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UT Introduction

The General Administration of Library Affairs derives its mission from that
of the university. Tabuk University Libraries provide advanced information services
by collecting, organizing, and disseminating information, enriching and improving
access to information resources, and making them available. This aims to enhance
the efficiency and quality of the educational andresearch process, serve university
staff and the community, meet their information needs, achieve their satisfaction,
and support the transition to advanced electronic services. This includes the
General Administration>s website, the Symphony library management system,
subscriptions to the Saudi Digital Library, and the provision of necessary forms for
user services electronically to save time and effort. Surveys are also available on
the website to measure user satisfaction.

Undoubtedly, the library>s introductory guide is an essential tool designed
to familiarize users (students, faculty members, researchers, and visitors) with
the services and resources available in the libraries and how to utilize them. This
facilitates access to information and maximizes the library>s use as a source of
knowledge.

Based on the aim of spreading awareness and introducing the General
Administration of Library Affairs atthe University of Tabuk, thisguide was prepared,
including the strategic directions of the administration, and the guidance for all
the services provided by the administration andits branch libraries in the university
units.
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UT, Guide Objectives:

This guide aims to achieve several important objectives, including:

To Familiarize users with the library and its services: It provides a comprehensive
overview of the library>s departments, services, and activities, and helps users
understand policies and procedures such as the borrowing system, opening
hours, and electronic services.

To encourage the use of available resources: It highlights printed and digital
available academic resources and references, and encourages the use of
databases, journals, and e-books.

To enhance the user experience: It clearly guides visitors on how to access
services such as borrowing, printing, and reserving study rooms, and explaining
how to request assistance from library staff.

Tosavetime and effort: Itreduces the time users spend searching forinformation
about the library and facilitates access to resources without the need for
constant assistance.

To support the educational and research process: It enables students and
researchers to identify available academic resources that enhance the quality
of their research and studies, and contributes to increased research efficiency
by providing specialized tools and services, such as reference management
software.

Enhanced Transparency: Clearly displaying policies and procedures to prevent

misunderstandings or misuse of services, and provides information about users>
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rights and responsibilities.

Support for Digital Transformation: Directing users to available online digital
resources and databases. Encourages the use of digital booking and lending
systems, where available.

Facilitated Integration for New Students: Helping new students and faculty
integrate quickly into university life by introducing them to the library and its
role.

Enhanced Library Identity: Showing the library as an integral part of the
university environment, supporting education, research, and community
service, reflecting the library>s commitment to providing high-quality services.
Improved User Engagement: Can include clear communication channels

between the library and users for inquiries or suggestions.
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F Strategic Goals s of the General Administration of
ﬂ Library Affairs

Vision:
«An attractive library environment that contributes to serving the community.»

Mission: To provide distinguished knowledge services that support the educational,

research, and community service processes.»

Strategic Objectives:

* Strengthening the university>s educational and research processes.

* Developingtheinfrastructure and technology of the centrallibrary andits branches.
* Improving employee performance and develop their skills.

* Contributing effectively to community service.
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m Description of the Organizational Structure

First: Director General of the General Administration of Library Affairs:

Duties and Responsibilities:

1

Overseeing the work and activities of all associated departments, sections,
committees, and other administrative units.

Developing and implement plans, policies, and strategies to enhance university
library services and align them with the university>s educational objectives and
emerging trends in library science.

Acquiring, organizing, and maintaining the various resources of the university
libraries, including books, journals, electronic resources, and multimedia
materials, ensuring they meet the needs and requirements of university faculty,
researchers, and students.

Taking the necessary procedures to maintain the university library information
systems and digital resources, ensuring ease of use and meeting user needs.
Overseeinguserservices provided by the university libraries, includingreference
assistance, information literacy programs, and user education, to enhance
research and learning outcomes related to the services.

Monitoring the quality of services and the consistency of resources provided
by university libraries, receive user feedback, and implementing necessary
improvements.

Working on building collaborative relationships with governmental and non-

governmental entities to enhance therole and services of the university libraries.




