thm the Unrversrty Campus, .

i _ _beneﬁtmg students and faculty rnembers by prowdmg access 10 the catalog at their respectlve". o

L -'_departments and hostels

L -_62 Inter—lerary Loan '_

' ﬁ_': .'In the age of mforrnauon explosron, 1t shall not be possrble for lrbranes to buy or procure all the leammg :

: -_:'_resources whether they are e-resources or prmt materials such as books or Journals To satrsfy users’ -

o mforrna‘uon requrrernents hbrarres shall lend or borrow the requrred material whrch 1s not available in

" theirown collectrons through mter-hbrary loan serv1ces DAV Uruversrty Lrbrary prov1des Inter-Lrbrary:__.- :

L '.Loan servrce to 1ts users under the DELNET membershrp To utilize this servrce users shall send

" 'requests to the Incharge E—Sectron regardmg therr requrrements whrch shall then be forwarded to E

""_.:DELNET DELNET sha]l lerrd the requ1srte matenal for a. ﬁxed perrod Thts serv1ce is partrcularly

o useful for accessmg ra.re and out-of-pnnt materrals or ciosed pubhcatrons that are not easdy access1ble




= 63 User Orlentatlon Programme

o For the F1rst—year students an Onentahon Programme shall be conducted by the Lrbrary professronals .

: The purpose of conductmg thls programme shall be 16 mriake the- newcomers aware of various Library
- services prov1ded by DAV Umversrty Ltbrary They shall be tramed on’ how to ‘use the Web OPAC

| (Onhne Pubhc Access: Catalogue) to search for hbrary resources and how 1o locate these resources

: _They shail be mformed about the rules and regulatrons related to these services:
64 Current Awareness Servrces s | S

L Current Awareness Semces shall keep the iisers up—to date about thetr areas of mterest and in general .

: : DAV Urnver31ty Lrbrary also provrdes thls semce to 1ts users For th1s as soon as the new issue of the:__' ;

S '.'-";subscrtbed Journal is recewed the content page of the 1ssue shall be cuculated among the users of the -

e eoncerned areas through emad Trrnely announcements shall be gwen on addmg new Joumals or

S pubhcauons Thls serv1ce shall promote users mterest and maxmnze the use of hbrary resources

S . 6 5 Newspaper Clrppmgs

o ;'i'Under thts semce DAV Umversrty lerary shall crrculate chppmgs from daily newspapers related to-'- :

S educatlon to the faculty and students [

i _'.66 : Access to e—resources

:"_.'The umversrty hbrary shall subscnbe to a vanety of e-resources Though the whoie campus is W}—Fl o

i 'enabled and these e-resources can be accessed frorn anywhere on campus a separate sectron w1th 40 o

i 'computer termmals connected through N~computmg shalt be set up in the ewhbrary for users

o i 6.. g Reprographlc Serv:ces

o .The hbrary shall prowde reprograpluc serv1ces foits reglstered users at a Very nommal charge These"-_'."

S - sérvices shall be prowded only for 11brary documents that are typrcally not lent out. The photocopymg:""'

S ":_.charges shall be ﬁxed and revrsed by the Vrce Chancellor w1th recommendatlons from the lerary .

g :Ad\usory Comrmttee from tlme to tlme

s :_ | 7 Departmental or Semmar lerary

._ . ;Each Post—graduate Department of the Umversrty shail have 1ts Depaltmental hbrary The Head of the _
S Department shall be responsuble for the proper mamtenance and superwsmn of the Departmentai '

G :Library

g 8 Book Bank

o ': 1 Accordmg to the guldelmes of Pun_]ab Pollutlon Con‘crol Board a separate sectton in the llbrary shall be'

. . created for the creanon of a Book Bank of old books received from pass out students Thls section shall -

. be managed by Volunteer students wath the support of Acqmsmon Sect1on staff The books from this

P iBook Bank shall be 1ssued to needy or ﬁnancrally weak students or as’ per the gurdelmes of LAC.




9 Brallle SeCtlon s

e _'_'A separate Brarlle Sectlon shali be marntarned for vrsual]y 1mpa1red persons Thls sectlon shal} house

S - 3:-learn1ng resources m Bra111e Scrrpt 1nclud1ng ta"lkmg books edatabases (audlo) and accessmg devrces -

Liite enhance the servrces provrded

i ;._'-10 leral'y Tlmmgs e

'.::_-The urnverSIty 11bra1'y rernams open on all days 1ncIud1ng Sunday and Other off Days and the hbrary:';;_.:; =

f:fremaln closed on pubhc hohdays

= '.Opemng Detaﬂs Workmg Days Off days

e g _-':-.Study&Reference 9 30 am to 9 OOpm 10 00 am toS OOpm

"Transac‘uons i - _-9':3'0 am to 4 30 p m. ._'.5' :

'Durmg exams Library hrs extend further as per tnne-to—trme guldeimes ﬁ'orn the oﬁice of the:__':__.'_ o

Comp etent Authonty

11 Prohlbltlons 111 leral'y s

B g 'Z_;:Cases of 1ncw111ty or: any other farlure 1n servrce shall 1mmed1ate1y be reported fo the Lrbranan In hrs -

:":absence they shall be reported to the senior member of the' staff present Aruc}es such as’ SthkS i ki

:'-_-'_umbrellas boxes bags ramcoats books journa]s and other 1terns prohzbrted by the counter staff shall'_':-f-.

: _'be left at the property counter
Splttmg and smokmg are stnctly promblted _ _ S
: _':Enterrng the Ltbrary under the 1nf1uenoe of hquor or drugs _'; .'-_ -'.f_: R
'._...f'_.:Dogs/Pets shall not be ailowed oo i
S _';General Ruies S
. :_';::-Dlscusswn 1ns1de the hbrary shall not be permrtted

e He/She shaIl not wnte damage or mark any book belongmg to the Ltbrary

e -;A person responsrble for any damage caused by hlm/her to the books or any other property'_-_f':- g '

._ . belongrng to the Lrbrary shall be hable to pay the penalty nnposed upon hrmfher o
g '_ PerSOnal belongmgs shall not be allowed 1nsrde the Lrbrary i S o _
: 3"_-'_Usmg rnobrle phones and audro 1nstruments w;th or wrthout spea](er or headphone is strlctly___:-.'- i

o prohlblted on the llbrary prerruses

e "::.:_._Books and other matenals bemg taken out of the hbrary must ‘oe shown t the staﬂ‘ at the’; T

SRS 'entrance counter




The reader should check the books before borrowing to ensure they are not damaged. If a book
is found damaged or with missing pages, the borrower should have this recorded on the book;
otherwise, he/she shall be held responsible for any damage discovered upon returning the
books.

Photography is not allowed without prior permission from the competent authority.
Membership privileges of a user can be suspended for misbehavior with the library staff or for
indecent manners.

Members are encouraged to seek assistance from library staff in selecting reading material,
checking references, or searching for misplaced reading material.

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

Students found taking books out of the library without authorization commit a punishable
offense liable to disciplinary action, including the imposition of penalties.

Refreshments of any kind shall not be consumed anywhere in the library premises.

Maintaining silence in and around the library premises is mandatory.

e
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