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CtrNTRAL LIBRARY

Library Policy and Procedures

WORKING DAYS & TIMINGS

RULES

Sl. No Descripfion of

schedule

WorUng Doys Iimings

I

Librory Opening Hours
& Reoding Room
focility

Mondoy to Soturdoy 09.00 om to 10.00 pm

Sundoy 09.00 om to 05.00 pm
Holidoys 09.00 om to 05.00 pm

2

Circuloting Hours
(Book issue & return)

Mondoy to Soturdoy
(No circulotions during
Sundoys ond Holidoys)

09.00 om to 10.00 pm

SI. No Cotegory Rules Sub-rules

I Entry Entry Volid lnstitute Pholo ld cord/ Librory Smort
cord; Sign on visitor register on every entry
ond exit. Smqrt cord olone be used for entry/
exit, once RFID systems qre insiolled.

2 Librory Membership form Membership form will be provided to fill it up
ond submit to Librory

3 Books Books (Nos.) ollowed for

lssue

Only one book will be issued to one member
per instonce.

4 Periodicity of lssue Books other thon reference books will be
issued 1o oll members for o period of 7 doys
only.

5 Renewol of Books One renewol for o further period will be
permitted, if there ore no reservotions ogoinst
these books. For renewol, books hove to be
presented physicolly oi the librory counter.

Absence will not be occepted os on excuse
for ihe deloy in the reiurn of books.

6 Lote fine Return/ Renewol Books on time, other-wise
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penolty ottrocts/ imposed os given below:

'Books - tNR 5/- per doy

Mode of Fine Receipt for the poymenl of fine is beng
given, of the cosh counter of Accounts
Office/ where-ever exists in the compus

Book issues with proper

occountol
No student is ollowed to toke owoy the books
out of ihe librory without proper issue/ entry.

All books issued for home reoding will be
entered in computer/registers by the librory
stoff.

Reference Service Two (02) books of tfre lome t'rtte ore
mointoined in the Reference Seclion.

Books/ Documents not for

lssue

Reference Books, Enqrcbpedros,
Dictionories, Periodicols, Student project
Report, Dissertotions, Theses ond bock
Volumes will not be issued ond THEy ARE
ONLY FOR REFERENCE. Xerox is permitted onty
on permission from the Foculty lnchorge
Librory.

Precoutions to toke while

collecting the Book from

Librory

Members, before leoving the counter must
soiisfy them-selves os to whether the books,
which they intend to borrow, ore in good
condition ond ony domoge/morking should
be immediotely reported to the Librorion
foiling which the member to whom the book
wos issued lost will be held responsible.

Loss of lD cord Loss of lD cords should be reported
immediolely in writing to the Librorion ond lD
Number hos to be blocked in the Librory to
ovoid misuse of the cord. Duplicote cord will
be issued on poyment of Rs. 1OO (Rupees one
hundred only)

Before reporiing of lost cord, ony loss orising
from misuse of the cord will be the sole
responsibility of the cord holder.

Domoge or loss of Books All books ore to be used with core. lf o book
while under issue to onyone be domoged or
lost, the person in whose nome the book is

issued, will be held responsible for the cost of
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repoir to the sotisfoction of the Librory
Committee or replocemenl if the domoge
connol be sotisfoctorily be mode good. ln

the cose of irreporoble domoge to or loss of
o book which connot be reploced, the cost
so decided sholl be os per the cost of the
current edition ovoiloble in the morket
irrespective of the edition of the lost book.

14 Do not re-shelve Books Pleose keep lhe Books os ore where ore, ofter
your reoding. lf trolley is ovoiloble, pleose
leove them in the trolley kepl neor-by ond
pleose refroin from hiding & intentionolly mis-
shelving books

l5 Generol Eotobles/ Smoking

Prohibited

Eoting / Smoking/ Chewing items ore strictly
prohibited in Librory premises; Woter Bottle is

ollowed

t6 Cell Phone Switch off or keep in silent mode. Pleose toke
your conversotion of the sloir cqse lobby or
outside librory premises/ building

17 Be Quite/ Behoviour Absolute SILENCE is to be observed. Reoders
in the librory ore prohibited from engoging in

conversotion; misusing/defocing the furniture
or conducting discussions ond
morking/highlighting in the librory moteriols

{books / journols etc) in ony monner

r8 Furniture ond Equipment in

intoct position

Librory equipment ond furniture ore for oll
librory users. Choirs ond toble in the librory ore
to be used for the purpose thot they ore
provided for. Users ore requested noi to
misuse the furniture for ony oiher purpose like
sleeping, stretching, etc.

Pleose leove equipment of their respective
ploce. lf you need some thing extro, pleose
inform Librory stoff

t9 Personol Belongings Keep Personol Belongings of the Property
Counter. Bogs, briefcoses, loptop bog etc
ore NOT ollowed to be token inside the
librory. They con be deposited in lhe property
counter provided neor the entronce of the
librory ogoinst token.

W
-slcq l'z %;'rG-



20 Good Behoviour Persons moking use of the librory sholl observe
the regulotions.

21 Use of Computers Do not use computers for goming ond movie
purpose. Unscrupulous use moy leod to
borring from Librory.

22 Security Check Present 'outgoing documents' to Security for
security check

23 Comploints, if ony Any comploint regording issue of books,
periodicols etc sholl be mode by the students
concerned to the Foculty lnchorge Librory [n
writing. The Librorion must report to the
Foculty lnchorge Librory, immediotely when o
book is corried without outhorizotion by the
student outside the premises of the librory.

NOTE: The Librory Committee is empowered to moke/ chonge ruies from lime to time
whenever situotion worronts.
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