8. Working on ensuring compliance with copyright regulations, licensing
agreements, and other regulatory controls related to university library
resources and services.

9. Overseeing the collection and analysis of data related to the use of university
libraries and their services, preparing the required reports on the administrative
and technical performance, and submit them to the Vice President for Academic
Affairs.

10. Monitoring the security and safety of university library resources, assess
potential risks, prepare the necessary plans, and following up on their
implementation after approval.

1. Work to ensure the accessibility and availability of university library resources,
to meet the diverse needs of all users, including persons with disabilities, while
promoting sustainability in library operations and practices.

12. Fulfilling other responsibilities that, by their nature, fall within the purview of
the administration, or as assigned by the Vice President for Academic Affairs.

Administrative Authorities:

1. Representing the General Administration of Library Affairs internally and
externally.

2. Approvingall circulars, statements, letters, and official correspondence issued
on behalf of the administration.

3. Approving periodic and annual reports on the administration and its work, and
submitting them to the Vice President for Academic Affairs.

4. Proposing the organizational structure of the administration and its associated
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administrative units, define their competencies, and specify duties and
responsibilities of their members, then submit the report to the Vice President
for Academic Affairs for final approval.

5. Recommending to the Vice President for Academic Affairs approval of requests
to implement programs and plans that fall within the administration>s duties
and responsibilities.

6. Issuing bulletins and brochures informing about the administrationss activities,
and disseminate them through social media and the university>s official
accounts.

7. Forminginternalcommitteesasrequired by the administration>swork and define
their tasks, provided this does not incur any financial cost to the university.

8. Approving the secondment of department employees, assign them to work
outside of working hours, and complete the procedures for submitting them
to the appropriate authority for necessary approvals, in accordance with the
university>s established procedures.

9. Approving the job performance evaluation of all department employees,
including administrative staff and associated departments and units.
10. Approving the nomination of department employees for training courses,
specific to each one’s field of specialization, and complete the necessary

procedures according to the applicable regulations.

1. Proposing the department>s general policies, operational plans, and various
programs to achieve its objectives, and completing their approval procedures

in accordance with the applicable regulations.




12. Proposing and amending organizational and procedural rules related to the
department>s activities and work, and completing their approval proceduresin
accordance with the applicable regulations.

13. Communicating directly with counterparts in Saudi universities regarding the
administration’s work.

14. Communicating directly with relevant external parties regarding the
administration’s work, taking into account the organizational level of the party
being addressed, and ensuring that this does not entail financial obligations for
the universities, and obtaining the approval of the Vice President for Academic
Affairs in cases where this is required.

Second: The Director-General>s Office:

Tasks and Responsibilities:

1. Organizing Administrative Work: Supervising the daily operations of the
department, and organizing the Director-General>s meeting schedules and
appointments.

2. CoordinationandFollow-up:Followingup ontheimplementation of the Director-
General>s decisions and directives, and coordinating between the various
departments of the department to ensure integrated work.

3. Reporting: Collecting and analyzing data and information to submit periodic
reports to the Director-General on the department>s performance, and
monitoring performance indicators for library services.

4. Internal and External Communication: Managing official correspondence with

internal and external entities.
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5.

Developing Administrative Work: Proposing improvements and procedures
aimed atincreasing work efficiency within the department, and contributing to
the implementation of strategic plans to achieve the library>s objectives.

Supervising Complaints and Feedback: Receiving comments and complaints
related to library services and following up on them with the relevant

departments.

Third: Development and Quality:

Tasks and Responsibilities:

1

Systems and Procedures Development: Working to improve and update the
internal systems and procedures used in libraries to ensure efficient and
effective workflow.

Quality Control: Conducting periodic quality assessments to ensure that the
services provided meet the needs of visitors and beneficiaries, and working to
continuously improve quality.

Staff Preparation and Training: Developing training programs for library staff
to enhance their service delivery skills and utilize modern technologies.
Content Management: Ensuring that library content is regularly updated,
including the addition of new resources and the removal of old or unhelpful ones.
Technology and Innovation: Adopting modern technologies, such as electronic
book and resource management systems, or providing digital library services.
Data Analysis: Collecting and analyzing data related to library usage, including
borrowing and review statistics, to identify areas for improvement.

