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1.0 Rationale and principles which this policy seeks to uphold

1.1 The University will be recognized and supported as Dubai’s premier resource for the reflective 
pursuit of scientific, academic, and professional knowledge, and an accessible focus for its 
effective transfer and liberal application.

1.2 The University will offer students a supportive learning environment and a programme of 
study conducive to student achievement of graduation requirements.

1.3 In support of the research mission and educational purposes of the University, the University’s 
Library develops its resources on a systematic basis to ensure it can make available to students
and academic staff required information and services, within financial constraints

2.0 Scope

2.1 Applies to the acquisition and management of library resources and applies to all those wishing
the Library to expand its collections.

3.0 Definitions
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3.1 The Library Collection supports research, learning, and teaching.

3.2 The Library Collection comprises print and electronic resources, including books, periodicals, 
audiovisual materials, and other learning materials searchable through the online public access
catalogue.

3.3 The Library Collection is catagorised thus:

3.3.1 Curricular Collections: Standard works in subject fields, titles directly related to specific 
modules taught in the University.

3.3.2 Reference Collections: Books for consultation and bibliographical investigation including 
but not restricted to: encyclopedias, dictionaries, atlases, indexes, abstracts, almanacs, 
yearbooks, and bibliographies.

3.3.3 Serials Collection: Materials to support advanced level study including, but not limited to
periodicals/ journals, government publications, newspapers, brochures, leaflets, vertical 
files, photographs, pictures and charts

4.0 Policy

4.1 The Library Collection is developed with the following objectives:
4.1.1 To select, acquire and make available to the University staff and students a sufficient 

number of relevant and up to date materials to support instruction and research in all 
modules taught in the University.

4.1.2 To create an environment in which resources are made readily accessible.
4.1.3 To provide learning opportunities for all users by acquiring these materials in all types of 

library format.
4.1.4 To organise materials in a way to encourage their use and provide the bibliographic tool 

to access resources efficiently.

4.2 The University has a framework for acquisition, management, review, and development of the 
Library Collection.

4.3 The framework consists of:
4.3.1 criteria for the acquisition of resources, where criteria represent priorities in the use of 

available budget.
4.3.2 sets of responsibilities for the development of the Library Collection.
4.3.3 A means of communicating the scope of the Library Collection, and plans for its 

development.

4.4 Development of the Library Collection is a joint responsibility of the University Library and 
demand-driven approach.

Responsibilities of the University Library

4.5 The University Library will:
4.5.1 Monitor and recommend development of resources available to support educational 

programmes of the University.
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4.5.2 Receive requests for additional resources, and prioritise acquisitions according to the 
needs of the Library Collection as a whole.

4.5.3 Select resources with and without consultation of academic staff; resources may 
become known to the University Library through contact with students.

4.6 The University Library will source materials according to a range of prompts:
4.6.1 professional journals
4.6.2 standard bibliographies
4.6.3 literature searches from bibliographic databases
4.6.4 publishers’ catalogues

4.7 The University Library reserves the right to review requests for acquisitions made by individual 
academics, and to select from them as appropriate to the needs of the Library Collection as a 
whole and available financial resource.  The University Library staff will maintain a cooperative,
consultative, and collaborative relationship with all academic staff.

Responsibilities of academic staff

4.8 Any member of academic staff may recommend the purchase of books, serials, and other 
learning resources in their subject area to the library staff. These recommendations will be 
reviewed by the library staff in terms of existing materials available in the library and will be 
ordered if considered to be an appropriate addition and within the approved budget. 

4.9 Academic staff will ensure that the Head of department is provided with copies of all module 
descriptors and assignment topics in all programme offered and under consideration for offer. 
This information will be given two months in advance before the term commences so as to 
enable library staff to identify areas of need in existing or possible new subject areas and act to
meet the need.

Responsibilities of students

4.10 Students are encouraged to contribute to the development of library collection by suggesting
new titles and/ or subject areas, and by assessing weakness in the collection.

Collection maintenance

4.11 The Library Collection will be subject to continuous review and evaluation.  This process is 
systematic, and comprises assessment of the currency, condition and usefulness of all stock.

Currency of collections

4.12 The Library Collection will be up to date such that students and staff have access to the most 
recent and relevant information relating to their field of research and learning. 

Withdrawal and disposal
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4.13 Materials in multiple copies and/or are out of date shall be withdrawn from library 
collections.

4.14 Materials that are damaged or considered not in good condition shall be disposed on 
approval of the Head of the department.

Censorship

4.15 The University library adheres to the censorship regulations as set out by the UAE Ministry of 
Information and Culture, Censorship Office.

External networks

4.16 The University Library maintains contact with colleagues in other Universities and allied 
libraries in the UAE and internationally, and in particular with the Libraries of the UK 
University partners. 

