Related to Section B (Q. No.63, 64 a/b and 65)

Master plan to develop infrastructures

S.N. | Plan

Estimated Budget

From

To

1 Re coloring the Classroom

Replacing old furniture with the modern ones

Installation of Smart Television in each class

Purchasing textbooks for the library

Purchasing Reference books

Modifying playground

Maintaining parks for bus

O N[OOI |W|N

Fan installation for summer

9 Modern Light bulb replacement

10 Latest wifi and Internet

11 | Adding facilities to sick room

12 | Purchasing more sports related materials




Related to Section B (Q. N0.66)
Day Shift Uses of The Infrastructure

The following are the uses of rooms for day time for other programs of GEF

Campus room Uses for Day time activities

Staff room Primary Staff room

BBS Class running rooms School level classes running

Sick room School students sick rm

Account and reception School level account and reception
Library Day time library

Computer Lab Used for Baylor School Students




Related to Section B (Q. N0.67)

Gurukul Baylor Staff as consultant in other institutions

S.N. | Name Supports as a/an Organization

1 Sivaram Sigdel Consultant Shubharambha Dairy
2 Bhagirath Adhikari

3




Related to Section B (Q. N0.68)
Sanitation Related Activities

Several initiatives are undertaken to maintain the institution's cleanliness, promote a green
environment, and ensure it remains pollution-free. The following details outline these efforts:

1. Waste Management: A robust waste management system is developed by placing
dustbin in several corners of campus premises including its classrooms.

2. Green Spaces: Some Green have been made within the campus, a small garden

3. Cleanliness Campaigns: Regular cleanliness activities are run involving students,
faculty, and staff to maintain a clean and hygienic campus environment.

4. Collaboration with Environmental Organizations: The campus has dveloped
partnerships with an environmental organization named ...........c.ccoccooeveieninininneennn, to
participate in community-wide initiatives for a cleaner and greener locality.

Photos of 4 points mentioned above




Related to Section B (Q. No0.70)
Computer lab Related (IT Staff Duty hour)

Terms of Reference: IT Assistant
Roles and Responsibilities:
1. Technical Support:
o Provide technical support to staff and students for computer-related issues.
¢ Troubleshoot hardware and software problems and resolve them in a timely manner.
¢ Maintain and repair computers, printers, and other IT equipment.
2. Multimedia Lab Management:
¢ Oversee the maintenance and operation of the multimedia lab.
o Ensure that all multimedia equipment. including projectors and audiovisual systems, are
m working condition.
o Assist In setting up multimedia equipment for presentations and events.
3. CCTV and Security System Maintenance:
o Monitor and maintain the CCTV and secunty systems.
¢ Conduct regular checks to ensure the proper functioning of cameras and related

o Collaborate with the security team to address any issues with the security systems.
4. User Training:
¢ Provide traming and support to new staff and students on computer usage and basic
troubleshooting.
5. Software Installation and Updates:
o Install and configure necessary software applications on computers.
o Ensure that all software is up-to-date and perform regular updates.
¢ Collaborate with vendors for software-related support.
6. Coordination with Service Providers:
o Act as the point of contact with extemal computer service providers for major IT issues.
o Coordinate with vendors for repairs, maintenance, and procurement of IT equipment and
SeTvices.
7. Documentation:
¢ Maintain accurate records of IT equipment, repairs, and software licenses.
o Prepare reports on IT-related activities and submut them to the IT Manager.
¢ Document standard operating procedures for commeon IT tasks.
8. Further Requirements:
¢ Develop strong problem-solving skills and attention to detail.
¢ Develop excellent communication and interpersonal skills.
¢ Develop ability to work independently and as part of a team.
¢ Develop willingness to work during non-standard hours as needed.
9. Office Hours:
e 6:00 am to 1:00 pm, [Days of the week]




Related to Section B (Q. No.81 a/b)
Library Policy from Students Handbook (Library Section)

GBC Library Policy (2080)

1. Introduction

The dynamic shifts in Library and Information Services on a global scale, especially with the
integration of Information and Communication Technologies (ICT), have significantly
influenced the operations of academic libraries. The advancements in ICT have transformed
users' expectations from academic libraries, altering the methods of gathering information and
sharing knowledge. To effectively address the needs and expectations of end-users, academic
libraries must identify and embrace best practices and benchmarks that elevate the value-centric
services provided by libraries.

