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I. INTRODUCTION
The SUC Library was established in 1990. The Library caters to all the students, faculty and staff of SUC to pursue higher studies and research in accomplishing their degrees as well as the local community. The Library provides conducive learning environment in teaching and research programs of SUC by acquiring and making available all learning resources. The sole objective is to serve the right information to the right user at the right time.
SUC Library strives to enhance the personal growth of students and contribute to the development and sustainability of students, faculty and other members through free access to ideas, information, educational and scientific research, cultural experiences and educational opportunities.
II. GOALS
a. To plan, develop, procure and maintain adequate library resources for smooth operation as per SUC’s strategic plan. 

b. To provide a learning environment conducive to academic needs along with regular updating of learning resources.
c. To orient the students, faculty and staff with regards to the usage of library resources and use of new technology in Library.
d. To disseminate relevant and updated information to faculty, students and staff.
e. To provide users with prompt offline and online services.
f. To conduct regular LRDC activities, maintain records and report.
III. STRUCTURE OF LIBRARY DEPARTMENT
The Library of SUC is managed by the Head-Librarian. The Head-Librarian is involved in the functions such as to plan, design, develop, procure & maintain adequate library resources for smooth operation as per SUC’s strategic plan. The Library also involves in number of activities such as user training and updating the information requirements of SUC. It provides online and offline information and disseminates to the respective departments.

a. Library Resources Development Committee (LRDC)
The guidelines for the Library are provided by the LRDC. The SUC Library conducts its operations under the guidance of Head-Librarian with his team and fulfills the academic requirement of students, faculty, staff and community.

To plan and suggest improvements of the library resources and services the LRDC approves and implements decision for increasing the utilization of library resources and also assist in weeding policy.

Library Resources Development Committee consists of the following members:
i. Dean (or his nominee)

ii. Head–Librarian
iii. Nominated Faculty members (BBA Program & MBA Program) –maximum of three

iv. Head Finance Department

b. Library Organizing Chart
IV. COLLECTION & DEVELOPMENT
a. Objectives
The primary goal of the Library is to support objectives of SUC.

The objectives of collection development are:
i. To support the SUC curriculum,

ii. To strengthen the collection, and

iii. To provide for the research and information needs of the SUC community.
b. Selection Responsibility
The process of selection, acquisition and organization of library resources is a cooperative venture between the LRDC Committee which comprises of faculty members of different subject areas, Dean, & the Head-Librarian. The acquisition is accomplished through the submission of requests by the faculty. These requests are approved by the LRDC Committee, and Dean.
c. Fund Allocation/ Budget
It is the responsibility of the LRDC committee with due approval of Finance Dept to allocate the budget for library collections as per the strategic plan of SUC. The funds available for online databases which include online journals and audio-visual materials are divided equally among different subject areas of study. The budget is finalized each year in the month of July/August for the next academic year.
d. Selection Criteria
The following criteria apply to selection of materials (excluding periodicals) for the library collection:

i. Support and enrichment of the curriculum of the SUC

ii. appropriate academic level

iii. strength of present holdings of subject area

iv. authority, including reputation of author and publisher

v. availability and price

Other guidelines for selection:
vi. Textbooks are purchased when they have inherent value to the collection as a reference work or authoritative source.

vii. Multiple copies of titles are purchased only under unusual circumstances.

viii. Paperback editions of books are purchased if available, and then sent to the Library Bindery for binding.

ix. Materials are selected in a wide range of formats. Hardbound and paperbound print, a variety of electronic formats, audio-visual, etc. When multiple formats are available, the Library avoids duplication in most cases. Decisions on choice of format are based on ease of use, the need for simultaneous users, preservation, storage and price.

