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INTRODUCTION

The University of Northeastern Philippines (UNEP) Library Manual is designed to serve as a
comprehensive and practical guide for all members of the academic community—
including students, faculty, administrators, alumni, researchers, and visitors—in making
the most effective use of the library’s wide range of resources, services, and facilifies.

As the “heart of the university,” the library plays a central role in supporting instruction,
research, and extension activities. It is more than just a storage space for books; it is a
dynamic learning hub that provides print, non-print, and electronic resources that
empower learners to acquire knowledge, develop critical thinking skills, and pursue
lifelong learning.

The UNEP Library aims to:

e Provide timely, relevant, and high-quality information resources across all
disciplines;

o Support faculty in developing effective teaching and research outputs;

e Assist students in academic writing, thesis preparation, and independent study;

e Extend library services to the wider community through outreach programs such
as the Munting Aklatan Project;

o Offer digital resources and online databases (such as EBSCOhost) to ensure that
UNEP users remain globally competitive in the age of information.

This manual outlines the standards and procedures for:

e Proper use of library facilities (study areas, discussion rooms, internet access points,
multimedia centers);

Borrowing, renewing, and returning materials responsibly;

Accessing and maximizing online databases, including tutorials on e-resources;
Understanding rules, regulations, and copyright guidelines (RA 8293);

Engaging in information literacy programs that teach users how to evaluate, cite,
and ethically use information sources;

e Exploring extension services that bring library resources closer to the community.

Through this manual, the UNEP Library reaffirms its commitment to excellence, innovation,
and equity in information access. It continuously strives for improvement by adopting
modern library practices, infegrating tfechnology, and responding to the evolving needs
of learners and educators.

Ultimately, this guide is infended to be a companion in your academic journey—one that
promotes a culture of reading, research, and information literacy at UNEP and beyond.
By following the policies and utilizing the services outlined herein, every member of the
UNEP community can maximize the opportunities the library provides, thus contributing
to the university’s vision of shaping individuals who are not only knowledgeable but also
responsible, ethical, and globally competitive.
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BRIEF HISTORY

The University of Northeastern Philippines was established in 1943 in the
municipality of Iriga. It was founded by a young couple named Afty. Felix Ordas
Alfelor Sr. and Dr. Rigoroso Alfelor as small school and was first located in a rented
property in the town. Mabini Memorial School as it was named in the beginning,

offered complete high school and degree courses in Education and Liberal Arts.

The school in a few years outgrow its space located down town. The school
then bought 17 hectares of land a former dumpsite, near the town center. It then
transferred into the new site and developed the campus, completing it in the early
1960’s, It then was renamed Mabini College. Additional degree programs was offered

and school population grew more rapidly with the diversified campus offerings.

In 1974 the school received the university charter and was finally named the
University of Northern Philippines. Four years later, the College of Law was opened. It
is the only school offering Law program in Iriga. Through the years the university
confinuously open various programs. UNEP is considered one of the oldest universities

in the Bicol Region and one of the two prestigious universities in the city.

The library was created in 1972 as a physical library to serve the knowledge
and information and needs of UNEP personnel in support of the UNEP'S work. The
transition of the UNEP LIBRARY TO DIGITAL started in 2013.
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CHAPTER |

I. UNIVERSITY VISION/MISSION/GOALS/CORE VALUES

The vision, mission, goals and objectives of the University of Northeastern Philippines
are reflective of the Founder’s ideals and aspirations to establish and maintain an adequate,
complete and developed educational institution, which is relevant and responsive to the
changing needs and challenges of the Philippine society and people.

UNIVERSITY VISION

The University of Northeastern Philippines (UNEP) is leading educational institution
committed to serve the country as an example of going “beyond education” through world-
class instruction, significant research and creative works, and beneficial extension and
community services focused on values formation towards social fransformation.

UNIVERSITY MISSION

The University of Northeastern Philippines is committed to the holistic development of
the human person, by nurturing a community of academics, leaders, scholars, researchers
and professionals, who shall deliberate, generate and propagate new knowledge,
understanding, insights, skills and competencies, as catalysts for social transformation in the
global society.

