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DEFINITIONS

11 this Manual, terms vised shall be‘interpreted as indicated helow:

Eibrary:

Cataloguing:

Classification

.Circnlation’

Weeding

Preservation

Conservation

‘Accessioning

Couneil

“A library is a collection of resources-in a variety of formats

that is organized by information professionals or other
experts who provide convenient physical, digital
bibliographic, or intellectual access atid  offer faxgeteti
services and programs with the mission of educating,
informing, or entertaining a variety of audiences dnd the goal
.of stimulating individual learning-and advancing society as a

whiole:"

‘Cataloging is the process by which the database of books,
Jou_mal;., audiovisual materials, E-Resources is created,
maintained and owned, by Busitema University,

ia a '?.Ystexﬁ by which library materials are arranged
according to subject. S ' o
'I‘h‘aif activity of thie library, which, thréugh' personal contact
and a ‘system of records, supplies the reader with the
Information/ books wanted. S e b
is the systematic removal of Tesotirces from-a libfary based
ont selected criteria, Tt is the opposite of selecting material,
though the seléction and de-selection of material often
involve the same thought process.

}’.v

"Means. maintaining, in.reasonable’ condition, each item in
the collection, '

"The action taken to prevent, stop or retard deterjoration.

Acquisition

s the term used to describe the process of adding new

materials to. the library collection
Means Busitema University Council
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ABBREVIATIONS
Cip Cataloguing In Publication
ChL Collectior Development Librarian
CUUL Consortium of Uganda University Libraries
LER | Library Rules and Regulations
MIS Manggement Information Systems
FDU Procurement and Disposal Unit
PPDA. Public Procurement and Disposal Act
Ul University. Librarian
PREAMELE

1.1 The University

Busitema Univ‘eréity is a public Universily established by Statutory
Instrument No, 22, 2007 enacted by Parliament on May 10, 2007. 1t isa
multi-campus. model University with the Main-Campus located. along Jinja
‘Tororo highway, 25 km south of Tororo. The operational Campuses are
located at: Busitema, Nagongera, Mbale, Namasagali, Pallisa, -and Arapéi.

Vislon;

#A centre of academic and professional excellence-in. scierice, technology and
innovation.” :

Mission:

“To pr_oﬁde high stendard trajning, engage in guality Tesearch and outreach
for socio-economic. transformation and sustainable. development.”

‘Core Values

T

Busitemna University in pursuit of its mission. is-guided by the following core

values: Excellence; Relevarice, Innovativeness, Professionalism, Ethics and
Integrity, Equity, Internationalization, Respect for Diversity

1.2 The University Library
1,2.1 Vision
A centre of excellence that supports learning, research and ianovation,
Page 5of 24
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1.2.2 Mission

To ‘provide pa_:t}__}ways to enrich lcamiﬁ_g.- and research experiences that

-enable ehgagemehf'ﬁa‘iﬂ_} the uiilversity and wider coramunity.

The Unlversity Library’s objectives are: -

1.

To support teaching at all levels through diretf Laison with academic
departments, in planning and. serving their information needs.

. To provide access to library setvices and féu:‘ili_tigs and developing lifelong

skills.

; To Support research and consultancy activiies by anticipating and

satisfying the need for prompt information access and delivery.

- To keep. abreast with the developments and inncvations in information

prmri'sior_L and to exploit these on hehalf of the staff, students and the
community, . |

. To assist in the advancement of kihowledge and ideas by establishing and

.sus;ainit}g national and international links/ parimers with sirategic
informatien resources.

. To provide facilities and support for the professional development of

Busitermna Universsity staff.

. 'Té provide a healthy and plegsant environment for staff and users of the

library.
The University Library and Information Service System

Busitema University Library and Information Sérvice System comprise

the Central Library at Main Campus (Busitema) and all the Campus
Libraries ai Nagongera, Namasagali; Mbale, Arapai; and Pallisa.

Pagé § of 24
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SECTION 1: INTRODUCTION

1.1 Purpose.and scope of the Manual

. “The development of the Library Operations Manual hias beén niecessary. to:

i, Provide guidance in the selectioi, acquisition, processing, use, weeding
of Library, and information resources. :
i, Ensure consistency, cHectiveness and transparency in ali the activities
and services.that are offered in the University Libraries.
i, Put in place an instrument that matches with the changing times.

1.2 Accessibility

The. University Librarian shall make: the Library Operations Manual accessibie
to all staif of the Univeraity Library and other stake holders.