x. Consideration to replace lost or damaged materials is based on availability, significance to the collection and previous use.
Items selected for acquisition are typically chosen from reviews in professional journals (i.e. Choice) and publisher announcements.
e. Periodicals
The Library acknowledges that periodical subscriptions represent an ongoing commitment; therefore, budgeting and selection differ from that involved in purchasing periodicals. The selection of periodical title does involve a prospective longstanding commitment, and because of annual increases in subscription rates, the acquisition of a periodical title receives substantially more consideration than the acquisition of a single periodical.
Some or all of the following criteria are used in evaluating periodical titles for acquisition or cancellation:

i. Support of present academic curriculum

ii. Present use of this or other periodicals in a subject area

iii. Projected future use

iv. Price, projected availability of funds

v. Reputation of journal and/or inclusion in a prominent abstracting and indexing source.
f. Magazines
The Library also subscribes to several magazines related to different subject areas mainly on global news, trends in education, tourism, wildlife and other recreation magazines for its students. The selection is done by the LRDC keeping in view the authenticity and popularity of the magazines.
g. Electronic Resources
The Library is well equipped in terms of providing electronic resources in the form of E- journals and electronic databases. The Library has 25 computer terminals especially for electronic resources access and has been named as E- library area. The effectiveness ease of use and multi user access procedure guides the selection, acquisition and maintenance of electronic resources. Electronic resources are provided to support the instructional program and research needs of the SUC community.
The selection of electronic resources is the responsibility of the Graduate Professional Librarians and trained support staff working in coordination with faculty and staff in other departments of the SUC.
The primary criteria for the selection of electronic products are the extent to which it is relevant to the curriculum; improves the overall library collection; and/or enhances the user’s access to information. Other factors considered during the selection process are:
i. Compatibility of the resource with existing hardware and technical support 

ii. Licensing restrictions and costs 

iii. Ease of use 

iv. Multi user quality

v. Data ownership 

Electronic databases are evaluated annually paying particular attention to changes in the databases and in the needs of the SUC community.
h. Non Print/ Audio Visual Resources
The Library acquires reference resources available via CD-ROMs, DVDs audio and video Cassettes, software and other non-print formats based on similar criteria as print and audio-visual materials. Acquisition of these resources is based on appropriateness and compatibility. These non print resources are effective tools in teaching methods and are used extensively.
i. Gifts
The Library will accept gifts with the understanding that they will not necessarily be added to the collection. The material will be evaluated by the same standards of the selection as those used in the purchase of new materials. Gifts, which do not comply with the Library’s objectives and policies, will be refused. The Library does not set aside special sections for any gift books or accept books on indefinite loan. The Library reserves the right to discard any and all gifted books and journals. The Library accepts donations of materials with the understanding that any materials deemed inappropriate to the collection will be discarded or may be returned to the donor upon request. A gift plate identifying the donor is inserted in gift materials or items purchased with gift funds.
j. Intellectual Property Rights
The Library seeks to provide information to the SUC academic community that encourages the development of analytical, critical and creative thinking skills. In order to provide such a collection, the Library supports the Intellectual property rights and copyrights of all the materials as per the UAE laws.
k. Censorship
The selection of library books and materials is based on the library user’s right to read and his freedom from censorship by others. Some library materials are controversial and may offend some persons. Selections for the library will not be made on the basis of anticipated approval or disapproval, but rather on the merits of the material in relation to the building of the collection, and to serving the interests of the users and supporting the curriculum.
The Library holds censorship to be a purely individual matter and declares that while anyone is free to reject for himself books and other materials of which he does not approve; he cannot exercise the right of censorship to restrict the freedom of others.
Should a person challenge library materials, he will be expected to complete a request for reconsideration of library resources. Upon completion of this form, the Head-Librarian will make an evaluation of the request.
V. ACQUISITION PROCEDURES
a. Orders
i. Requisition forms are available in the portal and should be completed by faculty members and submitted to Head-Librarian who in turn gets approval from Dean. Each form must have all three signatures before the order can be placed.
ii. The technical services assistant Checks the requisition forms and searches the OPAC to verify that the library does not already hold the title. If the Library already has a copy, the call number is written on the order card and sent back to the faculty member.

iii. After the forms have been Checked in OPAC, the acquisitions assistant searches each title in books in print to verify the accuracy of the information on the card and to verify the availability of the item. Each order card must include the ISBN number, author, title, publisher information and price.
iv. The order cards are then entered into a database, listing the title/author, the ISBN number and the price. After the prices are totaled, a list is printed to attach to a purchase requisition for the Finance Department.

