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The library staff in collaboration with management, owns, formulated and are responsible for the implementation of the library policy 
PURPOSE/GOAL OF POLICY

As a tertiary institution, the college library provides very key services in academia. Thus, essentially, the library must be easily accessible to both staff and students regarding all activities concerning teaching, learning, and research. It should be clean and comfortable to work in and user friendly to the physically challenged. It is therefore imperative that for a successful operation of the library, its collection must be well developed and properly managed; hence the need for a library policy. The policy highlights the following: library staff, services, collection, acquisition, donation, cataloging and classification, conduct policy, preservation, stock editing, research, disaster policy, and public relations policy. The goals of the library are as follows:

· To raise patrons’ awareness of the collection in the library

· To have an effective and efficient working relationship with both staff and students of the college 

· To keep up with national and international standards in library services

· To update the stock and provide relevant print, non-print, electronic and virtual resource materials to support the curricula

· To bridge the information gap between the library and patrons and promote research
· To direct and guide decision-making concerning library services

Scope/Application

The collection comprises the following areas:

· Information Communication Technology

· Psychology

· Religion

· Education and Professional Studies

· English Language and Literature
· Mathematics

· Integrated Science

· Technical Skills

· Physical Education

· Music and Dance

· Pre-Vocational Skills (Home Economics Related)

· Vocational Skills (Visual Arts)

· HIV/AIDS

· Environment and Social Studies

          It also includes books on business, engineering, and fiction. The collection is stocked in a one-room library where print materials are available on accessible shelves. Some materials are held in closed access for reasons of limited copies, book or resource, frailty, and difficulty in accessing copies on the market. 
          The library staff aims to install library software that will facilitate the execution of library staff duties and responsibilities and also ensure the Online Public Access Catalogue (OPAC) by staff and students. The library is also collaborating with Principals Conference (PRINCOF) through the NCTE to partner with Elsevier Ltd for the subscription of e-resources.
          The library staff recognizes and follows through, relevant standards of professional practice in collection development as set out by the National Council for Tertiary Education (NCTE) in Ghana. The staff also abides by and upholds the terms of copyright law and intellectual property to the use of library resources.
          The Librarian, charged with the sole administration of the library, shall be responsible to the Academic Board in matters relating to the library. He or she draws up a purchasing plan to the procurement unit of the college, presents yearly reports and performance assessment for library staff, responsible for the development of the collection, and recommends changes or additions to the library policy, periodically.
· The library aims to provide resources for information, research, recreational, intellectual and educational purposes

· The library selects, organizes and makes accessible, available books and materials

· The library provides guidance and assistance to users to meet their professional needs

· The library opens its doors to serve users at suitable hours

· The library offers user education to new students to introduce them to library services and easy access to information
          Selection is carried out in partnership with staff through the reading list of the curricula. The library staff as well takes stock to replenish worn out, out of date and irrelevant materials. The library also acquires appropriate materials in the languages taught in the college. The library welcomes donations that are in good condition that will promote teaching, learning, and research. The library shall not display donations that are not in good condition and are out of date. Acknowledgment of receipts shall be sent to donors.

          The library shall record all acquired resources by the Anglo American Cataloguing Rules (AACR2), supplemented by our residential guidelines about cataloging. Books are classified by the Library of Congress Classification Scheme.
          The circulation policy takes care of books going out and books coming back to the library. All borrowers must be registered and must have valid identity cards to be able to take materials out of the lending section. A patron must fill out an application form and bear a valid student identity card (ID). These cards shall be used for the period of stay in the college. Materials shall not be issued out until a library card is issued. Loss of library cards should be reported for replacement. Two weeks shall be the loan period for students and three weeks for staff members. Issues of periodicals may not be issued out. Books may be renewed if no other user needs them. 
          CD-ROMS, audiobooks, and audiovisual materials may not be borrowed. There may be no fines for overdue materials. A notice may be given and if the book is not returned, the user may be billed to pay thrice the cost of the book. Users who damage materials in their custody shall be charged three times the cost of the material.
· All library materials going out of the library shall be manually checked to ensure they have been properly processed. Users shall present all books, bags, and pockets of bags that could contain library materials. All sealed boxes and packages shall be opened for inspection. Patrons and staff members shall also be subjected to checks when leaving the library.
· The library staff does not allow mobile phone conversations in the library. Members of staff and patrons shall put their phones on silence when they are in the library building. 
· Food and drinks are not permitted inside the library for the reason of preserving library holdings. Drinks are only allowed provided they are in covered containers.

· Disruptive activity or any behavior interfering with regular library use or operation shall not be permitted.

· Patrons shall not sleep in the library. 

· The Library staff are not responsible for damage or theft of a patron’s personal property.    

· Return library materials on or before the due date or upon request by the library staff.

· Library materials should be handled gently so that they are not mutilated, defaced, or damaged.  
· Individuals or a group which is not adhering to library rules may be subject to a warning or asked to leave the library and refused future access. 

· These, among others, make up the library conduct policy. 
Operationalization of the policy statement 

· There will be an annual orientation of first-year students at the genesis of each academic year to introduce them to information retrieval procedures. 

· The policy statement will be followed religiously. 

· The librarian will liaise with other librarians of Academic libraries to keep up with national and international standards in library services.
· Staff shall purchase relevant print materials necessary for teaching, learning, and research. Also, electronic and virtual resource materials shall be provided to support the curricula.
· Library resources are processed, classified in line with Library of Congress classification system, cataloged, and shelved for easy access.
Supporting procedures
The library seeks to comply with recognized professional standards to achieve collection care and preservation, especially in binding, reinforcement of worn-out materials, and preservation of books against insects and other infestations.
          Stock editing and weeding shall be carried out appropriately. This shall be done to find out the strengths and weaknesses of the resources. This also seeks to weed out books that are no more serving academic requirements and are at variance with the acquisition policy. Stock editing and weeding shall also depend on the delivery of new materials to replace irrelevant, dated materials, books beyond repair, and redundant materials to ensure effective use of space. Withdrawn materials could be offered to students and staff at no charge. They could also be recycled or donated to other academic institutions. Subject tutors could also be called upon to give guidance on book withdrawals.
          In anticipation of research by staff, selection of research materials would be guided by academic research priorities, as far as funding allows. Currently, some library materials have information on research methodology and conduct. 

          The library staff shall investigate the slightest indication of smoke or flame emitting from any part of the library to determine its extent. If the fire can be extinguished safely and almost immediately, the staff should do that without panic. However, if the fire is uncontrollable, the staff should call 0302968140 so that Fire Service Personnel will attend to the situation.   

          The library shall promote a good understanding of the objectives or goals and services to its patrons, and shall promote participation by all members of the college community on its activities.

Responsibility for implementation 
The librarian and his assistant are directly responsible for overseeing the implementation of the policy.
Responsibility for monitoring, implementation, and compliance
The library committee shall be responsible for the monitoring, implementation, and compliance of the policy. The members of the committee are the vice principal, the librarian, one representative of the departmental board, one representative of Students' Representative Council, and a representative of the secretary of the college.
Status: In the past, there was no written document guiding the operations and practices of the college. 

The Librarian supervises the operation of the library policy.
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