1.3 Citdtion and Scope

a) This- document wilk be cited as the ‘Library .Ef)pei"at.ions Msl?nual.. 2016 as-
approved by the University-Council.

b} Tt-shall complement and be read together with the other University policies -,
and regulations made: there under and a1 relevant laws of Uganda that may
‘e in force at any given. time. In case of a conflict between thc Law and this.
‘manual, the Law shall prevail:

) If any matter afises hich thig decument does not cover, it;_s_h:éli_bc brqu_ght

" to the attention of ‘the University Council through Senate for consideration

‘and inclusion in the subsequént editions of the manual.

d) Matters not covered by this -document:--but_ covered by other 'Univ'crsi'ty

policies passed by Council shall be equally binding to all Library stafl.

&) Tgnorance of regulations in this docurhent by any Library staff shall in no.
circumstance be accepted as an.excuse for the violation of the riles.

1.4 Interpretation .
Interpretation of this decument shall rest with thé University Librarian subject to
-appeal 1o the Vice Chancellor with a further and final apgeal to Council.

1.5 Implemecatation
this Manual shiall be implemented by the dffice of the University Librarian
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1.6 Revision
“This trianual shail be r:_vicwed from-time o timie as énd when need may rise.,

1.7 Users of the Manual i . .
The Library Manual shiall be used by:

(2} M_ep:;bersf of the University Council, Senate, Mai\iagement Staff and
-Studgnts for reference -
{b) The Auditors for andit PUIpOSes
{c) Programmiers as & basis for astomation of library and information
services
1.8 Gender Mainstreaming and Bpecial Needs

The_develgprr_t_ent:qf thj's.{:n_anual ‘has taken into account the trarisformation
gx;(;cess.-o c_!;v?lopmg_.--poht;xes, pro__ced{zres and practices which will serve to

nsure equal rights and opportunities for men and women: including people
with special needs. ' " » peowte

i'In implementing. this manual, all users shall e i i
Hin 1 e _ > -manual, all users ; -ensure: Mainstreaming pand
activities at all levels of planning and implementation processes. & gender.

i}.The University' Librarian shall ensu nd facili

4. The Unive i shy ure and facilitate the creation of an.

gmbhng -enm;pnn;er}p.i_‘or individual potentials in the library by ensuring. ﬂ::;
e Library work environment is gender responsive;

-equality and equity of opportunities. for women arid i ns 6
“qHalty and ¢ ! . : ] men in terms of i
Trowledge, employment opportunities, services and resources, sreeesing

iii). The University Librarian shall also providé guidelines that will facilitate

2.0 PROCE_DUR_ES AND GUIDELINES
Tl:us manual will cover procedures and gaidelines in the areas of selection,
a.cc.;msmon_, pr’oce_ssing_. use and weeding of informatiori resources in the
University Library Systein. | o

2.1 Selection and Acquisition of Information Resources

.u--ha;.- been customary for the faculty and studeats to take part in bock
-sglectx‘on in the University. The Library - staffs usually recommend general
reference books end ‘those materials not covered by -depsartmental subject

categories like books_ on. library snd information science, Publishers. and

Page 8-0f 24
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Vendors are increasingly providing electronic lists -of titles available for
purchase, printed catalogues and other printed announcements. These are.
being forwarded to the Faculties/Schools and Centres from time.to time.
Besides catalogties, book réviews in important magazines ‘and databases are
also a basis for recommending books for the library. The library also circulates

reviews of backs to the Schools to keep them informed about new publications,

2.1.1 Purpese

The purpose of this procedure is to ensure consistency, effectiveness and

transparency in the selection and acquisition of informstion resources.
2.1.2 Scope

This. procedure applies to the identification and acquisition of all

informatien resources required in thé University.

2.1.3 Method
2.1.3.1.  ‘This procedure shall start'with the University Library either:-
&) Receiving d request for information resources from Heads of
Departmenis (HODs) or Student or.any oﬂ)er member of staﬂ'_, or
B) As .2 result of a communicadon from -the University Libratian
requesting HODs and Campus Librarians to submit lists of library
information resources required.
2.1.3.2 In'case of 2.1.3.1 {(b] above, the HODs/Campus Librarians shadl in
{imison with the respective members of the academic staff identify the
library Information resources 'they reqiire.
2,1,3.3 Upan receipt of the list from the HODs/Campus Librarians or in
case of 2.1.3.1 {a) above, the Uhiireffsity Librarian ‘shall consalidate the.
Gists and convene a Library Management Committce meeting for
consideration of the requests. In censiderng the lists, the Library
-Mahagement committee shall be guided by the follo_wing:_-
a) Number of ........requested versus existing Library Resources
"b} Relevance of the'information respurces

¢} Budgetary allocation,

d). Whether the item supports-an academic department’s instructional or
research programs
¢) Whether the item represents content not already available in another
title in the collection 3
4} Whether the title is at the dppropriate level for the university
Pape 9 of 24



") Whether the itém is affordable
h} Is there al:eady & copy in the Library
d) Should & duplicate copy be fequired
j} ‘Send oider request to Acquisitions

;!__.--1.3._4' Tn the ew_ent that the request is not approved, the UL shall advise

the initiator accordingly.,.

