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ABOUT JAIPURIA LIBRARY 

LIBRARY'S VISION AND MISSION 

 

VISION 

The library's mission is to organise and make knowledge resources accessible in a way 

that promotes lifelong learning, creativity, and research. Through academic excellence 

and information literacy, it seeks to enable researchers, faculty, and students to become 

leaders who will advance society. 

 

MISSION 

To provide cutting-edge infrastructure and diverse resources that support research, 

innovation, and academic excellence. The library fosters information literacy, lifelong 

learning, and ethical use of information while offering personalized services and an 

inclusive environment. By aligning with national and international standards, we ensure 

a user-centered approach that enhances research, creative thinking, and professional 

development. 

1 INTRODUCTION 

 
The library is vital for academic and research at the university, it fosters intellectual 

pursuits. Its services adhere to high standards and are accessible online. The library 

enriches the academic community with updated resources, boasting a diverse collection, 

including printed books, e-books, journals, and databases. Automated with Koha 

Library Management Software (LMS) and Library Policy guides its functions, aiming 

for clarity, uniformity, and improved efficiency and services. 

 
The purpose of the library is to identify, assess, acquire, process, and provide access to 

learning resources for its users. The library is dedicated to achieving these objectives 

with the utmost level of professionalism and dedication. 

2 LIBRARY OBJECTIVE 

 
The main objectives of the Library of Jaipuria Institute of Management, Lucknow, are 

stated as the following: 

• To foster an inclusive learning environment by ensuring equitable access to 

knowledge for all users. 

• To develop innovative services that anticipate and respond to evolving user needs. 

• To actively collaborate with academic departments to align resources with 

institutional priorities. 
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• To empower users with advanced information literacy skills through training and 

workshops. 

• To adopt sustainable practices for managing library resources and infrastructure. 

3 LIBRARY COMMITTEE 

 
Additionally, the library committee assists the management in organising and enhancing 

the library's operations. It is an effective way for library users to interact and 

communicate with the library system. Facilitating and maintaining relationships 

between the academic community, the library, and the institution's management is the 

library committee's primary goal. The members of the library committee are selected by 

the head of the institution. 

 

MOTO 

 

3.1 Composition 

 

The Library Committee consists of the following members: 

Members of the Library Committee include the following: 

1. Chairperson (Library)  

2. Co-Chair (Library) 

3. Librarian as a Member Secretary 

4. Library Staff as Members 

In addition to the above, the Chairperson may nominate additional members on the 

Committee as required. 

3.2 Regularity of Meetings 

The committee is required to convene at least twice in an academic year (April-March). 
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3.3 Quorum 

A simple majority of the one-third of the committee's members will constitute the 

quorum. 

3.4 Meeting Notice 

The library staff (coordinator) is responsible for sending an email, which serves as a 

meeting notification along with the agenda notes to all committee members. 

3.5 Library Minutes of Meeting (MOM) 

The minutes of the various meetings are also recorded by the meeting coordinator and 

circulated and proposed to all members for consideration and approval. 

4 LIBRARY BUDGET 

 

The library presents its annual budgetary requirements to management at the start of 

each fiscal year. Additionally, the library can buy resources in accordance with the 

budgetary provisions once the budget has been approved. When it comes to purchasing 

any kind of library material, the Director and the Chairman of the Library Committee 

have the last say. 

 

4.1 Flat Discount Procedure 

It is not necessary to get quotes or tenders in order to procure every single title. 

Alternatively, suppliers may be asked for quotes in order to establish terms of supply 

and discount rates that will last for two years. Under the purchasing committee 

presidency, a flat discount rate of 25% was allowed last year. 

 

5 PROCUREMENT OF LIBRARY BOOKS AND STUDY MATERIALS 

 

The procurement process for the books at the library involves several steps: 

5.1 Process For Approval by Authorities 

a) By following the required procedures, faculties & officers of JIM can 

recommend books to the library for purchase for their research, lectures, and 

skill developments, and students can also recommend books to the library. 

b) The library does not purchase more than 5 copies of a particular reference title. 

If needed as a textbook, the library will purchase the same from CO as a course 

material for Book Bank. 

c) All faculty indents will be routed through the Librarian for the approval of the 

Chairperson of the Library and the Director. 
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d) Orders can also be placed through print, online, e-mail, telephone, etc., 

depending upon the facility of the library and with standard terms and conditions. 

