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Foreword 

 

Muhimbili University of Health and Allied Sciences (MUHAS) came into being following 

the signing of the Charter establishing this institution by His Excellence the President of the 

United Republic of Tanzania on the 28th March 2007. The library is one of the directorates of 

the Muhimbili University of Health and Allied Sciences (MUHAS) and it is the largest 

medical and health sciences library in Tanzania. The University library is responsible for 

providing information services and materials to support the MUHAS’s core functions. As a 

public University, MUHAS is mandated to increase its student numbers quite rapidly to meet 

the country’s acute need for more health professionals. MUHAS has revised its curricular to 

make it competency based, and introduced innovative teaching and assessments methods. All 

these developments require that the library becomes a state of the art centre for knowledge 

management serving the needs of increasing numbers of students and academic staff. To 

address these demands, MUHAS considered it imperative to develop standard operating 

procedures for the library. 

 

The library policy and operating procedures shall therefore guide the provision of state of the 

art information services to support and improve the University’s core functions, and enhance 

the quality of library services. This policy has fourteen thematic policy statements and 

operating procedures, which include collection development, organization of information 

materials, coordination of schools/institutes/directorates/departmental libraries, human 

resources, capacity building for users, readers services and marketing of information services, 

physical space allocation, research and publications, resource mobilization, resource sharing 

and collaboration, safeguarding library collection and resources, gender issues and 

individuals with physical challenges issues.  

 

The library policy and operational procedures will be subject to revision as the need arises to 

match with prevailing conditions, limitations and resources. The University staff and students 

shall implement the policy in their respective positions as is relevant and required. 
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1.0 PURPOSE AND CONTEXT 

The Muhimbili University of Health and Allied Sciences (MUHAS) library is the largest 

national collection of health/medical resources. The library is part of the Muhimbili 

University of Health and Allied Sciences (MUHAS) which became a university in its own 

right in 2007, having previously been a college of the University of Dar es salaam.  The 

library has also a unique role of providing health information, which is essential for advances 

in health care delivery and treatment as well as dissemination of health research information, 

which is necessary for guiding the formulation of health policies for disease prevention and 

control. The library is estimated to have more than 100,000 volumes of materials in different 

health fields, subscribes to over forty academic databases, and has automated its services, 

established a digital repository, and provides a wide range of other electronic information and 

reference services. The Library accommodates about 600 users at a time and offers both 

reference and borrowing services. The library has also conducted an extension of the 

building, which has 24 hours reading room and discussions rooms with the capacity to 

accommodate 200 users at a time. In line with that, the new wing has also an ICT computer 

laboratory with the capacity to accommodate 250 computers. The library has also installed a 

Closed Circuit Television System to strengthen the security of its resources. 

 

As a public University, MUHAS is mandated to produce human resources for health in 

response of the country’s needs. MUHAS has also revised its curricular to make it 

competency based, and introduced innovative teaching and assessments methods. In addition, 

the University library has an added national role of serving the information and research 

needs of those coming from outside the University community such as the Muhimbili 

National Hospital (MNH) because of being the largest medical library in Tanzania. All these 

developments require that the library becomes a state of the art centre for knowledge 

management serving the needs of increasing numbers of students and academic staff.  

 

These library policy and operating procedures shall guide the provision of the various library 

facilities, services and material to support the University’s core functions, and improve the 

quality of library services. The context of the MUHAS library policy and operating 

procedures originates from the existing University’s strategies, policies and guidelines 

including the MUHAS Cooperate Strategic Plan (2013/14 – 2017/18), Information and 

Communication Technology Policy (2003), Intellectual Property Policy and Procedures 

(2011), and Research Policy and Procedures (2011).  

 

1.2 Relevant government policies and legislation 

The policy is based on the following key policy documents: 

1.2.1 The Education and Training policy (1995) that emphasizes on the importance of 

improving the library and information services at the Universities to enhance 

teaching, learning and other core functions of the Universities. 

1.2.2 The Universities Act of 2005 which necessitates the need for the availability of 

adequate library facilities, including the size, quality and quantity to support the core 

functions of the university.  