Community Outreach: Enhancing communication with users through cultural




| B

8.

events or awareness programs organized by the library.

Reporting: Preparing periodic reports on performance levels and service

quality, and providing recommendations for improvement.

Fourth: Information Resources Management:

Tasks and Responsibilities:

1

Supervising the selection and organization of intellectual and non-print
materials.

Supervisingandrecordinglibrary materials purchased according to established
regulations.

Supervising donation programs and the exchange of publications with
universities, academic institutions, and external parties.
Participating in preparing the library budget in cooperation with other
departments.

Recording and stamping received materials according to the libraryss
preservation  system.

Technically and administratively supervising the knowledge organization,
processing, and development of all printed and non-print books, references,
and periodicals.

Participating in the classification and cataloging processes using the latest
international systems and rules.

Entering and reviewing descriptive and subject cataloging data into the
database.

Receiving books and documents transferred from the Acquisitions Department

\ § €y
2406
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and deliver them to the shelving clerk after the cataloging and classification

process is completed.

10. Carrying out any other tasks assigned by the Director General of the General

Administration of Library Affairs, provided that they do not conflict with the
nature of his work.

Fifth: Digital Information Management:

Tasks and Responsibilities:

1.

2.

Supervising the computers in the library departments.

Supervising the operation and management of the computer programs used
in the library, develop and maintain them, and creating backup copies of the
library database.

Training library staff on computerized library services, and supervise student
training and enable them to use computer systems and programs.

Monitoring and renewing annual subscriptions to the software usedin thelibrary.

5. Periodically issue information bulletins in cooperation with other library units.

Coordinating with the Saudi Digital Library and provide training courses for
researchers to utilize its databases.

Performing any other tasks assigned by the Director General of the General

Administration of Library Affairs.

Managing and maintaining the following programs used and required by the
library on a regular basis:

* Librarylogin system.

* The Register Program




*  Symovny
* System for requesting a scholarly reference from one of the university
libraries.

Sixth: Support Services Department:

Tasks and Responsibilities:

1.

Supervising the implementation of the university>s administrative and financial
affairs regulations and rules.

. Supervising and following up the implementation of administrative work for the

units affiliated with the department within the organizational structure.

3. Oversee the proper and development of workflow within the department.

Supervisingthe departmentss facilitiesin collaboration withrelevant authorities
and develop plans to monitor their maintenance and cleanliness.

Assigning the necessary personnel to contact the relevant authorities to repair
and follow up on any emergency faults/breakdowns that occur in the General
Department of Library Affairs.

Overseeing the coordination of training programs and courses.

Supervise attendance and absence records for employees of the department
and its affiliated units, and submit them to the Director General of Library
Affairs.

Preparing the annual and periodic reports on the work of the department and
its affiliated units and submit them to the Director General of Library Affairs.
Carrying out any tasks assigned by the Director General of the General
Department of Library Affairs.
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Libraries affiliated with the General Administration of Library Affairs at the
main campus and governorates.

I ™ T

—

Central Library

2 University College Library in Duba

3 University College Library in Alwajh

4 University College Library in Umluj




5 University College Library in Tayma

6 University College Library in Haql

Library Working Hours
From 8:30 am8:30- pm
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F Services provided by the General Administration of
H Library Affairs to support education and research

First: The Electronic Library:

The General Administration of Library Affairs is committed to providing electronic

academic services by providing various educational resources. This is done to

ensure the best possible services to all users, including university staff, both male

and female. This is achieved by providing advanced information services, making

them accessible to faculty members and students at all levels of study at the

university.

Second: The Saudi Digital Library:

Itis the largest academic collection of information resources in the Arab world. The

library provides its subscribers with more than 11,400 digital references available

in full text and multimedia formats, covering all academic disciplines taught at

various Saudi universities. These references are continuously updated to achieve

extensive cumulative knowledge over the long term. Additionally, alist of publishers

includes more than 300 publishers from the largest specialized publishing houses in

the world.