2.1,3.5 Upon, approvil, the University Librarian shail carry out a price
quotation for the required information resources from the Triformation

resgurce vendors and Supplers..

2.1.3.6 Upon determination of the. prices for the various Library resources,
the University Librarian shall forward the proforma invoices fo the
Uhiversity Secretary for praocurement as per the Public Procurement and
“Disposal of Public Assets Act and Regulations .

2.1.3.7 Upon delivery and -v_enﬁcaﬁqn of the supplied information
resources” by the Internal Andit Department and the stores unit, the
University Librarian shall ensure the. materials. are requisitioned from

" and processed

2.1.4 Li_st__of Agpplicable Records
2:1.4.1  List of information resouices.
2.1.4.2 Evidence of communication.
2.1.,4.83 . | Evideénce of meetings.

' 2;2'-Pfhéé'ssing of Information Resources
Proceasing of information resources refers to accessioning, classification and
cata}ogmng of the information Tesources. as t'ney are acguired in the Library,
Before documents can be shelved and eircutated,. - they need to be physically
prepared hbrarv materials go l:hrough procesging so that they can be located
‘used' and retutned fo the library from which they originatéd, Each hbrary
document must go through the phys:cal processmg to have the fo]lewmg'
i Accessiofi fiumbers: fmanuai systems]
ii. Cirenlation ¢ards .{manual_ systems}
iit. Book pockets {rmamyal systems}
iv. Due date slips . o
v. Barcodés {automated systems}
vi, Detection strips/slips (automated systems}
vii. Property. Stamps
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2.2.1 Parpose .
The purpose of -this-_pmccdu:e is to ensure effectiveness and consistency
in: pracéssing acquired information resources to ensure their ownership

by the University:Library.

2.2.1 Scope

This procedure applies to the accessioning, cataloguing and classification
of acquired information resources in-the University Library.

2.2.2 Method

2.2.2:1 Upon receipt of .vei:iﬁe_d information resources, the Library
Technical Staff shall stamp the same wusing the University Library
stamips and assign accession numbers in an ascending-‘ order.

2.2. 2 2 . Upan stampmg the mformatmn resources, the L:brary Technical

' staﬁ' shall sort the information resourees into eithier:-

a) Catalogumg in. Pubhcatlon Reaources {CIF}
bj ‘Non cIp resgurees,

2.2.2.3 During sorting; the hbrary Techmcal staff shall classify the
informaton resources based on the foliowmg -
‘a) Thmr subject,
b). Their discipline, and’
¢). Their format (Print or Noh Print).

2.2.2.4  Upon classification, the Library Techrical staff shall spine label thé
information resources using the information in 2.2.2.3 above.

2.2.2,5  The Library Techmical staff :shall then enfer the details of the
information materjals i1 the Library Management Information, System for
generation of barcodes.

2.2.2.6 Upon generatlon of the barcodes, the Libraiy Téchnical staff shall
-print and fix them cn the respectwe information resources.

2:2.2, 7 Upon ﬁxmg ‘the' barcodes on the mformatmn resources, the
Un.wermty beranan sha.ll ensure d:stnbutlon of the tesources to the

o a
o .

respectwe Campus leranes

- Page11 af2d- +



2.22.8  Once the information resources have been® distributed, the
Umverslty Librarian shall ensure that they are displayed in the display
"séction for seven days to create awareness to the Library Users.

2.2.2.9

ensuie that the resources are shelved juto- their respective classes for

Upor: expiry of the display period, the University L}branaﬁ. shall

access and borrowing and the proceditre shall be-deemed complete.

2.2.3 List of Applicable Records

2.2._3._1 Information resources database.
2.2,8.2  Evidence of communication.
2.2.3.3 )

Updated Accession Register
2.3 User Servicea

These are the deliverables targeting the usérs and take v'arlioﬁs forms.
2.3.1 Parpose o
‘The purpese of this procedure is to e'nsure'consi'stéhqr: effectiveness, and
. timeli_n_ess_in ‘offering all-user services.
2.3:2 Scope

This procedure applies to the registration of users; orientation, charging

‘and.discharging of information resources in all the University libratiés to
ensure user needs satisfaction through customer care oriented services
2.3.4 Method |
2.34.1
2.3.4.1.1
“him . or her'to submit the required documents for preparation of the
Library identification card. .