v. When the purchase order is received from the Finance Department, the librarian enters it into the budget spreadsheet. After the order is placed, the forms are kept in files. The purchase order number is written on each form, and the forms are filed by purchase order number. The purchase order is attached to the purchase requisition and placed in a file to await receipt of the items.
b.    Receiving and Invoicing
i. The Acquisitions assistant Check the items received to verify accuracy of shipment. The order card is matched with the item, and a processing slip listing the date received and the price of the item is placed in a pocket with the order card to be given to the Librarian. A tattle tape is inserted in the item if needed. The item is then received and invoiced in LibSys.
ii. The Acquisitions assistant notes the date received the budget account and the amount to be paid on the invoice and then prepares a Cheque request for the Finance Department. A copy of all documentation is retained for library records.

iii. The Cheque requests are then given to the Librarian to be entered into the budget spreadsheet.
VI. CATALOGING
The Library collections including print and non prints are cataloged electronically through the Library Management software called LibSys  using the Dewey Decimal classification (DDC) system 22nd edition and subjects heading are given through Library of Congress Subject Headings(LCSHs) 30th edition. The only exceptions are periodicals, which are arranged in alphabetical order by title. Bibliographic records are exported from LibSys to the Online public access catalog (OPAC), ensuring that the records meet national bibliographic standards. The bibliographic records are available in the Anglo American Cataloguing Rules II (AACR II) format and are also available in mnemonics format. All the details are maintained in the Accession Register.
a. Dewey Decimal Classification (DDC) Scheme explained
i. 000 Computer Science, Information & General Works

ii. 100 Philosophy & Psychology

iii. 200 Religion

iv. 300 Social Sciences

v. 400 Language

vi. 500 Science

vii. 600 Technology

viii. 700 Arts & Recreation

ix. 800 Literature

x. 900 History & Geography

This scheme follows a decatomy hierarchical structure and further each class is divided into 10 subdivisions.
b. OPAC (Online Public Access Catalogue)
The Library’s collection is managed through the LibSys online Catalog system known as OPAC or Online public access Catalog.  The Library is able to manage its acquisitions, cataloging, circulation and public access using this system. After library materials are cataloged electronically using the online public Access Catalog (OPAC) database, the bibliographic records are exported to website for use by the library users. The OPAC includes local information for our Library (barcode number, collection, bibliographical details, call number, copy/volume number, holding library and format type).
c. Cataloging Procedures: Rental and Reference Books
i. All reference books, a barcode with protector tape pasted on the back cover. For rental and reference books used in circulation is fixed with barcode and a protector tape on the back cover.

ii. The Librarian then logs on to LibSys and enters the bibliographic records of the book. After that suitable subject heading from the Library of Congress subject headings a call number from DDC 22nd edition is given. A tag is added to the record, which includes local information for our Library (barcode number, collection, and call number, volume number, holding library, and price and format type). Barcode labels are printed and pasted for reference books with the accession numbers provided to each book. Whereas for rental collections, the accession number is preceded with RB and pasted. All theses entries are automatically added to the record in the OPAC and it is automated through LibSys software.

iii. All these activities are performed by the technical services assistant or by Library Assistant before shelving the books in order.
d. Cataloguing Procedures: Serials
The Serials/Journals details like volume, issue and year are entered in an accession register called “KARDEX” and the same are maintained in the Library.