1.2.3 The National information and communication technology Policy (2003) which 

necessitates the need for a wider dissemination of materials held in libraries and 

archives.  

 

1.3 Scope of library policy and operating procedures 

The library policy and operating procedures apply to all librarians, students, and staff of all 

campuses at Muhimbili University of Health and Allied Sciences as well as outside persons 
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and institutions who make use of the Muhimbili University of Health and Allied Sciences 

libraries. 

 

2.  DEFINITIONS 

a) Catalogue: A service to allow library patrons to find out what material is held in the 

Library 

b) Cataloguing: it is the process that encompasses the production of bibliographic 

descriptions of books as well as other types of discovery tools of documents for inclusion 

in the catalogue 

c) Classification: it is a system of coding and organizing documents, library materials or 

any information (books, serials, audiovisual materials, computer files, maps, manuscripts) 

according to their subject and allocating a call number
 
to that information resource. 

d) Collection development: is the process of meeting the information needs of the people (a 

service population) in a timely and economical manner using information resources 

locally held, as well as from other organizations. 

e) Electronic resources: any library material that is made available electronically, such as 

an eBook, database or journal article. 

f) Institutional repository: is an online locus for collecting, preserving, and disseminating 

- in digital form - the intellectual output of an institution, particularly a research 

institution. 

g) Information and communication technology: covers any product that will store, 

retrieve, manipulate, transmit or receive information electronically in a digital form. 

h) Information literacy: it is the ability to know when there is a need for information, to be 

able to identify, locate, evaluate, and effectively use that information for the issue or 

problem at hand 

i) Interlibrary loan: a way to obtain materials not owned by libraries, such as copies of 

journal articles, books, etc. It is also used to request materials not owned by a particular 

campus library but available from another campus library.  

j) Patron: someone who uses, or "patronizes," a library. Typically, this person gets a library 

card, browses the available books, CDs, DVDs, etc., and either selects some to check out 

or examines them while at the library. 

k) Periodical: a publication that is published on a regular basis (daily, weekly, etc.). 

Magazines, journals, and newspapers are types of periodicals.  

l) Stock-taking: is the physical verification of the quantities and condition of  information 

materials held in the library 

m) Weeding: is the periodic and continual evaluation of your library's resources with the 

goal of removing obsolete, damaged, and rarely used books or journals or any other types 

of information materials 

 

3. POLICY OBJECTIVES 

The main objective of this policy is to establish an institutional framework through which an 

effective, efficient and dynamic library and information services can be provided to enhance 

the quality of research, teaching, learning and consultancy services within and outside 

MUHAS. 

 

Specific objectives include the following: 

a) To guide library staff in the provision of the various library facilities, services and 

material  

b) To guide library patrons on the use of the academic library and information services 
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c) To enhance the preservation, retrieval and dissemination of information to patrons by 

automating library functions  

d) To integrate the library and information service with academic, research, consultancy and 

other activities at the university to maximize the library's support of these activities. 

e) To encourage the University community and other stakeholders to be involved in the 

library and information services in order to promote an understanding and appreciation of 

library services. 

f) To build partnerships and linkages with different institutions, libraries, and development 

agencies for the purpose of sharing resources, and design exchange programmes in terms 

of staff training, and utilisation of facilities and equipment 

 

4. POLICY STATEMENTS AND OPERATING PROCEDURES 

These policy statements are presented in fourteen thematic policy issues, followed by 

operational procedures.   

 

4.1 Collection development 

The success of MUHAS Library will largely depend on, among other things, the quality of 

and quantity of its stock access and safety of these resources. However, MUHAS library 

resources have been inadequate to meet increasing numbers of students and staff diversified 

demands. Over the years, the growth and development of the MUHAS library collections 

have been constrained by shortages of finances. As result most items on the shelves are out-

dated. Few up-to-date items available are not adequate in terms of quantity and quality. 

Further, some of the information materials at the library may become outdated, or obsolete 

and they will need to be removed through a process namely as weeding. Currently, the 

weeding process has been conducted regularly at MUHAS library; however there have not 

been guiding procedure for the activity.  It is therefore important to lay down procedures for 

collection development and weeding process to enable the library to use the limited available 

space effectively and reflect changing information needs of the university programmes.  

