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           Glossary of Terms

Acquisition: The process of obtaining books and other documents for a library, documentations centre or archive.
Circulation: the process of lending and returning information resources to library users.

Collection development: the whole process of identifying, selecting, acquiring and organizing information resources to be available to users.

Compliance: Conformity in fulfilling official requirements.

Copyright: Copyright is a bundle of five rights:

· the right to reproduce, 

· the right to prepare derivative works (e.g. translations), 

· the right to distribute, 

· the right to display publicly, and 

· the right to perform publicly. 
Creative Commons License: Recognizes the author’s copyright authority, but allows others to copy and distribute the work, provided they give the author credit and only on the specified conditions.
Deposit: A deposit represents a bundle of submitted information. Typically, a deposit consists of descriptive metadata, access conditions and copyright information, and any relevant uploaded files. This entire set of saved information is the deposit record.

Depositor: A depositor is the creator of a deposit record, who submits digital items and associated data for review, approval and uploads to the repository.
Digital Preservation: The process of ensuring that a digital object is accessible over the long term.
Discarding:
Officially removing an item from a library collection for subsequent disposal and removing all entries for the item from library records or holdings.
Dissemination of Information:
The distribution or sending of information whether specifically requested for or not to members of an organization by a librarian or information officer.
Due date: Time when a borrowed item should be returned to the Library.

Electronic Resources: Information encoded in digital format to be accessed using computers.

Embargo: Banning of the full text publication of the document, usually for a defined period of time.
Evaluation: Systematic and objective assessment of an on-going or completed project/programme or policy in order to determine the relevance and fulfillment of objectives as well as efficiency, effectiveness, impact and sustainability (Glossary definition).
Gifts/Donations:
In this policy document, gifts are considered to constitute monographs, serials, audiovisual, Braille and large print materials donated to the library.  Gifts may come in two forms: money and materials.  Both may be solicited or unsolicited.
Holds: Bookings made for long loan information resources that are out on loan so that the one placing the booking will get priority to access when returned.  

Institutional Repository (IR): Is a set of services that a university offers to the members of its community for the management and dissemination of digital materials created by the institution and its community members. It includes an organization’s commitment to the stewardship of digital materials, including long-term preservation where appropriate, as well as organization and access.
KU: Kenyatta University

Legal deposits: A method whereby certain libraries are entitled by law to receive one or more copies of every book or other publication that are published in the country, also called “copyright deposit”.
Library: A Library could be defined “a place, building, room or rooms set apart for keeping of an organized collection of books and other literary materials for reading and consultation.  These could include monographs, films, photographs, other visual non-book materials, tapes and electronic resources.
Nonexclusive permission: After granting nonexclusive permission, you still retain ownership and complete control of the copyright in your writings, subject only to this prior license. You can exercise your copyrights in any way you see fit, including transferring them to a publisher if you so desire.
Overdue fines: Charges levied for failure to return a borrowed item on due date.

Persons with disabilities (PWDs): Are users with both learning and physical challenges.
Recall: A request made by library staff to users to return borrowed information items before their due date.

Research Commons: A reading and research space designated for scholarly collaboration and mentorship.

Scholarly articles: Faculty’s scholarly articles are articles that describe the fruits of their research and that they give to the world for the sake of inquiry and knowledge without expectation of payment. Such articles are typically presented in peer-reviewed scholarly journals and conference proceedings.
Selections:
The process of deciding which specific document should be added to a library collection.
Staff: Any person who is employed by the University.
University: The University in this policy refers to Kenyatta University.

Users with special needs: Are Library clients with learning and physical challenges and may need extra facilities to exploit resources.

Visitor: Are all other members of the community who are not staff or students of Kenyatta University. 
Weeding:  A systematic removal of information resources from a library based on a selection criteria.

1.0 The Library

1.1 Vision of the Library

To be a centre of excellence in the provision of library and information services to Kenyatta University and the global community.

1.2 Mission Statement of the University Library
To provide a dynamic and quality user centered library and information services that enhance teaching, learning and research while inculcating life-long learning skills and fostering human development.

1.3 Our Purpose

The Library brings high quality, scholarly information resources and services to the Kenyatta University Community.