e. Cataloguing Procedures: Audio Visual Materials
The Librarian logs on to LibSys and enters the bibliographic records of the AV Materials. After that suitable subject heading from the Library of Congress subject headings and accession number is assigned to each AV material. A tag is added to the record, which includes local information for our Library (barcode number, holding library, and price and format type). Two barcodes are printed and pasted each on the back cover of the AV Box and on the material.
VII. CIRCULATION
Library Use
The Library is open to the faculty members, staff, students, and alumni and even to outside members who are engaged in research activities for use of the collection.
a. Borrowing Privileges
Borrowing privileges are available to SUC faculty, staff and currently enrolled students, as well as alumni and outside members who can avail membership for their research purposes. The SUC provides identity cards to each student which is also used as a membership cards or library cards for issuance/return of books and other materials. The ID card is scanned with barcode technology and the books are issued with the help of Circulation module of LibSys (Library database management software). For the faculty members, staff and other members’ special identity card or membership cards are developed through the LibSys and the same is maintained in the Library for the members borrowing record.
b. Borrower or Library Membership Cards
Individuals must complete a registration card and update their individual registration or ID card in the LibSys software using the barcode technology in order to borrow materials from the Library. For faculty, staff and currently enrolled students, barcodes are attached to SUC identification cards at the beginning of each semester or any other convenient time. This card must be presented for all borrowing transactions. Library cards are issued to outside members if they have annual membership or alumni membership of the Library. For such members library membership comes at AED 250 annual charges with a security deposit of AED 500 (refundable).
c. Borrower Confidentiality
The SUC Library protects the confidentiality of each member. The Library staff will not disclose information regarding any member’s circulation record, i.e., what materials are Checked out to whom. If a book is urgently needed, the staff will attempt to contact the member about returning the item.
d. Circulation Policy for MBA Program, BBA Program and other Members Borrowing Materials, Loan Periods and Returns
The number of books to be issued and loan period is classified into 4 broad categories. They are as follows:
i. BBA Program
ii. MBA Program
iii. Faculty and Staff

iv. Others include CPD students, Alumni and outside members

i. Membership Fees

The Library fees for SUC student is included in the annual fees as per the institution policies. The alumni and outside annual membership charges are AED 250 with a security deposit of AED 500 and it has to be renewed each year.
                        Collection of core text books from library is the responsibility of the  

                        Student and no refund of utilisation fee will be made.

ii. Rules for Circulation of Print Materials

	Membership Type
	No. of Core Text Books
	Loan Duration
	No. of Reference Books
	Loan Duration

	MBA Program
	3
	Permanent
	3
	7 days

	BBA Program
	5
	Semester
	2
	7 days

	CPD
	Kits
	Sale
	Manuals
	Sale

	Alumni & others
	N/A
	N/A
	2
	7 days


Due dates are stamped in the Check out leaflet which is at the end of the book upon Check out.
iii. Rules for Circulation of Non-Print Materials (NPMs)

The students cannot check out any audio visual materials from the Library. They can use the Audio Visual materials like CDs, DVD, Cassettes materials in the Library with the permission of their respective faculty. Students may use audio-visual materials in the electronic library area of the Library. Materials must be returned to the circulation desk during library hours after use.
iv. Renewals

Users may renew any materials borrowed from the Library provided that no other person has made a request for the item. Two renewals will be allowed for any issued materials. On-campus students must present the book and a current identification card at the Circulation Desk. Requests for renewals by telephone will only be accepted from students who attend all of their classes’ off-campus.
v. Late Fines

The Library charges fine of AED 1/= day for overdue books from the students.
vi. Penalty for Damages/Lost

The cases of penalty for any damage or lost of any item will be referred to Head-Librarian for action.
e. Circulation Policy for Faculty & Staff
The faculty members can avail library books by observing the following circulation policy.
Categories of Faculty

i. Regular Faculty

ii. Part-time Faculty

i. Rules for Circulation of Print Materials
The categories of members and their privileges are as follows:
	Category of Faculty & Staff
	Max. no. of books
	Loan Duration

	
	
	

	Regular
	10
	120 days for core text (15 days for reference books)

	Part-time (For more than a year)
	4 (2 core text & 2 reference books)
	120 days for core text (15 days for reference books)

	Staff
	4
	15 days for all books


Note: All reference print materials including reference books, current issues of periodicals, bound volumes of periodicals, reports, manuals etc. will be issued for fifteen days only. The faculty will have to return the materials before due date in case of demand by any other member of the Library.
All core text and reference materials borrowed by the faculty have to be returned to the library at the end of each academic year.
ii. Rules for Circulation of Non-Print Materials (NPMs)
Non- print materials (NPMs) in the collections of Library include items such as DVDs/CDs/Videos/CDs/ Video Cassettes, Audio Cassettes, Slides etc.

1. All audio-visual materials will be issued to the faculty for the classroom demonstration only through the computing department who would display the material as per faculty requirement and then return to the Library. Items can be retained maximum for seven days only.