 

4.1.1 Policy statements 

a) The university shall establish  Collection Development Committee (CDC) to oversee 

the selection processes of new collection at the library and ensure that  collection 

development becomes a continuous process 

b) The University shall strive to allocate adequate budget for collection development, 

weeding and stocktaking exercises  

 

4.1.2 Operational procedures  

a) The University to appoint CDC members from schools/institutes/directorates who 

shall serve for renewable term of three years 

b) The University to instruct faculty and students to immediately deposit the peer 

reviewed scholarly literature with immediate or deferred access depending on the 

copyright conditions of the published literature as per the MUHAS Institutional 

Repository Policy (2012) 

c) The main library to retain rights to choose up to date and appropriate materials 

from donation before they are put to public use 

d) The main library to establish links with potential books/journals donors to 

increase the library collections. 

e) CDC to regularly select, analyse and evaluate the library collections in  

consideration of the library users needs 
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f) The main library to purchase its materials through the MUHAS Procurement     

Management Unit (PMU) 

g) The library to undertake stock-taking and weeding of library collections annually  

h) CDC to identify and weed library collection periodically for quality assurance 

through Board of Survey and PMU 

 

4.2 Organization of library materials 
Information materials at the library must be properly catalogued, classified, processed and 

shelved to enhance access and retrieval of library materials such as books. The main purpose 

of cataloguing and classification is to enable patrons identify and locate items needed by 

author, title, subject or any other appropriate heading. Currently, information materials at 

MUHAS library are catalogued by using international standards, such as Anglo-American 

Cataloguing Rules 2
nd

 ed. (AACR 2). Subject analysis and subject indexing is also based on 

the Library of Congress Subject Heading (LCSH), while the classification of the documents 

is done according to the Library of Congress Classification System (LC). The cataloguing 

process is also automated by using ADLIB software. However, there are no laid down 

procedures to guide the cataloguing and classification procedures at the library. Therefore, it 

is important to develop these procedures to improve the organization and accessibility of 

information materials at the library. 

 

4.2.1 Policy statement 

a) The library shall ensure that all collections and resources are professionally classified and 

catalogued  

 

4.2.2 Operational procedures  

a) The Technical Service Section to oversee the organization of information materials at the 

library 

b) The Technical Service Section to classify the information materials acquired at the library 

according to the internationally recognized classification schemes. 

c) All libraries and resource centers at the University shall use the library automation system 

developed and management by main library 

d) MUHAS main library to control quality of bibliographic data in the library automated 

system 

e) All libraries to prepare accessions list of acquired materials and distribute through the 

main library 

 

4.3 Management of ICT services and electronic resources 

Information and communication technology (ICT) developments have made it easier for 

librarians and information managers to select, acquire, receive, organise, store, retrieve, and 

disseminate information. The library subscribes to online databases, electronic journals and 

books that are relevant to the needs of MUHAS community. The library has also established 

an institutional repository to enhance access to research outputs produced by MUHAS faculty 

and students. In the meantime, however these services are not widely available at MUHAS. 

The MUHAS main library currently has sixty computers available for users, which are 

connected to the internet. These computers are not adequate to suit the increasing number of 

students. Thus, MUHAS library will have to devise strategies that will enable it to improve 

its ICT infrastructure and services to provide efficient and quality medical/health academic 

information services. 
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4.3.1 Policy Statements 

a) The university shall strengthen and maintain the ICT infrastructure, equipment and 

software at the library 

 

