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1.0 SCOPE

This procedure applies to all processes involved in  ordering of information materials such as books in the library, starting with the identification of the materials to inspection of received materials to ensure conformity with the specifications.

.

2.0 PURPOSE

To ensure that selected information materials are received on time in order to meet the training, research and consultancy needs of the institute.

3.0 OBJECTIVE
· To understand the needs of the institute 

· To obtain the information materials on time.

· To ensure information materials received are entered into the accession register.
4.0     KEY PERFORMANCE INDICATORS

· Library  catalogue
· Accession Register.
5.0     REFERENCES

· KEMI Quality Manual 

· Library Procedure Manual

6.0 
DEFINITIONS
Library catalogue:

A library catalogue is a register of all bibliographic items found in a library 
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Accession Register:

The Library Accession Register is a record of all information materials found in the library. The information recorded about each material includes: accession number; date received; title, author and publication details; cost; the source of the volume, i.e. the donor of the work or the fund out of which it was purchased; the call number assigned to the work.

7.0      RESPONSIBILITY AND AUTHORITY

7.1
The Librarian

· Identifies the information materials required

· Complies a list of required materials

· Forwards the list of materials for approval
7.2 Procurement officer

· Receives the approved requisition list
· Identifies suppliers using approved procurement procedures
7.3 Director

· Approves requisition lists from the library

.

 8.0 DETAILS OF PROCEDURE

8.1 The Librarian sends catalogs to all departments requesting staff to identify information materials they would like the library to acquire.
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8.2 Requests are received by the librarian.

8.3 The librarian selects information materials that are essential and are in high demand by the departments

8.4 A requisition list is prepared and forwarded to the Director for approval

 8.5 The approved requisition is sent to Procurement department 

8.6 The procurement officer procures the books and materials according to approved procurement procedures.

9.0      RECORDS AND APPENDICES
· Publishers catalogue
· List of selected information materials.
PROCEDURE FOR ORDERING FOR  INFORMATION MATERIALS
RESPONSIBILITY




ACTIVITIES





Librarian






Director
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1.0
SCOPE

This procedure applies to the processes involved in receiving information materials in the library

2.0
PURPOSE

To ensure that information materials received meet the specifications and are documented.

3.0 
OBJECTIVES
· To ensure that information materials received by the library meet the specifications indicated in the requisition.

· To ensure that received information materials are entered into the accession register.
.

4.0     KEY PERFORMANCE INDICATORS

· Accession register
5.0       REFERENCES
· KEMI Library Quality Manual

· Accession Register
6.0 
definitions

none

7.0 
RESPONSIBILITIES
7.1
The Librarian
· Receives the information materials from the procurement office

· Enters the received information materials in the accession register.
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8.0     DETAILS OF PROCEDURE 
· Receiving the information materials from procurement.

· Counter checking whether the meet the specifications given on the approved requisition form.

· Entering the received books and materials into the accession register.

9.0     RECORDS/APPENDICES

Accession register

PROCEDURE FOR RECEIVING INFORMATION MATERIALS
RESPONSIBILITY
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1.0 SCOPE 

It applies to all circulation activities, which will take place in the library
2.0  
PURPOSE
To ensure that books and other materials are available to library users.
3.0
OBJECTIVES

· To help library users take out the information materials they need.

· To assist the library users in reserving information material that is borrowed.

· To keep track of who has which material
4.0        KEY PERFORMANCE INDICATORS.
Library circulation system
  5.0
REFERENCES

· Library procedure manual

· KEMI Quality Manual
6.0     DEFINITIONS
NONE

7.0   RESPONSIBILITY
7.1
Library assistant.

Checks in and checks out information materials borrowed by library patrons.

8.0    
DETAILS OF PROCEDURE

8.1 
Identification of books or material to be borrowed

8.2
Book is presented at the circulation desk

8.3 
borrower’s details are verified
8.4
book is checked out and stamped with date for returning it.

8.5
book is returned by the borrower

8.6  
Books is checked in and out back on the shelves

9.0RECORDS/APPENDICES

      In-house circulation system

Procedure for circulation of books and materials

Responsibility



Activity



Library patron





Library assistant




Library Patron


Library assistant
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1.0
 SCOPE

This procedure applies to the processes involved registering library users.
5.1 PURPOSE

To ensure that library users wishing to borrow materials are duly registered library members

3.0
OBJECTIVES
· To identify library users to loan material  to.

· To ensure only registered members borrow materials from the library.

· To establish a system of tracking borrowers who fail to return books.

4.0
KEY PERFORMANCE INDICATORS
· Availability of membership details
· Number of members registered
5.0  
DEFINITIONS
Library membership: library users registered to use and borrow books and materials from the library
6.0       REFERENCES

KEMI quality manual

Library procedure manual

7.0 
RESPONSIBILITY AND AUTHORITY

7.1
The Library Assistant
· Receives the membership application form

· Verifies the information provided

· Enters the member’s bio data into the library membership register.
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8.0 
DETAILS OF PROCEDURE:

· Prospective membership fills a membership application form.
· The information given is verified

· If the application is successful, the member’s bio data is entered into the library’s data base.

9.0  
RECORDS/APPENDICES:

· Library register

Procedure for registration of Library Members
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