Purchase orders will be issued by the librarian. 

e) The librarian is authorized to procure any library-related item up to Five 

Thousand rupees without the approval requirement of higher authorities as 

department head. 

f) If the cast of a particular title is more than Rs. 5000/ it can be procured with the 

recommendation of the chairperson of that area, if the same was really needed 

for research or reference purpose. 

g) And in the case of certain specific publishers, standard agencies that deal with 

certain specific books and study materials on a direct basis, such cases will be 

acted upon only after approval. 

h) The delivery deadlines for international and Indian books are 30 and 60 days, 

respectively. Books that arrive after this will only be accepted with the 

authorities' consent. 

i) Books Foreign exchange procedure: In compliance with foreign exchange 

standards, the Good Offices Committee (GOC) rates must be applied. 

6 VENDOR TERMS AND CONDITIONS 

 
a) The discount policy sets guidelines for negotiating discounts and ensures a 

transparent process. The library committee may review the discount rates as a 25% 

discount applies to all books as per the current discount policy for the procurement 

of various resources. 

b) Organizing book exhibitions for current year publications by empaneled 

publishers/vendors. 

c) Vendors to acknowledge receipt of supply orders and provide latest editions of 

publications. 

d) Preference for cheaper editions of publications, with conversion to Indian rupees 

for foreign currency pricing. 

e) Requirement for vendors to certify book conditions, adhere to supply orders, and 

replace defective items. 

f) Right of the library to procure from any empanelled supplier, distribute orders, 

and modify terms. 

g) Timely hand delivery of ordered books, with cancellation of supply orders after 

the stipulated period. 

h) If the books are not supplied or no availability report is provided within this 

period, the order will be considered cancelled. 

7 TECHINICAL PROCESSING OF BOOKS, ETC. 

7.1 Accessioning 
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Every document added to the library collection will have an accession number. This 

includes all types of documents acquired by the library through purchase. This is a 

unique number for that document. These numbers are recorded in a bound register 

called the Accession Register. 

 

Flow Chart: Acquisition Process of Library Collections 

 

7.2 Technical Processing  

a) Purchased books are then classified into the Dewey Decimal Scheme (DDC) of 

Classification. 

b) Physical Processing of the books is done, which includes Stamping of the 

classified books, pasting the due date slip, pasting of colour code labels- as per 

the Programmes. 

c) Purchased books are accessioned in the Master Accession register and respective 

Programme Accession registers of the library. 

d) Accessioned books are catalogued in the library software by using MARC 

format. 

e) Catalogued books are barcoded by using KOHA-software; labels are generated 

and pasted on books and covered with transparent tape to protect the barcoded 

label. 

f) The bill is processed and submitted to the Accounts section, through the 

Approval Authorities. 

g) The classification scheme is as follows books are arranged on shelves with 

accessible barcode labels according to their classification number. 
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8 PROCUREMENT OF E-RESOURCES SUBSCRIPTION 

Electronic resources encompass electronic journals, online databases, eBooks, or any 

information resources available in electronic form. 

 

a) The faculty submits a recommendation to the library for a new database E-

Resources subscription. 

b) Libraries send proposals for demo sessions or trial access given for new database 

subscriptions. 

c) After feedback, we negotiate with the publisher or authorised party about the 

various price structures proposed. 

d) Approval is given by the authority through the library committee and the 

director of the institute. 

e) After coordinating with the publishers and getting the required credentials (IP 

address, etc.) provided by the IT department, the library team submits the 

subscription details (invoice with terms and conditions) in the accounts section. 

Other Important Steps 

• The library will conduct a training program in coordination with the trainer on 

how to search newly subscribed resources. 

• Collecting month-wise usage statistics is essential. 

• Measuring cost per article and cost recovery reports. 

• Creation of help guides for users, accommodating the latest updates every year. 

8.1 Procurement of Journals /Magazines 

• Guidelines for Print Journals/Magazines  

• The library's current journals and magazines are only available for reference. Back 

editions of a select few journals and magazines may be issued overnight only 

against the library membership card. 

8.2 Procurement of Newspapers 

Newspapers must be kept undamaged and used only for reference; no pages should 

be taken out. 

 

9 BOOK BANK FACILITY 

 
The library collects requirements from the faculty only after consulting the programme 

office about the number of students or when a new course is added to a programme. The 

book bank books for all campuses are procured through the CO (Society). All the 

necessary technical procedures are done after the books are received from the CO and 
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added to the book bank collection. As per the old budget discussions, it was decided to 

provide Kotler's book on Marketing to each student for the full of the year of their 

course. 

10 WEEDING OUT PROCEDURE OF LIBRARY MATERIALS 

 
Weeding is essential for maintaining a high-quality and focused collection, allowing 

space for new and more pertinent materials. 

 
a) The policy typically outlines criteria for identifying materials to be removed, 

procedures for disposal, and considerations for preservation or replacement. 

b) Regular weeding out ensures that the library collection remains current, 

accessible, aligned with the needs of its users, and avoids unnecessary 

maintenance of the irrelevant items. 

c) Establish clear criteria for identifying materials to be weeded out in consultation 

with the Library Committee. This may include outdated information, physical 

damage, low circulation, or the availability of newer editions. 

d) The library is removing from its inventory 15-year-old textbooks that haven’t been 

borrowed in the past five years, considering the availability of newer editions in 

the library. 

