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WELCOME MESSAGE!

Welcome to the Al-Yamamah University Library. Your library is committed to the purpose of
enabling students, faculty, and staff to achieve the goals of intellectual growth and academic
excellence through study, research, and information science. We are striving to make the library a
comfortable and welcoming place to study as well as a place to launch your life-long learning work
habits.

The Director and staff welcome you to the library. Please ask for assistance at any time and we are
ready to assist you in any way we can in your studies and research at university. We hope your time
here will be happy and productive.

The University has invested a high price in the collection, the structure, and the furniture. We invite
you to make good use of the valuable materials at your disposal here and to exercise good
stewardship in their use.

We hope that the library will be useful to you and that it will be a place where you may achieve your
academic goals. We welcome your feedback and thoughts on how we may better serve you.

The purpose of this Library Guide is to provide our library users with necessary information about
the library and its policies, procedures and services. Come and visit your library. See you around

Thank you and best wishes,

Mr. Sultan AlShammari
General Supervisor of YU Library

Tel: 0096611 2242222 Ext: 3802

S_AlShammari@yu.edu.sa
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Library Mission

Al-Yamamah University Library staff, services, resources, and collections advance the pursuit of
knowledge and offer a gateway to the world of information and ideas. In support of that mission, the
library serves as an intellectual gathering place that fosters and enhances learning, education,
research, and personal fulfillment.

Library Vision

The library’s resources and services enrich the quality of education at Al Yamamah by enabling
learners to select, evaluate and use information to enhance their creativity and knowledge.

Library Values & Beliefs

The library's values are the important principles and beliefs that guide staff as they seek to
accomplish the library's vision and mission.

Library users are our primary focus

We strive to provide the best information services and resources for all users

We carry out our responsibilities with a welcoming attitude

We are committed to excellence

Equitable and open access to information

We are committed to the systematic organization and sharing of our knowledge
We strive for innovation

We treat everyone with equal consideration and courtesy

We respect confidentiality, privacy and users’ library records

We maintain a comfortable, welcoming, and secure place for study, research, work,
reflection, and interaction.

We share information and solicit opinions for the success of the library.

We build and maintain cooperative working relationships with the YU community and
with one another to achieve the library’s mission and goals.

e We embrace our role as collectors and custodians of the intellectual record.

Library Objectives

To evaluate, acquire, organize, and provide information resources (in a variety of
formats) that adequately support the curricula of the University.

To maintain and organize the physical environment to be conducive to the preservation
and use of the library’s resources by users

Develop and maintain understanding needs of its users and respond to them.

To provide services that facilitates the use of the library

To employ an appropriate number of competent, qualified library professionals and
support staff for the implementation and maintenance of library operations.

To provide opportunities for professional development and training for the library staff.
Promote effective relationships with other libraries in the Kingdom and outside.

To incorporate the use of new technologies when and where appropriate for supporting
the mission of the library.

To maintain practices reflecting the latest developments in the fields of library science
Preserve the collections for library users.
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General Information

Al-Yamamah University Library is dedicated to maintaining an excellence of service in providing
information and resource materials to support the information needs of its community. The library is
of central importance to the institution. It is an organic combination of people, collections, and
buildings, whose purpose is to assist users in the process of transforming information into
knowledge.

The library’s primary purpose is to serve the University community as a whole with the
facilities they need for their specialized studies, research and up-to-date information in their
field of study.

The library is committed to ensuring free and open access to information for all members of
the University community.

The library follows Dewey decimal classification — 23rd edition for classification and AACR
2 for cataloguing of library material.

The library currently uses KOHA Library Management System for library automation.
The goal of the library staff is to provide the best possible service to our Library users. We
encourage everyone to ask for assistance or information.

Central Library

Established in late 2004, has a stack capacity of 35,000 volumes and seating space for about 200
library users. The present collection is primarily in Arabic and English languages with emphasis on
Business Administration, Information Systems, Liberal Arts and Architecture engineering. In
addition to the present collection, the library holdings include periodicals, database subscription,
DVDs, CDs, etc. All the books in the library are shelved in order of call number. The library
provides computers with internet access and Wi-Fi Hotspot.

Since it was established, the library has made strong efforts to help in the achievement of aims and

objectives of its parent institution. The goal of the library staff is to provide the best possible service
to our Library users.

Women’s Library

The Women’s branch library opened its doors to the users in the year 2007. The library is in the
college basement and the seating space for about 200 library users. There is a media room with audio
visual facilities and individual and group study room facilities are also available. There are sixteen
computer workstations with internet facilities for the library users. Students also could print /
photocopy and scan which are also available for library users.

Library Location & Hours

With an area of 1,500 square meters, the library is located on the first floor of the building near the
main auditorium and in front of Sport Center. Café facilities are also located on the ground floor of
the Central library.

Library Hours

Sunday — Thursday 8.00 am —4.00 pm
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Library Directory:

Name Position Telephone Ext: E-Mail Address
Mr. Sultan AlShammari | General Supervisor of YU 3802 S_AlShammari@yu.edu.sa

Library

Mr. Hamlet Sabariyar Librarian 3805 H_sabraiyar@yu.edu.sa
Cataloguer & Classifier

Ms. Badreye AlMutairi | Library Specialist 4800 B_al-mutairi@yu.edu.sa

Library Prints

The library creates and publishes materials relevant to the library community that cover University
and library news, statistics, and reports.

