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NIRWAN UNIVERSITY JAIPUR

Established by the Rajasthan State Legislature vide Act No. 2 of 2017 and recognised U/s 2(f) of the UGC Act 1956

Gvan Dhara Gentral Library

Standard Operating Procedure (SOP) for Gyan Dhara Central Library Users

1. Purpose

The purpose of this Standard Operating Procedure (SOP) is to
establish guidelines for the efficient use of the Gyan Dhara Central
Library at Nirwan University Jaipur. It ensures a smooth, organized,
and effective library experience for all students, faculty, and staff.

3. Library Timings
Opening Hours: 10:00 AM - 4:00 PM
Closed on Sundays and University Holidays

4. Membership & Access

The
registered students,

5. Library Services

library is open to all Reference and  Research

faculty Assistance

members, and staff of Nirwan Circulation Services

2. Scope

This SOP applies to all users of
the library, including students,
Scholars, faculty members, and
visitors.

6. Best Practices for Users
 Gyan Dhara Star Award

Earn While you Learn

Suggest a Book

University Jaipur.

Visitors and external
researchers may access the
library with prior permission
from the authorities.

A valid university ID card is

mandatory for entry.

E-Library Services

Reading Room Facilities
Interlibrary Loan Services
Document Delivery Services
Plagiarism Check Services
Current Awareness Services
SDI Services

One Extra Book

Users awareness Programs
Reading & Literacy Programs
Suggestion box

8. Library Gonduct

Silence must be maintained in

1. Borrowing Policy

UG Students: Maximum of 3 books for 15 days

PG Students: Maximum of 5 books for 15 days

Research Scholars: Maximum of 7 books for 30 days

Faculty Members: Maximum of 10 books for 30 days

Staff: Maximum of 3 books for 15 days

Books can be renewed once, subject to availability.

Late return of books will incur a fine of Rs.2 per day.

In case of book loss, the student must either replace it with the
same new book or pay double the cost of the book.

9. E-Library

The E- library provides access

10. Book Reservation & Recall

» Users can reserve books that
to e-books, research papers, are currently checked out.
and e-journails. « The library reserves the right to
Users must log in using their recall issued books if required.

university credentials.

13. Library Staff Responsibilities

12. Maintenance Schedules
« Timely Cleaning

« Assist users in locating and
accessing materials.

« Ensure proper organization

Repair Work

Humidity and Temperature and maintenance of books

Control and digital resources.

« Enforce library rules and

Pest Control Measures
policies.

15. Policy Amendments

The library reserves the right to amend the SOP as required.
Updates will be notified to users accordingly.

the library premises.

Mobile phones must be kept
on silent mode.

Eating, drinking, and smoking
are strictly prohibited.
handle
with
damage or loss of books must

Users must library

materials care. Any

be reported immediately.

11. Security & Surveillance

« CCTV
operation

surveillance is In

{o]§ security
purposes.

» Personal belongings must be
kept outside the library in
designated areas.

« Users must undergo security
checks while entering and

exiting.

14. Feedback & Grievances

« Users can provide suggestions
through the library feedback
system.

« Complaints or grievances can
be addressed to the Head
Librarian.
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