Registraton of users
Upon receipt of a: new lib_rél.ly user, the Library Staff shall request

2.3.4.1.2 Upon receipt of the documents from the Library user, the Library -
staff shalf prepare and issue a Library identification card to he used

1for access to the Library services.
2.3.41,3 The Library staﬁ"_ shall ensure ﬂia_t- the: user signs the Library
registration: form as evidence of receipt of the identification card.

2.3.4.2 Orlentation of new asers

2.3.4.2.1 During the orientation period for new students, the Library staff

shall at the designated time, imtroduce the new Users to the Library
‘and brief them on t_l'té-libraxy'services and the Ebrary policies.
Page 12.0f 24
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2.3.4.2.2 Digcharging and charging of information resources

2.3.4.2.3 Upon receipt of an ih_forn_:_laﬁon- resource from a user, the Library-
staff at the circulation desk shall fe_quest the Hbrary user for their

Yibrary identification card.

2.3.4.2.4 Upon receipt of the 1denuﬁcat10n card, the Library staff shall log
inte the charging module in the MIS,. issue and désensitize the
resource for exit from the library if the user is eligible to borrow.

2.3.4.2.5 Upon réeceipt of returned information resource, the Library staff
shall verify whether the resource is in good condition.

2.3.4.2,6 In the event that the information resource is damaged or'lost or in
case of late return,. the Library stafi shall surcharge the user guided
by the. Library Library Rules and Regulations (LRR} by issuing them

with an inveice.

2,3.4,2.7 Ithe infp’:maﬁbn resource is in go_od condition, the Library staff

shall log imo the discharging module. in the (MIS), receive and

sensitize the resouree for re-shelving,

2.34.3  1IST OF APPLICABLE RECORDS

2.3.4.3.1 Evidence of orientation.

2.3.4,3.2 Library registration form. i
2.3.4.3.3 Information Resources Database

2.4 Conservator of Information Resources

Conservation refers te the treatment and repair-of individual items to slow
decay .or restore them to a ugable ‘state. Conservation s occasionally used
interchangeably with preservation, particularly cutside ‘the professional
literature.

2.4.1 Purpose

“The purpose of this procedure is to ensure consistency and effectiveness.
v .

in the conservation of information resources.
2.4.2 Scope _
This procedure applies to repair and prevenﬁve car(_*._on-é]l collections to

minimize damage and deterioration.
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2.4.3.1 _ This procedure shall start with any librasy staff identifying an
information resgurée requiring conservation in-the course of duty.

2.4.3.2 After-"identiﬁcatiou, ‘the Library sta&‘..;éhaﬂ withdraw the fesource
from circulation and inform the Head Binder/Tecknical Librarian.

2.4.3.3 Upon receipt of the resource, the Head Binder/ Technical Librarian

shall record it in the technical ﬁleand _ba's_eci_-oﬁ ihg--.naﬁlre of :iconservation

required either:-

a) Assign'a Library staff fo carry out the minor conservation, or -

b For major.conservaﬁqp-, liai_!s",t‘e mth theProcurementand Disposal Unit
(PDU) through the Uﬁivérsity -'Secreta.iy towérb.cﬁré_ the servicas from
. ser's;ic;é -pmv_id.::rs; as per the PPDA. _ o
2,4.3.4  Upon conservation of the ‘material, the Head Binder Technical
Librarian shell update the technical file and'-'gz.iéﬁfé' that the information
resolrce(s) conts.iné all the requiie“d‘ fields befgfe returi to c:rculauon

2.4.4 List of Applicable Records
2441  List ofinformation resaurces conserved.

2442  Evidence of communication.

2.5 Weedlag Information Resources.
Weeding is the sysiematic removal of resources from a library based on selected
criterig. It is the opposite of selecting material, though the seléction and de-
selection of material often involve the same thought process, Weeding is an
#ssential part of library collection management. Most Libraries have limited
space, and we miist continually make room for new library information
résour_ces_- Weeding is neceésrary to remein relevant to our usérs and true to our
‘missions, We don't just collect the physical documents, but we cotlect
“inforination and provide access to relevant information. P?2??
" - 2.5.% Purpose
The purpase of this procedure is 1o ensure consisteéncy, effectiveness and
accouﬂabil_ity'in the weeding of information resources.
*2.5.2 Scope e
This procedure applies to. the. idénﬂﬁcatiqtj,.-lselecﬁon and withdrawal
fiom use. of all obsolete informetion resources in ali the University.
libraries.
. Page 140124

2,53 Method.