Goals:

1. Supporting the university education system and serve university members by
providing information resources and services through the electronic library
portal.

2. Building adigital environmentthat keeps pace withtechnological developments




in the electronic publishing industry, contributing to increased communication

between researchers in the field of scientific production and publishing.

3. Acquiringdigitalbooks produced by highly ranked universities around the world,

as well as those produced by global commercial publishers in various disciplines.

4. Saving the effort of faculty members, researchers, and others in searching for
and accessing information in the digital environment.

5. Sharing electronic information resources among members of the electronic
library.

6. Converting paper information resources produced by the university (faculty
members> works, master>s and doctoral theses, scientific journals, research
and conference papers, and university publications) into digital resources.

7. Contributing to enriching Arabic digital content through the electronic
publishing of books and serious research with added valuve.

8. Establishing asingle entity to negotiate with publishers to obtain the best offers.

Digital Content Services:

1. Providing full-text e-books from anywhere, at any time.

2. Providingarange of advancedinteractive services that enable users to manage
services and content of interest.

3. Providing electronic reference services.

4. Providing ongoing information services and selective dissemination of

information.
5. Providing information awareness services.

6. Providing unified access to the e-library.
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7. Providing 7/24 access to the service for all users.

8. Searching some or all of the available resources.

Search Methods and Tools:

1. Keywords.

2. Author.

3. Title.

4. Subject.

5. Publication Date.

Accessing the Library:

1. Logonto the university>s electronic portal website www.ut.edu.sa.

2. Click on the «Digital Library» icon in the options menu on the right side of the
page.

3. Take advantage of the Saudi Digital Libraryss electronic services.

Third: Training Services

The General Administration of Library Affairs seeks to spread knowledge
awareness by holding training courses to utilize its paper, electronic, and other
holdings. Emphasis is placed on electronic services, given university libraries>
reliance on modern technology. Students are trained within the library on how to
search catalogs, reference, and bibliographic services, and are introduced to the
mechanism for borrowing and returning books. Specialized training sessions are
also held on how to utilize the Digital Library and information databases. These

training sessions are delivered individually or in groups, as needed. Training is led by




the departmentss liaison officer and the information database manager. Experts

from international publishers are also consulted to conduct specialized training

sessions on their electronic databases and digital books.

Training Objectives:

1. Introducing the beneficiary to the importance of the Digital Library and the
objectives to be achieved through it.

2. Explaining the services provided by the Digital Library and outlining its benefits
and advantages.

3. Explaining how to access the Digital Library portal and how to benefit fromitin
detail.

4. Explaining how to search databases and how to help researchers save time and
effortinthe processofsearchingforinformation.

Training Methods and Tools:

1. Live sessions: The administration provides these sessions to university staff
through structured courses in coordination with the university>s deanships and
units. These training sessions are held individually or in groups, and may be held
daily or on separate days, and are presented by specialized administration
staff. Other training sessions are also offered directly through the Digital
Library, delivered by the Digital Library to university staff in coordination with
an international publisher. These training sessions are held in groups and are
often held in a hall outside the university.

2. Online training sessions: The Saudi Digital Library provides these training
sessions by displaying recorded training sessions on the official website of the
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Saudi Digital Library, where students can benefit from them.

Fourth: New Student Orientation Programs:

Orientation programs for new students, designed to familiarize them with the

systems used in university and electronic libraries, are part of a broader strategy

to prepare and equip them for university life. A student orientation week is held at

the beginning of each semester to prepare them for academic studies, introduce

them to the university environment, and familiarize them with the academic system

and student services.

The orientation and training program for new students on library systems includes

the following:

1. The General Administration of Library Affairs prepares a training plan, including

training programs and an orientation and training program for students on how

to use library systems, including:

Introduction to the classification systems used in the library.
Introduction to the Digital Library’s electronic services.

Introduction to borrowing services and their types.

How to use search engines in databases.