1.4 Values

The Library acknowledges and is committed to the values of Kenyatta University: truth, excellence, self-reliance, innovation, professionalism, quality and relevance. In demonstrating this commitment we ensure that:

· Our clients are at the core of all we do

· We distinguish ourselves through service excellence that recognizes our clients’ needs and diversity

· Our staff are a valued resource

· Together, we pride ourselves on our ability to accept challenges and deliver results that enhance quality of service.
1.5 Objectives of the Library
· Selecting, acquiring and organizing relevant and up-to-date information resources in all formats appropriate to the information needs of the university.

· Establishing, promoting and maintaining a wide range of services and dissemination strategies that support the academic programmes of the University and encourage optimum exploitation of the resources of the library.

· Continuously conduct information literacy and orientation to users through a variety of methods in order to provide guidance on use of the library’s collection and inculcate lifelong information skills

· Developing and retaining qualified, experienced and dedicated professional library staff who will offer high quality services to the users of the library.

· Adopting technologies that will make information resources accessible to the University community in an equitable, efficient and effective manner.

· Organize and preserve locally produced knowledge within KU and provide access anywhere and at any time.
· Provide a secure and conducive learning environment for use of library resources.

2.0 Quality Policy Statement

The University Library shall strive to continuously meet and exceed Library patrons’ information needs by providing a dynamic learning environment and quality user-centred information services, while inculcating life-long learning skills that foster human development.
2.1 Quality objectives
· To achieve and maintain a level of quality which enhances the Library's reputation with customers. Performance Measures will  be:
i. Continuously improve quality of library services (attaining 85% customer satisfaction)
ii. Satisfy information needs of the University by acquiring and maintaining relevant information resources (attaining 85% customer satisfaction)
· To endeavor, at all times, to maximize customer satisfaction with the services provided by Kenyatta University Library. Performance Measures will  be: 
i. Enhance accessibility to information resources through technology by formulating policies and implementing technologies that will make information resources easily accessible and enhance service delivery. (attaining > 95% customer satisfaction level)
ii. Implement a comprehensive strategy to promote library resources and services (attaining 95% awareness of all library resources and services offered by the library and attaining > 75% utilization of electronic resources
iii. Increase the volume of University research output holdings (attaining >65% of university research output in digital format)
· To meet and exceed the quality requirements set aside by the Kenyatta University Quality Policy. Performance Measures will  be:
i. Attaining a >95% adherence to the Quality Manual and procedures of Kenyatta University through the Internal Audits undertaken periodically
ii. Conducting biannual User Surveys (attaining > 95% customer satisfaction level)
· To continuously develop the Human Resource capacity of the Library by developing their skills in critical services areas. Performance Measures will  be:
i. Undertaking not <2 Quality Awareness Training Programs annually
ii. Carrying out an Annual Customer Service Training program for all Library Staff
3.0 Library Access 
3.1 Groups Allowed Access

· Library users shall identify themselves at all times to gain access to the library and its information services. 
· Visitors shall seek authorization in advance from the University Management to gain access to the Library. 
· The following categories of users shall comprise library membership and their required documentation:
Full Access

	User Category
	Required Documentation

	KU Teaching Staff
	Smart Card

	KU Non-teaching Staff
	Smart Card

	KU Students
	Smart Card


     
Limited Access
	User Category
	Required Documentation

	Alumni
	Smart Card

	Visitors
	Authorization Letter from VC’s Office

	Exchange Students
	Authorization Letter from Dean of Students

	Visiting Faculty
	Authorization Letter from Dean or Chairperson of Department


3.2 Services, Resources and Facilities

· The following services, resources and facilities shall be available to authorized users:

Services:

· Lending

Different categories of Library users shall have different lending periods and entitlements as stipulated in the Library rules and regulations.

· Reference and information services

These shall be offered at subject libraries.

· Information Literacy skills

Eligible users shall be encouraged to enquire for the next available sessions at the information desk or the relevant subject counter.

· Services to users with special needs 

These shall be available to all persons with disability (PWDs).

· Short-loan service

This shall be available to users for information resources on high demand.

· Photocopy Services

These shall be available at a competitive charge per page but within the copyright law.

· Binding Services

These shall be also available to the University community.