2.5.3.1

8} Receiving information from any b

This. procedure shail start with the U

mformatjon.resource_s, or

Jniversity Librarian either;-

rary stafffuser on -obsolets

b} Receiving a directive 101} i
) 2 a-directive from managemeiit tg weed information Iesources

2.5.3.2

'2.5,2.3

2.5.3.4

University Librarian shall ensure that th

&s:a result of legal issues such as censprship

-access.

Upon receipt of the infermation,
the case of 2.1 {a) above consuit.
determine the relevance of the informa
In the event that the resource is g
Librarian shall as per the communication
If the informhation Tésource is obhsok

updated.

2.5.3.5

resources and store them in th

2.5.8.6

fommunication procedure inform the POy
iriformation resourc

2.5.3.7

ban in circuldtion and

‘the University Librariari shall jn.
the respective Academic Staff tp
lion resources,

Hi relevant, the Universgity
procedure inform the initiator.
ete or in the event of 2.1 {b} the
e information resouirces are

Th s .. . 4 P .
€ Library Technical staff shall sort ang ‘pack. the information

Upon  storing,

e Library. bookstore.

-the. University Librarian . shail -as. per the

gs %1_5 per the PPDA,

| During the subsequent Librauy Committee meeting
s - ! i
Librarian shail present a- weeding report, '

2.5.4 List of Applicable Records

2.5.4.1
2.5.4,2
2,5.4.3

Eviderice of comimunieation,

to initiate the dis_pbsal of the

-the«University

List of weeded info_rm’ation“_rqscurcés.-.

Weeding Report «
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2.6 Acquisition of Electronic Resources

‘The goal of the Libraries, isto '_provid'e. an effective_.cor_nb'ina'tiori of pring, non print
-and electronicresources, and the integration of the use-of these resources in
support of teactiing, learning and researchi at the University.

Electronic resources, however, pose chailenges not encountered with the
acquisitions of iraditional library materials, such as -access, interface, and
technical support and licensing. The Library therefore needs to formulate a
separate Electronic Resources Collection Development Policy to address
these is5ues,

2.6.4 Subject/Content

S The select | isiti
Hon arid acquisition of E—I‘E'SOU.I'CGS Wﬂlb& based: on the fOHDW’iﬂ

i The e_l_ectronic.resqurce must sy

of the University. There should
level of use, '
L B -The:resbm‘cewﬂ.laddd' th ori t
in ¥ e resource will epth or' breadin ist] i
- il Collectively, o balance should be mug;ftt:;&mshng.coﬂecuon.

. -and intellecinal levels: funde i , B
different needs, {undergzeduate, grad

v, ‘Bxtept for archival materials; irif;

,pf?rt ﬂ_le. Cu;ricu]air and research needs
€ a target audience and an expected

ong the various disciplines
ate, and facul_ty] 1o meet the

2.6,1 Purpose

This manual provides puidelines i choosing appropriate electronie
resources: and to establish consistency and priorities in managing this

regularly. Preferably, resources wich print: ¢
behind. their print counterpart, ' )
v The'cpntent should come .

important pert of the Libraries” collection of Busitema University.

2.6.2 Sco'p_e

“Blectronic resources™ refer to those materials that require computer access,
Whethgr through microcomputer, mainfraine, or othier types of computers,
and that may either be locally mounted or accessed remotely via the
Internet. ‘This meanual covers both free Internet resources and electronic
resources. purchased. or licensed by the Uni\'rersity Library from a
commercial source, a non-profit organization, a professional organization ot
any external institution

Except for those formats excluded in the Collection Development Procedure,
any type of electronic resources may be considered for inclusion. Some of
the common types are;

i Indexing and abstratting databases

ii. Ful-text {aggregated) databases

ii. E-journals

iv. B-books. _

v. Reférence databases (directories, dictionaries, encyclopedias, stc.)
vi. Numheric and statistical databases h

2.6.3 Selection Guidelines for Fee-Based Electronic Resources

"This sectien provides. goidelines for the selection and acquisition of
electroric resources. All procedures and guidelines in -the Collectios

Develapment Process, including the General Selection. Criteria. and.

Duplir.:'ati_on-'}?iuceduz'e, Wﬂl alsy apply to electronic resourdes,
Pag_t_z 16 of 24
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i, Accuracy .a.n'd completéness as com
'._Iffu_:s- mt?ans that. the eléctronic re
Jllusu*a_twn_s_, ‘graphs-and tables. as

p_arn;d‘ with print format, it available,
. saurcg should have ani the artiples
they Appear in the pring counterpart, ’

265 Functionality and System Reliability
i The electronic TESoures will
. equivalent or-other formats
i, ‘The interface should be 1.