4.17 The purpose of these contacts is two-fold: 
4.17.1 to maintain professional links in order to keep aware of best practices; 
4.17.2 to facilitate collaboration between institutions in the form of inter-library loans, 

catalogue access, the possible formation of Consortiums or MoUs, etc.

5.0 Procedures

Types of acquisition

5.1 Multiple copies:
5.1.1 Requests from academic staff for multiple copies of stock items will be individually 

considered. The duplication of titles is normally avoided unless significant need can be 
demonstrated.  This allows the Library to acquire as wide a range of resources as 
possible within fixed financial limits.

5.1.2 The University Library will hold in short-loan sufficient copies of key indicative readings 
for over a period of time. 

5.2 Foreign language materials:
5.2.1 The majority of titles in the Library will be in English. Acquisition of titles in other 

languages e.g. particularly Arabic, will occur when research or the curriculum demands 
it, and funds allow.

5.3 Multimedia materials:
5.3.1 The Library Collection includes multimedia and audio-visual materials. The development 

of this part of the Library Collection is encouraged. 
5.3.2 The following criteria will be used to evaluate multimedia materials considered for 

addition to the collection:
5.3.2.1 High standards of quality in terms of content and format
5.3.2.2 Appropriateness for student use in general education and/ or specific 

programme
5.3.2.3 Appropriateness of language level, where choices are available
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5.3.2.4 Author’s expertise
5.3.2.5 Publisher’s reputation in the subject field
5.3.2.6 Possibility of use for more than one programme/ module
5.3.2.7 Timeliness/ permanence/ currency
5.3.2.8 Positive reviews in one or more of the accepted reviewing media
5.3.2.9 Scarcity of material available in the subject
5.3.2.10 Relevance to instructional needs
5.3.2.11 Demand
5.3.2.12 Price/ relative cost in relation to the budget and other available materials
5.3.2.13 Student interest if the subject is of general nature.

5.4  Electronic resources:
5.4.1 The Library Collection includes a range of electronic resources to support research and 

complement the Library’s printed collections. This includes indexes, abstracts, statistical 
data as well as full text databases and e-journals. 

Sources of acquisition

5.5 Purchase: The Library undertakes to purchase items on reading lists submitted by the academic
staff. Decisions on the number of items purchased and their loan period are based on the 
number of students undertaking the module and the rating (i.e. course text, key indicative 
readings, or recommended readings) applied to the item.

5.6 Donations and Gifts: The acquisition of free material may occur in a number of different ways. 
The library is interested in receiving donations of books and other items which will improve 
and complement the collection in some way. Care must be taken that only items which meet 
at least some of the selection criteria are added to the library stock, and that these donations 
do not contain strongly biased statements or extensive commercial messages. The library 
acknowledges receipt of gifts in writing. The library reserves the right to integrate gifts into the 
general collection.

5.7 Copies of materials obtained by academic staff as a result of their employment with BUiD e.g. 
Desk or instructor’s copies from publishers should be considered as BUiD property and offered 
to the library.

Book categorisation

5.8 Module descriptors assign categories to books.  The categories are set out under relevant 
reading list policy.

5.9 Process for the acquisition of books is set out in relevant reading list policy.

Acquisitions timetable

5.10 Major orders are made twice per year as follows:

Library collection management 7.2/V01 5



For Term 1: All requests from 16 October – 15 June

15 June Deadline for submission of requests

June (Late) Requests and review of quotation from 
suppliers

July (Early) Approval of Term acquisition

July (Late) Placing of orders for successful suppliers

August (Late) Requests start to arrive

September (Late) Majority of stock has arrived for Term 1

For Terms 2&3 All requests from 16 June – October 15

15 October Deadline for submission of requests

October (Late) Requests and review of quotation from 
suppliers

November (Early) Approval of Term acquisition

November (Late) Placing of orders for successful suppliers

December (Late) Requests start to arrive

February (Late) Majority of stock has arrived for Terms 2/3

5.11 Outside the timetable, small orders for urgently required items will be processed with 
requisite approvals, or an interim order to develop a collection might be placed if budget 
allows.

Budget limitations

5.12 The Library holds a budget for each programme. The Librarian will oversee the expenditure 
for all programmes. Percentages of the library budget will be allocated broadly based on the 
number of students per programme. It is on the discretion of the Librarian to defer any 
requests if the allocated budget overruns. Requests on hold will normally be the first priority 
for next acquisition.

5.13 If it is necessary to develop a collection based on the recommendations for initial 
accreditation, a budget in percentage will be identified first from across faculty, or as 
necessary across University.
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Appendix One
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LIBRARY ACQUISITION WORKFLOW

(General Readings)
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1. Readings listed in the module descriptors
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