2.  Lending period:  Seven days only.
iii. Renewals

Issued documents and other items are renewable, provided there is no demand for the material by other members. Two renewals are allowed for any issued material.
iv. Penalty for Damages/Lost
The cases of penalty for any damage or lost of any item will be referred to the Head-Librarian for action. The actions range from hefty fines to debarring from Library for a semester.

f. Non-Circulating Materials
Reference books like dictionaries, encyclopedias, atlas, maps etc., are not circulated by the Library.
g. Security
The Library is very strict on any theft/ wear and tear of library collection. Proper actions will be taken against those who violate any Library rules. The actions range from hefty fines to debarring from Library for a semester.
h. Clearance Certificate/ No dues certificate
All those who leave the organization must return, replace or pay for all outstanding print and non-print materials that they have not returned to the Library. SUC Library will issue the clearance certificate to any faculty member only after he/she returns the borrowed materials from the Library.

VIII. WEEDING POLICY
The Library holdings are evaluated to identify inappropriate or outdated materials. This process is accomplished through a cooperative effort between the Library staff and the academic faculty. Faculty members who are in the LRDC have the responsibility of weeding outdated or inaccurate materials in their area of expertise. The Library staff is responsible for removing multiple copies, multiple editions, outdated materials and worn or damaged materials.
a. Basic Criteria
The main criterion for discarding books from reference collection is their lack of use. The following factors are also important and are considered by LRDC Committee:
i. Obsolete and/or inaccurate material

ii. Subject no longer of current interest

iii. Poor physical condition

iv. Old edition is no longer appropriate within current environmental context
v. Whether the title to be discarded is part of multi-volume set or series
b. Frequency of Discard
i. 2% of stock annually
ii. Dissertations after 3 years of submission

iii. As an ongoing collection management tool for each collection area
c. Retention (what not to discard)
i. Seminal works and selected copies of dissertations (approved by the Faculty)

ii. Local study material
d. Disposal of Withdrawn Stock
i. Last copies of material in good physical condition are offered to members of the Library
ii. Withdrawn books shall be handed over to any needy universities or institutions or ogranisations or recycling agencies
iii. Other material may be offered for sale at the Library’s discard through exhibition

iv. Material in poor physical condition is disposed
e. Considerations for Periodicals
i. Incomplete and short runs of a title may be withdrawn particularly when the title is   not received currently.
ii. Titles which contain information that is not useful long-term, such as newsletters and trade magazines, usually have automatic discard patterns established such as "latest two years only retained".
iii. Annuals, biennials and regularly updated editions of guidebooks, handbooks, almanacs and directories have a de-selection pattern established depending on the value of the information contained retained in the earlier editions. Often one or two older editions are kept in Reference and/or Circulating collections.

iv. Duplicate issues of journals and magazines are discarded when a volume has been bound.

IX. CONSERVATION, PRESERVATION AND RESTORATION
Library materials are expensive to purchase, to process, and to house. SUC Library acknowledges the necessity of preserving all holdings. The Librarians will consult with the LRDC to determine what action should be taken with damaged books or other damaged materials. The Librarian will help to determine an emergency plan and oversee the initiation of action should an emergency arise.
a. General Principles
i. Care and handling of library materials will be stressed to library employees and library users.

ii. Temperature and humidity controls will be sought for library materials.

iii. Book repair will be provided for materials damaged through rough use, heavy use, or accident.

iv. Binding will be used to preserve periodicals and other materials as needed.
b. Replacement of Lost, Damaged, Missing and Torn Library Materials
i. Books
The Librarians are responsible for making decisions regarding the replacement of lost, damaged, missing or worn library materials. The librarian will determine whether to replace a specific book or purchase a comparable book guided by the following considerations:
1. Does the material being replaced meet general library collection policy?

