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LIBRARY POLICY

o Library users shall swipe their Library card in the card reader while entering and
leaving the library.

e Personal belongings should be left on the rack provided at the entrance of the library.

e The students should return the books within 15 days from the date of issue. One-time
renewal is allowedfor 15 days if the concerned book is not reserved by others.

e Library books are the nation's assets and they belong to all. All users are requested
to protect librarybooks against wanton and willful damages, mutilation, theft and
other malpractice.

e Loss of books issued, if any should be reported to the Librarian immediately.

e Members must replace the book if lost with latest edition along with overdue Charges.
If the borrower’sis unable to replace the lost bobk, triple the cost of the book will be
collected.

e Downloading, installing and running of software are not allowed within the facility

e One-student-per-PC policy shall be observed strictly in order to maintain order in
the use of the e-Library facility.

e Stealing or attempting to steal a library document or any of the library property is an
offence. Appropriate disciplinary action will be taken against the offender.

e The library will not take any responsibility for loss or damage of personal property
left in the readingand baggage areas.

e Mobile phones and other electronic devices which may cause disturbances are
prohibited.

o The library reserves the right to ask any person to stop using computer equipment if
the library staff has reasonable grounds to believe that that person is misusing it.

e Computers are provided for the purpose of research and other educational endeavors.
Misuse of these facilities will be considered penalizing and hence, ID card will be
ceased and severe action will be taken.

e Students and faculty members shall be requiring clearing their dues from the library
at the time of leaving the college. No dues certificate will be issued by the library only

after returning of issued library documents /paying dues if any by students/faculty

members.
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e The library provides regular membership to all the students, faculty members and
employees of the Institute. After the enrolment with the Institute the student
automatically becomes the member of the library.

e Dr. N.G.P. ASC is registered as authorized publisher, which helps to bring out all
publications with ISBN.

e Dr. N.G.P. ASC Alumni students contributed books during their visit to the campus

on special occasionsto the book bank in order to facilitate the student usage.

Library Manuals

e Library Software — Main Screen

e Book Details Entry Screen

e Periodicals — Master Entry Screen

e Non Book Materials — Master Screen
e Back Volumes — Master Screen

e Book Purchase — Bill Entry Screen

e Book - Stock Verification Screen

e Members Master Entry Screen

e Members Photo upload Screen

e Members Circulation Control Screen
e Members Group Setting Screen

e Members Data Upload Screen

e Members Category Control Screen

e Members overdue and Book Lost control screen
e Members due Clearance Screen

e Book Purchase Bills Entry Screen

e Book Binding Control Screen

e E-Gate Register
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Non Book Materials — Master Screen
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