Library Guide

Library Report

Library Orientation Booklet
Guide to Access Library Resources
Library Bulletin

Library Handouts / Flyer

Library News & Announcement
Library staff is continuously updating and providing latest information and announcement about library and
its activities through the followings:

Library Information on YU website
Library Bulletin

Library Notice Board

Shelf for new arrival

Library Forms
The following forms are in use for various library activities

Textbook Purchase Request Form
Course Reserve Request Form
Appeal of Library Charges form
Request a Library Orientation Session

Library Membership 48l 4 g2
e American Library Association (ALA)
e Saudi Digital Library (SDL)
e The Wharton School, of Pennsylvania
e Saudi Library & Information Association
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Library Services & Facilities

The library offers a range of services and facilities that includes:

Borrowing Services

Current awareness Services

Reference Service

Enquiry & Feedback services

Computer workstations & Internet Services
On & Off campus -Databases Access Facility
Course Reserve Services

Photocopy and printing Services

Group Study/ Individual Study Room Services
Library Orientation/Instructions Services
Library Archives services

Library visits/Tours

Summaries of book/report/articles

Library online Catalogue https://library.yu.edu.sa/

a. Borrowing Services:

The Circulation desk conducts the check OUT and check IN of borrowed library materials, the
placement of holds on library materials in circulation, the renewal of borrowed materials and signing
of clearances etc.

Library Card: A library user must have a valid ID card which serves as Library cards. To borrow
materials from the library, Proof of current registration or employment is required and should be
presented at the Circulation Desk every time.

Authorized Users:

e University Bona fide / regular students
e University Administrators, Faculty and Staff.
Other Users

e Part time students,

e Visitors are welcome to use the library collection but they do not have borrowing privileges
and all resources consulted must be used on site.

b. Current Awareness Services:

The objective of this service is to make the YU community aware of the availability of current issues
of magazines, new books, reports and similar materials received in the library during the preceding
month as well as current news and events concerning of our user’s interest. The library furnishes this
service through the preparation and distribution of bilingual Library bulletin among Al Yamamah
community. This E-mail service also offers thoughtful, easy-to-read summaries of the key recent
publications in the field of computer science, economics, finance, and management etc.
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c. Reference Services:

The main concern of Reference service is to help the library users. Its scope ranges from simple
directional information to a deeper task of helping a user in doing research. The provision of
Reference services involving collaboration between users and library staff.

The activities include:

-To evaluate and respond actively to the user’s needs and demands
-Locating information on topic

-Perform on-line literature search

-Assist library users in obtaining needed information

d. Enquiry/ Feedback Services:

The library welcomes suggestions and comments about all the services we offer. If you wish to
comment or to suggest a service improvement, you may use any of the following ways:
Enquiries may be addressed in person, by speaking to library staff at any of the service points
in the library.
By Telephone: If you have any comments on the library service, please ring 2242222 Ext-
3805
By Email: For Central Library: library@yu.edu.sa
By post: You can also send your comments to us by writing to:

Library

Al-Yamamah University

P.0O.Box-45180 Riyadh-11512, Saudi Arabia
By Fax: Fax: 0096611-224 2222 Ext: 3899

If you wish to enquire further, you may contact:
Mr. Sultan AlShammari

S AlShammari@yu.edu.sa
EXT: 3802

e. Computer Workstations (Internet services):

The primary use of computers in the library is to provide access to information and research,
university websites and electronic databases. The library provides 20 workstations, each connected to
the Photocopier cum printer. In addition, the Library’s Wi-Fi Hotspot is also available.

f. Course Reserve Services:

Materials placed on reserve in the library are those items identified by the instructor for use by their
students. Course Reserve materials include library-owned materials and instructor-supplied materials
(copies of articles, books etc.). Students may check to see if their instructor has placed items on
reserve by searching the Course Reserves section in the library.
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g. Photocopy & Printing Services:

Photocopier cum Printer is located at the extreme right side of the main library entrance. The library
has a fee-based photocopy service for photocopying materials. This service is available to those who
have access to a university account. We cannot charge an individual directly. Printing from computer
workstations within the library requires the user ID & password.

e International copyright laws should be observed.
e Any library materials to be duplicated are subject to inspection by the library staff.

h. Group / Individual Study Room Services:

The purpose of the group study rooms is to provide a location for group discussion and collaborative
learning. No reservation for this room is required and availability is on a first-come/first-served
basis. Sign-up sheets and study room keys are available at the Circulation desk. Group study rooms
with projector facilities attract users who want to study, learn, and work collaboratively.

i. Library Orientation / Instruction services:

The library offers orientation programs throughout the year for faculty, staff, and students. These
orientations can include demonstrations of the library’s resources and services, activities, and general
tours of the library.

If you would like to learn how to access the library’s resources, find out about the services offered by
the University Library, and take a tour of Library, just let us know! The sessions will last
approximately 20-25 minutes, depending on your interests and questions. To schedule a
tour/orientation session, please use or give us a call at Ext: 3805 or to meet at the Information Desk.
You may also email your request to Library@yu.edu.sa

j. Library Archives services

The library maintains and preserves the record of our intellectual resources for archival, reference
and study purposes. The library has a separate shelf for keeping this precious and valuable material.

k. E-Resources
The library has acquired access to online databases. Access to these databases from On & Off
campus is freely available.

l. Library visits / Tours:

The library welcomes on and off-campus groups to schedule visits / tours of the Library. Tours
enable users to learn about the library’s collections, services, resources, and the physical layout of
the building. For younger groups, a supervisor / guide must accompany them. Please contact us in
advance to schedule your visit / tour at (Ext: 3805)

m. Off Campus Library online Catalogue Access services

The library has an off-Campus access facility of our Library online catalogue. It can be
accessed through the Internet via the Web at https://library.yu.edu.sa/ and anyone may freely
access our library catalogue from any computer with an Internet connection.
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Library Sections

The library is divided into sections, each with its own areas of responsibility.