4.3.2 Operational procedures   

The library to 

a) Select and acquire appropriate software and hardware for library use in consultation with 

the Directorate of Information and Communication Technologies (DICT), 

b) Evaluate the suitability of hardware and software used in the library for the purpose of 

undertaking periodic replacement and upgrading in consultation with DICT 

c) Ensure that all library operations are automated 

d) Negotiate with publishers to subscribe and acquire e-resources for the library to increase 

access to online scholarly databases both on campus and off-campus  

e) Regularly update library website and other library 2.0 services 

f) Regularly search for free e-resources on the internet, and catalogue and upload them  on 

the library website for public use 

g) Create awareness of existing e-resources by providing a list of subscribed scholarly 

databases and/or useful scholarly databases to its patrons and post the list on notice 

boards/library website to promote its usage  

h) Periodically conduct workshops on the access and use of e-resources to the University 

community 

i) Assist patrons to effectively access and retrieve scholarly information in available 

scholarly database 

j) Continue to collect and digitize local research outputs produced at MUHAS 

k) Procure appropriate software to minimize plagiarism among students at MUHAS in 

consultation with DICT 

 

4.4 Co-ordination of School/Institute/Centre/Departmental Libraries 

MUHAS Library has one main library, and one school library residing at the School of 

Dentistry. However, the university has other libraries that are not directly managed by the 

MUHAS main library, which belong to different schools/institutes. These schools libraries 

have information materials, but they are not properly organized and manned by a professional 

librarian. As the number of campuses, departments and schools increase, the number of 

libraries and resource centres is likely to grow however, there is need to increase human 

resources and strengthen the relationship between the university main library and 

departmental libraries at MUHAS campuses. The operating relationship, networking and 

service demarcations do not exist. Each library operates individually and as such there is a 

limited resource sharing and networking. Whereas the main library is equipped with essential 

materials and resources to address user information needs of the university as a whole, the 

school/college/institute libraries have resources that focus on the special needs of the 

respective units.  It is therefore important to clearly define the relationship between MUHAS 

main library and other libraries and resource centres. Further, it is also important to organize 

and link materials, resources and services available at departmental libraries, and enhance 

sharing of these resources amongst university libraries and resource centres to enhance access 

to information resources and services at the University. 

 

4.4.1 Policy statements 

a) The university shall strive to establish an operating relationship among libraries and 

resource centres to facilitate resource sharing, networking, accountability and 

professionalism. 



  

7 

 

b) MUHAS main library shall establish a database of all the resources and make them 

accessible by all its users. 

 

4.4.2 Operational procedures   

a) The University to operationalise and fund a responsive administrative structure for 

the directorate of library services within one year of policy approval 

b) The MUHAS main library to coordinate  all other  libraries and resource centres at 

the University 

c) The MUHAS libraries to establish quantity and quality of resources at the other 

departmental libraries and resource centres 

d) The MUHAS main library to ensure that representative from all libraries and 

resource centres fully participate in book selection process   

e) The MUHAS main library to establish a union catalogue to  link the bibliographic 

details of information resources in all other  libraries and resource centres  

f) The MUHAS main library to ensure that information resources are shared 

amongst university libraries and resource centres through the inter-library loan 

services 

 

4.5 Human resource development  

The present circumstances, as argued earlier, and the strategic transformation that are going 

on at MUHAS require library to reconsider its basic roles, objectives and functions in relation 

to the new proposed activities to ensure effective performance of MUHAS Library. It must be 

borne in mind that MUHAS library is required to elevate itself to the same levels as institutes, 

schools and directorates. Since the end of the year 2006, the university library was elevated 

into a Directorate.  However, the present staffing position at MUHAS library is not adequate 

for this undertaking. The library has a total of 18 staff, including 4 academic staff, 12 

technical staff, one attendant and one secretary. Currently, the library does not have ICT 

technical staff and administrative staff. The library needs to increase the number of its staff in 

both academic and technical and administrative staff to enhance the quality of its services. 

The MUHAS management is positive about recruiting newly qualified staff to move the 

library forward, and cater the extended need for library services for other university 

campuses. 

 

4.5.1 Policy statements 

a) The University shall strive to ensure optimum staffing level and staff development for 

academic, technical and administrative staff categories at the library 

 

4.5.2 Operational procedures  

a) The library to determine training needs of its staff 

b) The University to train library staff on short and long term courses according to the 

pre-determined training programme 

c) The University to increase number of academic, technical and support staff at the 

library in all the libraries and resource centres  

 

4.6 Teaching and training  

Within MUHAS structure, the library has been accorded academic status. With this status, 

academic librarians are required to teach, conduct research and provide services to the 

communities. Their promotions additionally depend on teaching activities, research and 

publications, and consultancy services. In the academic year 2011/2012, the Directorate of 

Library Services in collaboration with DICT introduced a course on information and learning 
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technology course (IT 100) in all undergraduate programmes since 2011/12 academic year. 

