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Library Policy, Procedures and Regulations 

1 Aims: 

The aim of the Learning Resource Center (LRC) of the College is to provide staff and student members 

with up-to- date information and study material in an easily accessible and efficient manner in the field 

of IT and subject areas covered by the programs offered by the College. 

2 Objectives: 

The LRC of the College should provide staff and students with: 

1. Up-to-date books and study materials in the IT and Business related fields, electronics, communications, 

business, finance, management, Islamic Culture, English, and other subjects related to the courses offered 

by the KIC with the use of an efficient computerized library system. 

2. Computer, Internet, Business, and other related magazines. 

3. Journals - Such as “The Journal of the College of the Management of Information Systems” – London. 

4. Multimedia CDs- which teach various IT & Business theories and tools as well as other related subjects. 

5. Videotapes- which teach various IT & Business Theories and tools as well as other related subjects. 

6. The LRC is equipped with sufficient number of computers having Pentium IV processors and printers 

accessible to all users. 

7. Internet access is made available to all Internet terminals. 

8. The web site for the KIC contains Courses study materials and links to international Information Resource 

Centers (whether free or through subscription only). 

9. Photocopying and printing facilities at nominal charges. 

10. A user-friendly catalogue for the LRC users. 

11. Sufficient numbers of staff in the LRC, one full-time Librarian part-time Technician for up to 300 students, 

and an appropriate percentage increase in staff for a higher number of students. 

The LRC must include a quiet study area, and the ability to borrow books and other learning 

resources to read/view at home. 

The Librarian and lab technician are available to offer help to students during the following LRC operating 

hours: 

 Sundays - Thursdays 09:00 AM-10:00 PM 

 Saturdays 09:00 AM-09:00 PM 

 Friday 05:00 PM-09:00 PM 

The LRC must use an efficient Computerized Library System in order to achieve its aims and objectives. 

The Librarian must have a minimum of a Bachelor’s Degree in Library Science, IT or Business Administration 

and relevant experience. 

The Head of Student Affairs (SRO) has the overall responsibility of the LRC. The SRO is responsible for 

the annual evaluation of the effectiveness of the LRC and must make sure that it is achieving its aims 

and objectives. 

3 Relative size of the Learning Resources 

The LRC must keep enough copies of each title whether it is a book, magazine, journal, CD, Videotape, 



 

 
 
 

or Internet terminals suitable for the number of staff and students in the College.  

A reasonable policy is to maintain 10 titles per student, i.e. 1000 different titles for 100 students. 

Two or three copies of each title must be maintained (for up to 200 students), with higher numbers for 

more students. 

4 Regular updating of the learning resources 

The LRC must follow a procedure of regular updating of its resources. The College is primarily an IT 

institution; therefore this is a vital factor for the continuing success of the LRC in achieving its aims and 

objectives. 

4.1 Resource Selection 

At the end of every semester the Librarian is required to ask each member of the teaching staff to 

complete an LRC update form. This form asks the member of staff to recommend learning resources to 

be added to the LRC. The Librarian is required to compile a report summarizing the staff requests and 

eliminating duplicate resources, the report must be submitted to the PRESIDENT no later than 15 days 

after the end of each semester. 

Head of academic department/Program Leaders are required to prepare an order form for all new 

reference material mentioned in the module specification every time the program is reviewed. 

The librarian is required to subscribe to the international publisher’s catalogues and make sure that 

copies of these catalogues are available to teaching staff, as they may want to recommend these 

publications. 

4.2 Resource Elimination 

At the end of every semester the Librarian is required to ask each Head of academic program/Program 

Leader to go through the LRC catalogue and recommend a list of obsolete items that should be 

eliminated from the LRC. The Librarian must compile a summary report and submit it to the PRESIDENT 

within 30 days of the end of each semester. The PRESIDENT will meet with each Head of academic 

program/Program Leader and discuss the list, and take appropriate action. 