11 PHYSICAL STOCK VERIFICATION 

 
Stock verification and the procedure to write-off books are important processes in 

library management to ensure the accuracy of inventory and the efficient management 

of resources. 

 

11.1 Stock Verification Process 

The library follows a set process as given below: 

a) The library schedules regular evaluations of its stock, typically occurring every 

year, to assess the entire collection. 

b) A team of library staff is formed to conduct the stock verification process. 

c) The team physically examines all sections of the library, including shelves and 

storage, to confirm the presence and condition of items. This involves tasks such 

as inspecting shelves and comparing records with physical counts. 

d) The team accurately records their findings, documenting missing or damaged 

items and their respective locations within the library. 

e) Damaged items are tagged for repair or removal, and displaced items are 

returned to their designated positions. 

f) After completing the inventory, the team compiles a comprehensive report 

summarizing their findings and providing recommendations for further actions. 
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g) The library committee reviews the final report, takes further necessary actions, 

and approves it.  

11.2 Procedure of Write-Off  

Writing off books, bound journals, or other materials (accessioned documents) 

involves formally removing items from the library's inventory and records. 

The library follows a specific procedure consisting of multiple steps: 

a) List the documents not found during stock verification. 

b) Library staff to make all possible efforts to locate the document not found during 

stock verification (the process can go up to six months but not as an exclusive 

task). 

c) Prepare a pre-final list of the documents not found. 

d) Compile a final list of documents not found. 

e) Compare with the list of earlier stock verification to identify common entries. 

f) Depreciated value of each loss book calculated and listed. 

g) Put up the list of entries with depreciated value to the Chairman of the Library 

Committee. 

h) Obtain approval from the Director/Competent Authority. 

i) Make necessary entries in the accession register and withdrawal register and 

finally remove records from databases. 

12 MEMBERSHIP AND CIRCULATION POLICY 

 
Faculty, staff, and students who join the university must complete the membership form 

at the library circulation desk in order to become members of the library. To utilize the 

library's resources and services, an institute ID is necessary. 

12.1 User’s Privileges 

 
All the students, faculty, and regular employees of the institute are entitled to the 

membership of the library. 

12.2 Books 

 
Borrowing facilities are given only to the members of the library against the Non- 

Non-Transferable Identity Card issued by the University to the members. Borrowing 

is permitted only through the Circulation Counter. The loan entitlement to members 

is as mentioned in the table given below: 

 

12.3 Entitlement of Borrowing Books 

• Faculty  : 25 Books 

• Students  : 12 Books*  
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*(4 Books from Main Library & 8 Books from Book Bank) 

• Visiting Faculty : 05 Books 

Item Type Borrowing Period 

Books (Core Collections) 

General Reference for the 15 Days can 

be Extended the loan period if not in 

demand Textbook for entire Term to the 

Students. Not Apply to faculty. 

Textbook from book bank  Entire term (maximum 6 months) 

Reference books include directories, 

dictionaries, Annual reports etc. 
Not-Circulating 

Journals, News papers Not-Circulating 

Audio Video CD-ROMs Not-Circulating 

 

• Circulation of book facilities is available to students against the identity card 

issued to them. Books are issued at the counter upon presenting the identity card. 

• Same-day issue books cannot be returned because of the circulation etiquette. 

• No one is allowed to borrow books using another person's Library Card. 

• Books can be renewed once for a period of 7 days. To renew a book, it must be 

presented at the counter. Renewals are not automatic, and if there is a pending 

demand for the book, the renewal request may be denied. 

• Users will receive SMS and email alerts from the LRC system at the time of 

book check-out and check-in. In case of a delay in receiving SMS or email alerts, 

please contact the Librarian immediately. 

• The library system generates reminder SMS and emails on the due date of books. 

Users are advised to return books to the LRC on or before the due date. 

• In case of lost books, the user must either pay the price of the book plus Rs. 100 

as a Cataloguing processing charge or replace the book with a new copy and pay 

Rs. 100 as a processing charge. 

13 NO-DUES CLEARENCE 

All graduates are required to obtain a "no-dues certificate" from the library to ensure 

that their library account is free of books and balances. 

14 LIBRARY OPENING HOURS 

 
Monday to Friday : 8.30 a.m. to 8.00 p.m. 

Saturday  : 8.30 a.m. to 5.30 p.m.  

Exam day on Sunday: 8.30 a.m. to 5.30 p.m. 
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Any change in library timings will be notified in advance. 