UNEP GOALS

In the pursuit of the University of Northeastern Philippines’ Vision-Mission statement that
commits to the holistic development of the human person, UNEP shall:
» Provide world class instruction;
» Produce significant research and creative works;
» Engage in beneficial extension and community service; and
» Embody values formation for social transformation

CORE VALUES

The University of Northeastern Philippines adheres to Core Values that serve as guideposts
in the conduct of its tripartite function of institution, research and extension:

COMPASSION
SERVICE
HUMILITY
INTEGRITY
EXCELLENCE
LEADERSHIP
DISCIPLINE

Il. UNEP Library Vision/Mission/Goals/Objectives

Vision of the Library
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In cognizance of the very important role the library plays in carrying out the vision,
mission, goals and objectives of the University and in the lives of the future professional, the
UNEP library envisions itself to be a moving force in the promotion of a research culture, a
resource center where people can explore, gain, and improve their knowledge through its
various resources, and a hub for intellectual exchange in the Bicol Region.

Mission of the Library

It shall endeavor to establish a rich venue for research, an environment that is
conducive to man's search for knowledge and information, and be a proactive member of
the academic community that it serves.

It shall be a leading force in the interplay of library and information network in the
province and the region and be a potent contributor towards UNEP's goal of developing a
person that is ethically, mentally, morally, spiritually and physically sound - a globally
competitive individual, proud of his heritage.

Goals and Objectives

As an academic unit, the Library exists to support the curricular, research, and
extension service programs of the University. It shall serve the information needs of its clientele
— administration, faculty, staff, students and alumni of the University. It shall open the avenues
to outside researchers who are in search of this same information.

It is committed:

1. fo provide standard, relevant, and current resources and information materials,
both print and non-print, that shall support the instructional, research and
recreational needs of the community,

2. to acquire and organize these materials for their easy access, to ensure that these
resources are actively maintained for their efficient and effective utilization,

3. to have well trained library personnel who will extend expert professional services to
the library users,

4. to promote and encourage the love of reading and to help develop among the
students and faculty the habit of exploring the wealth of materials inside the library
for their personal intellectual growth,

5. to provide an appropriate space that isideal for study, research and mental relaxation.

lll. ORGANIZATIONAL STRUCTURE OF THE LIBRARY

The University Library operates following the organizational structure of the University.
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IV. DUTIES AND RESPONSIBILITIES OF THE LIBRARY PERSONNEL
The University Librarian

The head of the library and information services is a full time licensed professional librarian
and a Master’s in Science and Library Science Degree or its equivalent. She is responsible
in the implementation of policies and guidelines as formulated by the Library Board.

The University Librarian shall:

1. Administer, manage, supervise the University Library and its unit/satellite libraries.

2. Oversee the implementation of library policies, guidelines and rules and regulations.

3. Exhibit leadership and cooperation with administration, faculty, students and parents
to formulate philosophy, goals and objectives and policies of the library services to
meet the needs of students and faculty subject to the recommendation of the Library
Board / Committee and approval by the President and/or The Board of Trustees.

4. Attend meetings as needed.
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5. Maintain current awareness of local, regional and national standards for library
services and programes.

6. Develop and implement plans and procedures to achieve long range goals and
objectives and set priorities for each college, apply effective procedures to evaluate
accomplishment of goals and objectives subject to the recommendation of the
Library Board/Committee and approval of the President.

7. Prepares Annual Reports and other reports needed.

8. Plansin the procurement of state of the art library facilities and improve / replace the
existing ones.

9. Supervises library staff.

10. Oversee the implementation of a functional integrated library system that will

facilitate the organization of library resources.

11. Prepares library budget.

12. Coordinates in the selection/evaluation of information resources and equipment

13. Maintain positive public relations by working closely with curriculum planning to
integrate media services into the instructional programes.

Assistant University Librarian

The Assistant University Librarian is a Master's degree holder in Library Science and is
a full-time licensed librarian. He/she assists the University Librarian in managing the operations
of the library

The Assistant University Librarian shall:

1. BeIn-Charge of the Technical Section

e Selection and acquisition of information materials

e Catalogue and classify information materials

e Supervises the mechanical processing of books

e Process print and non-print materials
2. Promotes and markets the library services and its information materials
Prepares Pathfinders/subject bibliographies

4. Prepares schedule of library operations/library services and in the use of library
resources

In-charge of the e-resources
Assists the University Librarian and assumes the responsibility as directed by the
university librarian in the following areas:

e Shelving materials

e Maintaining borrower’s data

e Inventory of library materials

e Generating overdue notices
7. Assume the responsibility for the maijority of the clerical duties of the support staff
but with the supervision of the University Librarian.

w

o w

Librarian shall:

1. Bein-charge of the circulation, graduate and periodical sections
e Application and release of library cards
e Charging and discharging of information materials
o Shelf reading of books
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e Compiles and prepares statistics such as library users, periodical,
books loaned, etc.
e Properimplementation of library policies, rules and regulations