How to benefit from the Saudi Digital Library>s resources and e-books.
Establishing a code of conduct regulating behavior within the library.
Steps for providing technical support services to library patrons.

Introducing the libraryss various services.

2. The General Administration of Library Affairs coordinates with the Deanship of
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Student Affairs to determine the time and location of the program.

. The General Administration of Library Affairs appoints specialized trainers with

the experience and competence to carry out the programss activities and allits

specializations.

. The General Administration of Library Affairs implements the orientation and

training program for students through:

* The theoretical aspect, which includes an explanation of the libraryss
physical and cognitive components, its equipment, and an introduction to
its systems.

* The practical aspect, which includes practical applications for students on

how to use the librarys>s systems.




Introductory Guide to University Library Services and Digital Knowledge Resources

E Resources Available in the University Libraries

University libraries provide a variety of resources to support the needs of students,

faculty, and researchers across various academic disciplines. These resources can

be categorized into several types, such as printed materials, electronic resources,

and research tools. The most available resources available in libraries are:

First: Printed Resources:

1

Books: These include academic books and specialized references in various
fields, such as literature, science, engineering, medicine, and others.
Scientific Journals and Magazines: These include periodical academic journals
that publish scientific research in various fields.

Theses and Dissertations: The library contains doctoral and masterss theses, as
well as reports on researches completed at the university.

Encyclopedias and Dictionaries: The library provides a collection of
encyclopedias and dictionaries that contribute to enriching knowledge.
Maps and Geographical Materials: Some libraries contain maps and

geographical studies to aid academic research.

Second: Electronic Resources:

1.

E-books: These include e-books available for use online and accessible through
specific platforms.

E-journals: The library contains peer-reviewed e-journals published online and
covering various academic topics.

Digital Periodicals: The library provides specialized digital research journals




through global databases.

Electronic Research and Scientific Articles: These include academic and
research articles available in electronic format throughresearch platforms and
environments.

Electronic Theses and Dissertations: Theses and dissertations can be accessed
in digital format through specific databases such as ProQuest or Institutional

Repositories.

Third: Academic Databases:

1.

Reference databases: These include sources such as JSTOR, Scopus, Google
Scholar, PubMed, Web of Science, and others, which allow researchers to
access peer-reviewed research and articles.

Specialized databases: The library offers specialized databases in specific
fields, such as engineering (IEEE Xplore), medicine (PubMed), social sciences
(PsycINFO), and literature and languages (MLA International Bibliography).
Full-text searches: Some libraries offer databases containing the full text of

academic articles and journals.

Fourth: Digital Resources

1

Online educational tools: such as educational videos, e-courses, and video
lectures that students can access.

Digital Library: A platform containing a wide range of academic resources
accessible online.

Academic tools: such as reference management tools, which help researchers
organize references and citations.
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Fifth: Technological tools and services:

1. Electronic devices: Such as laptops, printers, scanners, and projectors that can
be borrowed from the library.

2. Specialized software: Such as software specialized in presentation design,
graphic analysis, and academic writing software.

3. Workstations: Centers equipped for research, project design, or academic
writing, often containing advanced software such as MATLAB or SPSS.

4. Copying and printing services: Libraries also provide copying and printing
services to students and researchers.

Sixth: Local Resources and Special Studies:

1. LocalReferences:Librariessometimescontainmaterialsandreferencesfocused
on the history and culture of aregion or country.

2. Local Research Projects: Libraries provide research and theses specific to the
region or local community.

3. SpeciallLibraries and Unique Collections: These include rare or ancient materials
such as manuscripts, special collections, and architectural plans.

Seventh: Advisory and Support Services:

1. Research Support: Students are provided with guidance on how to search for
information and use academic resources effectively.

2. Courses and Workshops: The library offers training workshops on how to use
academic databases or reference management tools.