5a. Administrative section

The Library Director is the library's chief executive officer and is responsible for the administration
of the library. All sections report to the General Supervisor

5h. Acquisition Section (Collection Development)

The library administers all aspects of collection development and management in YU library. The
library’s collection, products and services have been developed in response to the specific
information needs of our users. Collection development encompasses implementing, monitoring, and
evaluating the collection development program including Selection and Acquisition of library
materials. Receiving and processing Gift materials, weeding of materials, and departmental liaison,
oversees expenditures of all library materials, while ordering, checking-in, claiming of materials is
also controlled by the library staff. Selection is a joint responsibility of the faculty members,
administrators, and the library staff

5¢c. The Technical section

The Technical Section includes Classification, Cataloguing, arranging subject headings, checking
and physical processing etc. of all the materials for the library and feeding bibliographic data to
maintain our database in our library Management System KOHA Library follows Dewey decimal
classification — 23rd Edition for classification and AACR 2 for cataloguing. Books are arranged on
the shelves in a classified order. Cataloguing and classification are used to develop an index of the
library collection to enable users to determine the availability of resources.

5d. Circulation Section

Circulation involves the movement of books and materials through the lending cycle of shelf, to
users, to return, and back to the shelf. All functions of this section are computerized and the
transactions in this section are based on bar code technology.

Functions of Circulation System include:
Overseeing the borrowing of library materials and borrower records
Assisting borrowers to finding books and other items in the library.
Maintaining the order of the library’s print collections
Answering questions about policies such as loans, renewals, recalls, fines, and other policies
Place holds and recalls on circulating materials
Create and update user’s records

Maintain the stacks by shelving, shelf reading - often shifting areas to make room for the
collection

Process overdue/book replacement and other financial operations

5e. Reference section

Library staff of the Reference section assists users in finding information and materials for their
research and study and responsible for developing, maintaining, and organizing reference section of
the library. All reference materials, including books, encyclopedias, dictionaries, maps and atlases
are located in the Reference Section. REF. printed on top of a call number of the book indicates that
the material is reference work. The total collection in this section is to be referred to in the library
premises but not for lending.

11
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5f. Periodical section

This section is responsible for overall periodicals management, keeping track of the periodicals
(magazines) in the library. Current year issues of Periodicals are arranged in alphabetical order on
the display racks. All the old issues except the current year issues of periodicals are kept in boxes in
alphabetical order on their respective shelves in the library.

5g. Library Communication:

Attending all communications, external and internal correspondences, keeping contact with the
publishers, distributors, vendors and book dealers/ suppliers, and institutions in connection with the
procurement of reading materials for library, including cheque request, invoice request, check-in,
claiming, reminders etc. The activities include:

Answering queries that come to the library

Carry on public relations for library

Responds to users’ complaints and requests.

Keeping active liaison with the departments and staff of YU to seek their input
Maintaining effective relations with other libraries, organizations/institutions
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Library Rules, Policies & Procedures

. General Rules for the use of Library
ii. Borrowing Policies
iii. Collection Development (Acquisition) Policy
e Gift/Exchange policy
e Collection Maintenance & Evaluation Policy
iv. Computer, Internet use policy
. Cell Phone use policy
i. Group Study Room Policy

i. General Rules for the use of Library

To maintain a welcoming environment for reading, learning and other Library activities, the YU
Library requires all users to comply with the following General Rules and Regulations:

Good order and quiet shall be maintained in the library.

Eating, drinking, and smoking are prohibited in the library

Users should turn off or make silent all cell phones when entering the library

Use of the computer work stations to disseminate offensive material is prohibited

Users may not attempt to change or modify hardware or software configurations or install
software for personal use on the library’s workstations

Users are responsible for the safety and security of their personal possessions. The library
will not be held responsible for the loss of any personal belongings of users.

The marking and defacing of any publication is strictly forbidden.

Do not re-shelve books. Leave all items on the tables or book carts.

Library users must sign in when arriving

Seats cannot be reserved in the Library Reading Hall.

Student /Employee ID cards must be produced whenever requested by Library staff and
should not be loaned to others.

Library furniture, fittings or equipment must not be misused, or their arrangement altered.
Library users may be asked to present their bag for inspection by Library staff, as well as any
books or folders they are carrying

Users must ensure that materials checked out to them are returned or renewed on or before
the date due.

Office supplies such as diskettes and stationery will not be provided by the library.
Children are permitted in the library. However, parents or guardians may not leave their
children unattended.

Photography is not permitted unless permission is given in writing

Change of address, phone number must be reported to the library staff immediately
Violations of the rules may result in loss of Library privileges or other appropriate actions.
The library management can modify the regulations as it may deem advisable

Written library rules, policies & procedures are available at the Circulation Desk. Students
and staff are encouraged to request copies of the policies and become familiar with them.

For latest information about library, please check the library notice board, Library bulletin or
contact at the Library Information Desk.

Please note that the library staff has the right to ask users to leave the library if they
misbehave/disobey the Library Rules and Regulations or are causing a disturbance.

13
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. Library Borrowing Policy

: compllancc mth U mversaty regu]atxom .

Mission Statement
The YU Library is dedicated to providing our students, faculty and staff with access to the library
materials they need to succeed.

Purpose
The purpose of the Borrowing Policy is to establish guidelines for circulating library materials and to assist
staff in making decisions.

Objective
Make materials widely available to the YU Community.
Maximize use of collections and services.
Facilitate requests for materials.
Retrieve overdue materials
To circulate materials quickly and efficiently.
To maintain circulation records in an efficient manner.

Scope
The policy applies to all users of all YU Libraries. It covers activities relating to the borrowing and
use of Library collections and services. It sets:

e Borrowing privileges, responsibilities and restrictions.
e A schedule of fines and fees.

Library Users:

Currently enrolled students, faculty and staff employed by the Al-Yamamah University have full
borrowing privileges through students and staff cards. Anyone may use the collection within the
library.

Authorized Users:
e University Bona fide / regular students
e University Administrators, Faculty and Staff.

Other Users:
Part-time students should get a referral letter from the concerned Director / Head of the
department about borrowing library material.
Visitors are welcome to use the library collection, but they do not have borrowing privileges
and all resources consulted must be used on site.
Children must be accompanied by an adult / supervisor.

