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POLICY DOCUMENT 

LIBRARY COMMITTEE 

OBJECTIVE: 

The library serves as the intellectual hub of our institution, playing a vital role in supporting 

research, teaching, and learning activities. Despite being situated in a rural setting, the library is 

well-equipped with modern technologies to bridge the knowledge gap and ensure that students 

and faculty have timely access to information. Centrally located within the campus, it collects, 

organizes, and disseminates a wide range of resources tailored to meet the evolving academic 

needs of the community, fostering an environment of continuous learning and development. 

ROLES AND RESPONSIBILITIES OF THE LIBRARY COMMITTEE: 

 The college librarian will serve as the convener of the Committee. 

 The term of committee members will be three years. The Principal will recommend new 

members once the existing members' tenure ends. 

 To guide the Librarian in formulating general library policies and regulations. 

 To establish policies and procedures for the efficient use of library resources. 

 To provide uninterrupted access to physical and digital information to meet the needs of 

the learners. 

 To enrich the library's resources to support learning and research. 

 To create an environment conducive to maximizing the learners' access to various 

resources. 

 To define procurement policies for books and journals and advise the Purchase 

Committee on library acquisitions. 

 To maintain a separate Digital Library section equipped with a sufficient number of 

computers and relevant journals. 

COMPOSITION: 

SI. No Name of the Members/Category Designation 

1 Principal Chairman 

2 Librarian Convener 

3 Faculty Members Members 

 



 

 

 

MEETING FREQUENCY: 

Once in an Academic Year 

 

PROCEDURE: 

 All students and faculty members must present their ID cards when entering and exiting 

the library, using the gate entry system. 

 Personal books, files, and other articles (except a small notebook or loose sheets) are not 

allowed inside the library. 

 Strict silence and decorum must be maintained in the library. 

 Marking or writing in library books is strictly prohibited. 

 Use of mobile phones inside the library is prohibited. If carried, phones must be kept 

switched off. 

 The Department Library offers users easy access to resources and assists staff members 

in preparing teaching materials. 

 During library hours, library staff must record student entries using the Gate Entry 

System at the entrance.  

 Students must return borrowed books by the end of the academic year and obtain a “No 

Dues Certificate.” 

 Staff members must return all borrowed books and obtain a “No Dues Certificate” before 

leaving the college. 

 

WORKING HOURS  

Monday to Saturday : 9.00 am to 4.20 pm  

 

 

 



 

 

BORROWING ELIGIBILITY 

Membership Category Borrowing Eligibility Loan Period 

Faculty 8 Books 14 days 

Students 3 Books 14 days 

 

 Members must present their Library cards when using library facilities or borrowing 

books. 

 Users must check for any damage to books before borrowing them. Later complaints will 

not be entertained. 

 Project reports, journals, and question papers cannot be borrowed. However, 

photocopying limited portions is permitted. 

 All borrowed materials must be returned by the due date. Late returns will incur fines 

according to existing rules. 

 Books can only be renewed if they are presented on or before the due date.. 

CIRCULATION SECTION RULES: 

 Members must present their Library card when borrowing, returning, or renewing books 

at the Circulation Counter. 

 Members are not allowed to use another person's Library card. 

BOOKS BORROWED: 

 Borrowed books should not be brought back into the library unless they are being 

returned. 

 Books cannot be returned on the same day they are borrowed. 

 Members are responsible for all materials issued on their cards. 

LOSS OR DAMAGE: 

 Members must check for missing pages, chapters, pictures, or the index before borrowing 

books. 

 Damaged books will not be accepted upon return; any mutilated or spoiled books must be 

replaced by the borrower. 

 Lost books must be replaced with the latest edition of the same title. If not, the borrower 

must pay triple the cost of the book along with a fine. 
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Policy Document for the Women Empowerment Cell (WEC) 

 

1. Introduction 

The Women Empowerment Cell (WEC) at Sree Sowdambika College of Engineering is 

constituted to promote gender sensitivity and foster an equitable environment that supports the 

empowerment, dignity, and well-being of women in the campus community. 

 

2. Objectives 

 To create awareness on gender-related issues and promote gender sensitivity. 

 To provide guidance and support for the empowerment and welfare of girl students and 

women staff. 

 To organize relevant sessions such as webinars or seminars on women's rights, safety, and 

professional development. 

 

3. Structure of the Cell 

 The Cell shall consist of a Convenor, nominated by the Principal, who will coordinate all 

related activities. 

 

4. Roles and Responsibilities of the Convenor 

 All activities are initiated and coordinated solely by the Convenor. 

 Promote and facilitate gender-sensitive practices and awareness within the college. 

 Plan and organize webinars, seminars, or awareness sessions on women-centric themes as 

feasible. 

 Ensure observance of relevant days such as International Women’s Day through simple, 

meaningful initiatives. 

 A basic logbook or file should be maintained by the Convenor for recording activities 

(e.g., date, title, summary). 

 An annual Action Taken Report (ATR) shall be submitted to the Principal, if applicable. 

 

 

 

 

 


