3. Research Writing Assistance: The library provides advisory services to improve
academic writing skills.
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UT| Code of Conduct in the Library

Thelibraryisacultural,educational, andsocialdepartmentdedicatedtopreserving

human heritage in various fields of knowledge through various information sources

thatare arranged, organized, and classified to facilitate accesstoinformationand

make it available to readers and researchers. The library exists to provide various

services to its visitors, including members of Tabuk Universitys>s staff and students,

and members of the community interested in scientific and cultural affairs. It

constantly works to improve its services to meet the evolving information needs of

members of society. Therefore, these rules clarify the behaviors that library users

should adhere to and outline their rights and duties.

Electronic Photocopying Regulations in University Libraries:

In accordance with the Copyright Protection Law of the Kingdom of Saudi Arabia,

issued by Royal Decree No. (M/11) dated 1410/19/05 AH, the following rules and

regulations apply to photocopying books, references, and all other media

protected by the Law, provided that the photocopying is for the purposes of

scientific research, study, and learning:

1. Photocopying of allmediais permitted for the purpose of research andlearning,
and to facilitate research and learning activities.

2. Acceptable copyingrules that are consistent with the Copyright ProtectionLaw
must be followed.

3. Photocopying of more than 10 pages of a book or any other media is not

permitted.
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4. Photocopying of more than one article from each issue of a given periodical is

not permitted.

5. Photocopying of more than one short story, one short article, or one poem from

each literary work is not permitted.
Executive Regulations for the Code of Conduct and Rights and Duties of
Tabuk University Library Users
Article No. (1): Scope of Application:
The provisions of these rules apply to alllibrary users affiliated with the University of
Tabuk, including faculty members, employees, researchers, and students enrolled
in various university levels of various types, from various disciplines in the various
colleges and university faculties in the governorates, and those enrolled in training
programs and courses, regardless of their type or level, without prejudice to the
provisions contained in the basic regulations of Saudi universities.
Article No. 2: Rational of the objectives:
The rational of these rules are as follows:
1. Transparency and clarity.
2. Highlighting the rights and duties of library users.
3. Regulating students> curricular and extracurricular behaviors and conduct.
4. ldentifying violations resulting from failure to adhere to the code of conduct.
Article No. (3)

The Higher Education Council>s system and its regulations, in addition to the

provisions of the Student Discipline Regulations for both male and female students
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and the University Student Charter approved by Tabuk University, are considered

a complementary part of the provisions of these regulations.

Article No. (4)

The designated library employees shall be responsible for maintaining public

order within the library and shall issue notifications and reports to the Library

Administration regarding violating library users.

Article No. (5)

The University Council has the right to add, amend, or delete any provisions of

these regulations, and it has the right to interpret them.

Article No. (6) Library Users> Rights

1. Providing books, references, and research in various fields of specialized
academic programs and general culture.

2. Providing databases and their electronic resources through agreements with
local and international libraries.

3. Using the references contained in traditional and electronic libraries for review
or loan in accordance with established regulations, and using the library>s
website.

4. Providing internal and external loan services to library users, including faculty
members, students, and researchers.

5. Providing photocopying services and reservation services for frequently
requested references and periodicals.

6. Providingsufficientnumbers of computersandthe necessary computer systems.
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7. Providing computer search systems, reservation andloan systems, and ensuring
the clarity of their procedures for library users.

8. Providingappropriate environmental elements and sufficient space forreading,
study, andresearch, including ventilation, lighting, air conditioning, emergency
exits, space, office furniture, and supplies.

9. Providing peace and quiet, and an atmosphere free from any disturbing
activities.

10. Regularly monitoring the development of the library>s content, including books,
references, periodicals, research, and other materials.

1. Providing sufficient and continuous availability of books, references,
periodicals, and research to meet the needs of library patrons.

12. Providing library services to patrons for extended hours by providing additional
working hours for library staff.

13. Providing paper and electronic guides and brochures introducing the libraryss
systems and holdings.

14. Ensuring access to necessary references, books, periodicals, and electronic
databases.

Article No. (7) Duties and Responsibilities of Library Uses

1. Adhere to the rules, regulations, and executive regulations in force at the
University and in the Kingdom.

2. Commitment to implementing the code of conduct stipulated in the University
Student Charter at Tabuk University.




3. Adhere to the instructions regarding the arrangement, organization, and use
of library facilities, holdings, and equipment for their designated purposes only
(Library Code of Conduct).