2. Vision and Mission

Vision

The Gurukul Baylor Campus Library aspires to become a globally acclaimed facility, serving as
a cornerstone within the institution's educational framework. It aims to enhance the teaching-
learning experience and facilitate research excellence, positioning itself as a source of
institutional pride and gaining international acclaim. The library is committed to empowering

end users through accessible, innovative, and responsive services, supported by a diverse range
of high-quality resources and a dedicated team of professional staff members.

Mission

Gurukul Baylor Campus Library is dedicated to fostering inspiring education by providing
exemplary learning resources and creating optimal research environments. Our mission is to
serve as a gateway to accurate and pertinent resources, backed by a service culture that is
enabling and user-focused. We are committed to ensuring that end users experience seamless and
timely access to a diverse array of high-quality information resources.

3. Working Hours:
The Library is kept open from 6:30 am to 12:30 pm in all campus opening days.

4. Technology

All concerned members visit a library to read, consult and borrow reading and reference
materials. Hence, the atmosphere in the library should be inviting, which is ensured through
cleanliness of areas in and outside the library. Maintaining a calm and neat atmosphere in the
reading and stack areas is essential for concentrated reading and searching of materials. GBC
Library aims to provide the users with clean and green atmosphere including dust-free
environment in the stack and reading areas.

5. Formation, Roles and Responsibilities of Library Advisory Committee (LAC).

Library Advisory Committee is formed with the following members:



Co-Ordinator: Campus Chief 1
Member Faculty Member Representative 1
Member Student Representative 1
Member CMC Representative 1
Member Secretary Librarian 1

Strategic Guidance: The library advisory board plays a crucial role in providing
strategic guidance to ensure the library aligns with the institution's overall mission and
goals.

Policy Formulation: It contributes to the development and review of library policies,
ensuring they are in line with current trends, user needs, and institutional objectives.
Resource Allocation: The board assists in determining budgetary allocations for the
library, helping prioritize investments in collections, technology, and infrastructure.
Community Engagement: It fosters community engagement by representing diverse
perspectives, advocating for the library's value, and promoting outreach initiatives to
enhance its impact.

Continuous Improvement: The advisory board actively participates in assessing library
services, suggesting improvements, and monitoring performance metrics to ensure the
library's ongoing enhancement and relevance.

6. General Rules and Regulations:

GBC Library provides the best information services to student and faculty and scholars. These
rules and framed to ensure that all the members may take the maximum utilization of the Library
facilities.

The students, faculty members, research scholars and staff members of GBC are automatically
eligible for membership of the library. By using any facility of the Library, a user/member agrees
to abide by the following rules and regulations.

LCoNoOA~RWNE

General Rules and Regulations

Library Membership

Book Borrowing and Renewal Rules
Return of the book after the due date
Loss and damage of Library resource
Document Scanning facilities

Digital Library access facilities

Video Conferencing facilities

Library Information and Digital Notices

6.1 General Rules and Regulations:

6.1.1 Rules in General

Strict and absolute silence shall be observed in the library.
Wearing ID card is mandatory.



e Speaking through mobile phone is strictly prohibited. Use of cell phones is allowed only
for academic activities and they are advised to keep them on their mobile phones on
silent mode.

e Academic decorum should be maintained in the library premises.

e Using mobile phone in the library is strictly prohibited.

e Group discussions /combined studies should be made in the discussion rooms on prior
permission.

e Open discussion should be avoided in the open reading halls.

e Non-academic discussions, meetings should not be conducted in the library premises.
Defaulters will be viewed seriously.

e Bags, Helmets, Water Bottles and other Eatable Items, Big handbags, Raincoat, Jerkin
and casual wears are strictly prohibited inside the library. Users are advised to keep all
the above said items in property counter/cloak room.

e Library users are strictly prohibited from carrying the borrowed and stamped books
inside the library after issue of books.

e If the due date falls on a holiday for the library, the next working day will be taken as the
due date.

e New books and journals received will be on display for a week.

e Reference books, Newspapers, Magazines, Journals should not be taken out.

e Library timings and other relevant information are displayed on the library display
Boards.

e Unpublished student Reports and CD/DVD's are not for lending.

e In case of minor disruption, the user will be first warning and they have to be entered in
the first warning entry register, if the member again do the same, the members name will
be forwarded to the campus administration.

e Improper use of Library facilities by User(s) will lead to the block the entry of the library
for certain period or will be handed over to the campus discipline committee.

e Bringing inside or use of eatables, drinking and sleeping in the Library are strictly
prohibited.

e Project materials such as circuit boards, batteries and any other experimental equipment's
are strictly not allowed inside the library premises.