This course aims to impart skills to students on basics of ICTs, elearning, information literacy 

and evidence based practices. DLS is also in the process to develop a curriculum of 

information literacy aspects for all postgraduate programmes at the university. The library 

also conducts voluntary workshops to continuing students and staff at the University, 

However, the level of awareness and use of e-resources is still very low at the University. In 

addition, the information literacy programme is not integrated into the postgraduate 

curricular. There is therefore a need to integrate a module or topics on information to 

postgraduate programmes. Further, DLS is also in the process to develop a curriculum for a 

Masters programme in information studies to enhance the provision of information and ICT 

professionals across the country, and further strengthen its research capacity. 

 

4.6.1 Policy statements 

a) The MUHAS libraries shall build the capacity of staff, students and the general public on 

ICT, e-learning, evidence based practice and information literacy  

 

4.6.2 Operational procedures 

The MUHAS libraries to  

a) Revise and improve a curriculum on information and learning technologies that is taught 

to all first year undergraduate students at MUHAS  

b) Develop and streamline curriculum on Information Literacy programmes into regular 

University courses for postgraduate students 

c) Regularly conduct workshops on information literacy aspects, ICT, e-learning and 

evidence-based practice  for university students 

d) Evaluate and improve information literacy workshops among MUHAS students 

e) Strengthen existing and develop new Continuing Educational and Professional 

Development (CEPD) programmes on ICT, information literacy aspects, and evidence-

based practice to academic staff 

f) Develop a curriculum for Masters degree programmes in information science and 

information systems – evening programme 

g) Develop and conduct short courses in information science and information systems for 

MUHAS students, staff and the community 

 

4.7 Reader services and marketing of library services 

The University library plays a central and crucial role in pursuit of university’s mission of 

teaching, consultancy and research. Being a vital instrument to support academic life of the 

university, the library reader services are essential requisite resource and facility for higher 

education. The MUHAS Library acknowledges the importance of readers’ services, its 

relevance to increasing membership of its customers and the need to provide competitive, 

relevant and quality efficient library services in the country.  MUHAS library conducts 

orientation programmes to all first year students at the University with an ultimate aim of 

introducing them to library services and recruiting them as members. Therefore, the library 

membership level has been increasing with the enlarging number of students at the 

University. However, there is still low use of information resources and services among 

library patrons, especially the use of electronic resources. It is therefore important for the 

library to improve its marketing strategies, and user education and communication 

programmes to ensure optimal use of library resources among MUHAS staff and students.  
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4.7.1 Policy statements 

a) The MUHAS libraries shall provide relevant and high quality information resources and 

services according to the actual needs and requirements of library patrons  

 

4.7.2 Operational procedures  

The MUHAS libraries to 

a) Ensure that the use of library and information services is guided by the Library User 

Guide and Regulations 

b) Grant the library membership to all University staff, registered students and selected 

categories of external members as determined by the Library User Guide and Regulations 

c) Permit external library members to access and use the library resource at nominal fee as 

prescribed in the Library User Guide and Regulations although internal members will 

access it free of charge and 

d) Conduct circulation procedures and loan privileges of staff, students  and external 

members according to the regulations prescribed in the Library User Guide and 

Regulations  

e) Determine information needs of students and staff at MUHAS and beyond through user 

surveys, analysis of the university curricular, library statistics, stock-taking and other 

various means 

f) Determine and implement marketing strategies, user education and communication 

programmes to enhance usage of library services at MUHAS and beyond 

g) Promote the library services through print and electronic media, and current awareness 

services 

h) Regularly revise and update its online tutorials to promote library services 

i) Organize user education programmes and communication like exhibitions, public 

lectures, library tour, orientation programmes 

j) Regularly revise  the Library User Guide and Regulations which will provide therein, the 

ethical procedures for accessing and using of library materials and resources  

k) Encourage the development and implementation of inter University Library Loans in 

Tanzania and develop procedures for interlibrary loan services at MUHAS thereafter 

l) Revise the Library User Guide and Regulations after every three years or when deemed 

necessary 

 

4.8 Physical space for the libraries 

Provision of a conducive reading and working environment by an academic library is critical.  