Library Card:
A library user must have a valid ID card. Valid university 1D cards serve as Library cards. This
should be presented at the Circulation Desk every time you borrow books or renew them.
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The Circulation desk conducts the charge out and charge in of borrowed library materials, the
placement of holds on library materials in circulation, the renewal of borrowed materials, payment of
overdue fines, signing of clearances etc.

Loan period for borrowers’ group and Limits:

Status of
Users

Number of
Items
Allowed

Books and
Documents

Periodicals

Maps

Reserve

Faculty

5

30days/1
renewal

Not allowed
except for
special purpose

Not allowed
except for
special
purpose

Not allowed
except for
special
purpose

10 days/ 1
renewal

Not allowed
except for
special purpose

Not allowed
except for
special
purpose

Not allowed
except for
special
purpose

N/A

Students

10 days/ 1
renewal

Not allowed
except for
special purpose

Not allowed
except for
special
purpose

Not allowed
except for
special
purpose

Set by
Instructor

Part
Time
Students

10 days/ 1
renewal

Not allowed
except for
special purpose

Not allowed
except for
special
purpose

Not allowed
except for
special
purpose

Note: Students should present their ID Cards or get the referral letter from the

concerned Director / Head of the department for borrowing library material

Visitors | They can use the library facilities but borrowing for outside not allowed

The length of the loan period varies with the status of the borrower and the type of material

Reserve materials:

Materials placed on reserve in the library are those items identified by instructor for use by their
students. Instructors may request library items to be kept on the reserve shelf for the use by a
particular class. Course Reserve materials include library-owned materials and instructor-supplied
materials (copies of articles, books, sample tests, etc.). Students may check to see if their instructor
has placed items on reserve by searching the Course Reserves section in the library. Any
photocopied materials to be placed on reserve must conform to copyright law. Reserve material
should be read within the library.

Reference material:

Reference section contains general reference books such as encyclopedias, dictionaries, atlases,
yearbooks, handbooks, manuals, almanacs, geographical sources. Reference books do not circulate
and are for library use only except for special purposes and with the permission of the Library
Director.
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Renewal:
Renewals may be made by calling the Library Circulation Desk at Ext: 3805, or in person at the
circulation/enquiry desk or by accessing your account online. One renewal is allowed. Books cannot
be renewed if they are subject to recall or have outstanding fines.
Recalls:
The library reserves the right to recall any piece of Library material. Items required by another reader
will be recalled and must be returned within 3 days of the recall date. Failure to do so will result in
fines being charged at a rate of 50 halalas per day. The user from whom the material was recalled has
the right to reserve it and to check the item out again later.

Place on Hold / Reserve:
You can place a hold on any item that is on loan to another borrower. When it is returned and
available, you will be notified.

Canceling reservations:
If you no longer need a reserved item, you should cancel your request in person or by phone at our
Ext:3805 to the circulation/enquiry desk.

Material restricted to "in library" use:

Reference items and selected visual media (films, videos, etc.) and selected audio material (CDs,
cassettes, records, etc.), newspapers, university handbooks, and maps are for in-library use only.
Periodicals and course reservations are also restricted to in-library use only except for special
purposes and with the permission of the Library Director.

Returning Loan Items:
You must always bring loans items to the library on the due date. They must be returned to the
Circulation Desk before 4.00pm or in case of further queries, contact to the Circulation Desk itself

View Your Circulation Record:

You may access your library circulation record on / off campus. Some things that you might do with
this function are check the status of a requested item; cancel an unwanted hold; renew materials;
check to see how many items you have checked out, when items are due, and what fines you might
owe.

Overdue Notices:

The library reserves the right to recall any piece of Library material. Items which are kept beyond the
due date are considered to be overdue. Overdue notices / reminders may be sent to borrowers as a
matter of courtesy, although the library assumes no obligation to notify borrowers of overdue
materials. Failure to receive reminders or overdue notices does not excuse borrowers from the
responsibility of returning or renewing items on time to avoid penalties. All library notices are sent
via university-issued e-mail when possible.

Borrowing privileges are suspended and will not be reinstated until the materials are returned and
fines are paid, or replacement costs and fines are paid if the materials are lost.
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The library has established the following fees for overdue circulating materials and replacement
cost of lost or damaged materials/ books.

Overdue Fines (Fine Schedule):

You will be charged fines if you don't return or renew your books. Fine calculations start on the due
date and are payable after the grace period. Official time for determining fines on overdue books will
be calculated according to the time determined in the computer system. You must ensure that any
outstanding charges on your record remain below SR 50. You may not continue to borrow from the
library if your outstanding charges exceed this level. Unpaid overdue fines will result in suspension
of your borrowing privileges and clearance withheld unless fines are paid.

Regular materials such as Books: SR 0.50 (fifty halalas per item per day).

Recalled materials: SR 0.50 (fifty halalas per item per day).

The maximum late fee per item is SR 50.

3 days will be the grace period.

Your total late fee is based on the per-day fee, the number of items that are late and the
number of days that they are late. Example: 50 halalas x 5 items x 2 days = SR 5.00

Lost /damaged Material Policy:

If material is lost or damaged, notify the library at once; you will have to pay the full current
replacement cost, the amount of the fine will be equal to the actual cost of the item plus library
handling / processing fee of SR100.

Returning lost/Paid items:
If items are found and returned, the replacement cost and processing charge are waived but the
borrower is responsible for overdue charges. Library users may be refunded the full amount paid

toward the item’s replacement cost if the complete item is found and returned in good condition
within 30 days of payment. Refunds will not be made for items returned after 30 days. Refunds will
not be given for single parts of a set.

Appealing Library Charges

Any borrower who wishes to question a library charge or processing fee, you may appeal it by filling
out Library charges Appeal Form. An appeal of this policy may be made to the Circulation Desk
Staff. Please provide specific details about the charge(s) you wish to appeal. The decision for this
appeal will be final. If possible, attach a copy of the library bill / Statement. Please ensure that the
charges you are appealing are clearly indicated. In your appeal, kindly explain why you believe the
charges should be removed or adjusted.