2. Prepare required reports of the section

3. Prepare vertical/information files

4. Prepare abstracts of information materials

5. Answers queries and assists students in their researches

6. Maintains discipline in the library

7. Sends overdue notices and collects overdue materials

1. Does otherrelated works that maybe assigned from time to time by the University
Librarian.

The library support staff

He/she shall:
1. Assume the responsibility for the majority of the clerical duties with the librarians’
supervision
by:
- Assisting in the mechanical processing of books and other information materials
- Maintaining data bases
- Maintaining library records
- Maintaining inventory of supplies
2. Assists the University Librarian in the implementation of library policies, rules and
regulations, processes and procedures to ensure effective and efficient operation of
the library
3. Distribute memoranda and newsletters via e-mail
4. Create bulletin board displays

5. lIssues temporary receipts/slips to be presented to the cashier as needed for
lamination of library cards IDs fines, lost and damaged library materials

6. Does charging and Discharging of library information materials

7. Carry out general office duties assigned by the librarians

8. Manages and takes full responsibility in all operations in the Control area

9. Maintains order lines in the Control Area

10. Maintains the cleanliness and orderliness of the library including its resources and
facilities

11. Do other related works that maybe assigned from time to time by the University
Librarian

Secretary/Support Staff

1. Assumes the responsibility for the majority of the clerical duties with the librarians’
supervision

2. Checks and receives information resources, supplies and materials and equipment

3. Receives and files communications, memoranda
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4. Attends meetings, seminars, trainings and conferences for professional growth
Assists internet users in using the online resources of the library and other reliable
sources of

b

Information in the internet

Keeps and maintains records of library collection and equipment

Answers clientele queries

Prepares and submits reports as required

Helps maintain discipline in the library

Conducts inventory of library materials and equipment

Distributes memoranda and newsletters via e-mail

Marketing library resources, services and facilities through various media
11.Does other related tasks that may be assigned from time to time by the
University Librarian

PO B_EWDNPRDT

V. THE LIBRARY BOARD/COMMITTEE

The Library Board / Committee assist the librarians in the formulation of policies concerning
library operations and services. It serves as an advisory body of the library. The Board serves
as a link between the library’s clientele and the library staff and management

Composition
The Library Board/Committee is composed of the following:

Chairman: Vice President for Academic Affairs

Co-chairman: University Librarian
Members: All Deans

Dean, Graduate School
Dean, School of Laws
Dean, College of Arts and Sciences
Dean, College of Education
Dean, College of Business Education
Dean, College of Engineering
Dean, College of Nursing and Midwifery
Dean, College of Criminal Justice
Education Dean, College of Maritime
Education

Program Chairs

Shipboard Training Officer Principal,

High School Department Principal,

Grade School Department Assistant

University Librarian Purchasing

Officer

University Accountant

President, Faculty Association
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President, Non-teaching personnel
President, Student Government

LIBRARY BOARD/COMMITTEE STRUCTURE AND ROLES

A. Structure
Chairman: Vice President for Academic Affairs

v
Co-Chairman: University Librarian

v v
Members (Academic & Administrative) Members (Student & Faculty Reps)
- All College Deans - Faculty Association President
- Graduate School Dean - Non-Teaching Personnel President
- Law School Dean - Student Government President

- Program Chairs

- Principals (HS & Grade School)
- Shipboard Training Officer

- Purchasing Officer

- University Accountant

- Assistant University Librarian

B. Roles and Responsibilities

POSITION ROLES & RESPONSIBILITIES
Provides overall leadership and guidance to the
committee.
Chairman (Vice Ensures that the library’s direction aligns with the
President for Academic university's academic mission.
Affairs) Approves maijor library policies and programs

recommended by the committee.

Oversees evaluation of library performance and services.
Serves as the executive officer of the Library Board.
Implements policies and guidelines approved by the
committee.

Provides updates on library operations, resources, and
staff performance.

Coordinates with all members to ensure library services
address academic needs.

Represent their respective colleges’ information and
research needs.

Recommend book purchases, subscriptions, and
databases related to their disciplines.

Provide feedback on library services based on faculty
and student concerns.

Collaborate in planning orientations and literacy
programs for their colleges.

Identify specific curricular and research needs within
their programs.

Co-Chairman (University
Librarian)

College Deans

Program Chairs
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Recommend specialized resources (textbooks, journals,
multimedia) for acquisition.
Coordinate student use of the library in research and
projects.

