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AIU Circulation Policy


All students, faculty and staff of the AIU are entitled to have free-of-charge membership of the Library. 

An AIU 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 card holder assumes the responsibility for all items charged to the library card and must guarantee the safe return of all library materials. 

If any library 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. 
 

1. Collections 

	1.1 The AIU Library owns an academic collection of print items, as well as an expanding 	collection of networked electronic resources, and materials in other information formats. 
 
2. Recommended purchase 

	2.1 Members of the AIU community may recommend the purchase of books and other 	learning resources for the Library through faculty. 
	2.2 After they check the on-line Library catalog to make sure that the item is not already 	available in AIU Library collections, the online request form can be submitted through 	Sierra. 
	2.3 All suggestions will be reviewed by the librarians in light of the collection development 	policy and availability of funds. 
 
	2.4 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 

	Students 
	15 days 
	5 

	Faculty 
	30 days 
	15 

	Staff 
	30 days 
	10 


 

	2.5 Books required for teaching purposes may be borrowed by faculty for one 	semester. This privilege is restricted to AIU faculty. Reference material is to be used inside 	the Library only. 
 
	2.6 The Circulation service provides issue-return-renewal-reservation service for users 	to ensure they make the most of the library resources.  

3. Renewals 

	3.1 Materials must be renewed on or before the due date by the users. It can be done: 

	- online through the user Sierra account
	- in person at the circulation desk  
	
	3.2   All items are subject to recall 14 days after their first checkout date. 

	3.3 Any book can be renewed provided there is no hold or recall on the item and the 	item is not overdue. 

4. Holds  

	4.1 Holds will be placed upon books that are out on issue. Holds are not placed on books 	on the shelf or missing books

	4.2 The user will be notified when the requested material is available for check out.

	4.3 Items placed on hold will be held for 3 days and then returned to circulation if they 	have not been picked up. 

     5. Overdue Materials 

   	5.1 It is the responsibility of the user to return borrowed materials on time. 

   	5.2 Books should be returned on or before the due date. 

	5.3 The Library sends overdue notices by university email after the due date. 

	5.4 Overdue materials will be charged a fine from the first day following the due 	date.

	5.5 Materials that are more than 30 days overdue are declared lost and the user will be 	charged a replacement fee and the processing fee. 

	5.6 All users are subject to processing fee charges even if they purchase the lost book.   

	5.7 Bills are sent from the Cashier's Office and must be paid to that office.  
 






6. Lost or damaged items
 
6.1   Lost items should be reported promptly. 

6.2   If the Library considers the item damaged beyond repair, the user will be charged the  cost of that item plus a processing fee (10 kwd). 

6.3  If any library book is lost, the user shall replace the book of the same edition or latest edition  

      6.4 Charges for damaged items vary by item and extent of the damage. 

     7. Fines 

      7.1 The fine for overdue materials is set at 250 fils per day. 

      7.2 For any unpaid fines, the user will receive one fine notice after the item is returned. 

      7.3 If not paid, fines will be added to the student`s AIU 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).  
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