This policy document can only guide library activities successfully if there is sufficient space 

to accommodate staff, users, working tools, services and other information materials. Despite 

the fact that the sitting capacity was increased to 600 users by extending a new wing at the 

library, MUHAS library has to provide a better reading and working environment. The 

library space requirement and use are determined by the type and number of patrons of the 

library against the space provided on a particular patron within the library building area. 

MUHAS library as an academic library which serves users in the field of health and allied 

sciences, its library space should be allocated according to needs of the users, and 

information services provided by the library.  

 

4.8.1 Policy statements 

a) The University shall provide adequate space for the main library and other libraries 

and safeguard them from misuse and abuse. 

b) The library shall allocate its space according to the needs of users, and its information 

services  
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4.8.2 Operational procedures  

a) The University to allocate space properly position library building(s) and do internal 

planning and design of these libraries and resources centres in accordance to Master 

Plan and needs of the disabled by always incorporating the Library 

b) The library to conduct assessment of space and use in consultations with architects 

c) The library to solicit funds to renovate the old wing and equip the library with 

adequate facilities and resources 

 

4.9 Research and publications 

Within MUHAS structure, the library has been accorded academic status. With this status, 

academic librarians are required to teach, conduct research and provide services to the 

communities. Further, DLS is also in the process to develop a curriculum for a Masters 

programme in information science to enhance the provision of information specialists across 

the country, and further strengthen its research capacity.  Systematic reviews and meta-

analyses are also very important to health care faculty and other practitioners, who need to 

keep abreast of the medical literature and make informed decisions. Thus, librarians can play 

a key role in assisting faculty and postgraduate students to conduct searches for systematic 

reviews, as well as conducting the systematic reviews itself. However, this role has not been 

undertaken more efficiently at the MUHAS library due to inadequate number of skilled staff. 

Therefore, it is important to increase the number of skilled staff in order to conduct 

systematic reviews and meta-analyses of our local research and enhance access of the same at 

the University and beyond. Research and publications activities in the library can also bring 

in funds, motivate staff and develop new knowledge. Research activities also bring in 

credibility and recognition of the library as an academic unit of the university. 

 

4.9.1 Policy statements 

a) The MUHAS libraries shall strengthen its research capacity and management 

b) All research project conducted at the University shall allocate funds for acquiring 

electronic resources 

 

4.9.2 Operational procedures 

The MUHAS libraries to  

a) Organize training on grants management and proposal development to its staff 

b) Identify areas of collaboration and develop fundable proposals with other academic staff 

from schools and other academic units at the University 

c) Establish a research and Publication committee which will, besides research  and 

publications, do language editing at a nominal fee as determined in the Library User 

Guide and Regulations for income generation purposes 

d) Conduct systematic reviews and meta-analyses to build an evidence based healthcare 

database of local research 

e) Use the established institutional repository to capture, preserve and increase access and 

visibility to research outputs produced at the University 

f) Regularly update the library research agenda as a guide for library focused research 

 

4.10 Finances and resource mobilization  

Resource mobilization, resource sharing and cooperation amongst parent institutions and 

libraries are currently widely used by dynamic institutions to supplement their weak budgets.  