5 Borrowing Policy for students and faculty 

LRC designed its circulation policy to maximize access to the collection by motivating the users to return material 

on time so that they are available for other users. Students should show their college ID to borrow books from the 

library. Loan period and number of books for the staff and students are different like:  

1. Students can borrow up to 5 books for 10 days. 

2. Staff can borrow 10 books up to 30 days . 

Associate and Bachelor Student  

1. 5 different titles for Associate student and 7 different titles for Bachelor students for duration of 10 days. 

2. It can be renewed for the next 10 days if no other request or reservation. 

3. The Director of the library has the authority to recall a borrowed book at any time. 

4. If the student is late in returning or renew:  

     Koha system should send automatic 1st reminder after 7 days  

     Koha system should send automatic 2nd reminder after 14 days  



 

 
 
 

     Koha system should block the borrower after 21 days. If the borrower failed to return. 

     Koha system should not allow the borrower in both Campuses for any library materials. 

• Reminder email: should contained list of borrowed items with Title, Author, Tag Number, borrowing date, 

due date of the book. 

Faculty Teaching Staff   

1. 10 different titles for a duration of one month (30 days) 

2. It can be renewed for the next month if no other request or reservation. 

If faculty teaching staff is late in returning or renew : 

     Koha system should send automatic 1st reminder after 10 days  

Koha system should send automatic 2nd reminder after 20 days  

Koha system should block the borrower after 30 days. If the borrower failed to return. 

Koha system should not allow the borrower in both Campus for any library materials. 

Reminder email: should contained list of borrowed items with Title, Author, Tag Number, borrowing date, due date 

of the book. 

Administrative Staff 

1. 5 different titles for a duration of two weeks (15 days) 

2. It can be renewed after two weeks if no other request or reservation. 

3. If administrative staff is late in returning or renew :  

Koha system should send automatic 1st reminder after 7 days  

Koha system should send automatic 2nd reminder after 14 days  

Koha system should block the borrower after 21 days. If the borrower failed to return. 

Koha system should not allow the borrower in both Campus for any library materials. 

Reminder email: should contained list of borrowed items with Title, Author, Tag Number, borrowing date, due date 

of the book. 

Inter Library Loan  

The Ministry of Culture, Youth and Community Development provides this service as it seeks to strengthen the role 

of libraries in the cultural development and helps the users to go and borrow books and other resources from other 

networked libraries . The shared library service is looked upon as complementing services which enable libraries to 

take advantage of ministries expertise in developing and establishing libraries infrastructures.  

In its bid to strengthen the idea of cooperation among the libraries of the federal states and developing means to 

give access members of the societies to the treasure of knowledge possessed by the library in abundance the 

ministry provides this service. The libraries who are willing to avail the service of subscription should contact the 

Emirates National index of libraries to become part of electronic search index interface that enables search in the 

collections various Emirati libraries. 

6 Reviewing the effectiveness of the LRC 

The Head of Student Affairs (SRO) must carry out a survey about the effectiveness of the LRC before the 

end of each academic year. 



 

 
 
 

Specially designed questionnaires ask for the opinion of teaching staff (CS06), students (CS01) and 

alumni (CS03 and CS05) about the quality and size of the services offered by the LRC. It also asks for 

suggestions as to how the LRC services can be improved. 

The SRO must compile a report summarizing the results of these questionnaires (using forms S01, S03, 

S05, and S06) and submit it to the PRESIDENT within 30 days of the end of the academic year. 

7 Training Students on the Effective Use of Resources 

The Lab Technician and the Librarian must design and deliver a one-day course for all new students 

concerning the effective use of the resources available at the LRC. 

The course should cover the following points: 

1. The range of books, magazines, journals, programming projects, CDs, Videotapes, and Internet 

terminals that is available at the LRC. 

