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Itcgarding Draft l'ronosal - lto'iscd Lillran' We cd-Out of unir,crsitv

Please frnd attached the draft proposal of the University's l,ibrary Wccd-Out
Policy for your kind perusal and consideration.

Until now, the University has been adhering to a basic Discard Policy that primarily
addressed only damaged or unusable library resources. However. in view o1'current

academic and administrative needs, and in alignment with U(;C guidelines and
best practices for academic libraries, a comprehensive and structured Weed-Out
Policy is proposed.

This revised policy aims to facilitate the systematic evaluation, withdrawal, and

environmentally responsible disposal of outdated, unused, or irrelevant matcrials

across all university libraries.

The proposed policy also outlines the constitution of a Wecd-Out Committee,
criteria for withdrawal, frequency of review, documcntation protocols. and

transparent disposal mechanisms.

You are kindly requested to review the draft and accord your approval or suggest

any further modifications, so that the revised policy can be formally adopte<i and

implemented across the university library system.

Looking fbrward to yor"rr va)ued feedback
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SGT UNIVERSITY, GURUGRAM

Library Weed-Out (Withdrawal and Disposal) Policy

l. Preamblc

SGT University recognizes that a dynamic and acadenrically relevant library is a colrrcrstonc
ofquality education and research. The continuous accurrulation of materials rvithoul pcriodic
cvaluation can compromise the Iibrary's ellectiveness in supporting the evolving acadcmic and
resealch needs of the tlnivelsit).

This Wccd-Out Policy aims to guide the syslerratic revielv, lvithdrarva[, and responsiblc
disposal of Iibrary resources, ensuling alignmcnt rvith tlCC Ciuidelincs. bcst placticcs in
acaderrric librarianship, and the strategic goals ofa progressive privatc Llnivcrsily.

2. Objectives

The key ob.jectives of this policy ale to:

. Maintain a curated. up-to-datc, and purposclul collection.

. Marimize the utility of available liblaly space and resoLrrces.

. Irnprovc acccss to high-dcrnand, high-relevance content.

. Prornote environmental responsibility through lcsponsible disposal.

. Encourage acaderric departments to take orvnelship ofcollection devclopmcnt and
maintenance.

3. Applicability

This policy applies to all resoLrrces irr the central and departnrental Iibraries of SG't'
University. including:

. Printed books and journals

. Government publications and leports

. Bound voJumes o f periodicals

. Disseltations, theses. and project reports

. Ncwspape:'s and n'lagazincs

. Audio-visual materials in physical folmat

. Outdatedsyllabi-basednratelials

. Non-t'unctional urcdia such as CDs/DVDs

4. Critcria lbr Weeding

Materials shall be shortlistcd lor rvithdrarval based on the following considerations:

4.1. Physical Condition

. Torn, brittle. water-damagcd, or pcst-infcstcd ilems be1'ond repair.
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4.2, Academic Relevance

. Content no longer aligned with current curriculum or research interests.

4.3. Usage Frequency

. Items not used or borrowed in the last 5-7 years (excluding classics or core
references).

4.4. Duplication

. Excess copies ofa title without proportional demand or usage.

4.5. Obsolescence

. Outdated technical/scientific data, superseded editions, or publications with revised
content available.

4.6. Subscription Status

. Journals or periodicals with lapsed subscriptions and limited archival value.

4.7. Digital Availability

. Resources now available in reliable digital formats through university subscriptions or
open-access platforms.

5. Frequency of Weeding

. General Collection: Every three years

. Periodicals and Newspapers: Annually

. Technical Sections and Departmental Libraries: As deemed necessary

. Special Collections: Reviewed under the guidance olsubject experts

6. Weed-Out Committee Structure

A Library Wecd-Out Committee shall be constituted to oversee, approve, and document the
weeding process. The Committee shall comprise:

Position l{r-rle

Dcan, Academic Af fairs Chailpelson

IJ n iversitv Librarian Memher Secretarv

Director, IQAC Member

Nom inated by
Deans

Onc Scnior I--acu ltv N4elnber
Nor:rinated by the
Vice-Chancellor

One External Expert (opt ionaL)
Subj cct-spcc ific
rccomrncndation

Library Staff Represerltative Member

One Faculty Member from each

School
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'l he Comrnittee may co-ollt additional nrerntrers or subject specialists rvhen cvaluating
discipline-speci fi c nraterial.

7. Procedure for We eding

1. Prcliminary Shortlisting by library staffbased on Llsage statistics, condition. and
relevance.

2. Departmental Review in consultation rvith concerrred faculty or Ilol)s flor academic
validation.

i. Committce Reviov & Approval o[the weed-oLrt ]ist,

4. Final I)ocumcntation r.vith justification for removal and approval record.

5. Disposal/Reuse through any o{'thc lbllowing methods:

o l)onatio:r to nrral/unde r-r'esou:'ce d libraries

o Sale through auction or scrap dcalcrs (with financial transparencl,)

o Intcrnal distribution fbr non-circulating rcf-crcncc usc

o I:co-fliendlydestluction/recycling

8. Documentation and Record-Kceping

'fhe follorving records shall be rnaintained for at Icast live vears:

. Title, author, accession rrLrrrrber. and category

. Reason fur *'eeding

. Mcthod of disposal

. Date of corr nr ittee approval

. Signatures of committee menrbers

All rvecded itcms shall bc rcmovcd fionr thc Onlinc Public Acccss Cataloguc (OPAC) and
stock registers aller final apploval.

9. Review and Revision

'l'his policy shall be revielved cvcry five vcars" or earlier as necessar). in response to:

o Nerv LlGC,,rI',lAACn\llltF guide Iines
o 'ltchnological advancernents (e.g.. digital archives)
. Changes in academic programs or univcrsity prioritics

10. Final Authority

The Vice-Chancellor shall be the flnal approving aulhority lor all largc-scale wceding
activities involving morc than I00 volLrmes or rare materials.

Anncxurcs (Optional):

o Annexure l: Weed-Out Approval Forrn
r Annexure II: Sample Doculllcntation Log
o Annexure III: Disposal Method l{ecord Sheet



I

Annexure I

Annexurc I: Wced-Out r\pDroval Form

SGT Universi\' Library - Weed-Out Approval Form

Dcpartm ent/School Name

Date of Su bmission

Su bmittcrl bl

Designation

List of Items Proposed for Weeding

Initial Recommendations

Faculty In-Charge Recomrnendation: y' Yes / X No

Rcnr arks:

Library StalT Remarks:

Signature of University L ibrarian
Datc

S

No.
Titlc of the
Book/.Iournal

Author/Editor Accession No.
Year of
Publica
tion

Reason for
Weeding

llem:rrks (if nny)

I



An n cru rc II:

SGT University Library'- Wccd-Out I)ocumcntation Log
(Weeded-Out Materials Record)

Signature of University Librarian
f)ate
NOTE: Plcasc attach copy of approval from the committee .

S

No.
Accession
No.

Title Author Typc
(Booli./Jo u rnal/etc.)

Yea r Condition Reason
for
Removal

Approved
hy
Com mittcc
(Yes/No)

l'inal l)isposal
Method

l
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Annexurc III

Disposal Method Ilecord Sheet SGT Univcrsity

S ignature ol [Jniversity l,ibrarian
l)atc
NO'I E: l'lcase attach copy of approval from thc committce .

S.

No,
Acccssio
n No.

'l'itlc Dispos:rl
Nlethotl
(l)onation /
Ilccyclcd /
Auctioncd)

Diitc of
l)ispos:r
I

Recipient/Ag
ency

Signatu rc of
Responsible
Official

I