The Borrower may submit a written appeal. Appeals for library charges must be received within 30
days of the original date of the charge. Appeals after one month will not be considered. If an appeal
is accepted for consideration, the fine (in its original amount) is either waived, adjusted, or re-posted
to the BORROWER's account at the end of the appeals process. Appeals received without the
appeals form will not be considered.

Reasons generally not regarded as valid for canceling or reducing charges:
e Lack of knowledge of library policy
Disagreement with library fine or fee structure
Inability to pay fees and charges
Material loaned to a third party
Non-receipt or late receipt of library reminder notice
Being out of town
Forgetting the due date or failing to renew on time
Term breaks, illness, leaves, vacations, exams, car problems, etc.
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Penalties

e The penalty for stealing books, periodicals, and other material from the library is suspension
of library privileges for the rest of the semester. Aside from this, the case will be referred to
the University Disciplinary committee for further deliberations and actions.

Mutilation of library materials is an offense, and it will be considered as a damaged item. In
addition, library privileges may be suspended for the rest of the semester. The case will also
be referred to the Disciplinary committee for further proper action

Unpaid bills will result in a block of library privileges and the case will also be referred to the
Disciplinary committee for further proper action.

Responsibilities of the Borrowers

e Borrowers are fully responsible for all borrowed materials and must know the due date to
avoid fines.
ID cards should not be used other than yourself.
Library materials are not transferable, and you are prohibited from lending library materials
to others.
Borrowers must notify the library of any address and telephone number changes.
The library will charge fines on late items, and other sanctions may be imposed.
If you lose a book or it is stolen, you will have to pay the full current replacement cost.

The library has open stacks. After you have collected the material, you would like to borrow,
check the items out at the Circulation Desk.

Overdue notices are mailed only as a courtesy reminder. Failure to receive notices does not
absolve borrowers of their responsibilities.

Compliance with current copyright law is the responsibility of the user.

Materials must be returned in the same physical condition as when they were checked out.

For any further information regarding loans or reservations, library fine or overdue item, please
contact staff at the Circulation desk: Library Assistant 3805.

NOTE: The Library’s policies and procedures regarding library fines, and loan
periods are subject to review -and/or change by the library, as they deem
necessary.
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lii. Library Collection Development Policy

Introduction:

The library administers all aspects of collection development and management. The goal of
collection development is to make sure that the library adequately and fairly supports each teaching
area of the YU.

Collection development encompasses implementing, monitoring and evaluating the collection
development program including selection and acquisition of library materials, determine collection
development needs and priorities, evaluation of collection, weeding of materials, and departmental
liaison, oversees expenditures of all library materials, while ordering, checking-in, claiming of
materials is also controlled by the Library staff.

Definition

Collection development policy means the policy of the library regarding the building of the
collection as a whole.

Purpose

The purpose of this Collection Development policy is to provide guidelines for the selection,
acquisition, evaluation, and maintenance of library materials and to communicate these guidelines to
all members of the YU community and is to serve as a reference for the library staff to follow when
assessing potential acquisitions for the library collections, including print, non-print materials,
electronic and other resources. The library aims to be international in scope.

Mission

The mission of the Collection Development policy is to ensure that the selection of library resources
support the educational needs of the students, faculty, administration, and staff of the YU.

Authority/Source
Library Director

Implementation of Policy

Implementation of this policy is the responsibility of the Library Director who may delegate to others
a portion of that responsibility. While the broad outline of the policy remains constant, the specifics
of implementing the policy will change as the University changes and as its expectations change.

Allocation of Funds

The Library Director is responsible for the expenditure of all library funds. Recommendations for the
allocation of library materials funds are made by the Library Director and approved by the President.
Allocations consider many criteria, including existing strengths and weaknesses of the collection,
new course offerings, enrollment figures, number of majors, and more. Requests for changes in
allocations will be directed to the concerned University authorities.
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General Selection Guidelines

The selection criteria provide important guidelines to help ensure a well-rounded, useful collection
that meets the needs of the University’s community and judiciously spends the library's limited
materials budget. The library acquires print materials (books, periodicals, pamphlets, maps, etc.),
audiovisuals materials and electronic resources.

Languages - Following the University’s bilingual model, the library’s acquisition policy primarily
focuses on English and Arabic material, except as needed for direct curriculum support.

Formats: Both in print and electronics

Recommendations are evaluated by the following criteria
e Relevance to the curriculum
Reviews from authoritative sources and selection aids
Recommendations from YU Community
Availability of resources from other sources
Relevance to professional growth
Historical / cultural value
Reputation of the author, issuing body, and/or publisher
Suitability of content to form
Strength of present holdings in the same or similar subject
Cost

Selection Guidelines for specific type of materials & Limitations

Books will be considered for selection based on recommendations from the YU community.
Textbooks are purchased when they supply information in areas in which they may be the best or the
only source of information on the subject. Books authored by YU faculty are purchased when
available.

Reference Materials - Specialized types of reference materials collected by Library include
encyclopedias, dictionaries, handbooks, indexes and abstracts, bibliographies, directories, guides,
statistical sources etc. The library’s reference collection is designed to meet the basic research and
information needs of the community.

Electronic Resources and Services (Non-paper Materials) -The Library utilizes a variety of
electronic information resources. These include online electronic products (databases, electronic
books, and journals as well as media-device accessed materials (CD-ROM, videotape, DVDs), etc.

Due to the high cost of electronic resources subscriptions, the library director is charged with making
cost-effective and balanced purchase recommendations based on our institutional needs.