Principals (High School &

Ensure that library resources support basic education
curricula.
Recommend age-appropriate materials for high school

Grade School
Departments) ‘ and grgde schqol s’rudep’rs.
Coordinate school-wide reading and literacy programs
with the library.
Advises on specialized maritime and technical resources
Shipboard Training needed by maritime students.
Officer Recommends updated manuals, charts, and digital

resources related to maritime education.

Assistant University
Librarian

Supports the University Librarian in fechnical operations
and resource management.
Provides updates on e-resources, cataloging, and digital
liorary initiatives.
Monitors the implementation of policies in circulation,
reference, and technical services.

Purchasing Officer

Assists in procurement of library resources, equipment,
and supplies.
Ensures transparent and cost-effective purchasing
aligned with university policies.

Provides financial oversight for the library’s budget and
expenditures.

University Accountant Advises on allocation of funds for acquisitions,
subscriptions, and maintenance.
Represents faculty perspectives in library decision-
Faculty Association making.
President Advocates for resources to support teaching and faculty
research.

Non-Teaching Personnel
President

Represents administrative and support staff's access to
library services.
Provides input on general library facilities, services, and
staff development needs.

Student Government
President

Represents the voice of the student body in library
decisions.
Communicates student concerns, suggestions, and
requests to the committee.
Helps promote library programs, orientations, and
literacy campaigns.

Overall Functions:

Assist and / or recommend in the formulation of library vision, mission, goals, objectives, and

policies and its operations and services to meet the needs of the library.

e Develop plans and procedures to achieve long-range goals and objectives;

e Determine objectives and set priorities for each school year and apply
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effective procedures to evaluate accomplishments of goals and objectives;

e Evaluate library operations and services yearly;

e Provide meaningful support and sound advice and guidance to the library;

e Serve as sounding board for innovation and as an advocate for
implementing new technologies;

e Recommend library budget based upon documented program needs,
estimated enrolment, personnel and other fiscal needs;

o Seek supplemental funding to support library services and information
technology.

Meetings:

A minimum of two (2) meetings shall be held each school year, once every semester.
Additional meetings may be held as need arises.

VI. HOURS OF SERVICE
University Library

Monday - Saturday 8:00 A. M. -5:00 P.M
(NO NOON BREAK)

Law Library

Wednesday — Sunday 8:00 A.M. - 5:00 P.M.
(NO NOON BREAK)

School of Graduate Studies Library

Wednesday - Sunday 8:00 A.M. - 5:00 P.M.
(NO NOON BREAK)

High School Library

Monday - Friday 8:00 A.M. - 5:00 P.M.
(NO NOON BREAK)

Grade School Library

Monday - Friday 8:00 A.M. - 5:00 P.M.
(NO NOON BREAK

| FTY R Y| LIBRARY MANUAL 2025



CHAPTER |

1.LIBRARY SERVICES
A. ADMINISTRATIVE SERVICES
Functions, services policies and objectives.

The University Library

The University Library exists to support the vision and mission of the University of
Northeastern Philippines (UNEP) and the goals and objectives of the different
colleges/programs by providing excellent library resources and services along instruction,
research, extension and other scholarly activity. The library serves the students, faculty,
researcher, administrators and employees both in their reading activities and research
ventures. It also offers its services to other college researchers, students from other schools,
alumni, government officials/workers subject to the policies, rules and regulations of the
University Library.

The open-shelf system is used for greater access to the collections. The books and
other information resources are classified according to the Dewey decimal classification
scheme.

At this end, the library works closely with the faculty, staff and students of the different
colleges to achieve its goals and objectives specified below:

GOAL:

Provide the best possible access to relevant informafion within a suitable
environment. In pursuit of this goal, development efforts revolve on two major thrusts,
namely: 1) development of the library collection focusing on subject areas which support
the academic programs and new areas of research and 2) application / utilization of
technology through computerization of library services for faster access to the library’s
information resources.

LIBRARY OBJECTIVES

The library objectives are the following:

e To provide and organize adequate/relevant information resources and update
collection in various courses/subjects and programs of the University;

e To provide instruction in the library and information literacy skills aimed at facilitating
research and developing the individual’'s ability to select, evaluate and the use of
information resources;

e To use technology to improve the delivery of services and resources.

e To promote library and information services and resources to faculty, students non-
teaching personnel and other stakeholders;

e To provide appropriate furniture, equipment and facilities that promote effective
study and research and ensure appropriate storage, maintenance and preservation
of information resources;

e Cooperate with other libraries, museums and historical societies in the province,
region and national to increase the availability of resource materials.