The library, like other government departments, has suffered greatly due to cutbacks in 

government spending. This has resulted in dwindling little budgets and has also hindered the 

development of additional health information services provision at the library. The library 
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needs to address the issue of supplementing its budget with additional support from donors 

and development partners within and outside Tanzania. It is also well known that a single 

library, however rich it may be, could not satisfy its user population by using its own 

resources. Library human resource, equipment, expertise, materials and other facilities can be 

shared through resource sharing and collaboration programmes. MUHAS library needs more 

of these resource sharing and cooperation schemes. It is therefore important to identify 

libraries and institutions for cooperation and linkage, at national, regional and international 

levels. It is also important to develop fundable proposals to solicit funds from development 

partners within and outside Tanzania. Further, the library has established the consultancy 

bureau for income generation purposes 

 

4.10.1 Policy statements 

a) The university shall strive to annually allocate adequate budget, and fund all library 

functions and services according to the library needs  

b) The library shall diversify sources of funding to supplement budget acquired from the 

government 

 

4.10.2 Operational procedures 

The MUHAS libraries to  

a) Assess actual resource needs at the library  

b) Prepare an annual library budget for regular acquisition of up to date and appropriate 

information resources 

c) Train its staff on fund raising strategies 

d) Identify and initiate information resources sharing programmes with potential partner 

institutions 

e) Integrate its library information systems with other partner’s information systems to allow 

sharing of resources  

f) Design exchange programmes in terms of staff training, and utilisation of facilities and 

equipment with other potential partner institutions 

g) Continue with cost sharing activities for current and  potential library patrons 

h) Continue to organize short courses through library consultancy Bureau to increase 

sources of funds 

i) Solicit funds by writing competitive fundable proposals  

j) Establish a bachelor and masters programmes –evening programmes for income 

generation purposes 

k) Prepare, implement and report its income generating activities on quarterly basis or when 

deemed necessary 

l) Encourage the development and implementation of inter University Library Loans in 

Tanzania and develop procedures for interlibrary loan services at MUHAS thereafter 

 

4.11 Security of library collections and resources 

It is important to ensure physical safety of library staff and patrons, and the protection of the 

library and its collections from theft and vandalism, as well as fire protection or disaster 

planning issues. MUHAS library installed an electronic book surveillance system that detects 

unauthorized removal of library materials from the library. The MUHAS library also installed 

the Closed Circuit Television System (CCTV) to provide a safe and secure facility for library 

employees, library resources and equipment, and library patrons. The library therefore needs 

to ensure that these security systems perform these functions as seamlessly as possible, 

without interfering with the library’s objective of easily and simply providing patron services. 

However, the fire safety system is inadequate and needs to be improved and modernized 
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through installation of smoke detectors. Therefore, the library needs to ensure physical safety 

of library staff and users by installing smoke detectors and maintain the existing CCTV 

system. 

 

4.11.1 Policy statements 

a) The University shall annually insure the physical properties of the library buildings, 

facilities and resources 

b) The MUHAS libraries and resource centers shall take all reasonable measures to protect 

its collections and assets from theft and deliberate or reckless damage, and to protect all 

its buildings from unauthorized intrusion and vandalism. 

 

4.11.2 Operational procedures 

a) The University to install smoke detectors, alarms and automatic anti-fire water sprayers in 

all libraries and resource centres  

b) The libraries to educate and sensitize all library users on the importance of collective 

responsibility of protecting and safeguarding library materials and collections at the 

beginning of each academic year 

c) Authorized library users to adhere to the terms of borrowing from the library in 

accordance with the Library User Guide and Rules and Regulations.  

d) The libraries to ensure that premises are adequately maintained and fitted with suitable 

technical security devices, acting on the advice of University Security Services  

e) The libraries to ensure that all items in open access collections carry distinctive markings 

which are not easily removed. Items in closed collections such as special reserve section 

will have unique identifiers appropriate to the material.  

f) The libraries to carry out regular inventories and use the results to ensure that categories 

of items within collections are accorded an applicable level of security.  

g) The libraries to maintain records of all weeded items.  

h) The libraries to continue to strengthen the security to the existing library resources through 

Closed Circuit Television System (CCTV) 

i) The libraries to ensure that all library staff at all levels are made aware of their security 

responsibilities and are appropriately trained to carry out their duties, particularly as they 

relate to search and seizure.  

j) The keys of the whole library to be handed over to the University police office every day 

after working hours.  

k) The library to report violators in cases of theft or significant deliberate or reckless damage 

to the University police office for further actions 

 

4.12 Gender issues 

MUHAS has in essence been implementing the national agenda for gender mainstreaming 

through increased female student admission, prioritize gender issues when recruiting staff, 

and hosting and attending gender sensitization workshops. The library has also been 

implementing the MUHAS and national agenda by maintaining, supporting and 

implementing the initiatives that have been made in order to adhere to the institutional and 

national affirmative action for gender mainstreaming. 