2. How to search the LRC catalogue. 

3. How to request books, CDs, and Videotapes to read/view in the LRC. 

4. What is the WWW. 

5. How to start the Internet browser. 

6. The famous search engines 

7. The search engines and international information resources available through the College web site. 

8. How to search for a title, subject, or author. 

9. How to print the required material. 

10. How to save the required material to a floppy disk or send it to an e-mail account. 

8 Instructional Support Services 

A section of the LRC should be reserved for teaching staff members to help them prepare course 

material. The Librarian and Technician are required to help teaching staff members with: 

 Duplicating CDs, Videotapes, Transparencies, and certain parts of books, magazines, and journals. 

 Borrowing and Installing Audio/Visual aids to be used in the classroom such as the VCR and TV, 

audio recorders, LCD projectors, and OHPs. 

9 Code of Conduct for the use of Library Resources Policy 

The aim of the Learning Resource Center (LRC) of the College is to provide the staff and student members 

with up-to-date information and study material in an easily accessible and efficient manner in the field 

of IT and the subject areas covered by the programs offered by the College. KIC provides these services 

with the consideration that all regulations would be restored which will lead to quiet and appropriate 

atmosphere with effective and efficient delivery for these services. 

Library users comply with the following regulations; defaulters may not be able to use the LRC services 

anymore and may be subject to further disciplinary and legal actions. 

1. Food and drinks 

No food or drinks are allowed inside the LRC halls. 

2. Silence 

LRC users maintain silence during their stay at the Library and particularly in the study areas 
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where there are signs showing "Please keep quiet, this is a study area" 

3. Mobile phones 

All mobiles are kept in silent mode. , In case of emergency calls, users are allowed to leave the 

library hall to respond to these calls. 

4. Personal belongings 

All personal belongings are the responsibility of their owners; these belongings are not to be left 

unattended. 

5. Use of Computers 

The LRC computers are always used for educational purposes, hence students and staff are not 

allowed to abuse these resources in any way. Examples of Misuse of the computers may be but 

not limited to the following: 

a. Users attempt to breach internal or external security systems. 

b. Use of network for criminal purposes (credit cards, personal access codes, black emails, etc.) 

c. Unethical use of internet services including accessing unauthorized websites and hacking 

person's files, email account and network resources. 

d. Excessive use of broadcasting functions such as voice, email, video messages. 

e. Use of materials which don't respect social, cultural, political and religious values of the UAE. 

f. Storing unauthorized material (movies, software, or music) on the network drives. 

Suspected violations are reported and investigated by the Librarian and considering these violations as 

breaches, appropriate disciplinary actions are taken according to the staff disciplinary procedures. 

10 Copyright Policy 

KIC copyright policies are based on the UAE copyright and authorship protection law No. 7 for the year 

2002. As per these policies, the scope of the protection will include, but not limited the following works: 

1. Books, pamphlets, articles and written work. 

2. Computer software and applications thereof; databases; and similar works as determined by the 

decision of the college management. 

3. Lectures, speeches, sermons, and any other works of similar nature. 

4. Audio, visual or audio-visual works. 

5. Architectural works, and engineering drawings and layouts. 

6. Works of drawing, painting, sculpture, engravings, lithography, printing on textiles, wood and 

metals, and any similar works of fine arts. 

7. Photographic and analogous works. 

These policies reserve the right to allow reproducing protectable works such as: 

1. Reproducing one single copy of the work to be personally used by the reproducer, for non-profit 

and non-professional purposes. 

2. Making copy of the work through the College archives (non-profit), libraries, educational 

purposes provided that number of copies reproduced is limited to the college needs and not 

detrimental to the interests of the author. 

3. Citation of short paragraphs, quotations, or analysis, within the scope of the work, for the 

purpose of criticism, discussion or media; wherein mention shall be made of the source and the 

name of author. 

4. Performance of work by staff or students in the college, so long as such performance has not 

been made against direct or indirect consideration. 

5. Reproducing short abstracts of a work in the form of manuscripts or audio, visual, or audio-visual 

recordings, for the purpose of cultural or religious education, or vocational training within 



 

 
 
 

reasonable limits and with reference to the name of the author and the title of the work and 

provided that the reproducer will not seek any profit. 