Educational Functions of the administrative services
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1. Conduct in-service training for the library staff o enhance their knowledge in new frend

and issues in the field of librarianship
2. Provide library orientation to all first year students to stimulate the students’ interest in

the use of library and its materials / resources for their research work and study and to
develop the habit of self-education through books and other resources in the library.
The orientation includes the following:

e Introduction of the library personnel

e Library vision, mission, goals and objectives

e Policies, rules and regulations

e Classification system used

e Arrangement of books and other library materials/resources

e Types of materials available in the library

e Services provided by the library

e Uses of catalogs such as OPAC, path finders, efc.

e Library tour

3. Other collaborative activities
e Aftend Library Board/Committee meetings, department, faculty/ personnel
or group meetings
e Collaborate with school/student activities
e Participate in library and other educational associations

4. Library publicity/promotion
e Bulletin board display
o Website
o Newsletter
e Facebook

5. Annual report
The University Librarian prepares accomplisnment report (s) in cooperation with the staff
regarding the various activities of the library. It may include matters about
e Library personnel
e The schedule of library service hours
e The collection holdings (stafistics)
e Library utilization and services
e Physical facilities and its improvement
e Activities participated in
e Problems met and recommendations to solve the problems (if needed)

6. Budget

The budget is simply a plan of action expressed in terms of costs. It is an estimate of what
management thinks it will cost to carry out the plans of the organization during a period of
fime. The library department lists down supplies and materials, equipment, facilities, books /
e-books, print / e-journals, newspapers and magazines, non-print materials, audio-visual
materials, etc. needed with the corresponding budget estimates.
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B. CIRCULATION/READERS/PUBLIC SERVICES’' FUNCTIONS AND POLICIES

The Circulation Section is the frontline service area of the library, often the first point of
contact between the user and the library staff. It is here where patrons borrow, renew, and
return materials, pay fines, and inquire about general services. As the “face of the library,” the
circulation desk plays a vital role in ensuring smooth access to resources, proper record-
keeping, and information dissemination.

The circulation process provides students with the opportunity to develop a sense of
responsibility, orderliness, and respect for shared resources, while also instiling critical thinking
skills through independent use of information.

1. Functions of the Circulation Section

o Facilitates the borrowing and returning of books and non-book materials.

e Maintains accurate records of all fransactions through the Online Public Access Catalog
(OPAC) and circulation system.

e Monitors the proper use of library resources to ensure equitable access.

e Provides basic directional assistance and refers users to appropriate sections for specific
needs.

e Collects and records fines for overdue, lost, or damaged materials.

e Issues and maintains library cards.

e Assists in compiling library statistics and inventory reports.

2. Role of the Circulation Librarian

The Circulation Librarian is responsible for planning, organizing, and supervising the activities in
the circulation section. This position ensures that policies are properly implemented, patrons are
assisted courteously, and resources are maintained in good condition.

General Duties

o Takes charge of the opening and closing of the library.

Receives oral or written directions from the University Librarian and Assistant Librarian.
Plans daily work according to the library’s routine and schedule.

Establishes priorities for circulation tasks.

Participates in the development of operating policies and procedures.
Contributes suggestions for short-term and long-range planning of library services.
Participates in library special projects and programs as needed.

Evaluates circulation procedures and recommends improvements for efficiency.
Assigns tasks to paraprofessionals and clerical staff.

Supervises the circulation of print and non-print materials.

Ensures the shelving, orderliness, and appearance of the collection.

¢ Recommends employment, promotion, or retention of circulation staff.

o Evaluates circulation staff performance periodically.

o Supervises the collection of fines and other penalfies.

e Manages the annual inventory of library holdings and equipment.

o Issues application forms for library cards to students, faculty, and staff.

¢ Maintains circulation data and prepares regular statistical reports.

e Ensures housekeeping in the circulation area (clean, quiet, conducive to study).
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e Provides clearance for students, faculty, and staff at the end of each semester.
3. Circulation Policies for Borrowing and Returning
To ensure fair and efficient use of resources, the following circulation rules are observed:
A. Borrowing Policies
e Only registered library users with valid library cards/IDs may borrow materials.

e Loan limits:
o Undergraduate students: 3 books for 3 days

o Graduate students: 5 books for 5 days
o Faculty members: 10 books for 2 weeks
o Non-teaching staff: 2 books for 3 days

e Books may be renewed once if no other user has reserved them.
¢ Reserved books, reference materials, theses, dissertations, and rare collections are for
Room Use only.

