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Collection Development Policy

Jaipuria, Noida library collection development policy follows the vision, mission and
goals of the institute. We want our collection of the choice of all its stakeholders, help in
continuous learning and capable of providing resources that help users in becoming
socially conscious and responsible citizens and competent managers.

The library ensures that its collection is development as per the needs and priorities of
the users. This policy establishes a selection criterion that covers different subjects and
media in a balanced approach and creates a consistent and coherent basis for the future
development of our collection.

LRC collection development policy is revised at regular intervals to fulfil statuary
requirements also keeping in mind how information is consumed by the users. The policy
provides guidelines to LRC committee and librarian for procurement of LRC material. It
is not exhaustive in its provisions and not every item considered for acquisition is
unambiguously included or excluded by the policy. It is subjected to revision from time
to time as per circumstances requirements.

Selection Procedure
> Source of Recommendations

The LRC committee is formed by the Director comprising of subject specialists from
different functional areas and the librarian. Librarian will be the de facto Secretary and
Convener of the committee. Committee will suggest, select and recommend books from
varied sources including that come on approval, through catalogues, or through
information from different sources best known to committee members.

LRC shall invite and welcome any voluntary recommendations from regular faculty,
visiting faculty, experts from industry, different departments, regular students, alumni
and research scholars for recommending any book for the library. These
recommendations can be sent through mail or record in Requisition Register kept in
library or may also be conveyed orally to the librarian or the library staff. Library staff will
also share through email on regular intervals the information of new books to all faculty
and students who can send recommendations to the library for purchase.



» Modus Operandi

As per the existing rules of the institution, purchase decisions up to Five thousand rupees
at a time can directly be taken by the Librarian.

All the recommendations will be placed before LRC committee, and committee members
approval will be sought to finalize the purchase based upon availability of funds and
suitability of recommendations. With each recommendation, library will apprise the
committee about remaining budget so as to help them in reaching a decision.

After LRC Committee recommendations, the Director will be final authority to approve
the purchase.

When an item is relatively expensive, or is considered to be of highly specialized interest,
acquisition on inter-LRC loan might be more appropriate than purchase, if available in
any networked library.

LRC will not discriminate against any material on the grounds of race, religion, sex,
political controversy or social acceptability. Books or periodicals falling within the normal
criteria for selection but expressing opinions or containing illustrations which might be
considered blasphemous, offensive or distasteful, however, will not be acquired.

Prior approval of Director will be needed before finalization of any online/offline
database. However, LRC committee or librarian are free to recommend the same to
competent authority.

> Alternative Channels of Purchase

Faculty can purchase a book directly from the market at proper discount if they find it
really relevant and useful for subjects taught at institute. Librarian will arrange to
reimburse the money through accounts department after taking custody of the book and
entering it in the LRC accession register. Cost will be counted and deducted from library
budget.

Faculty and library staff are authorized to procure books directly from online book stores
like amazon/flipkart/publisher’s site if not available through regular vendors or if the cost
through online channel is lesser. If help of any vendor is taken for procuring any book
through online channel on actual cost, then institute can pay maximum up to 5 percent
service charges to the vendor over the actual bill amount. But that will not be a regular
practice and this provision will be utilized judiciously.

> Issue of Corporate Card

A request for issuing corporate card will be placed before authorities for future. Many a
times foreign books or books not available through regular vendors is required to be
purchased or some cases etc. are required to be purchased. Use of personal credit card is



neither advisable nor a good practice, institute may provide a Corporate Card for any such
purchases to the library by putting some conditions.

> Procurement Procedure

Material requisition can be made through e-mail or entered into Library Requisition
Register kept in the library or through email also or may also be conveyed orally.

After ensuring that required material is not already available in LRC, such
recommendations will be discussed in LRC committee meeting called from time to time
depending upon requirements.

Recommendations of the committee will be sent to Director for final approval.

Librarian will be free to place the order with any regular vendor already supplying the
books to LRC.

Librarian will process the bill for payment after ensuring the safe receipt of books in good
condition from vendor and after entering the same into LRC accession register. Security
staff will certify the receipt of the books.

Accounts Section will make the payments based upon attachment of approval papers and
bills. Account section or auditor can counter check with LRC if any discrepancy is
observed in bill.



Vet

06 Moy 20>

Jaipuria Institute of Management, Noida Library
Policy to Weed-out Resources from the Library

2024-2025

Weeding-out outdated collection is very necessary in the library. Weeding-out collection under
this policy is different from writing off the books W1th due permission by the Director due to
theft/stealing in the library.

Primary objective of Weed-out exercise is to keep library collection up-to-date, create space for
adding the latest collection and disposing off the books or other resources that have out passed
their relevance and are not expected to be of use in future too.

Jaipuria, Noida library will follow following guidelines to weed-out and write-off the
surplus/damaged/no-more needed documents.
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Director of the institute will form a committee of at least two faculty members besides all
the members of the library committee including the Librarian. Library staff will assist the
committee. Committee final composition will however purely be Director’s prerogative
and he may use his discretion.

Committee members will check and review the existing collection and will match with
recommended text or reference books to ensure that no useful book is weeded out and also
see if other collections like previous years’ project reports, bound volumes of magazines
or journals have still relevance or not so as to proceed accordingly.

Library staff will assist the committee in preparing the list of outdated books which are no
more in circulation for over 3 years period, or mutilated or damaged and in case new
editions of any text book is already available in sufficient quantity in the library.

For core textbooks/book bank books, whenever any new edition is procured for all students
or if a course is discontinued then after two years gestation period, all such books will be
included in the weed-out list by the library staff.

Book bank books mutilated or damaged by the students and not remained useful for next
batches will also be included in the list.

For subjects where, new policies or rules changes every year e.g. taxation, old editions for
more than two years wiil also be included in the list.

Books, which were torn off, whose pages were teared off, or which were mutilated, all such
books may also be included in the weed-out list.

For areas like Computers/Information Technology all books related to obsolete
technologies/software/hardware will also be included in the weed-out list after a gap of
three years.

For core subjects, where two-three new editions have come of text books and are available
in the library, earlier editions may be included in the weed-out list.

The library staff will compile complete list with details of the books, cost, copies available
in the library, year of purchase, accession number and reasons for inclusion in the weed-
out list as recommended by the committee.
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11. The committee will once again check and deliberate if there would be any chance of such
books use again in future or if any of these books may be used in other program of the
institute if any. Committee will also look into the aspect that no book termed as classic or
needed for research purpose for posterity is included in the list.

12. Once committee is satisfied, committee members will recommend weeding-out of the
collection from the library to the Director.

13. Director has full discretion to accept/reject fully or partially committee recommendations
keeping the institute’s interest in mind.

14. Once the Director approves the committee recommendations in writing, library will initiate
process of weeding-out that collection from the library and update entries in the Accession
Register and in library automation software mentioning reasons and date of weeding-out
of any book.

15. Complete details of weeded-out books will be shared with the accounts department so as
to delete the same with the account’s books also and to administration for insurance value
recalculation and finally for dispose-off the weeded-out collection.

16. Printed magazines/journals, which serve only immediate requirements, may also be
included for weeding-out to create space for future issues in the periodicals’ shelves.
Library need to maintain all magazines/journal issues for a minimum period of one year
before including any magazine/journal for weeding-out consideration.

17. For bound volume of journals/magazines also, above rule will be applicable.

18. The weeded-out collection may either be donated to some other needy library or may be
disposed as per the standard policy of the institute.
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