: td be user-friendly. Spng ron ; '
- - : dly. Somie commpn ol i

= c;urea_ are 1:_1traductory Ecréens, onjine titorials, eoi Usel_” ffl_ef]dll{l_ess

| S pop-ups and menus, ' Rt aensitive el

fbatures. th&t Shﬂuld b vail:

. - Al & & allah].ﬁ l‘-nchld : search 11 ld‘ex a“lI
. " . i £ comman.d i

-LL € LA Smgl h’uncauﬂn;_autﬂ-_stﬁm; mesams hiStOI Y and ;Iertf S.DI

uﬂ b[ W 2 : y A * -

. fe: ab[? th.e user ﬂltelfa.ce sho
1
iv. T e, llld. hﬂ ConSlSteIlt Wlth Othel Iﬂteliaces

Vit Th N SyS {7 Cap ts’ - . I_I]j aSIIu (<] £ e
2 t Apacicy B.I'Id IIEtwork Y. Ctu.r S}l uled h
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2.6.6 Access-Related Téchnical Considerations

v,

Prefcrab_ly,_ the électronic resoutce should be available for remote access,
including use of VPN access. Standalone CD-ROMs -and. dedicated
workstations that require in-library use are generally discouraged.

The Libraries prefer access t0 remote hosts via Web to other formats and
meéthods of access, such as CD-ROM, local Web mount, etc:; because it
offefs opfimum access, fasier upd'aﬁ;ig, cost savings in storage, and
presents-fewer problems in maintenance and preservation, Acquisition in

other formats. is: di
difference b_e.-‘_tweén*'tt;e formats is significant, _ g i
The Library will prefes IP filtecing to other methods of authentication,
such as login and password authentication. Unless there is no alternative:
or the cost difference bétween the methods is significarit, other methods
of authentication aye in general discouraged.

The electrionic resource should be compatible across different platforing

(PC__‘, Mac, etc]
Theiigh local installation and miginténance are not preferred, if:chosen,

the. electronic resource must be cm_npaﬁ'ble with the existing hardware

-and software: Obsolete formats and platforms are fiot supported. The
-Systerns Librarian-and staff should be consulted in case.of doubt.
If thé electronic Tesource requires any special hardware, soffware, audio.
and/or video capabilities, the Systems Librarian and staff- shall be
consulted. _
Duplication of resources for PDA and resources for PDA use only are not
encouraged unless they are free of conterit end/or access fees. The
preférred PRA platform is Palm (what is palm?.

2.6.7 Vendor. Sﬁgport‘

- The vendor of the clectronic resource shotild be establishied and rcl.i_abl_e._
The electronic resoiirce should be available for trial. Preferably, the
. “¥epdor will provide product demonstrations if needed..
If ‘rieeded, the vendor should provide- initial and, preferably, ongoing
proguct training, '
Customer and technical support stiould be timely, accurate and

professional.

The vendor should provide quality statistical reporting. Preferably; the
reports should follow internationaily recognized staridards. '
The:vendor shiould be prepared to respond to the Libraries' requésts for
customization, branding and provision of MARC records and URLs,

‘The vendor should provide advance notifications for content and platform’
changes, as well as system down time.

2.6.8 Pricing Consideration

Pege 18 0f24 .

jseouraged, unless theré is no alternative ot the cost
- e

iv.

Wi,

Alternatively, the' venda .
T should offer eith .
netlibra i 3 L0 Tk cllier a purchase apiig )
and. rary PrePaid model) or 5 combined model with g oneioﬂqum} e
THa _-"iif;;lst_-r@c_o_ver. annual access fee fe.g. JSTOR model ) Archibve fee
e Library should not be e uired 1 : . " )
eelectronic versions of a.resnmeq © to purchase both the print and
The cost of the electroni; . ; .
S : C resource should net e ; . )
count . An it e i e e not exceed that of i ini
from (;E;%MA? L\JIF.;LCI];?&&E' M prce fom print to electonic. fﬂﬁn}:;:' .Pm";t
, oo 1o Web, should be reflected in the increase in ﬁlﬁcﬁo?'-afiy :

2.6.9 Licensing Consideration

i,

‘Authiorized Usery’ shouid b,

ath id be defined as b passibleé
iy _ - Gehned | roadly as passible. .
eﬁgégtzdm;n;ﬁm,_stpdeg.ts,_ Tesearchers, any.employeis andecoi?a s
sﬁoﬁld b Y the _'Ul_:uvermty as; well ‘as nn-gite users 'of the " ac_m.'fs
“Authos be.included. as anthorized users . e Universiy
. u -4 . - Y. . ’
ot o:ligzl 33;&8 sﬁqulflttb; defined as broadly as passible. Authorized
. 6 be permitted to access : i '
agywhere vig the University's secure netwof'ie clectronic esenree from
educaﬁon&l,”in'strutitional e '