B. Returning Policies

e Borrowed materials must be returned on or before the due date.

e Books may be returned personally at the circulation desk or via designated book drop
boxes.

e Borrowers must wait for confirmation that the item has been cleared in the system before
leaving.

C. Overdue, Lost, or Damaged Materials

o Overdue fines are charged per day per item, as approved by university policy.

o Lost books must be replaced with the same title/edition or with another fitle approved
by the librarian.

e Damaged books will be assessed by the librarian; users may pay for repair or
replacement costs.

D. Library Clearance

o At the end of each semester, students, faculty, and staff must secure library clearance
from the circulation section.

o Clearance is only issued after all borrowed materials are returned and fines (if any) are
settled.

4. User Responsibilities

e Handle books and materials with care.

e Return materials promptly for the benefit of other users.

e Respect borrowing limits and renewal policies.

e Maintain silence and proper decorum in the circulation area.
e Reportimmediately any lost or damaged material.

5. Sanctions for Violations
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« First Offense: Reminder and verbal warning.

o Second Offense: Suspension of borrowing privileges for one week.

« Third Offense: Suspension of privileges for one semester, subject to university disciplinary
action.

C. REFERENCE SERVICES

The Reference Service is one of the core functions of the UNEP Library, designed to provide
personalized assistance to users in locating, evaluating, and effectively using information
resources. Its main objective is fo connect patrons with the right information, at the right time,
and in the right format.

This service is crucial for supporting academic instruction, research, and independent
learning. Reference librarians act as information specialists and guides, ensuring that users
develop not only immediate solutions to their queries but also lifelong skills in locating and
using information ethically.

1. Objectives of Reference Services

e To assist patrons in finding accurate and relevant information quickly.

e To provide professional guidance in the use of library tools such as the Online Public
Access Catalog (OPAC), indexes, bibliographies, and electronic databases.

o To teach students research and information literacy skills, including how to evaluate the
credibility of sources.

e To encourage students and faculty to develop the habit of independent research and
critical reading.

e To maintain accurate reference statistics for evaluation and planning purposes.

2. Scope of Service

Reference services are available to:

Students (high school, undergraduate, graduate) for assignments, projects, and theses.
Faculty Members for teaching preparation, course development, and research.

University Administrators and Staff for institutional planning and development needs.
External Researchers (with approved referral) for academic and scholarly purposes.

3. Procedures

1. Conduct Reference Interviews

o The librarian engages in a short conversation with the patron to clarify the nature of the
information needed.

o Example: A student may ask for “books on climate change.” The librarian asks: “Do you
need materials on the science of climate change, or policies and laws on climate change in
the Philippinese”

2. Answer Factual Questions

o Quick responses are given for ready-reference queries (e.g., “What is the capital of
Norway?e”).

3. Guide in Finding Resources
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o The librarian directs the patron to specific reference tools such as encyclopedias,
dictionaries, almanacs, handbooks, yearbooks, indexes, or digital databases.

4. Provide Instruction on Tools

o Users are oriented on how to use OPAC, citation indexes, bibliographies, and electronic
search tools (e.g., Boolean searching in EBSCOhost).

5. Extended Research Assistance

o For in-depth topics (e.g., “Impact of social media on academic performance”), the
librarian assists in formulating search strategies, identifying keywords, and recommending
multiple sources.

6. Promote Reading Habits

o Librarians guide students to books aligned with their interests, encourage recreational
reading, and emphasize the importance of reading beyond class requirements.

7. Maintain Reference Statistics

o Every fransaction is recorded, noting the type of question asked (factual, directional,
research) and the materials used, to evaluate demand and improve services.

4. General Policies

e Reference books are for Room Use Only and may not be borrowed outside the library.

e Users must handle all reference materials with care, as many are rare, expensive, or
difficult to replace.

e Printing or photocopying of small portions is allowed, provided it complies with RA 8293
(Philippine Copyright Law).

e Librarians may refuse to answer questions that are non-academic, personal, or unethical
(e.g., solving take-home exams, writing assignments for students).

5. Examples of Reference Services

< Acceptable Services:

e Assisting a student in finding journal articles on Philippine biodiversity.

e Showing aresearcher how to use APA citation style for their thesis.

e Providing statistical data from government yearbooks.

X Not Allowed:

e Doing the student’s research or homework.

e Giving personal opinions instead of factual information.

e Providing legal or medical advice beyond reference sources.