4. Adhere to appropriate dress and appearance that ensure proper respect for
the University and the Library, consistent with Islamic values, the customs,
traditions, and norms of Saudi society, and any instructions issued by the
University in this regard.

5. Refrainfromconsumingfoodorbeverageswithinthe specializedlibrary sections
of the colleges or the Central Library.

6. Refrain from engaging in any inappropriate act or statement that could harm
the reputation of the University or any of its faculty or staff members.

7. TreatallLibrary staff and patrons with due respect and refrain from verbally or
physically abusing or insulting them.

8. Maintain quietness within the library. No smoking, no disturbance, no gathering
in undesignated areas, and to remain calm.is required upon entering or exiting
the library.

9. Abstain from tampering with or damaging library property, including furniture,
supplies, equipment, books, reference materials, periodicals, and research.
Abstain from tearing out pages or parts of pages, removing covers from volumes
or electronic devices, destroying library materials or holdings, or causing any
damage to them in any way, or disrupting the library>s operation. Respect the
libraryss integrity and return borrowed materials on time.

10. Maintain thelibrary>s general cleanliness and appearance, befittingits patrons.
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1.

12.

13.

14.

15.

16.

17.

18.

19.

Take the initiative to submit constructive suggestions, discuss them with
specialists, and take the necessary action in this regard.

Adhere to the library>s official morning and evening working hours, and adhere
to library closing times.

Avoid writing, drawing, marking, or writing on books, reference materials,
periodicals, research, office equipment, furniture, walls, information
containers, display devices, etc.

Commit to turning off mobile phones and other communication devices and
refraining from using them inside the library.

Adhere to the rules, regulations, instructions, and guidelines governing the use
of various library facilities.

Respect the rights of other library patrons and adhere to responsibilities and
positive behavior.

Avoid bringing unrelated friends or children to the library, as this causes
overcrowding and chaos.

Carry your university card and present it to the designated library staff when
needed.

Safeguard and monitor personal belongings to avoid loss.

20.Adhere to the rules and regulations for the use of the library, its facilities, and

21.

holdings. Refrain from using any of its facilities or obtaining any of its holdings
illegally (such as stealing).
Adhere to the deadlines for returning borrowed books and holdings before the

end of the loan period or working to renew the loan period.
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22.Do not move or attempt to move library materials, equipment, or holdings
without prior authorization or prior permission.

23.Do notremaininrestricted areas of the library, or after being asked to leave the
library due to an emergency or evacuation.

24.Do not use emergency exits or open any library window.

Article No. (8): Penalties and Sanctions

1. The penalty should be commensurate with the frequency of the misconduct.

2. Library administrators must maintain a historical record of the misconduct of
their patrons.

3. Paymentisrequiredforreferences, books, periodicals, and any lost ordamaged
library items and materials.

4. Requesting the student to leave the library if they fail to adhere to the rules of
conduct governing library use.

5. Banning them from entering the library for one month or expulsion if the
misconduct is repeated.

6. Banningthemfromborrowingservices, enteringthelibrary, orusingitsfacilities,
either individually or in combination.

7. Implementing the provisions of the University of Tabuk>s Student Disciplinary
Regulations for misconduct, in addition to adhering to the library>s code of
conduct.
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UT| Violations and Penalties

First: Violations

1.

Late Return of Books: Delaying the return of library materials after the end of
the borrowing period.

Damage or Loss: Causing library materials to be damaged or lost without
justification.

Damage or Destruction of Property: Any attempt to vandalize or destroy library
materials or equipment.

lllegal Borrowing: Attempting to borrow materials illegally or exceeding the
established limits.

Improper Use of Facilities: Misusing library facilities such as computers, the
internet, or study rooms.

Inappropriate Behavior:Unacceptable behavior, such as causinginconvenience
to other users or staff.

Violation of Digital Resources Rules: Unauthorized downloading or accessing of
digital materials or illegal use of personal accounts.