Free Internet Resources - Internet resources will be reviewed and chosen with the purpose of
aiding the research process in support of the educational mission of YU. Websites normally will be
considered for inclusion in favorite folder based on recommendations from professional library staff
(primary selectors), faculty, and students. Those sites that support the programs and curricula of YU
will be given priority for inclusion.
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Periodicals -
In selecting periodicals, the choices of the faculty are important. Current subscriptions are placed at

the request of faculty and on the basis of the expressed needs and interests of the library's users and
will be renewed every year. Requests for new journals are considered throughout the year. The
overall responsibility for the growth of the periodical collection lies with the Library Director.

Each title will be reviewed as per the following criteria for subscription or cancellation:

Support of present academic curriculum

Strength of the existing collection in the title's subject area

Projected future use

Cost

Reputation of journal and the publisher

Inclusion in a reliable indexing source

Subscription of print version will cancel if the same is available electronically.

Interdisciplinary collections — Library Services will collect materials that cross two or more
disciplines

Government publications — Library Services may acquire selected government materials
Out-of-Print Materials - Most titles selected for purchase by faculty and library staff are current
publications, however the library recognizes the need for some retrospective purchases, as well as the

need to acquire replacement copies of damaged and lost books that are out-of-print.

Maps — Library Services may collect atlases and maps.

Collections of rare books, manuscripts, or archival material — Library Services will not actively
collect rare books, manuscripts, or archival material. The university's archives are its own records
deposited in the library for historical and administrative use. Materials include university catalogs,
university publications, photographs, student publications, papers, and memorabilia etc.

News Papers — Library Services collects newspapers in print form.

Faculty Publications - Faculty members are requested to notify the library when their own
publications are available. Gift copies are gratefully accepted, or the library may order a copy.

Selection Responsibility

Basically, selection is carried out according to the disciplines belonging to the University’s fields of
study. In addition, the library also buys material from related disciplines, provided that it is relevant
to the University’s study and research focus. It is critically important that both print and electronic
resources be available in libraries.

Responsibility for selection lays both with the faculty and the library staff. The teaching faculty
serves as subject specialists for their respective disciplines and is encouraged to assess the adequacy
of resources. It is hoped that faculty will monitor their professional literature for appropriate library
acquisitions, and that they will make the library staff aware of material most useful for course
requirements and for student research needs.
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All materials selected for the collection will be reviewed in terms of cost, quality, suitability, and
collection balance before purchasing. Materials purchased with library funds become
Library/university property and are available for circulation or for use in the library. The Library
Director will send the list of selected library materials to the concerned authorities for approval and
permission for the purchase.

Selection Tools:

For selection of relevant materials current literature sources and new title announcement will be
thoroughly reviewed by the library. There are number of book selection tools available online such
as World Cat, Book Selection Tools on the Internet, on-line bookstores such as Amazon, Barnes &
Noble etc., they may aid in the selection of materials. Another Internet site that provides publisher
information is the Publishers” Catalogues Home Page; this site offers an extensive list of publishers
from around the world with links to publisher web sites. Book Wire, includes information about the
book publishing industry, book reviews, themed book lists, and annotated links to book-related sites.
Choice reviews are also available online.

The library also relies on such selection tools as, Books in Print, Ulrich’s periodicals
Directory, Guide to Reference Books to guide in selection. AcqWeb’s Directory of Publishers and
Vendors provides links, organized by publishing category and alphabetically by name. The library
receives catalogs from numerous publishers. YU staff and students are encouraged to consult and can
use these publisher sources to keep up with new book publications and consider the
recommendations in light of your own needs.

Gifts & Exchange policy

The Library welcomes gifts of materials which may be of value to the Library but accepts them with

the understanding that it has the right to handle or dispose of them in the best interest of the
institution. Library Director may accept material gifts from donor on behalf of the library. The
Library keeps a record of all donors. Gift materials for the library will be accepted provided the
following criteria:

e The materials donated to the library will be subject to the same criteria that are applied to
new materials; meaning the gift will undergo review for usefulness, physical condition,
indirect costs such as processing and storage.

It is understood that the Library Director has the authority to decide whether and how all or
part of a gift of materials is incorporated into the library’s collection and policies.

The library accepts only gifts which have no “strings” attached (i.e., no special restrictions or
procedures designated by the donor).

Donors must agree that if we do not add items to the collection, we can put the items on the
library book sale table, can seek exchange methods with other libraries.

The library provides donors with an appreciation letter.

The policies above also apply to the personal collections of retiring faculties wishing to donate their
collections to the library.

Collection Maintenance & Evaluation policy

A. Evaluation of the collection - The continuous review of library materials is necessary as a
means of maintaining an active library collection of current interest to users. Evaluations will
be made to determine whether the collection is meeting its objectives, how well it is serving
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its users, in which ways it is deficient, and what remains to be done to develop the collection.
This process requires the same attention to quality and authority as the original selection of
materials.

. De-Selection /Weeding of Materials - Materials which do not support the library collection's

stated purposes and objectives may be removed to maintain a current and useful collection.
Library staff are responsible for conducting de-selection and maintaining the quality of the
library collection. Whenever possible and necessary, faculty will be invited to participate in
the weeding process by reviewing lists of materials targeted for withdrawal. The library will
make withdrawal lists available for concerned authority’s perusal. The following criteria will
be employed when de-selecting library materials:

Materials that are severely outdated or no longer relevant

Materials that are in irreparable physical condition or are severely defaced

Titles which have been superseded in our collection by later editions

Obsolete materials

Overall research value to faculty and students

Availability of materials in available electronic resources

To remove materials presumed to be controversial or disapproved of by segments of the YU
community.

Materials no longer serve any historical, instructional, or research interest

. Duplication of materials - Duplicates will only be purchased under rare circumstances,

demands or recommendations. For most materials, initially only one or two copies are
purchased.

. Replacement - The library will not automatically replace materials that are reported missing

or lost. The library staff will evaluate which titles should be replaced, with either the same
title, or a similar one. Heavily used items that are necessary for teaching, learning or research
will be replaced as quickly as possible whenever available for purchase.

