CONSOLATA INTERNATIoNAL UNIVERSITY

librARY POLICIES
 2024
               Hours of Opening

The library will open at Opening Hours

Main Library

. Monday – Friday 8am – 5pm

. Saturdays: 8:00am – 12:30pm
. Remains closed on Public Holidays.

1 Membership and Users

Consolata Missionaries, the institute management board , the academic staff, reorganized lecturers of the Institute, the administrative , clerical and secretarial  staff, the technicians, registered students, students registered for research based postgraduate courses in an affiliate university, former student who hold a Certificate or Diploma or Degree of the Institute are entitled to read in the Library and borrow books this is done to encourage furtherance of research in the area of philosophy.
Other persons (including Occasional Students) (outside borrowers) may be allowed to read in the library with special permission to borrow books. These Patrons will be charged kshs 2000 for library use per one academic year. 
2 Rules Relating to Borrowing

2.1 No reader will be permitted to borrow books before completing the authorized Library registration procedure.

2.2 Alumni of the Institute (graduates and former student who hold a Certificate or Diploma of the Institute), May join the Library may join the library on payment of a single registration fee equivalent to half the current annual subscription charged to outside borrowers. Outside borrowers shall pay both a registration fee and an annual subscription .The registration fee is waived for scholars / consultants or bodies undertaking research for the Consolata Missionaries.
2.3 Members of the staff of the Institute including Lectures management staff and research fellows  may borrow up to 4 items of the library stock at one time; students registered for research – based postgraduate courses in an affiliate University 3 items; undergraduate and certificate students 3 items. All other eligible borrowers may borrow up to three items at one time borrowing permissions, privileges and the chief Librarian dean of studies may revise entitlements.
2.4 The period of loan for all materials (with the exception of audio-visual materials and items in high demand) shall be for 14 days from the time of issue. Lecturers, management staff and research fellows and registered students or research based postgraduate courses and normally 7 days for students and other classes of borrowers. Loans may be renewed for a further period if the items concerned are not required by anyone else. All loans are subject to recall and become due for return within 2 days of the recall notification.
2.5 Users must present their CIU stall or students Identification Card or Library card in order to borrow any item available for loan.

2.6 The latest date on which books DVDS, other Library stock should be returned will be advised at the time of loan or renewal – although the due date remains subject to earlier recall (see3.3). A fine of 20 shillings per day will be incurred for overdue recalled loans and overdue high demand loans.

2.7 If borrowers Library Card is lost or stolen, the matter must be reported to the Library services staff; this is done to avoid cases of users borrowing items using faulty ID Cards.
2.8 Only the persons to whom it was issued and whose name appears on it may use the CIU Card / Library Cards.

2.9 Periodicals volumes or parts may be borrowed by lecturers of CIU, Research fellows for a period of two hours. Certain periodicals may be reserved for use in the library only, or be placed in the Reference Collection.
3.10 Books Borrowed during the vacation are subject to the same terms and conditions as during      term session.

        3.11 The following classes of materials are not allowed to leave the Library.

                (a) Maps

  (b) Essential Reference books such as Encyclopedias, Bibles, Dictionaries,                                                                                                                                                                     commentaries, Companions, Great Books, World Books, Atlases and Current Year Books and calendars.
(c) All types of Reports and Statutes.

(d) All other books marked Reference Only.

4. FINES

 The Library may at any time request the immediate return of a book required by another                  reader, if the book has been on loan for seven days. A fine of 20 shillings per day will be imposed on any reader retaining a book after the date of recall. 

 Loss of or damage to library stock must be reported to the library at once. The borrower will be considered personally responsible and will be required to make good the loss or damage. Marking or writing in books is strictly forbidden and any person so defacing or mutilating part of a book will be required to replace them.  
              5. COMMUNICATION

 The Library will where possible communicate with its users by email or any other media acceptable to the Institutes management.

6. USE OF ELECTRONIC DATABASES

 The library subscribes to on-line information resources, which are to be used through user names and passwords. Library patrons are advised to consult the Reference Librarian for purposes of accessing the e-resources. Library Patrons are prohibited from giving out passwords to people who are not CIU students or staff.
             7.  COLLECTION DEVELOPMENT
 The public/ users shall inform the purchase of books and other materials to the library. Lecturers shall indicate to the Chief Librarian and the dean of studies any new publications, which ought to be in the library for the support of their courses. All the new arrivals shall be displayed to bring Current Awareness to the Users. 

8. CUSTOMER SERVICE POLICY
Customer service policy is the priority of the library, all library users will be treated promptly and respectfully without regard to age, gender, ethnicity, disability, language proficiency, social and economic background.

9. DONATIONS

CIU library will accept donations of recent books, recorded books on CDs and DVDs. Donations to be accepted should be clean and in good condition. All Donations will be accepted without conditions and immediately become the property of CIU library. They cannot be returned back given that the donations will soon be added to the library collection
10. ACCESS

The library will be committed to ensuring timely and user-friendly access to general collection and endeavor to make these resources available through search as soon as possible.
11. WITHDRAWING OF MATERIALS (WEEDING)

A current attractive updated and useful collection will be maintained through a continuous withdrawals and replacement process. Replacement of worn out volumes will depend upon current demand, usefulness of the material, more recent acquisition and availability of new editions.
12. LIBRARY MATERIAL SELECTION

The library will actively strive to ensure that materials representing many different views and a broad diversity of human thought and creativity are represented in the collection. A balanced collection will reflect a diversity of materials not necessarily an equality of numbers.

             CIU library will consider the following merit as it select material for its library:

· Individual merit of each Item.
· Popular appeal demand
· Suitability of the material to the library.
             13.  CODE OF CONDUCT
In order to provide a save and appropriate environment within the library, CIU library will adopt some rules and regulations to be followed within the library set up. Any user not abiding by the set rules and regulations may be required to leave the library premises and may forfeit his/her library privileges.             
