
 

STANDARD OPERATING PROCEDURE (SOP) FOR LIBRARY 

Membership of Library : 

 For becoming the member of library the faculty and students have to fill the library form with their details and 

get it signed by incharges and principal and submit the same to the Librarian. 

 After becoming the member of the Library , library cards are issued to the students and staff. 

Working hours : 

 The Library serves the college community keeping open throughout the year except on National Holidays to 

facilitate the students.  

 Library Timmings: 9:00AM to 5:00PM on all working days. 

 

Rules and Regulations of the Library :  

 Strict and absolute silence shall be observed in the Library. 

 Students are not allowed to carry their bags in Library. 

 Users are requested to keep their belongings in the space provided at the entrance of the Library. 

 Id card is mandatory to issue books in the Library, identity cards are not transferable. 

 If any book is lost or damaged, the person responsible shall replace it with a new copy or pay the recent price of 

that book. 

 Folding the pages, marking, underlining in the book issued from Library is purely restricted. 

 Librarian has the right under some special circumstances, may refuse the issue of book or recall the book already 

issued from any user. 

 Respect Library rules and regulations. 

 The Library accept donation of manuscripts, books, periodicals etc. from the users. Such donation once accepted 

will become the absolute property of the college. 

 Students who want to withdraw their admission or relieve from college is required to take a “No Due 

Certificate” from the Library. 

Note: The above rules are intended to regulate the use of Library resources and will be reviewed time to 

time. 



Processing of the books: 

 The books are stamped with Library stamp for identification as Library property. 

Procedure for borrowing books: 

 Books will be issued for a period of (7) days at a time to students, faculty and staff will be issued books for a 

period of 30 days. 

 Re issue will be done for maximum two times or as long as no other Library user requires the book and keeps the 

request to reserve the same. 

 Faculty members can hold seven (7) books in his/her account, whereas students can hold only two (2) books at a 

time.   

 Books will be issued only after the Library card is produced. 

 To get re-issue after the last date of the return of book has to be physically brought to the Library circulation 

counter and due fines has to be paid before getting it re-issued as a fresh issue. 

OPAC: 

 Online Public Access Catalogue facility available in the Library for users. The library’s catalogue of books and 

other reading material can be access through library opac system. 

 The library catalogue is searched by title-wise, subject-wise, author-wise and publisher-wise.  

Stack Area:  Open Access System  

 Library is practicing open access facility. User is free to choose any book. 

Search for books in the following order: 

 Subject-wise        Title-wise       Author wise  

 Go to the stack area and select your required book. 

 Books are arranged subject-wise. 

 After selection of books you may get books issued from the circulation counter. 

Reference service: 

Reference service plays a crucial role in facilitating access to information, supporting research endeavors, and 

enhancing the overall user experience. Reference service in a library refers to the assistance provided by library staff 

to patrons seeking information, research guidance, or help in locating specific resources within the library's 

collection or through external sources. One copy of all title has kept for reference. We have good collection of 

reference books like  Encyclopedia, dictionaries, competitive, general books etc.  

 



Old Question Paper Bank: 

College- Library has Question Paper Bank service having old question papers (Hard copy) of different courses. 

Newspaper Clipping Service: 

Library also provide newspaper clipping service to its users it include news about the college and university. 

User Orientation: 

 New entrant users are provided with orientation towards library resources and services for their better utilization. 

The library organizes orientation program for the benefit of new students in the beginning of academic year. They 

are taken around the library to familiarize them with various resources and services available for them. Any user 

desiring to know more about library resources and service or to learn how to use a particular resource like OPAC, 

ejournals, e-books etc. should contact the staff of the library. 

Safety and Security: 

The college Library is equipped with the Fire Extinguisher.   

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Library Committee 

To cater the needs of variety of Library Users and for smooth functioning of the library, an Advisory 

Committee is constituted. The main objective of the Library Advisory Committee is to formulate policies, 

rules & regulations. 

All the procurement, and other important issues related to library are discussed and finalized by the Advisory 

Committee. The Committee is revised after every three years. 

The present working committee for the year (2022-23) is as follows: 

 

Sr.No. Name Designation/Deptt. Memb. Status 

1 Mr. Manish Singh Director Chair Person 

2 Dr.Naveen Kulshrestha Educational Director Member 

3 Dr. Nishtha Shukla Assist. Educational 

Director 

Member 

6 Mrs. Reeta Pandey Finance & Accounts Member 

7 Dr Anshul Pant     Incharge (B.Sc) Member 

8 Dr. Krishna Kumar Incharge (B.Com) Member 

9 Dr. Bhupendra Singh Niranjan Incharge (B.Ed.) Member 

10 Mr. Vishal Sharma Librarian Member 

 

 

 

The main functions and responsibilities of the Library committee are given below : 

 To formulate generals library policies and regulations which govern the function of library. 

 To formulate policies and procedures for efficient use of Library resources. 

 To update the documentation service and updating Library collection. 

 To adopt measures to enhance readership. 

 To prepare budget and proposals for the development of the Library. 



 To seek feedback on Library Functions from readers. 

 To recommend to the authorities the fees and other charges for the use of the Library. 

 To frame a procedure for recommending the books for purchase. 

 To review subscription of journals and magazines periodically. 

 To monitor the arrangement of furniture and cleanliness of library. 