Final note

The Library Collection Development Policy and Procedures are subject to review and / or change by
the library, as they deem necessary. The library is devoted to building a balanced collection in all
appropriate formats.

iv. Computer, Internet Use policy

All users of computer workstations must agree to abide by the following rules:

Users are responsible for determining that the information they access is acceptable, reliable,
and suitable to their needs. Internet access is a privilege, not a right, and as such can be
withdrawn from those who use it irresponsibly.

Most resources available via the Internet and other electronic information networks are
"global" rather than "local" resources. The library does not and cannot control the
information content available through global resources such as information obtained from
outside sources via the Internet.




YU Library Guide
Users may not attempt to change or modify hardware or software configurations or install
software for personal use on the library’s workstations.
Use of the workstations for personal, entertainment and Commercial purpose is not allowed.
Headphone volume must be kept to low levels
The library accepts no responsibility for any damage or loss of data arising directly or
indirectly from the use of these facilities.
Use of computer workstations to disseminate offensive material is prohibited.
Violators of this policy may lose their access privileges.

v. Cell Phone Use policy

The library building is designated as a "cell phone free zone."

Users should turn off or make silent all cell phones when entering the library building.
In an emergency, when users must make or receive a cell phone call, they are required to
move to the stairwells and use their phone quietly.

Avoid using a cell phone's camera or binocular features in the library

If you wish to report inappropriate cell phone use, contact a library staff member at the
Information desk.

Written library policies & procedures are available at the Circulation Desk.

vi. Group Study Room Policies

1. No reservation for this room is required and availability is on a first come/first-served basis.

2. Students, faculty, and staff may use the room for short-term needs. On any calendar day, you may use a
maximum two-hour time slot, but you may use the room as long as necessary if the room is not in demand
by others. If the room is in high demand - you may be asked to limit your use of the room.

3. Priority use is given to GROUPS OF TWO or more. An individual using a group study room may be asked to
relinquish it for a group’s use. When not being used by a group, a room may be used for individual study on
a first-come, first-serve basis.

4. Please note that the CAPACITY of the study room is about 15 people. Sign-up sheets are available at the
Information /Enquiry desk.

For more information, please call at:

Ext: 3805 / 3802
Or

Email: Library@ yu.edu.sa
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FOR YOUR INFORMATION

The library is open to anyone seeking information. To register, present a current YU ID to the Circulation
Desk. Your card is NOT TRANSFERABLE.

Location of Materials The materials in the library are computer cataloged and can be accessed at the library
computer workstations. The library catalog can also be accessed online.

Circulating Books: The circulating books are shelved in Dewey Decimal call number order.

Reference Books
Location: on the left-hand side of the library’s Main Gate. This collection is for in-house use only.

Periodicals
Location: on the extreme right-hand side of the library’s Main Gate. All periodicals are arranged
alphabetically by title.

Computers: The library houses computers primarily for research. All saved documents must be transferred to
a floppy or any other disk since documents will be deleted from the hard drive at any time. WiFi Hotspot is
available

Search Engines: Google.com Bing.com Excite.com Yahoo.com Infoseek.go.com Dogpile.com Lycos.com
Webcrawler.com

Shelves: Library Users are requested to keep the shelves organized while using them or looking for a book.

Reserves Location: These are materials Instructors have reserved for their classes that are to be used in the
library only. Please see library staff if you need a reservation.

Information Rack

The information rack contains library Flyers, Library Guide, and other information that will assist users with
library resources. All handouts on the Information Rack are free and users are encouraged to select and keep
any helpful materials.

Personal Belongings: All are requested to leave their bags at the control desk as they enter the library.
However, the library assumes no responsibility for missing articles and valuables that are left in the bags at the
control desk, or elsewhere in the library. Do not leave money, IDs, or any valuable items.

Exiting: You may be asked to allow staff at the library exit to examine your books, briefcases, bags, etc. as
you leave. If the door alarm sounds, please return to the Circulation Desk to permit staff to "desensitize"
Library materials you've checked out.

Visitors: Visitors are welcome to use the library collection. Visitors do not have borrowing privileges and all
resources consulted must be used on site. Visitor must obtain the permission in advance from the Marketing &
PR Department or Vice President and present it to a library staff member when entering the library.

Book Donations: The Library welcomes and accepts donations of books, compact discs, videos, DVD's etc.
Lost & Found: Please bring any unattended and apparently lost item(s) to the Circulation Desk. If you lose
something, go to the Circulation Desk to leave a description of the missing item or to see if it has been turned

in to them.

Library Policies: The library director reserves the right to refuse use of the library to any library user who
does not follow library policies.
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GET HELP

Library staff is here to help you with your information questions about using the
library and its resources. The library welcomes suggestions and comments about all
the services we offer.

&

In Person

Stop by library Information desk, or arrange a consultation with a library staff

Send an Email

Get an answer by email within two working days.

Call a Library staff - 224222 Ext 3802/3805 Women'’s Library Ext: 4800

Call a Library staff during regular_service hours.8.00 AM -4.00 PM

ask a
librarian . . . -
Ask a Librarian service at YU main site: www.yu.edu.sa

LIBRARY
«  FAQS

Central Library: Tel: 2242222 Ext: 3805
Direct Tel: 4858638
Fax: 2242222 Ext: 3889
Email: Library @ yu.edu.sa

Women’s Library: Tel: 2242222 Ext: 4800
Direct Tel: 4895454
Fax:4895656 Ext: 4545
Email: w.library@yu.edu.sa
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FAQ

How many libraries does YU have?

Al Yamamah University has two libraries on campus, including the Main Library and branch
libraries such as the Women’s College Library.

What Are the Library’s hours?

The regular schedule is: Sunday — Thursday
8:00am —4:00 pm.

Library Location

The library is located on the main campus of the Al Yamamah University near the Main Auditorium and in
front of Sport facilities Center on the first floor of the building. The Women’s Branch Library is in the
basement of the Women’s College building.