For any queries, please mail at: badri.shukla@jaipuria.ac.in 

15 GENERAL LIBRARY RULES AND REGULATIONS 

 
• Patrons should always bring their ID cards when they visit the library. Students may 

not be permitted to use the library's resources. 

• All students & FPM research scholars visiting the library shall deposit their 

belongings and bags at the property/ belongings counter. 

• Every student/faculty to the library must sign in and out using the registers 

accessible at the gate. 

• Eating and chatting loudly in the library are completely forbidden. 

• A "proper dress up" is required for a library that excludes shorts and running attire. 

• Students should not leave books, journals, or study materials they've taken from the 

shelf on the table. To maintain decorum, the students should rearrange the books on 

their own. 

• Users should not mark, cut, mutilate, or damage library books(s), and if anyone is 

found doing so, he/she will be charged the full replacement cost of the book(s) or 

resource. 

• Avoid any form of misconduct or inappropriate behaviour. 

• Suggestions on any aspects of library services are welcome. 

16 LEARNING RESOURCE CENTER SERVICES 

 

16.1 Digital Library 

Digital Library. In order to integrate all students and FPM scholars, the university 

library has set up computer systems within the digital library. Through subscribing 

databases, it offers access to e-books, open-access journals, e-resources, and 

educational materials. 

16.1.1 Rules for Accessing the Digital Library 

• Social media sites are not accessible through digital components. Anyone 

who is found engaging in such behaviour will be disciplined. 

•  It is important for students to correctly log out of E-Journals after using 

them. 

16.2 Audio-Visual Collection 

Issued digital resources, like CDs and DVDs, are subject to the same laws as books. 

If there is any damage, the final reader will be liable for the cost. 

mailto:badri.shukla@jaipuria.ac.in
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16.3 Online Public Access Catalogue (WEB-OPAC) 

The library's collection catalogue, books, journals, periodicals, and other materials 

are all accessible online at any time. There is a quick library catalogue; searches are 

made possible by it. 

Link of accessed at URL: http://164.52.201.84/ 

16.4 Interlibrary Loan (ILL) Service 

The library liaises with other libraries to obtain articles, copies, or books that are not 

available in our library. This service is provided only to faculty members. Any book 

or journal article available in other libraries located in India can be borrowed as per 

DELNET Policies for 15 days. We can also use the ILL facility through DELNET. 

16.5 Reference Services 

Library users may approach the Reference desk to get any information or any type 

of assistance for using library resources and services. The library does have separate 

collections of Reference and Reservation materials for short queries such as 

encyclopedias, dictionaries, handbooks, maps, textbooks, general books, etc. 

16.6 Reprography/Xerox Facility 

The library provides photocopying & Printout services to its users. The library offers 

photocopying services to both faculty and students. 

16.7 Book Holds and Reservations 

KOHA (LMS) lets you hold or reserve a book. However, the library will only keep 

the book for one day; after that, it will be given to the next student in the queue. 

16.8 Facility of Collection Development 

JIM libraries aim to provide resources based on user needs. The effectiveness of this 

service depends on the organization of information systems. A well-structured system 

ensures easy access and efficient resource utilization. 

The library budget covers all the ongoing programs with the best teaching resources, 

and efforts are made to constantly update the sections of all the programs with the 

latest editions of books, journals, and e-resources. 

16.9 Transition to electronic resources 

Features like multi-user access and anytime, anywhere access make using online 

databases, e-journals, and e-books essential. Consequently, the JIM library also 

emphasises this topic. 

17 SPECIAL SERVICES IN THE LIBRARY 

Apart from routine services, the library is also extending a few specialized services to 

users. These services are: 

http://164.52.201.84/


 

12 
 

• Book Exhibition: At the JIM International Conference, the library, with the 

coordination of authorised vendors, exhibits newly published books in various thrust 

areas of the institute. During the exhibition, students and faculty can directly 

purchase the books at a discounted price or recommend books to purchase in the 

library. 

• New Arrival Alerts: The list of newly added books in the library collection is sent 

and circulated to all faculty members and students through email. The new arrival is 

running on the library WEBOPAC regularly. 

• Article and Journal Information search & Access Services The library staff 

provides articles and e-book chapters through individual library connections such as 

the network of IIMs and top business schools. They also provide articles from 

subscribed resources to students on request. 

 

• Research Support: Support by the library team to FPM Scholars on how to publish 

research articles through Institutional Repositories, INFLIBNET & Digital Library, 

and how to search, cite studies, create bibliographies, and gather information. 

18 NEW ALERTS 

Various alerts are compiled and disseminated to keep the end user informed of the latest 

happenings in the library. 

 

 

Signature 

Name  

Designation   Library Committee Chairman   Director 

 