· Electronic information access service

These shall be available to bonafide users On and Off-campus as per policy.
Resources:
The resources available in the Library shall include:

· Institutional Repository

· Newspaper databases

· Past Examination Papers

· Books– both print and electronic

· Journals – both print and electronic

· Library catalogue

Facilities:

The following facilities shall be accessible to Library users as per policy:

· Reading Carrels available on first come first served basis

· Group discussion rooms also on priority basis

· Instruction rooms

· Research commons

· Computer labs

· Reading areas

· OPACs

For efficient and appropriate use of the Library resources, services and facilities – please refer to Library rules and regulations available in the Library website.
4.0 Collection Development 

4.1 Role of the Library 
· It shall be the responsibility of the Library to build a well balanced and up to date collection to meet the diverse needs of the University community.

· The University Library shall undertake the following roles:

· Systematic selection, acquisition and organization of all forms of information resources.

· Dissemination of information to university community and other users.

· Provision of Information Literacy.

· Conservation and preservation of Information Resources.

· Co-operation with other libraries/institutions for the benefit of the users.

· Provide a conducive environment for study.

4.2 Selection of Materials

· Materials in the following areas shall be considered for selection:

· Resources for academic and curricula needs (present and projected)

· General and specialized reference materials

· Bibliographies, indexes and catalogues

· Resources for special collections e.g. artifacts
· Materials for recreation and general interest

· The Library shall acquire information materials in various formats to support all programmes offered.

· Resources shall be selected for their content, not necessarily format, and a balance shall be maintained amongst all disciplines.  
4.3 Selection criteria 

· Information resources selected for the university library must be evaluated by the Library staff on the following criteria and approved by the Library Committee:

· The permanence and timely value of the information

· Currency of information

· The accuracy of the information

· The authoritativeness of the author

· The usefulness of the information resource(s) in relation to others in the collection.

· The cost of information resource(s) as compared to others that equally valuable but cheaper.

· The form of the information resource(s) in comparison to other available forms.

· The reputation of the publisher.

· Type of binding (see note 2)

· The responsibility for selection of library information resources shall fall under subject specialists i.e. faculty members and subject librarians.

· The subject librarians shall avail selection tools to the book representatives in the teaching departments who shall in turn distribute them to the teaching members of staff for selection.
5.0 Acquisition of Information Resources 

5.1 Acquisition Guidelines
· The Library information resources shall be acquired in the various ways in line with the collection development policy with the approval of the Library Committee.
· Purchases shall depend on the library information resources budget.

· The library shall receive solicited and unsolicited gifts that are relevant to the University with the understanding that they shall be added to the collection only after they have been evaluated.
· It shall be made clear to the donor that the library reserves the right to accept or reject the gifts.
· The Library shall prefer selecting from an advance list of intended gifts before accepting for shipping to avoid acquiring documents that are not relevant to programmes taught.

· The library reserves the right to dispose off inappropriate gifts as it sees fit, by exchange, re-donation or discard with the approval of the Library Committee.
· The library shall enter into, and strengthen exchange of publication programmes with other institutions whenever such ventures are advantageous to the library.
· The library shall strive to enter into depository agreements with as many publishing bodies as possible in order to access the current research information, provided that there are no conditions attached.
· Library materials that may have been lost or damaged beyond repair shall be considered for replacement if they are still useful.
· All records of lost, paid for or replaced items must be amended to reflect the current status in the library records.
· Periodic evaluation and stocktaking should be carried out preferably every 5 years.
· The library shall have a policy of zero-tolerance on censorship. Library Committee shall be called upon to advice on the acquisition of potentially controversial materials.
· The Library shall endeavor to acquire current edition of information materials.

· The Library shall prefer hardback to paperbacks editions unless the cost of rebinding paperbacks is substantially less than the cost of the hardback.
· Kenyatta University Library shall collaborate with other University Libraries in selecting of e-resources.
· Free resources available from the internet, organizations or individuals may be included to the library databases.
6.0 Circulation/Loan of Information Resources 

6.1 Registration
· The circulation services shall be accessible to all staff and students holding valid ID cards.

· To register with the Library, one must have a University ID card, undergo orientation and have a corporate email.
· Only registered users of the library shall be eligible to borrow information resources subject to user category, loan limit and use policy attached to each type of material.

6.2 Borrowing

· All library users shall be expected to produce their identification card before borrowing any information material.
· Lost or mutilated information materials on loan shall be replaced at the market cost of the information materials plus the prevailing administrative charges.
· Users who inconvenience others in any way while in the library shall be penalized as stipulated in library rules and regulations.

