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About the Library 

Smt Bakul Tambat Institute of Nursing Education library is situated on the 1t floor of college 

building with area of 3000 square feet. It serves nearly 600 users including faculty and students. 

Library provides traditional facilities like book borrowing reading room and modern facilities like 

access to internet cloud based resources and various databases. We believe in user friendly 

environment and follow various activities for their benefits. 

Objective 

To serve students and faculty of the Institute with comfortable environment 

To acquire and disseminate information and resources in the field of nursing 

.To spread information literacy among all patrons 

Library Staff Policy 

Library Hours: 

1. Library is open from 9 am to 6 pm 

2. Library is closed on 2nd, 4th Saturdays, all Sundays and approved Public holidays. 

3. Library book borrowing time is between 9.15 to 5.45 pm. 

Library Staff Duties 

Assistant librarian: 

To design and supervise library policies , procedures and delegating work 

Reporting to institute and departmental heads 

Forming library committee every year and implementing changes 

Collection management including budget, purchase of library resources like books, 

journals databases with LMC approval 

Supervising and managing circulation activities 

Organizing library activities like book exhibition,orientations and displays 

Planning upgrading library services 

Yearly Stock verification and book withdrawal 

Library software management 

To solve students queries and problems 

Junior Library Clerk: 

Circulation of library resources including issue, return, reissue, reserve 

Membership management and clearance 

Fine collection and maintenance of overdue records 

Maintaining registers like attendance makeup duty reference queries student and faculty 



Lending Policy Schedule 

Fine Issue items 

Books 
Books 

Issue limit Issue days Users 
ANM 
GNM 
BBSc 

PBBSe 

Sr No 

3 
Books 

Books 
Books 

15 

MSc 5 15 

5+deposit Rs 
1000 

15 Books 5 
PHD 

Books CDRom 5 15 Faculty Journals Magazines 
2+deposit Rs 

1000 
2+deposit Rs 

1000 

Visiting 15 Books 
8 

faculty 
7 Books 

9 Guest Member 

Library Use Poliey 

Physical use 

Open access to resources

Maintain silence in the library reading hall 

Need to store bags and footwear outside library in respective stands Fine of Rs 10 if fail to 

do so. 

Compulsory to make entries in different registers like attendance, borrowing registers 

Handle and replace books in proper place 

Mobile phone allowed only on request 

Bags and folders are not allowed inside library 

.Wearing Jerkins jackets sweaters are prohibited 

Best library user will be decided on the basis of software record 

Scanning and printing facilities are provided with prior permission 

Virtual use 

Use of internet only for educational purpose 

Internet facility is free of cost 

Compulsory to make entries with time in internet use register 

Users should remember user id passwords for online resources 

Institutional ids should not be shared outside 

Library staff is not responsible for damage or loss of users storage devices 

In case of scarcity of computers facility will be provided on hourly basis 



Management and recording of book bank scheme 

Library hour's management 
Maintaining manual accession register 

Maintaining manual record of journals and magazines and bound volume work 

Peon: 

Library Cleanliness 

Shelving and repairing of library material 

Outdoor work like Xeroxing, binding , postal and courier work 

Library staff development policies

All policies regarding employment, salaries, promotions, transfers, leaves, pension, provident 

fund, retirement, donation, funding are as per parent body that is Maharshi Karve Stree Shikshan 

Samstha. 

Circulation Poliey 

Borrowing library material 

Library believe in open access policy 

Issue return limit and overdue charges of books as per lending policy schedule 

If any concession has been granted to students, such applications authorised by principal 

must be attached with the reconciliation 

Library membership till completion of course 

. Books damaged by students need to be replaced 

Book lost should be replaced by students with same edition 

If Book lost and amount paid the cost of book and half amount of the same as fine need to 

be paid 

In between public holidays and Sundays must also be considered as late days for 

calculation of fine 

Library material like question papers, reference books, thesis, dissertation, cd rom. 

projects will be supplied only against ID card. 