6. Types of Reference Questions

e Ready Reference: Quick factual questions (e.g., “Who wrote Noli Me Tangere?”).
o Directional: Questions about library facilities (e.g., “Where is the OPAC terminale”).

e Research/Complex Queries: In-depth questions requiring extended searches (e.g.,
“What are the effects of online learning on mental health of college studentse”).
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D. CURRENT AWARENESS SERVICES

The UNEP Library recognizes the need to keep its clientele informed of newly acquired
materials, ongoing programs, and relevant academic updates. Current Awareness Services
(CAS) ensure that students, faculty, and researchers are regularly updated with the most
recent information resources and scholarly trends, both in print and electronic formats.

CAS helps users stay abreast of developments in their field of study, new acquisitions of the
library, and events that promote the effective use of library resources.

1. Objectives

¢ To inform the academic community about newly acquired and processed library
materials.

o To promote the use of the library’s collection and services.

e To encourage active participation in academic and cultural celebrations.

e To highlight the availability of multimedia resources that support teaching and research.

2. Components of Current Awareness Services
A. INFOZONE Maintenance

e INFOZONE is the official bulletin area of the library where users can find timely updates on
academic and library-related activities.

e Monthly displays are prepared in alignment with national celebrations, university events,
and library campaigns (e.g., Buwan ng Wika, National Book Week, International Literacy
Day).

e The INFOZONE serves as the central hub of library communication.

B. New Acquisitions Display

e A list of newly acquired books, journals, theses, and electronic resources is prepared
monthly.

e New books are exhibited in a special section or display table for easy browsing by
students and faculty.

e Acquisitions are also announced via the library’'s website, social media page, and
newsletters.

C. Exhibits and Announcements

e Thelibrary organizes thematic exhibits showcasing new books, multimedia materials, and
reference works related to current events or academic programs.

o Displays are updated regularly, ensuring visibility of new and relevant resources.

o Guidelines for display:

Priority is given to library-owned bulletin boards.

Notices and publications are curated under the supervision of the University Librarian.
Displays must reflect the academic interest of the university community.

o O O

@ Not Allowed for Posting/Display:

e Religious activity announcements
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e Political campaign materials
¢ Advertisements for merchandise, services, or rentals

D. Multimedia Services

e The library provides multimedia facilities for viewing films, documentaries, instructional
videos, and other educational collections.

e Faculty may request to schedule multimedia viewing sessions for their classes.

e Students may also request access for academic-related viewing (e.g.. thesis
presentations, educational films).

¢ Multimedia facilities are equipped with TVs, projectors, computers, and speakers o
accommodate group learning activities.

3. Procedures

Identification of Materials for CAS

Librarians compile a list of new acquisitions, digital resources, and upcoming events.
Planning of Display

A display design is created (theme, materials to highlight, bulletin content).
Preparation of Materials

Posters, bibliographies, book jackets, or sample pages are prepared.

Multimedia previews (e.g., trailers of documentaries) may be included.

Display and Dissemination

Materials are displayed in the INFOZONE, exhibit areas, and digital platform:s.
Announcements are also shared via Facebook page, newsletter, and official website.
Evaluation

Librarians monitor user feedback and statistics (e.g., increased circulation of new books
after being displayed).

O.CnOO..hOO_(JOO.I\)O_—'

4. Examples of CAS Activities

Monthly bulletin featuring “Books of the Month.”

Exhibit of new Filipiniana books during National Language Month.
Multimedia showing of a documentary on climate change during Earth Day.
Posting of newly subscribed e-journals on the library website.

Faculty alerts about new titles in their respective fields of specialization.

E. REFERRAL SERVICES

Referral services are provided when library users need access to information resources that are
not available within the UNEP Library’s collection. Since no single library can house all
published materials, UNEP participates in resource-sharing arrangements with other libraries
and instfitutions to ensure that students, faculty, and researchers can still obtain the materials
they need for their academic and research activities.

1. Purpose

e To extend access to information resources beyond the holdings of UNEP Library.
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To support academic research by providing users with the opportunity to consult specialized
collections from partner institutions.

To foster cooperation and networking among academic and research libraries in the region
and beyond.

2. Who Can Avail

Undergraduate Students — for thesis, special projects, and major subject requirements.
Graduate Students and Researchers — for advanced studies, dissertations, and specialized
research.

Faculty Members — for instructional and professional research purposes.

External Researchers (with proper documents) — subject to approval and existing agreements.

3. Procedure for UNEP Students/Faculty

o w

OO.U'|OO:I>O

Identify the Need

The user consults with a UNEP Librarian to confirm that the material is not available in the UNEP
collection (print or digital).