· Information materials borrowed on regular loan and not returned on the due date shall be charged overdue fines as per the library rules and regulations. 
· A delay in returning a Short Loan book shall incur an overdue fine as per the Library rules and regulations.
· The number of items to be borrowed shall differ as per user category, loan period, resource type, location and policy.

· The Circulation Librarian shall recall any information material on loan from a user by a notice which shall specify return date of the same.
· If a user does not return a recalled item, the stipulated fine shall be imposed as per library rules and regulations.

· KU Library users may borrow information resources from any branch Library. However, Campus Librarians can assist users to borrow materials that are available in other Campus libraries via inter-campus loan.
· Registered users can borrow and return materials from any branch library of KU subject to adherence of this circulation policy.
· Users are liable for all information resources checked-out in their accounts using their KU ID cards.

6.3 Penalties

· All borrowers are subject to overdue fines as set by KU Library Committee, and penalties for resources kept beyond the loan expiry date. 
· An alert shall be sent to defaulter’s corporate email 2 days before the due date. Three months after the due date if the information resources are not returned, they shall be deemed lost, and both replacement and overdue charges levied as per library rules and regulations.
· Lost library books shall be replaced with the current edition and an administrative fee of Kenya Shillings 500/= or as may be stipulated by the library committee from time to time.

· The library system shall block accounts of those users who fail to return borrowed items on time. Overdue charges shall continue to accrue until the item is returned or replaced. 

· A blocked user account shall remain blocked even if the item has been returned as long as the overdue charges remain un-paid. 

6.4 Clearance

· All KU staff and students shall clear with the library upon resignation, proceeding on retirement, completion course or exiting from the University for other reasons.
· All clearing staff shall be removed from the plagiarism, Library Management System (Koha) and Off-Campus (Ezproxy) account privileges. 
· If a library user fails to pay the replacement fee for lost library items, appropriate recovery process shall be initiated.
· The Library reserves the right to suspend membership until all checked-out resources have been returned and all charges paid.

· Reference and short loan materials shall only be used in the library.
· A lost or stolen KU ID card shall be reported immediately to the relevant KU Campus for blocking against any misuse.

· Valid KU identification cards must be produced at the Circulation and Subject Counters of the library before any information resources can be checked-out.
· To check-in information resources, clients shall return the resources to the Circulation and Subject counters where they were checked out.

· Renewal of borrowed items shall not be allowed. However, under special circumstances, users can request for renewal.

· The information material must have been borrowed for it to be placed on hold.

· Lecturers shall recommend library resources to be placed on reserve/short loan through the subject libraries. 
7.0 Reprography
7.1 Copying Limitations

· The library shall allow limited photocopying of various works in the library for research or study in line with Copyright Act (2001 Act) and Kenyatta University Intellectual Property Policy 

· Users shall only be allowed to copy 3 pages of any copyrighted unless written permission has been secured from the copyright holder by the person who makes the copy or requests copying service. 

· A user shall not be allowed to copy more than one article from a journal, periodical, or newspaper.  

· The user shall be responsible for ensuring that all photocopying requests comply with copyright law.

8.0 Reference Services 

8.1 Service Guidelines

· The personnel at the information desk shall be tasked with answering general inquiries and assisting patrons to search for information.

· Comprehensive training sessions shall be conducted during information literacy classes taking place in the library. 
· The tools used to offer reference services shall include, In-person inquiries, Ask-a-librarian, Live support, Telephone inquiries and Email. 
· The library staff shall configure users’ laptops to access its free Wi-Fi to exploit its rich online information resources.

· Library users shall be expected to register their laptops to authenticate ownership.

       
9.0 Library Services for Users with Special Needs

9.1 Services Guidelines for PWDs
· The Library shall endeavor to offer a wide range of appropriate support services in tandem with the KU Disability Policy and the PWDs Act of 2003 with a view to fast track disability mainstreaming. 

· The library shall actively encourage PWDs to make use of assistive technology available in the Library. 

· The staff working at the special needs section shall be given training in sign language and Braille to enable them serve special needs users effectively and efficiently.
· The library and its branches shall guarantee accessibility to the premises and services to users with special needs, directly without any discrimination.

 

· The library shall provide diverse services to users with special needs, striving to avail such services directly according to the specific needs of these users.