6.1.2 General Administration and Management:

Library and Information System Management is the fundamental and core facility which helps
the users in identifying and accessing various knowledge resources available in the library, in
print and electronic forms.

The Library Advisory Committee (LAC), headed by the Campus Chief and consisting of faculty

and student representatives meets periodically to review the functioning of the library and assess
the requirements pertaining to Library facilities and services.

6.2 Library Membership:



GBC Faculty members, staff and students are eligible to become members of the library.
However, they have to take the membership card of the library to use library.

6.3 Book Borrowing and Renewal Rules:

The Policy: Book Borrowing/Circulation Policy will help and support to the library users
for their academic and teaching learning activities, research and reference work.

Due Date: If the book due date falls on holiday of the Library, the next working day will
be taken as the due date.

Damage or Loss Responsibility: The Borrower is responsible for any loss or non-return
of any books issued against his/her membership Card.

Borrowing Period: Borrowers are allowed to keep a book for a specified period,
typically two weeks. It is the responsibility of the borrower to return the book by the due
date.

Renewal Options: Borrowers can renew a book for an additional period if there are no
pending requests from other users. Renewals can typically be done online, by phone, or
in person at the library.

Overdue Fines: Late returns may incur fines. It is essential for borrowers to adhere to
due dates to avoid penalties. Fines may vary based on the duration a book is overdue.
Reservation System: If a book is currently on loan, users can place a reservation. Once
the book is returned, it will be held for the requester, who will be notified for timely
collection.

6.4 Return of the book after the due date

Overdue charges for late submission.

The following over-due charges will be collected from the all the library members if the
book(s) are not returned by them on due date.

First week Rs.1 per day per book

Second week Rs.2 per day per book

If the member does not return till 2 months, the double the cost of the book will be
collected.

Initially the defaulters list of students will be kept in the library office. If the member
rejects to pay his/her name will be sent in the account section.

6.5 Loss and Damage of the Library Resources:

The borrower will be responsible for loss of any book(s) and other resources issued
against his/her membership card.

If any book is lost or damaged beyond repair, the borrower shall replace it with a new
copy or pay double the cost of the recent price and handling charges or as may be decided
by the library advisory board.

If a member loss or damages of Library resources, he/she should report the loss through
e-mail or orally immediately. Otherwise he/she have to pay the fine from the date of
documents are due for return.

If the lost item does not have any price, the borrower will be charged the requisite
replacement cost.



e If the item's original price is in foreign currency, the compensation will be calculated
based on the current exchange rate.

6.6 Document Scanning facilities:

The document scanning service is provided in the Central Library as per the need and
requirement of the students, scholars. This service is strictly followed by the copyright act.

6.7 Digital Library access facilities:

The modern thin client desk-top system is available in the digital library for the accessing of
teaching notes, subscribed electronic resources through authorized e-gateway single sign login
credentials. Students can log in from their own computer or mobile phone to get into the e-
library.

6.8 Library Information and Digital Notices:

« All the Library information and circulars and notices will be displayed in Library digital
display units.

» Except the approval of the library authority, notices, bulk chart papers, hand bills,
personal newspapers or any other materials may not be displayed in the library.

» User(s) should inform the library as soon as possible of any other situations such health
disorder which might affect their use of library and their ability to comply with the rules
and regulations and the library authorities has the direction to grant special permission on
the basis of compassionate background.

» Enforcement of these rules for users may take the form of any of the following actions
depending on the severity of the misconduct

« The library rules and regulations may be changed or modified from time to time and shall
be binding on all concerned.

7. Library Resource Collection and Development:

Major activities of the Library include procurement of new books, subscriptions to Journals
(print and online) and procurement of e-books and other resources.

8. Book Procurement Policy

« Book procurement is based on the online book recommendation form which is available
in login page.

»  Faculty members can also send e-mail requests to the University Librarian in special
circumstances.

» Under special circumstances, faculty members may procure resources externally and get
it reimbursed through the library.

« The syllabus based text and reference book collection is a major aspect of the library.
Apart from these, the Llbrary procures general reading collections, general reference
materials, literature books, novels, fictions, etc.

« Also, the library procures resources recommended by TU from time to time. The library
accepts book donations/gratis presented in good condition.
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«  The Book purchase will be made through the approved vendors and normally receives the
quote from different vendors based on the ease of the campus.

9. Subscription of Print Journals/Magazines:

Print subscription is based on the recommendations received from the faculty and students.
Further, it follows the norms of Nepal Government for subscription of printed national and
international journals (discipline-wise). General magazines are subscribed regularly.
Complimentary copies of various newsletters, magazines are also accepted.