Second: Penalties

Fines and Penalties:

1.

Imposing fines for late return of books or other library materials. The fine amount
may be determined according to the length of time and type of material.
Suspension or termination of borrowing services: Library borrowing services

may be suspended for a specified period in the event of repeated violations.




University of Tabuk

3. Imposingrestrictions on access to digitalresources: Users may be denied access
to the library’s digital resources (such as databases or e-books) if laws related
to digital resources are violated.

4. Cancellation of membership: In cases of serious violations, such as theft of
materials or serious damage, library membership may be permanently or
temporarily revoked.

5. Compensation for Damaged or Lost Materials: In the event of damage or loss of
any library materials, the visitor is required to compensate the library for the
monetary value of the damaged or lost materials.

Membership Cancellation:

In cases of serious misconduct, such as theft or significant damage, library

membership may be permanently or temporarily cancelled.

Compensation for Damaged or Lost Materials:

If any library materials are damaged or lost, the user is required to compensate the

library for the monetary value of the damaged or lost materials.

Internal Investigations:

Inthe event of serious violations, such astheftorintentional destruction, aninternal

investigation is conducted to determine responsibility and impose appropriate

penalties.

Library Ban:

In cases of extreme or aggressive behavior, a penalty of banning the library from

entering the library for a specified period may be imposed.
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m Borrowing from the University Libraries

Internal Loan: It means the service is provided for internal use within libraries.
This service is provided to all beneficiaries covered by library policy, as well
as any other beneficiary visiting the library. Books are used within the library
building, and the collections used are entered under the Internal Loan category
in the automated management system.

External Loan: This serviceis provided to beneficiaries who wish to utilize various

library resources and are permitted toborrow them outside thelibrary.

Categories of Borrowing Beneficiaries:

The library provides services that help support scientific research and the

educational process to:

Faculty members and alike.

1

2. Graduate students at the university.
3.
4
5

Bachelor degree students at the university.

. University employees.

. University-affiliated libraries.

To obtain library membership:

The membership form must be completed and the following documents attached:

1

Students must bring a copy of their year>s academic schedule for this year and
the original university ID.

Faculty members must bring the original university ID.

Researchers from outside the university must do the following:
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* Fill out the membership form designed for theose who are from out the
university.
* Upload a copy of the national ID card.

* Upload a copy of the insurance receipt and presenting the original one.

Resources not permitted for loan:

4.

5
6
7.
8
9

Arabic and foreign reference materials (encyclopedias, dictionaries, atlases,
yearbooks, rare books, directories, bibliographies), and Arabic and foreign

periodicals.

. Academic research and theses (Master>s-PhD).

. Manuscripts and official publications.

Non-traditional information media (CD-ROMs) accompanying media.

. Single-copy books.

. Booksrequiring restoration.

Number of books permitted to be loaned and duration:

The number of books permitted to be loaned per user varies according to the user

categories specified below: in Article Two, as follows:

Number of books Permitted loan
allowed period

O EEN 0N 2

Faculty members 12 books 90 days
Lecturers and teaching assistants 10 books 60 days
Post graduate students 7 books 30 days
University students 5 books 15 days
Employees 5 books 15 days
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m Contacting Libraries
s|  ubray | Contactinformation |

Telephone number: 0144563707
E-mail: library@ut.edu.sa

Extension number: 0144565408
E-mail: Sabuhasabo@ut.edu.sa

Extension number: 0144565014
E-mail: im.albalawi@ut.edu.sa

Mobile number: 0596066452
E-mail: aelneel@ut.edu.sa

Extension number: 0144565629
E-mail: hgarreb@ut.edu.sa

Extension number: 0144565220
E-mail: malamrani@ut.edu.sa

1 CentralLibrary

2 University College Library in Dhuba
3 University College Library in Al-Wajh
4 University College Library in Umluj

5 University College Library in Taymaa

7 University College Library in Hagl

For Complaints and Suggestions

For complaints or suggestions, please contact us through the following channels:
Email: library@ut.edu.sa

Tel: 0144563707
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