Users can reserve books and need to collect the same within 2 days otherwise

automatically reservation will be cancelled 

Material taken for Xeroxing need to be replaced on the same day 

Book bank books should be returned on completion of academic year 

Reference copies can be taken overnight 



Collection Development Poliey 

Budgeting policy 

Library budget is decided on institution level under LMC permission 

Separate budget is kept for each course for books 

Separate budget is kept for journal subseription and databases under BSc and MSc courses 

Budget document should be approved in every LMC 

Purchase Policy 

Books are selected on the basis of book catalogues. visiting bookshops, exhibition. 

recommendations, Books on approval by vendors. 

Electronie resources are subscribed on recommendations by faculty 

Presentation of list with probable cost and approval during LMC 

Purchase below 10,000 can be approved by Principal 

Necessary to get 3 quotations for every purchase 

Journals are selected by faculty after checking hard or soft copy 

All books are checked physically and replaced if found faulty 

All bills are checked verified by library in charge before final payment 

Donation 

Books in donation are accepted from alumni and others 

.Books in good physical condition are accepted 

Outdated editions are not accepted 

. It is up to library whether to accept books 

.Donor will get donation in kind receipt on acceptance 

Stock maintenance policy 

Stock verification Policy 

Every year stock verification should be conducted at the end of academie year 

.It should be conducted with Library software for accuracy 

.Damaged and outdated books should be kept separately 

Final report should be made and submitted to institutional head 

Weeding Policy 

To provide qualitative collection 

To remove damaged old editions of books 
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To create space 
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E-Governance Policy 

Objective: 

1. Promoting and Implementing of E-governance in various functioning of the institution 

2. Promoting transparency and accountability 

3. Achieving efficiency in the overall functioning of the institution

4. Achieving paperless administration in the institution

5. Facilitating online internal and external communication between various departments/ members 

of the institution. 

6. Providing easy access to information 

7. Making the institution visible globally 

8. Feedback Policy 

1. In order to provide simpler, robust and efficient system of governance, it is decided to adopt and 

implement e-governance in maximum activities of the functioning within the institution 

2. The institution has in place e-governance in some aspects of administration, finance and accounts, 

student support like attendance update through whatapp services, library usage and examination 

result processing and website.

3. The samstha has resolved to implement e-governance in many more areas and with this aim in 

view we have drafted this policy framework. For convenience purposes, the policy is divided into 

various areas of operation. These areas of operation areillustrative and the samstha reserves the 

right to implement e-governance even in the areas not enlisted herewith. 

1. Website: The website of the college is revamped taking into account the needs of all the 

stakeholders. The website acts as a mirror of the college vision and mission, information about all 

programmes offered, facilities provided, activities, important notices etc which is made easily 

available to the outsiders. For this purpose, a separate service provider/web designer is appointed 

by the head of the institution. Along with it, training has been given to the existing staff to undertake 

the responsibility of website administration and updating at the college level. The internal 

communication between the staff is facilitated with institutional email IDs. A Website Maintenance 

Committee is formed for this purpose. 

2. Finance & Accounts: For ease of maintaining accounts and fee collection, the institution is using 

Software. With new accounting methods and compliances, it has become necessary to procure other 

software as well, The institution as per the direction of the samstha is planning to use Tally Software 

as instructed by the auditor. Appropriate security measures should be taken for maintaining 



confidentiality of the transactions. Training to the existing staff and updating of the existing software 

must be done on timely basis. 

3. Library: The institution has one of the best library facilities provided to the faculty and students. 

To continue with this legacy, we need to add more and more e-learning resources for the benefit of 

the teachers and students. Library is presently using New Gen Lib software for its internal working. It 

is updated timely. Also the OPAC system is used to utilize the library resources effectively. Sirnilarly 

newer e-learning resources like journals, databases etc. should be identified and subscribed taking 

into account the recommendations of the library committee. Recommendations of the teachers and 

students also need to take into account while subscribing any resources. Appropriate training to the 

faculty and the students for using the e-learning resources is provided through orientation program 

conducted by the librarian at the beginning of the academic year 

4. Administration: To provide a hassle free, convenient and economical process, maximum of the 

administration should be handled with ICT based technology. Facilities should be provided for online 

admissions, online fee payment, online leave management of employees, etc. 

5. Examination: The Institution is underway to procure an ERP to automate the entire process of 

examination system i.e. filling of examination forms, revaluation forms, photocopy forms, obtaining 

hall tickets, receiving of examination papers, uploading of marks, etc. everything has to be done in 

online manner. Utmost secrecy and confidentiality needs to be maintained while handling 

examinations and work needs to be done utmost care and caution. To supervise the entire process 

of examination under the guidance of the Principal of the institute. 