For all above mentioned rights that allow reproducing protectable works and where necessary, the 

author's name and the source must be mentioned. 

KIC takes protection of these rights very seriously and in case any copyright infringement has occurred, 

then punishments shall be imposed which may range up to expulsion from the college. 

 

11 LRC Elimination policy and Weeding Process 

Review the collection, determine which titles were outdated, and remove them from the reference collection or 

move them to the general book collection. Those moved to the general book collection were determined to have 

some useful information even though outdated.   

Regular editing of resources is necessary in order to maximize the usefulness of the collections, make best use of 

limited space, and eliminate unnecessary administrative and storage costs. The library will withdraw:  

 Books that have not been used as mentioned in Library discarded policy. 

 Older editions of books when a more recent edition is added to the collection  

 Printed journals where they are also available electronically. 

 Material in other formats that have not been used for five years and/or where the format is no longer 

supported. 

 Material that is damaged and cannot be repaired.  

 Items which are not relevant to current programs learning, teaching or research. 

 Determined that if the library had purchased a reference work as an online resource, the library would not 

retain the paper print copy. 

 If the online version was an updated or newer version of the one on the shelves, then withdrew the outdated 

version. 

 The review of the remaining reference collection required sorting the material into one of four groups: titles 

to be withdrawn, titles to be relocated, titles to be updated, and titles to be kept. 

 standard criteria of age, physical condition, and usage 

 Usage statistics indicate that content, such as articles, book reviews and letters, are available electronically 

in PDF format, or another similar graphic format. 

 Collection development policies specifically for the reference collection and the weeding of the reference 

collection 

12 Across Campuses Coordination Policy Related to Learning Resources Center Issues 

12.1 Library and Learning Resource Management 

 Purchase of new Library Resources: 

The Head of LRC is the authorized person for ordering and purchasing of library resources (library 

equipment, Databases, Journals, books, DVDs and textbooks) for both campuses whether for annual 

updates or individual requests from instructors and lecturers approved by the relevant head of 

department. 

12.2 Libraries reports and statistics are include on the reports: 

a- Borrowing library resources (Staff/Students) 

b- References Services Request (Staff/Students) 



 

 
 
 

c- New Students / Staff Orientation 

d- Daily checklist of newspapers, Magazines and periodicals report 

e- Daily Smartgate count reports ( the number of Visitors coming in to the library) 

f-  Databases Usage reports (provided monthly in library portal) 

12.3 E-textbooks and printed textbooks  

An online inventory of all stocked items in storeroom must be up to date, in case of any shortage 

the printed textbooks must be shared. 

The revision for any textbooks it should be: 

1- Fill up the e-textbooks revise form in the library.  

2- Get from the course leader or counterpart  approvals 

3- The revised form must be signed by the program leader 

4- Creating the latest resources of e-textbook available in McGraw Hill database.  

5- Librarian should be responsible to contact the suppliers for Student’s portal and teaching 

resources   

Abu Dhabi campus have a full responsibility for the e-textbook 

a- Ordering the Tokens 

b- Creating the e-textbooks 

c- Requesting for the instructors teaching resources 

d- Training for both Students and Staff (by all librarian in each branch) 

e- Distributing the e-textbook Tokens to those paid Students on a weekly basis.  

12.4 Management of Obsolete Learning Resources  

The librarian produces a list of obsolete library resources that should be removed from the shelves at 

the end of each academic year with the permission of the Director of Library and Learning Resources 

Center. 

12.5 The Director of Library and Learning Resources visits in Al Ain campus at least once every 

three weeks per semester to audit the Learning Resources Center records and to ensure that 

the librarian in Al Ain campus are following the same policies and procedures as implemented 

in Abu Dhabi campus. 

12.6  Cross campus borrowing policy 

Patrons can borrow library materials from other branches by inquiring at the circulation desk by 

presenting their college ID. Borrowed library materials can be returned to any library branch. 

 