: gt al, and résearch B he Librar
oat ‘ _and purposes by the L i¢
O_ﬂleonzed users. These inchide viewing, .donmloagﬁl ; Il:iran?s :'ﬂld

T uses permitted under fair use arg ILL enreSefn’resan :_-dPImUﬂg—
. ILL, and course
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2.6.10 Selection Responsibilities
2.6,10.1 The Collection Devélopment Teant

The University Librarian together with the Librarian in-charge of Collection
Devélopment shall coordinate. the CollécHon Development Tear in collection
huilding activities. He or She will alsa assist in the identification and
negotiation of large database s . as wéll as consortia purchase with other
librariek. Faculty Librarians, Audiovisual Librarian, Reference Librarian,
Special Coliections Librarian, and Campus Librarians, will be responsible for
building electronic resources in their assigned areas. The Team shall work
closely with Acquisitions Librarian and Systems Libracfan and -
consultation with the University Librarian in the purchase of clectronic
materials,

Librarians responsible for the selgetion of electronic resources hiave the
same duties as those stated in the.section, Roles and Responsibilities of
Collection Management Team, in the Acguisition Policy.

2.6.10.2 Shared Electronic Resources Fund Advisory Committee .

By virtue of the nature of Busitema University and with the increasing need
for decentralization; there shall be established a shared el¢cinie resources
fund, Therefore, for proper management of the fund, There shali be & Shared
Electromnic Resources. Fund Advisory Commiftee (SERFAC) and the
committee shall be composed of the University Librarian, the librarian in
charge of the institutional repository, Representatives of different
disciplinary -interests. .and the Collection Developmerit Librarjan, The

" Committee will meet twice annually or as rieeded. It will serve in an advisory
capacity to the Collection Development; Tearn and Libraries Administration
in the expenditure of the Shared Electronic Reésources Fund used for the
development of the Libraries' digital collections {o réflect the pricrities and
needs of the University community.
2.6.10.3 Method
The Committee will take into acéount:

i, Expenditure of the Fund for ongoing and emerging nieeds in the: full range

~of subject areas. ' o

i,  Continuing assessment of usage statistics,

i, New product offerings.

. Colldboration or consortia agreements; when available.

The Cominittee will identify future fiinding needs concerning the
development of the Libraries' digital collections.

2.6.11 Acquisition Process
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1 Database Listings of other university libraries -

tes, trial pages and. Teviews of other libraries" collection develapment

committees
iit'. Consorﬁg's reviews and listings
v, - Ma:lmg lists

2:6.12.2 Acquisition Procedures

‘I‘h e x - . ’
B 1:;‘ :pf.oceis:st‘ csha.ll. begm wﬂ.hlthe _I._inivergity'.l.ibraﬁan togethier with the
mmmnahg Ih'i_u‘ge-.of Collection Development issuing & form to gathe
1. (Is'it possible to have the form &3.an appendix to the. rrnnnglezl'x’)er
The form si o i . . o |
e H:E (:111311 gllm_a‘r the Qo]lecbon-Devg]qpment Section to gather important
inf regdar_dm% the resource . recommended, such as method of
access, expecte aur_hence,-.qua_ﬁ_tj‘! of coritent, -;b.a"tjjéct' cbverage, and .us:r.
requester t6 provide . ranking on the
Tecommendations. ' .

eived from librarians and faculty members
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greater degiree of equity in how our Shared Electronic Résources. Fund is
expended on the varicus subjects and disciplines,

2.6.14 De-Selection of E-resources

De—seiection refers to the process of removing and electranic resource from
the Uriiversity Library collection.

Guidelines for De-selecton

Periodi¢ examination of materials in. the collection for de-selection will BE
conducted. In'addition to the Weeding Policy and Acquisition Policy, the
following guidelines will also apply.

Materials non-circulated for discretionary vuriber of yeats.

Materials not compatible with existing hardware and software andor not
supported by the vendors. Obsolets formats and platforms are not
suppérted,

iit. OQutdated or inaccurate materials.

Content is duplicated inn availabie preferred-formats.

v. Materials damaged beyond repair.

Librarians responsible for the selection of the matérials below may need to
be consulted in case of doubt. Effort will be made. to obtain a preferred
format if available.

i .Expensive titles. _
il. Archival CDs, DVDs, tapes and other media formats of electronic.
journals, standards arid disseitations.

Formats which are hecoming chsolete shall no longer be selected for
purchase. Replacement/substitutes.in a-desirable format shall be sought if
contents are uniique and deemed invaluable to research.