· The library shall have an accessible entrance with a clear ramp for all PWDs.
· A user with special needs can contact the special needs section of the library via Cisco Extension ‘3256’ or by email: library@ku.ac.ke 

· The Library shall provide one – on - one library instruction using assistive technology devices to PWDs.

· The Library shall provide wheelchair - accessible restrooms for PWDs.
10.0 Research Commons 
10.1 Scholarly Commons Guidelines

· A Research Commons or Space shall be established in the Library to support research and scholarship in a virtual environment.

· The Research Commons shall be a one stop research workshop where researchers meet to innovate, consult, mentor, share and collaborate. 
· The Research Commons facility shall be benchmarked with current trends to cater for conference, brainstorming projection rooms, digital visualization, colloquia and a classroom.
· The Commons shall only be accessible to Postgraduates and Staff of Kenyatta University.
       
11.0 Electronic Information Resources 

11.1 Searching Guidelines 
· It is the responsibility of Library to allow access to bonafide staff and students to all electronic resources in bibliographic databases as well as software necessary to access or use these electronic resources.
· The Library users shall not share usernames and passwords with other persons.
· Library users shall search only for themselves and not for others or other organizations.
· Library users shall not utilize automated program or script for extracting or downloading Content-addressed storage (CAS) data systematically.
· The relevant University Information related Policies shall apply to the use of electronic resources.
          12.0 Institutional Repository 

12.0 Policy Highlights

· Kenyatta University shall disseminate the output of its research and scholarship globally through its institutional repository under the Creative Commons license.
· The material in the Repository is intended to be freely accessible via the Repository's web site (http://ir-library.ku.ac.ke) and most common search engines such as Google Scholar, DOAJ and OAIster

· The comprehensive Institutional Repository policy providing guidelines on content, access, submissions, metadata, data, selection, retention, replacement and withdrawal, quality control, preservation, monitoring, compliance and review shall be available in the University Website at  library.ku.ac.ke/wp-content/uploads/2013/01/Library-IR-Policy.pdf  
· Each University member shall grant to the University permission, upon submission to the IR, to make available his or her scholarly works.  

· The University shall be granted a nonexclusive, irrevocable, worldwide license to exercise all rights under copyright relating to each authors’ scholarly works, and to authorize others to do the same, provided that the scholarly works are not sold for a profit.
· The policy shall apply to all scholarly works authored or co-authored while the person is a member of the University.
· The policy shall not apply to scholarly works completed before and for which the University member entered into an incompatible licensing or assignment agreement before its adoption. 
· The University shall allow a one year embargo to a particular scholarly work upon request by the author/creator. 
· Scholarly works for publication shall be provided, in the final version and as an electronic copy at no charge, to the appropriate representative of the Senate in an appropriate format immediately after publication.
·  Other scholarly works shall be provided, in the final version and as an electronic copy at no charge.

· All depositors shall agree to a KU Deposit Agreement contained in the IR Policy

· The University may make the scholarly works available to the public in an open-access repository.
· The Office of the DVC Academic shall be responsible for interpreting this policy, resolving disputes concerning its interpretation and application, and recommending changes to the University from time to time. 
· The policy shall be reviewed from time to time and a report presented to the Senate.

· The University shall reserve the right to accept or reject any scholarly works presented for repository to open access.
 
13.0 Information Literacy 

13.1 Responsibility Guidelines 
· The library is responsible to provide information literacy training to all users, to equip them with the necessary skills to utilize information resources, in compliance with the commission of university education guidelines.

· Information literacy policy shall: 

· Support all students at Kenyatta University to develop information literacy skills.

· Establish an integration of information literacy skills into the academic curriculum of the University.

· Articulate the role and responsibilities of the University’s key partners in achievement of Information Literacy Objectives.

· Establish a consultative and reporting mechanism for stakeholders.
· Recognize a need for information
· The development of information literate graduates shall be a shared responsibility between the Faculty and Librarians.
· The library shall play a leadership role in the development of information literate graduates, in close co-operation with all stakeholders.
· The IL program shall have clear goals and measurable outcomes and it shall have deliverable content with appropriate teaching methodologies.
· The mode of delivery of the program shall include interactive tutorials, presentations, workshops, web-tutorials, lectures and practical sessions.
· The IL program shall be integrated in the Research Methods programme. 
· The mode assessment shall include practical applications of skills, theoretical examinations to test skills development.

· The Library shall aim at providing a dynamic learning environment and quality user-centered information services that enhance teaching, learning and research while inculcating life-long learning skills and fostering human development.