 

4.12.1 Policy statements 

a) The library shall be a gender responsive area for both staff and students 
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4.12.2 Operating procedures 

a) The library to implement the MUHAS gender policy and ant- sexual harassment 

policy 

b) The University to adhere to the National affirmative action for staff recruitment at the 

library  

c) The library to mainstream gender into all operational activities and programmes 

 

4.13 Individuals with physical challenges issues 

It is important to ensure that books and other library resources are provided for the interests, 

information and enlightenment of all people the MUHAS library serves. The library has also 

been implementing the MUHAS and national agenda by ensuring that all students, staff and 

other external users including individuals with physical challenges have the right to access 

and use the library facilities, resources and services.  

 

4.13.1 Policy statements 

The library shall strive to ensure that all library facilities, materials and services are 

accessible to all patrons including individuals with physical challenges and it shall provide 

specialized resources to meet the needs of such individuals.  

 

4.13.2 Operating procedures 

b) The University shall strive to ensure that there are adequate library facilities, materials 

and services to all library users including individuals with physical challenges 

c) The MUHAS libraries shall provide specialized information services and resources to 

meet the needs of patrons with physical challenges 

d) The MUHAS libraries shall strive to provide special technology needs of people with 

physical challenges 

e) The MUHAS libraries shall cooperate with other libraries to mobilize specialized 

information resources and services for patrons with physical challenges 

 

5. MONITORING AND EVALUATION 

Library Policy and Operational Procedures will be subject to revision as need arises to match 

with prevailing conditions, limitations and resources. The University staff and students shall 

implement the policy in their respective positions as is relevant and required. The library, 

through the Director of the library services and heads of sections shall be responsible for 

monitoring the implementation of the policy.  Library strategic plans (2013/14 – 2017/18) 

shall be used to monitor and evaluate the implementation of this policy. 

 

6. POLICY STATUS 

This is a new policy 

 

7.  KEY STAKEHOLDERS 

7.1 Stakeholders who were consulted during development of this policy were: 

i. Vice Chancellor, Deputy Vice Chancellors 

ii. Deans and Directors 

iii. Students 

iv. Senate Library Committee Members and Library staff 

7.2 The main stakeholders of this policy are 

i. All MUHAS staff and students 

ii. Deans and Directors 

iii. Heads of Departments and Administrative units 
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8. APPROVAL DETAILS  

The policy was approved by the university council at its ….. meeting held on…. 

 

9. RELATED POLICIES 

i. MUHAS Institutional Repository policy (2012) 

ii. MUHAS Information and Communication Technology Policy (2003) 

iii. MUHAS Research Policy (2011) 

iv. MUHAS Gender Policy (2013) 

v. MUHAS Human Resources Training And Development Policy 

vi. MUHAS HIV/AIDS policy (2008) 

vii. MUHAS Intellectual Property Policy (2011) 

 

10.  RELATED DOCUMENTS 

i. MUHAS Student by-laws (2013) 

ii. MUHAS Staff regulations (2013) 

iii. MUHAS annual reports 

iv. MUHAS corporate strategic plans (2013/15 – 2017/18) 

v. MUHAS library strategic plans (2013/15 – 2017/18) 

vi. MUHAS Charter (2007) 

 

11. NEXT REVIEW DATE 

The MUHAS library policy and guidelines will be reviewed after every three years or 

when deemed necessary to assess the effectiveness of its implementation and determine 

policy areas that need to be revised. The periodic review will ensure the policy is in line 

with the university, national and international changes that might have taken place. 

 

13. POLICY OWNER  

The University Council shall own the policy. 

 

14.  CONTACT PERSON 

The contact person for issues related to the library policy and procedure shall be: 

The Director, Directorate of Library Services, Muhimbili University of Health and 

Allied Sciences, United Nations Road, Dar es Salaam.  