2.6,15 Guidelines On Selection Of Free Internet Resources

Free Internet resources may come in a variety of formats and document
types, such as Web pages, list servers, Usenet news, FTFP sites, full-text
online versions of books, journals, and government documents. To
supplement the breadth and-depth of the Libraries' collections, free Internet
resources which are deemted of value to the research and teaching of the
‘University will be identified and cataloged. While selection criteria from the
general and subject policies prevail, the following -specific selection
guidelines should be met also. Liriks to these websites will be provided in
the Libraries' OPAC.

2.6.15.1 Selection Guidelines Specific to laternet Resources
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7 Information provided or created b ity ;
. §bm§:6ﬁ:__thé_ fs_uﬁj'ecf, reated. by an authority or a reputabie or religble

1: .W.'ebrti'tc;is favorably reviewed by & relﬁﬁtéble source.
. -Bite is accessible feely with browser or soffware and compatible with

existing networked envirenment,

iv. Site is stable with infrequent down times.

v, .SPtc_;Ii:y;_Qf pe_l_‘iﬁdjg r:eviaw-and_-.update of content, with a-date of revision
h maent for websites, E-books, journals, and other d'ocuments“sh 1d
have dates of ‘Publication or posting. ' h ' -

i G desi i i )
ood design with visual appeal and easy navigation of contents within

i, Web. sites o

the site, e.g. site”ﬁ'xdex ar search engine,

2.6.15.2 Exclusions

s

i Commercial 'sité;s'“whi'{gh ar L . o
L : ; -are mainly adverfi ior:
services. or products . A4 rusement. or PI_'OQI:lotlon. of

o . Pages .-”t_)f .-ins'fitutidﬁs";’ﬂ cbrporations, - . ;
_ W _ , -government -
:fenqeslh?‘?f or, professional: sacietie’s which' tonitain -largély-lffomotionzj
T newsletter type materials about the écti i "o
v Tewsl Ype _ UL -the activities of the -organization.
_iiitéﬁgﬁlal- web: sxte?/ pages should only be fictuded: if tHeré™ig g«
nbstantial amount of full text doctiments. usefiil | University!
research and learning purposes, ' for .the University's

:fx. 'Sltgs that_ reqL_ﬁ:o;‘ a user fee; or access:to the contents within requires fee.
iv. _Portal_s. .}yh.ich ate merely links to hosts of other hnk:qtﬁeslfi
_:Il;gdamgau?n and ,f?r-subs..'fanﬁal-?.ngo_taﬁons,' as opposed to an-organiz:d
= ? annotated series of links which, may be deemed. usefiil as ject
o 1.1 as a subject
v Other University Electronic-Resource ‘pages.
., .

i
i,

.

Websites deemed out of scope to dur curriculum or level
2.6.16 De-selection Guidelines

Thc; Tesource is rio lotiger available bt-.majnt;ﬁled
No langer current, reliable or relevant, -
Overlaps another. rescurce which offers

© more o ive
_treatment of subont . mprehensive coverage or

Duplication. '

- Internet resource which duplicates eps :
proeriel reso Wi plicates an eidisting print reso : !
- @cceptable if no fee is incurred and its inclusio g ourae Is deemed

n provides greater access and

CoRveric : . . L .
convepicuce. than the single poingt of access whiich a print resourte provides;
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The Web format is. preferred generally, and print duplication is vsually
dlscnuraged due fo space and processing costs. The Libraries will duplicate
print resource with existing free Intérnet resource when:

i, One format is-unsteble-and retention is expected or required,
i  Multiple formats meet the needs of different users.
iii. ~The print format is needed for archival purpose due té its significant
historical value.

. 2.6.1'_? ‘Copyright for Internet Resources
In order fo protect-the Libraries and its users from copyright infringement in
establishing hypérlinks te Imternet Resources, the following guidelines
should be observed:
i Effort will be made to 1dcntxfy end acknowledge the owner/creator of the
Internet resource,
ii. A disclaimer is placed on the Electronic Resources webpage, announcing

who may. ok to our information, and to remove anty of the hyperlmks
made to remote mbpage J/resource if the copyright owner requests.

2.6.18 List of Applicsble Records.
i Information resources database.
4. Evidence of communication,
§.  User Sts.’tiétics .
W, ReguestForm
2.7 Penilties
Any breach of this Manual-shall be pumshable under the approved L1brary
Rutles and Regulations. '

[

This Manual is here by approved and adopted by the Umverslty Councit thls
. day of....... . 2018,

SIGNED:...voon e rsesnesssrs i smssssmsstsnnens
Mr, Gideon Obbo Ologe
CHAIRP_ERSON COUNCIL-

In the Presence of

Mr. Abdu Karim Isala

Ag, University Secretary-
SECRETARY TO COUNCIL
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