· To realize this, all stakeholders shall ensure that they play their part to maintain a conducive academic and research environment. This policy is geared to optimize the usage of all the resources and facilities available and sustain collections integrity. 

        
14.0 Library ICT 

14.1 Usage policy
· ICT services shall be made available to library users.

· All campus libraries shall have access to online databases and other necessary application software in place.
· Access to the World Wide Web shall be made available free of charge at all Kenyatta University Campus libraries. 
· Users shall not utilize ICT facilities to access obscene, racist, defamatory or illegal content; that causes harassment or gross offence to others or that would be a breach of copyright. 

· The Library shall not accept responsibility for slow network responses, non availability of web sites. 
· Appropriate filters and monitoring software shall be installed on computers to restrict access to sites considered unsuitable.
14.2 Library Computer Labs

· All users shall agree to abide by Library ICT as well Computer Labs Policy. 

· The use of computers and laptops configuration shall be free of charge in line with Kenyatta University Service Charter.

· Induction on usage of e-resources subscribed to by the library shall also be free of charge.
· The Library computer laboratories shall offer access to electronic resources available to Kenyatta University community - students and staff.

· Occasionally, the computer labs shall also serve as backup rooms for library instruction requiring hands on skills. During such periods, notice shall be posted to communicate to users.

· Access to the computer labs shall be limited to bonafide KU students, employees, and registered alumni in possession of a valid university ID card.

· The computer labs shall be open in line with the Library Rules and regulations governing lab operational hours. 
· Computer usage shall be regulated on first come first served basis at a specified duration supervised by the Library ICT Technician. 

· Computers shall not be reserved a day in advance.
· Multiple bookings in different computer labs shall not be allowed.

· All the computer labs in the main campus shall be accessible to undergraduates except the one at 4th floor which is designated for Postgraduates and staff.
· Lab users shall not be allowed to install or uninstall any software program on any computer.

· Copyrighted computer lab software shall not be copied by any user.

· Every Lab shall have a Technician for support.

· The Library ICT technician’s desk shall be reserved for the staff on duty.
· Lab users shall not move, connect, disconnect, vandalize, turn off, or change lab equipment.
· Personal files shall not be saved on computers because the machines are routinely formatted.

· The Library shall not accept liability for any damage or loss of data arising directly or indirectly from the use of the computer lab equipment by a client.

· Users shall not be allowed to exploit Computer lab equipment and institutional internet for commercial purposes.

· The Library Administration shall reserve the right to bar any lab user for violating any of these regulations or any other Library rule.
       
15.0 Social Media 

15.1 Social Media Etiquette 
· The Library shall utilize Social media platforms to enhance marketing, access and use of information resources in line with the University Social Media Policy.
· The library rules and regulation shall apply on the social media platform being used.

· Maintain confidentiality: adhere to all applicable policies of the University and do not share any intellectual property rights of the University and other institutions or departments.
· Do not use the name of the Library for advertising personal businesses.
· Always use disclaimers when the views posted are not those of the library.
· Respect official time as social media can create a diversion leading to less productivity.
· Get facts right before posting and make your views engaging and stimulating.
· Contribute valuable discussions and know that social media is a two way communication venue. Critical posts will be addressed honestly and promptly.
· Be respectful to other people’s opinions and viewpoints, should you disagree, engage in a cordial, logical and ethical conversation at the same time add value.
· Think before you post, whenever you are not sure contact the respective administrators.
· Always remember the audience of social media is the prospective students, current students, staff and other stakeholders.
· Remember everything you post will be saved and can be shared worldwide.

· Maintain high level of quality and be accurate in spelling, punctuation and grammar.

· All postings in social media must be approved by the Chief University Librarian or his appointee acting on behalf of the University library. 

· It is important therefore to be courteous, responsible, timely, accurate, considerate, gender sensitive, transparent, and abide by the university’s policies.

· Breach of this social media policy shall lead to disciplinary measures in line with university policies and guidelines.
16.0 Cell Phone Use 

16.1 Quiet Study Zone

· The Library is committed to meeting the needs of library users by providing an environment conducive to study, research, and collaborative learning.
· All library users shall switch their phones to silent mode when entering the Library. 
· Users shall conduct phone conversations outside the Library building.
· Users shall report to a library staff at the nearest service point any noisemaking emanating from use of the cell phone in the library.
· Library security shall enforce this provision by asking the culprit to leave the building.
   