 

  

 

 

 

 

 

 

 



 

APPENDIX -1  

 

4.2 Library as a Learning Resource 

4.2.1 Library is automated using Library Management System (ILMS) 

 

 

SCREEN SHOT OF ILMS SOFTWARE USING IN THE COLLEGE LIBRARY : 

 

 



 
 

 

 

 

 

 

 

OPAC SERVICE FOR THE USERS 

 

 

 

 



 
 

 

 

 

 

ISSUE MODULE OF THE LIBRARY SOFTWARE 

 

 

 

 

 



 
 

 

 

 

 

CATALOGUING MODULE: 



 

 

4.2 Library as a Learning Resource 

The institution has subscription to following e-resource: 

 

LOGIN ID PAGE OF DELNET 

 

 

 

 

 

 

 

 



 
 

 

 

 

 

INSTITUTION NAME SHOWING ON THE DELNET WELCOME PAGE 



 
 

 

 

 

APPENDIX – 2 

 

4.2 Library as a Learning Resource 

 

 

4.2.1 : Percentage per day usage of library by students & teachers (Footfall data) 

 

 

 

 

ACADEMIC YEAR 

2022-23 
 

 

 

 

 

 

 

 

 

 



 
 

 

 

 Percentage per day usage of library by students & teachers (Footfall data) 

 

S.NO YEAR FOOTFALL  

1 2022-23 19296 

 

 

 Method of computing per day usage of library : Library Register 

 Number of physical users accessing library : 72 users per day 

 Formula : 

 

Number of teachers and students using library per day 

𝑡𝑜𝑡𝑎𝑙 𝑛𝑜 𝑜𝑓 𝑡𝑒𝑎𝑐ℎ𝑒𝑟𝑠 𝑎𝑛𝑑 𝑠𝑡𝑢𝑑𝑒𝑛𝑡𝑠
× 100 

 

 (Sum of number of students & teachers using library on five random days)/5 

 

Students = (55+51+48+58+56)/5 = 53 

Teachers = (19+20+18+20+19)/5 = 19 

 

72

279
×100 = 25.80 %  

 

 



 
 
 

STUDENTS FOOT FALL DATA – 2022-23



 
 
 



 
 
 



 
 
 



 
 
 



 
 

 



 
 
 



 
 
 



 
 
 



 
 
 



 
 
 



 
 
 



 
 
 



 
 
 



 
 
 



 
 
 



 
 
 



 
 
 



 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

TEACHER FOOT FALL DATA – 2022-23



 
 

 



 
 

 



 
 
 



 
 

 



 
 
 



 
 
 



 
 
 



 
 
 



 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

APPENDIX – 2 

 

4.2 Library as a Learning Resource 

 

 

4.2.1 : Percentage per day usage of library by students & teachers (Footfall data) 

 

 

 

 

ACADEMIC YEAR 

2021-22 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

 

 

 Percentage per day usage of library by students & teachers (Footfall data) 

 

S.NO YEAR FOOTFALL  

1 2021-22 14740 

 

 

 Method of computing per day usage of library : Library Register 

 Number of physical users accessing library : 55 users per day 

 Formula : 

 

Number of teachers and students using library per day 

𝑡𝑜𝑡𝑎𝑙 𝑛𝑜 𝑜𝑓 𝑡𝑒𝑎𝑐ℎ𝑒𝑟𝑠 𝑎𝑛𝑑 𝑠𝑡𝑢𝑑𝑒𝑛𝑡𝑠
× 100 

 

 (Sum of number of students & teachers using library on five random days)/5 

 

Students = (51+30+29+30+50)/5 = 38 

Teachers = (17+16+18+16+18)/5 = 17 

 

55

265
×100 =  20.75%  

 

 

 

 



 
 

STUDENTS  FOOT FALL DATA – 2021-22 
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TEACHER FOOTFAL DATA  - 2021-22 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 

 



 
 

 

APPENDIX – 2 

 

4.2 Library as a Learning Resource 

 

 

4.2.1 : Percentage per day usage of library by students & teachers (Footfall 

data) 
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 Percentage per day usage of library by students & teachers (Footfall 

data) 

 

S.NO YEAR FOOTFALL  

1 2020-21 16080 

 

 

 Method of computing per day usage of library : Library 

Register 

 Number of physical users accessing library : 60 users per day 

 Formula : 

 

Number of teachers and students using library per day 

𝑡𝑜𝑡𝑎𝑙 𝑛𝑜 𝑜𝑓 𝑡𝑒𝑎𝑐ℎ𝑒𝑟𝑠 𝑎𝑛𝑑 𝑠𝑡𝑢𝑑𝑒𝑛𝑡𝑠
× 100 

 

 (Sum of number of students & teachers using library on five 

random days)/5 

 

Students = (50+29+30+30+54)/5 = 38.6 

Teachers = (30+18+19+22+18)/5 = 21.4 

 

60

285
×100 =  21.05 %  

 

 

 



 
 

STUDENTS FOOTFALL DATA- 2020-21 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 

 

 

 



 
 

 



 
 

 



 
 

 

 



 
 

 



 
 

 



 
 

TEACHERS FOOTFALL DATA – 2020-21 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 





















































































































































 
 
 

NEWSPAPER AND MAGAZINE BILLS: (2022-23) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


