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1. LIBRARY POLICY 

 

1 Vision 

 To develop reading habits among the students, staffs and teaching faculties. 

 To serve the society by providing free access to different books for   enhancement of 

knowledge. 

 To incorporate and equip with the latest technology and adopt user friendly approach towards 

students and faculties. 

2 Working Hours 

2.1 9.00 AM to 5.00 PM on all the working days (Monday to Saturday) 

2.2 Library remains close during the government holidays. 

3 Classification Scheme 

3.1 Dewey decimal classification (19th Edition) 

3.2 Cataloguing according to AACR-2 

3.3 MARC – 21 for bibliographic description 

4 Library Management Software 

4.1 SOUL-3.0 (software for University/College) 

4.2 D-space for digital library Management 

5 Facilities 

5.1 Open Access System: Allow students to go to the stack room 

5.2 OPAC (Online Public Access Catalogue) module to find out the status of books 

5.3 Borrowing Book facilities 

5.4 Reference section 

5.5 Periodical Section 

5.6 Book Bank  

5.7 Digital Library 

5.8 White Smoke Plagiarism Software 

5.9 Reprographic and Printing facilities 

5.10 Internet Facilities 

5.11 Stack guide 

5.12 Arrangement of shelves according to class number 



5.13 Individual user Id to each user’s 

5.14 Reservation facilities for best use of books 

5.15 Digital Repository 

5.16 Bar code sticker on the book and user id for fasting the circulation system 

5.17 Information Display board 

5.18 Other Services includes separate rooms for teachers and students, drinking water 

facility, toilet facility, newspaper corner etc. 

5.19 Newspaper Clipping 

5.20 Suggestion box 

5.21 Books and Journals for Career guidance 

5.22 Best Reader Award 

5.23 Internship facility 

5.24 Special Area Differently abled users 

5.25 Question Bank Facilities: Previous year question paper in both physical and pdf 

format 

5.26 Orientation Programme for new users 

5.27 CCTV Cameras 

6. ICT Services 

6.1 College library automated 

6.1.1 SOUL 3.0 is used 

6.1.2 OPAC 

6.1.3 Main Server 

6.1 4 Networking of computers: four number of computers are connected to the main server 

6.1.5 Reprographic and printing facilities is available in the library 

6.2 Soft Copies of previous year question papers are available 

6.3 Library provides free internet access to its users. 

7 Safety and Security 

7.1 Library has single door for entry and exit 

7.2 Digital Gate Entry facilities 

7.3  Issue and return of resources: Automated Circulation system is there for issue and return of 

resources. Following table shows the borrowing pattern of users 



Sl. 

No. 

Type of Membership Book 

Entitleme

nt 

Duration 

(Days) 

Renewal 

1 H.S. Students 2 15 Renew   on 15 days 

from the issue of book 

2 U.G. Students 2 15 Renew   on 15 days 

from the issue of book 

3 Post Graduated 

Course 

2 15 Renew   on 15 days 

from the issue of book 

4 Teaching Staff 5 30 Renew   on 30 days 

from the issue of book 

5 Non-teaching Staff 5 30 Renew   on 30 days 

from the issue of book 

 

7.4 Rules and Regulations 

7.4.1 Library will remain open from 9.00 AM to 5 PM on all college working days.  

7.4.2 Before entering into the library, members have to deposit their belongings, other than note 

books in the property counter. 

7.5 A member will have to show the library/identity card at the main entrance before entering into 

the library. 

7.6 Before entering into the library, the gate register is to be signed legibly. 

7.7 Books borrowed by the library members may be recalled by the librarian at any time. 

7.8 Borrowers must satisfy themselves about the physical condition of the book before borrowing, 

otherwise they will be held responsible for any damage or mutilation noticed at the time of 

returning. 

7.9 Books will be issued to the students’ members for 15 days. An overdue charge of Re.1/ for each 

book per day shall be levied on a member, if a book is kept beyond the loan period. 

7.10 A member must produce his/her identity card & reader’s ticket at the time of borrowing. 

7.11 The membership card and the reader’s ticket are not transferable. 

7.12 No reference books, rare books & periodicals shall be issued to members. 

7.13 Silence should be strictly maintained in and around the library. 

7.14 Prior permission from the librarian and signing in the registers are required for using the 

following library facilities. 



7.14.1 Use the computer (internet) in the digital library chamber. 

7.14.2 Use of Laptop and I-pad in the library.  

7.15 Mobile phone should be kept in silent mode in the library. 

7.16 Decorum & discipline should be maintained in the library. 

7.17 Disciplinary   action will be taken against anyone who will be caught practicing unfair 

activities like spitting in and outside the library premises, use of tobacco products, writing on the 

walls and reading tables, creating disturbance inside the library etc. 

7.5 CCTV Camera: The library is under the CCTV surveillance. 16 nos of camera are installed for 

security purpose. 

7.6 Clearance at the end of the year: A clearance certificate is provided at the end of the session 

(Returned the library card to the students when they clear their transaction) 

7.7 Stock verification: During the semester break sometimes stock verification is done. But due to 

lack of man power it is quite impossible. 

7.8 Antivirus software: Antivirus software is used in the computer systems for security purposes. 

8 Activities of the library 

8.1 User Orientation Program: At the beginning of the new academic session new students are 

oriented about the facilities and services of the library.  

8.2 Display of new arrival: regular activity of the library 

8.3 Best Reader Award: Every year the college library offers this award 

8.4 visitors Feedback: Visitors feedback is also taken  

9 Services of the library 

9.1 Current awareness service: Offer to the students (interested students) 

9.2 Career corner: Books on the competitive exam 

9.3 Newspaper Corner: Newspaper on both Assamese and English language 

9.4 Book on application: We allow students to keep books during the examination period. 

9.5 QR code of new arrival: Prepare QR code for the new arrival and others 

9.6 Training to the staff: Trained the library staff on different management aspects (Book shelving, 

arrangement, circulation etc.) and it is a continuous process. 

9.7 Digital Library Services: Software used D Space 

9.8 Free internet facility: Students are allowed to use the internet facility in the library. For this 

purpose, a separate section is there in the library and 11 computers are installed. 

 

10.  Library Maintenance 

10.1 Working Hours: The library remains open from 9 a.m. to 5 p.m. on all working days 



10.2 Regular stock checking  

10.3 OPAC to find out the status of books 

10.4 Bar code enabled identity card is used 

10.5 Display of new arrivals 

10.6 Library Committee Meeting: The meeting of Library committee is held in four times in a year 

10.7 Reprographic and printing facilities 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2. SNAPSHOTS OF LIBRARY RESOURCES 

 

SOUL 3.0 SCREEN SHOT 

 

 

 

 

 



 

 

 

 

 

 



 

 

 

N-LIST LANDING PAGES 

 



 

 

 

E-SODH SINDHU 

 

 

 

 

 



SUBJECT WISE SHELVING OF BOOKS 

 

 



 

 

 

 

 

 

 

 

 

 



DRINKING WATER AND WASHROOM FACILITIES IN LIBRARY 

 

 

 

 

 



REFERENCE SECTION

 

 

 

 

 

 

 

 

 

 

 



READING ROOM FOR GIRLS 

 

 



JOURNAL SECTION 

 

 



 

 



 



 

 

 

 

 

 

 

 

 

 

 

 



TEACHERS READING ROOM 

 

 

 

 

 

 

 

 

 

 

 



ISSUE AND CIRCULATION CENTRE 
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