How do | reach certain staff?

The staff of the library is happy to assist you in any way that we can. The following may be the best
place to start if you have a question, please call at their following extensions.

Mr. Hamlet — 2242222  Ext 3805

Mrs. Badreya Al Mutairi -4800 - Women's Library

What type of ID do | need to get a library card? Check out a book?

Library Card: Valid University ID Card serves as Library cards. This should be presented at the Circulation
Desk every time you borrow books or renew them.

Where can | suggest to the library?

A suggestion box is located just outside the main library gate near the notice board. The box is
opened weekly.

Where are the Restroom facilities?

Resting facilities are available at the ground floor of the library. For assistance, please ask at the enquiry
desk.

Can I reserve aroom in the Main Library?

The group study room is available on a first come, first served basis only.

My department would like to arrange for a Library orientation /instruction program
for our new faculty members. Whom should | contact?

You should contact the library staff to arrange for a program at Ext: 3805.

How do | find out what materials are in the library?

The library’s catalog provides location and call number information for books, recent publications,
and CD-ROM products. Most materials owned by the library can be found in the catalog. You can
search catalog by author, title, subject, keyword, and call number. All information about the
resources is available online and can be accessed from any computer within the campus. Click the
Internet Icon, go to the favorite folder and then click on the YU Local library search option.
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Where are the books located?

The general book collection in English is located on the right side from the main entrance and both
Arabic and Reference collection on the left side of the main library entrance. To find a book on
particular topic or by a certain Author, do a key word search in the library catalog available online or
ask at the Circulation desk.

Where are the journals located?

The library subscribes journals and magazines (periodicals). The current issues of these periodicals
are kept on display racks at the right side of the main entrance. All periodicals are arranged on the
shelves in alphabetical order by title. Older periodicals are kept in the magazine boxes beyond the
reference collection and shelved alphabetically by title.

How can | access database?

Access to the database may be obtained from any computers within the YU campus and is freely
available to anyone. To access the database, through LMS

Who may use the Computers in the Library?

Faculty, staff, and Students of YU are eligible to use the computer in the library

| have a call number. How do | find the book in the library?

Call numbers in YU Libraries follow the Dewey Decimal Classification System. For example: a
book with class number 320 (political science) would be shelved before another at 320.5 (ideology, a
concept in political science), which would be shelved before another at 320.51 (liberalism, an
ideology).

What do I do if abook is missing or not on the shelf?

Answer

If the catalogue record says "available” and it does not seem to be in its assigned shelf location, there

are several possibilities:

e The item has been returned and is in the process of being re-shelved or on the book carts

there. Ask at the desk.
The item has been mis-shelved; often, circulation staff can find such an item quickly.
A patron is using the item in the library.
The item is missing.
Library circulation staff will be happy to search for the book(s). Visit circulation desk and
report that you cannot find the book and would like a staff member to search for it and notify
you if it is located
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Glossary of Library Terms

« Bibliography
0 A list of citations to books, articles or other items used in research on a particular subject; usually
listed at the end.

« Call Number
0 A combination of letters and numbers used to place a book or periodical in its proper place on the
shelf.

e Citation
o All of the information needed to identify your sources of information. Most often, citations refer to
books or articles, but they can identify videos, live interviews, radio programs, and much more.

» Database
0 A collection of information organized and presented to serve a specific purpose. Some examples
are telephone books, MEDLINE (the National Library of Medicine’s database)

« Journal
0 A scholarly magazine which is usually read by people in a particular profession or academic
subject area.

» Keyword
0 When you perform a search in a large database, the system will usually look only for keywords.
That is, words that identify an entry or set it apart from the others.

* Magazine
0 A popular periodical is usually read for pleasure or for keeping up with current events.

* Periodical
0 A general term referring to any publication that is published at regular intervals of time: weekly,
monthly, quarterly, etc.

.Hold
0 To "put a hold on a book™ means to request a book that someone else has borrowed. The book will
be held under your name at the Circulation Desk for one week.

.Index/ in-deks/
0 A list of subjects, names, or other items, usually in alphabetical order. A periodical index lists
periodical articles by subject.

.Reference Books
0 Books that provide factual information, definitions, statistics, addresses, summaries and/or general
dictionaries, encyclopedias, atlases, almanacs, and directories.

.Renew / ré-nu/
To extend the due date of a book you have checked out. Bring the book to the Circulation Desk to
renew or call the Circulation Desk at 3805 or renew it on-line:

.Volume Numbers and Issues /"vol-yum/ /"num’”-ber/ / and/ /i-shuz/ (for periodicals)
0 The volume number is a number given to a group of magazines that are published during a certain
time period. Each magazine in a volume is called an issue.
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I I Al Yamamah University

Request a Library Orientation /Session

This request form is for use by any YU staff and students. We recommend you submit your request
in advance to ensure the availability of library staff, access to an instruction room, and preparation of
materials.

Instructor / Student Information

Name: |

Phone Number: ‘

Email Address: |
Other Information

Course Information
Course Code / Title:

Number of Students:

Date and time requested for library session
(Ex. April 23, 10am-11am):

Library Session Information
Topics for library session (Please select all that apply.):

General library overview
Databases

Finding Resources
Evaluating Resources

Library walking tour

Attach Your Syllabus or Assignment Instructions here. You should be contacted within two working
days to verify that your sessions have been scheduled.
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NEVER HESITATE TO ASK THE LIBRARY STAFF FOR HELP AT ANY TIME

WE ASSURE YOU OUR BEST ATTENTION AT ALL TIMES

NOTE:
e THE LIBRARY IS UNDER VIDEO SURVEILLANCE

e LIBRARY READING MATERIALS PROTECTED BY THE SECURITY
SYSTEM

e ALL INFORMATION IS SUBJECT TO CHANGE.

OUR LIBRARY.. adynamic centre dedicated to successful learning




