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GENERAL RULES AND REGULATIONS

The AIC LIBRARY is part of the educational mission of the AIC College whose main goal is to develop and support information-literate learners who can discover, access and use information effectively for academic issues and research. The Library enable users to discover information in many formats of knowledge organization. 
The Library supports research, teaching and learning needs of the AIC students, faculty and staff through information resources and a number of services. The mission is to provide innovative, responsive and effective services to meet the ever-growing needs of the faculty and student body.
	Library Hours



	Regular Working Hours

	Sunday – Thursday 8:00am to 3:00pm

	Library hours are adjusted during Final Exams periods and during Ramadan



	Library Members



All students, faculty and staff of the AIC College[footnoteRef:17774] are entitled to have free-of-charge membership of the Library. An AIC ID card is taking the role of library card and enables users to check materials out of the library and access online electronic databases and journals. The ID card should be activated at the Circulation Desk. This is one-time procedure and is done in person for the protection of the cardholder. [17774:  Faculty: Full-time and part-time faculty members; Staff: Administrative and academic support staff; Students: Students who are currently enrolled in AIC
] 

The card holder assumes the responsibility for all items charged to the library card and must guarantee the safe return of all library materials.  If an item is lost, stolen or damaged, the card holder is responsible for all replacement fees and related costs. A library card may not be loaned to another person.

	Circulation 



Collections
The AIC Library owns an academic collection of over ---- hard copy items, as well as an expanding collection of networked electronic resources, and materials in other information formats.

Recommended purchase
Library members may recommend the purchase of books and other documents and resources for the Library through Academic Advisors. After they check the on-line Library catalog to make sure that the item is not already available in AIC Library collections, the filled Request Form can be submitted at the Circulation Desk. All suggestions will be reviewed by the librarians in light of the collection development policy and availability of funds.

All members are entitled to borrow books and other library materials, as well as to use other library services. Library users are responsible for all items checked out under their name.
	
	Loan period
	Maximum items[footnoteRef:30755] [30755:  
Books
Media (DVDs, videotapes, sound recordings)
Journals: only faculty can check out journals (1 title / 24 hrs.) - Journals can be checked out from library staff only
] 


	Students
	15 days
	5

	Faculty
	30 days
	15

	Staff
	30 days
	10



Books required for teaching purposes may be borrowed by faculty for one semester. This privilege is restricted to AIC faculty. Reference material is to be used inside the Library only.

	Circulation service



The Circulation service provides issue-return-renewal-reservation service for users to ensure they make the most of the library resources. 
Renewals
Materials must be renewed on or before the due date by the users. It can be done:
-in person at the circulation desk 
-by email: Library@aic.edu.kw
All items are subject to recall 15 days after their first checkout date. Any book can be renewed as long as there is no hold or recall on the item and the item is not overdue.
Holds 
Holds will be placed upon request. The user will be notified when the requested material is available for check out. Items placed on hold will be held for 3 days and then returned to circulation if they have not been picked up.
Overdue Materials
It is the responsibility of the user to return borrowed materials on time. Books should be returned on or before the due date. The Library sends overdue notices by mail after the due date. Overdue materials will be charged a fine from the first day following the due date. Materials that are more than 30 days overdue are declared lost and the user will be charged a replacement fee or the user will be asked to buy and replace the same item. All users are subject to charges. Bills are sent from the Cashier's Office and must be paid to that office.  
Lost or damaged items
Lost items should be reported promptly. If the Library considers the item lost or damaged, the user will be charged the cost of that item plus a processing fee (10 kwd).  If the books are lost, the user shall replace the books of the same edition or latest edition or pay double the cost of the book after getting permission from the librarian.
Users will also be charged for damaged materials. Charges for damaged items vary by item and extent of the damage. Users are advised to check library materials on the spot, before the borrowing.
Fines
The fine for overdue materials is set at 250 fils per day. For any unpaid fines, the user will receive one fine notice after the item is returned. If not paid, fines will be added to the student`s AIC fees (if a student has unpaid fines, the student will not be able to register until the record is cleared), or deducted from the users' salary (in the case of faculty and staff). 

	Collection Development Policy



The Collection Development Policy states the principles and guidelines that the AIC Library follows in the selection and acquisition of library materials. The purpose of the policy is to provide consistency among the persons responsible for collection development and to communicate library policy to students, faculty and staff. The AIC Library selects materials to support College curriculum, and the instructional and research needs. Book donation is accepted only accordingly with this policy. The policy is applied to all collections. 

	Confidentiality Policy



The AIC Library values privacy concerning use of library resources. Privacy of library records is affirmed by the American Library Association's Code of Ethics. Library staff will not give out the name of a person who currently taken out an item to another library user, and will not release this information to any other entity outside the Library. Confidentiality extends to information sought or received, materials consulted, database search records, reference interviews  and other personally identifiable uses of library materials, facilities or services.

	Copyright Policy



AIC Library respects Fair Use, the Rights of Copyright Holders, and Copyright Law. One of the specified conditions of copyright law is that the photocopy or reproduction is not to be "used for any purpose other than private study, scholarship or research." AIC library users must comply with the copyright law.

	Literature Search  Policy



AIC Library supports faculty and student research through reference services, one-on-one consultations and workshops relevant to the research process. A librarian conducts a literature search AIC online catalog and databases. After receiving a request for a literature search through the Literature Search Request Form librarian will review the request to ensure that it is possible to undertake the literature search at the time of its request. The librarian will conduct the literature search, and electronically forward to the faculty member bibliography of relevant literature. Time for the delivery of the bibliography is three weeks, minimum, unless the librarian and faculty member agree to a lesser time frame. The librarian automatically is a co-author of the research project and is designated as such in resultant publications and/or presentations.

	Library Rules & Regulations



Library strives to maintain a welcoming environment where users feel comfortable to conduct academic research activities and studies.  In support of this goal all users are expected to follow the library rules and regulations. If not, user will be asked to modify behavior or to leave the library. Library staff has the authority to instruct the appropriate behavior. The library has enacted the following rules and regulations to provide better service to its members.

· College ID card is need for accessing the Library and its resources. Don`t lend it to anyone.
· Respect other users and library staff
· Do not place books back to the shelves, leave it on the Circulation desk
· Library`s online services are academic use only
· Discrete cell phone use is permitted
· Minimize noise and conversation
· Use headsets when playing audio/video materials
· Handle all library materials and facilities with care
· Keep the library organized and clean, place all rubbish in the bins
· Do not leave your personal belonging unattended
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