6. Alumni: In order to strengthen alumni interaction, a separate alumni whatsapp group and 

facebook page is started for providing facilities like registration, information of college activities, 

prominent alumni, milestones achieved by alumni, feedback and many other aspects. For this 

purpose a separate alumni coordinator at the college level is appointed to take care of the entire 

activity. 

7. Feedback: An online Feedback mechanism to be developed and put in place so as to get regular 

feedback from Students/Alumni/ Parents etc. By considering the feedback of every faculty, they are 

graded according to 4 point scale (Satisfactory; Good; Very Good; Excellent) and rewarded/

improvised accordingly.

8. BioMetric: Bio metric facility to be in place to monitor the punctuality and regularity of the staff 

by recording the in and out time swipes. 

9. Committee/ Authorized person to look into the requirements and maintenance of the above e- 

governance software's
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LEARNER MENTORING POLICY

MKSSS BTINE is committed to create and maintain an environment of excellence in education

through technological advancements, effective pedagogy and methods of evaluation and

enabling students to access support systems to meet their academic needs. It ensures that

learners can work with a mentor who offers support and guidance on efotional, social and

academic issues. Henceforth, a supportive relationship is created for Uetter.rl$ffianding of the

student's ambitions, .strengths and weaknesses. The institute irrdrq;primeA fo'ass"rring tn.
*:l

effectiveness of the Learning Mentor Policy and procedures aq4 ma g-fieceii'dfu adjustments

in response to the needs of those involved. ,+,r,,,= j+ ';

ThisPoIicyisencouragedbythefollowingprinciples:.K
'.:::::::..n Leamers must be assisted to achieve their ngfiBntial at insti , in an environment where

theirgeneral well-being is gratified. . l .a
..:a:.r .\\. .i*

{' To assist and develop BASICS (Bqhavigur, ltt;t 4S, StiTis, Integrity, Competencies and

Service) vital for a healthy and positive.fife. t.*
* Learners who are at-risk orp,iiiie\n a.uderics will have the opportunity to work with a

ttl
mentor who will conduct r"iffig$@sEi+s a means of encountering the academic issues.

.l. To provide holistic sNices 
""a-"Ae 

pt dents to become self-reliant and confident.

* To assist studen([,:in dthllUt geif, i'ilitrc,f,rough value-based education and service-oriented

programs.,.. 
Sl\,]i,, 

\.:+l* 
\, #

* There 
i=1 

aq A3sessropnt process for evaluating the effectiveness of mentors-mentee

relation shrp*and g{1e$ identiff po ssib le ob stac I e s.

i - Shariffg- Infonaation of the mentee- In case the mentor leaves, the information about the

ilreritee.is,shared with the new mentor.Hffi

* Resffiusibilities of a Mentor: Each student is allocated a faculty mentor.

n A mentor will provide support to 10 mentees.

* The mentors should try to apprehend their mentees and help them resolve issues related to

their surroundings.

* The mentors should identifr students with academics, behavioural and emotional issues, and

should send them for counseling to the Counseling Cell.

{]



a The mentors should motivate students to participate in extracurricular activities,to promote

healthy behaviors (maintain discipline, as howling and whistling in the college premises is

prohibited).

* The mentors are expected to maintain a professional relationship with the students (no

personal relationships should be encouraged).

n The mentor acts as a coach and guide for the trainee.

* The mentor plays a critical role in the trainee' Internship and Placements by preparing them

in professional aptitudes.

* Mentors should maintain confidentiality with regard to the student's report.

* The student's report should be regularly assessed by HODs, Principal, and Parents.

Responsibilities of a Mentee:

* It is mandatory for the students to fill their mentoring forms during the mentoring sessions.

.1. Mentees should not initiate any discussions related to infrastructure and facilities as it is not

a medium for complaints. ,ffi!

{.

*
n

Mentee should maintain a healthy relationship with the mentors.

Mentees should meet with their respective mentors at least once in a month.

The Mentees can share their aims, aspirations, thoughts, conceffrs, and feelings related to

academics and social activities with their free will.

,-,X'NY/
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