9.1 New Subscription:

The recommendation of new subscription of periodicals may be submitted by the individual
with recommendation of the Head of the Department and Dean of the School in the month of
September/October.

9.2 Renewal Subscription:

Every year the renewal subscription process starts in the month of Shrawan.

9.3 Subscription of Online databases/e-Journals and E-Books- (E-Resources) subscribes the
electronic resources (Online databases/ e-Journals and e-books) as per the need and requirement
of the faculty members, scholars and students for their academic, teaching and research
activities.

9.3.1 Use of Electronic Resources and download policy

All the members of GBC library shall adhere to the following policies while downloading the e-
resources (e-Journal articles and book chapters) and electronic content.

e Access to Licensed e-Resources (e-books, e-Journals and other digital resources) is
governed by the Terms of Use as per the license agreement between GBC and the
respective publishers. Copyright Law, in addition to individual license agreements,
governs the use of the subscribed Electronic resources. Any violation of these is subject
to judicial action under these laws.

e Library users are requested to make appropriate and judicious use of the subscribed e-
resources. The articles downloaded from e-Journals, book chapters of e-books, etc.
should be used only for academic and research purposes. Members are advised not to
share these resources via e-mail or any other manner with their friends or acquaintances
studying /working in other institutions, as all subscribed contents employ digital
watermarking technology. Any such sharing is against the copyright act and violates the
license agreement between GBC and its various publishers/aggregators.

e Downloading or printing of a complete e-book or an entire issue or a volume of one or
more journals is not recommended. Large chunks of electronic content (systematic
downloading) should not be downloaded and is strictly prohibited. Within a particular
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time frame, members should not access or download any content continuously in large
volumes.

e Use of software or tools, robots, spiders or intelligent agents to access, search and/or
engage in systematic download from these resources is also strictly prohibited.

e Please be aware that systematic downloading will cause the publisher to block the entire
users from accessing the subscribed resources.

e We have licensed for many e-resources, which have more detailed terms and conditions
for use. Each member of GBC is responsible for complying with the terms and conditions
of these licenses and is automatically governed by these laws. Misuse or failure to do so
can result in the loss of access to a resource for the entire GBC members. If a user fails to
comply with this policy, GBC reserves the right to restrict, suspend or revoke the
individual user's access to our subscribed electronic resources.

e Further, the downloaded content or article should not be uploaded in any website or
multimedia resource on a website, electronic distribution list, community or subject
forum, etc. available to the public. Social networks such as Facebook, blogs, twitter, etc.
should not be used as forums for commercial gain including reselling, redistributing or
republishing of the GBC subscribed licensed content.

e Any violation of this policy will be viewed very seriously and suitable action will be
initiated against the erring member.

e Systematic Downloading is Strictly Prohibited (downloading or printing of complete e-
book or an entire journal issue or bulk number of articles continuously downloading a
volume of one or more Journals). The digital content should not be published in the
public portals, blogs and should not be shared through e-mail to other non-members.

e All the members are eligible to access the electronic resources both on/off-campus during
their tenure period only.

10. Procurement and Maintaining of the other Resources:
Depending upon requirements, the Library procures other media resources such CD/DVDs

collections, e-content repositories (government initiatives). It also stocks the e-content materials
developed by GBC faculty members and holds institutional repositories, etc.

11. Library Classification and Cataloguing System:

e The library classification is a system of knowledge organization by which library
resources are arranged and ordered systematically. The library has been using the
Universal Decimal Classification (UDC) for book classification for bibliographic
information and documentation since inception.

e The Library follows the Anglo-American Cataloguing Rules (AACR 2).

12. IPR and Copyright Policy

Members are permitted to download e-content/photocopy printed resources solely on the basis of
the Intellectual Property Rights (IPR).

12



13. Report Submission:

At the time of proposal submission and final report submission, the students must submit a soft
copy in a single file

14. Books/Journals Donation Policy:

e In general, library will accept the good quality/condition of the books accepts as a
donation and Journals/magazine are not accepted.

e The library accepts donation of manuscripts, books, periodicals, etc., from donors. Such
donations once accepted will become the absolute property of the University.

e Students' used books with good condition accepted as donation for STAR Book Bank
Collections for STAR students.

e There is no prescribed form or format the above said policy, the donor may submit to the
University Librarian in the form of normal letter or e-mail with complete details of the
book and other material.

e An appreciation letter or e-mail be issued to the donor by the University Librarian.
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