17.0 Carrels Usage 

17.1 Management and Usage
· Reading carrels shall not be used as office space, lockers or discussions rooms.
· Due to limited number of carrels, priority shall be given to Library users conducting research. 
· Carrels shall be assigned on first come, first served basis and shall be used as set out in the rules and regulations.
· Carrels shall be available for use at a minimal fee on daily basis.
· Carrel keys shall to be returned at the specified time to Librarian on duty at the Circulation Counter.  
· Failure to return or lose of a carrel key shall attract a penalty and a hold placed on the patron’s account until such payment is made.

· Carrels shall be used only by the person to whom it is assigned.
· Smoking, eating, taking of beverages in carrels shall be prohibited.
· The library shall not be responsible for any stolen personal property and library borrowed resources left in a carrel.
· Library materials left in carrels overnight shall be removed by the library staff and re-shelved.
     
18.0 Risk Management 

18.1 Risk Management Guidelines
· The purpose of this policy is to ensure that risks to Kenyatta University Library (KUL), are analyzed, and managed so that they are maintained at acceptable levels. 
· Risks to the confidentiality, integrity, and availability of information resources and services are considered.

· This policy shall apply to KUL sections that perform functions that collect, transmit, retain and preserve university information services and resources.

· The Quality Representative (QR) shall be responsible for coordinating the development and maintenance of risk management policies, procedures, standards and forms for KUL.

· The QR shall be responsible for the ongoing development and day-to-day management of the KUL’s Risk Management Program.

· Section/ Unit heads shall ensure that risk assessments are performed at least once annually on all computing systems and/or business processes under their units’ control that involve information service and resource provision.

· Organizational Unit heads shall submit the risk assessment results and associated remediation plans to the QR for review who in turn shall provide the same to the University Librarian.

· The QR shall be responsible for coordinating the implementation of this policy and for providing guidance on the interpretation of specific policy requirements.

· Risk management professionals shall identify external and internal environments as sources of risk to libraries. 

· The operational environment shall be categorized as Professional, Financial, Legal, Physical, Contractual, Technological and Environmental. 
· The cognitive environment. 

· The physical environments 
· The economic environment 

· The political environment 

· The social environment
· The legal environment
       
 19.0 Weeding 

19.1 Weeding, withdrawing and Discarding Guidelines
· The Library shall purposefully embark on developing and reviewing weeding policy guidelines for its information resources.
· The library shall maintain a relevant and thoroughly weeded collection of books and e-resources appropriate to the official role(s) and mandate of the University Library.
· Every item in the Library collection shall need to be evaluated for retention, replacement, repair and withdrawal periodically.

· Weeded resources shall be transferred to organized shelves for easy retrieval if needed.

· Excess copies, rarely used but useful books, outdated books and other obsolete resources shall be donated to other institutions, exchanged or discarded as per University’s disposal policy.

· Weeding responsibility shall rest in the Subject Librarians concerned in liaison with the Acquisitions Librarian.
· The Library Management Committee shall ratify records of all materials marked for disposal and ensure that all records are deleted from the Library Accession register and any other Inventory. 
· The Library Committee shall give final approval of the weeded materials to be disposed.

      
20.0 Collaborations 

20.1 Collaboration and Partnership Guidelines
· The Library shall collaborate and partner with other organizations, agencies and stakeholders in line with the University Policy regarding collaborations to fulfill its mandate.

· The Library shall look for and respond to requests for partnerships and collaborative projects that are in line with its mission and roles and conforms to institutional and statutory guidelines in existence.

· All collaborations or partnerships shall be in writing and shall be approved by the relevant office in Kenyatta University.
Enquiries:

· Any questions regarding library facilities may be directed to several areas for responses including: Information Desk (8710901-3250/1); ‘Ask a Librarian’; ‘Library Chat’; Chief University Librarian (8710901-3262) or email to maktaba@ku.ac.ke

· Compliance:

· Failure to comply with the provisions in this Library Policy shall occasion a curtailment of the privileges contained, sanctions stipulated here or referred to like rules and regulations and other policies.

Review:

· This policy shall be reviewed from time to time to streamline the exploitation of electronic and print wealth of the University Library to enhance teaching, learning, research and community service. 
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