2. Does the frequency of use justify replacement?

3. Is the item used for class reserve reading or is it on a faculty recommended reading list?

4. Is the item listed in Books for SUC Libraries or other recommended book lists?
ii. Periodicals
Library staff will identify lost, damaged and missing serials and will take steps to replace these materials. Decisions to replace annual, biennial and irregular serials will be handled according to the policy for monographs described above with the Acquisition Librarian having the responsibility to order replacements.
The following serial items will not be replaced when lost or damaged:
1. Newspapers and newsletters

2. Titles that are not held permanently

3. Titles that are not indexed
Since back issues may be expensive, the decision to replace will be guided by the following considerations:
1. Does the material being replaced meet general Library collection policy?
2. Does the frequency of use justify replacement?
3. Should microforms be purchased rather than replacing paper issue(s)?
4. Is the periodical readily available elsewhere, including full-text sources available to Johnston Memorial Library users?
5. Does the information in the particular title have lasting value?
6. Is the lost or damaged piece more than five years old?
X. LIBRARY FACILITIES & SERVICES
a. Library Services
Library is providing the following services to the users:
i. Online Public Access Catalogue (OPAC)

ii. Internet/CD ROM Search Assistance

iii. Online Resources Services (EBSCO, E-Library)

iv. News clipping Service

v. Reference/Referral Service

vi. Current Awareness Service (CAS)

vii. Selective Dissemination of Information (SDI)

viii. Query Based Service (QBS)

ix. Table of Content
b. Library Timings

The Library is open with all facilities and services for the students from 9.00 A.M to 10.00 P.M on all workings days and also on weekends from 9.00 A.M to 7.00 P.M
c. Newspaper Clipping Service
The Library also subscribes to several newspapers and has a special service of newspaper clipping in which important news related to the subject areas is clipped and is maintained for future reference. This is done by the Library staff with the help of faculty from different subject field on daily basis. (List of newspaper is given in the appendix)
d. SDI/CAS Services
The Library offers Selective Dissemination of Information (SDI) and Current Awareness Service (CAS) through news update, library information service, mails, seminars, orientation and through reference desk.
e. Discussion Rooms
There are four rooms for students’ discussion and one big room for the faculty members. The rules and regulations are as follows:
i. The rooms for students have to be reserved in advance. The group which wants to use the rooms for discussion should give their names and the time for use at least one day before the requirement.

ii. The rooms are for studies and group discussions purpose only.

iii. If the group wants to use the bigger room for discussion they need a written permission from the faculty members.

iv. The faculty members can use the rooms at their leisure.
f. Online Resource Service
The Library is equipped with 25 computer terminals with internet access. Students can access online databases subscribed by the library here. This database gives access to 5000 e-journals.
g. General Rules of the Library
i. Silence should be maintained in the Library.

ii. Spitting, smoking and other offensive or objectionable practices are strictly prohibited.

iii. Cell phones should be switched off or kept in the silent mode with in Library premises.

iv. Library ID Cards should be shown at entrance & also on demand whenever there is a Check.
v. Library ID cards/borrower cards are not transferable. Books are issued against borrower cards only on production of their own Library ID card.

vi. On completion of course No dues Certificate will be issued only on surrender of Library ID card / borrower’s card.

vii. Overdue charges will be collected if book is not returned by due date.
viii. If book is lost borrower is responsible to replace the book or pay latest market price. If title is out of print price will be charged as per Library norms.

ix. No eatables are allowed in the Library.

x. Violations of Library rules can lead to hefty fines / debarred from Library.

xi. Playing games, downloading games, software, music /video files is strictly prohibited in the electronic library area.

xii. Library computers are meant for library search only and students are allowed to work on their assignments also.
XI. PERFORMANCE MEASUREMENT OF LIBRARY
The Library conducts feedbacks at the end of each academic year regarding utilization, infrastructure and other issues. The feedback report is effective in measurement of the various issues and requirement related to the library. The report of the feedback is evaluated by the LRDC committee and makes it suggestions and recommendations depending upon the findings of feedback.
XII. APPENDIX
UPDATED STATUS OF LIBRARY RESOURCES*-AS ON 21 JUNE 2012
	Material 
	2012

	Reference Books
	15147

	Titles of References (approx.)
	7782

	Dissertations-as on 1.5.12
	420 

	Scientific Journals
	21

	Magazines
	13

	Association Memberships & E-Databases
	07

	CDs/DVDs
	240

	News Papers
	11

	Internet Terminals
	25

	Internet Terminals for staff use
	03


* For more details please get in touch with Head-Librarian.
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