Request for Referral

The user submits a Referral Request Form at the circulation desk, stating the ftitle, author,
subject, and purpose of the research.

Issuance of Referral Letter

The University Librarian prepares an official Referral Letter addressed to the head librarian of
the target institution.

The letter includes the researcher’'s name, purpose of visit, and materials needed.

Visit to Partner Library

The student/faculty presents the referral letter and valid UNEP ID to the receiving library.
Access is subject to the rules and regulations of the host institution.

Acknowledgment

The host library may require the researcher to sign a logbook or submit a report.

Upon retfurn, the researcher may be asked to submit feedback or note the materials
accessed for UNEP records.

4. Reciprocity

UNEP Library also extends the same courtesy to students and faculty from other institutions.
Qualified researchers presenting referral letters from their home libraries are welcomed and
granted access to UNEP's resources for room-use only.

5. Guidelines

Referral letters are valid for one visit only unless otherwise specified.

Borrowing privileges are usually not extended; most external libraries allow room-use access
only.

Users must strictly observe the rules of the host library.

Any violation of host library rules (e.g., noise, damage to materials, non-compliance with
policies) may result in suspension of referral privileges.

Referral is not a guarantee of access; acceptance depends on the receiving institution’s
policies.
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6. Sample Referral Letter

UNIVERSITY OF NORTHEASTERN PHILIPPINES
University Library
Iriga City, Camarines Sur

Date:

TO: The Head Librarian

(Institution Name)
Dear Sir/Madam:

This is to refer Mr./Ms. , a bonafide
(student/faculty) of the University of Northeastern Philippines,
who wishes to access your library resources in connection with
his/her research on the topic:

We will greatly appreciate your assistance in allowing him/her to
consult your collection, particularly in the area of

Thank you for your usual cooperation.

Sincerely,

University Librarian

F. PHOTOCOPYING SERVICES
This service adheres to the provisions cited in the RA8293 or what is known as
Philippine Copyright Law, will guide the library and its patrons on the usage of original
works. The library will continue its effort to create awareness for the academic community
through posters and webpage about copyright. The library will not take responsibility for
any infringement of its patron.

Copyright Guidelines

The users will seek copyright clearance from the librarian if:

1. More than one article per journal or one chapter per book

2. More than 5 copies of a print article are needed

3. A print o re-reserve article or chapteris need for a second consecutive semester.

Note: Users are advised to ask for receipt.

4. L censors of materials accessed via the internet is prohibited however. The library does
reserve the right to monitor computer terminals to ensure that they are being used for
purposes which they are intended

5. Encoding is not allowed however downloading use of personal diskettes/usb’s may be
allowed upon the approval of the librarian in-charge, subject to be scanned first before
doing so.

6. Altering seftings or files and tampering with computer security in any way is strictly

prohibited and may result to disciplinary action or forfeiture of internet use privileges

7. Conducting for profit/business of library computers is not allowed nor be used for
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commercial transactions.
8. Bringing foods and drinking is strictly prohibited
9. Cleanliness must be observed at all costs

G. INTERNET SERVICE

The UNEP Library provides internet and computer facilities to support research, learning, and
academic activities. These services are intended to help students, faculty, and staff gain access
to a wide variety of digital information sources, including online databases, e-journals,
educational websites, and other scholarly resources.

The primary purpose of the internet service is to complement the library’s print and non-print
collections by providing quick access to updated and reliable information available online.

1. Objectives

o To provide equitable access to internet facilities for academic and research purposes.

e To support students and faculty in conducting literature searches, accessing online
databases (e.g., EBSCOhost), and using digital resources for projects and theses.

e To promote responsible and ethical use of information technology in the library.

2. Scope of Use

e Internet facilities are available to all registered library users (students, faculty, non-
teaching staff, and approved external researchers).

o The service is provided during regular library hours and is supervised by library staff.

e Priority is given to academic and research-related activities. Recreational use is
secondary and limited.

3. Procedures and Policies

1. First Come, First Served
o Internet access follows a queue system. Users must register at the circulation or
internet desk before using the computer.
2. Time Limit
o Each user is allowed one (1) hour per session to maximize access. If no one is
waiting, the user may request an extension.
3. Academic Use Only
o The computers are strictly for academic purposes such as research, assignments,
database access, and thesis writing.
o Encoding of reports, projects, or personal documents is not allowed, to avoid
monopolizihng computer time.
4. Prohibited Activities
o Viewing, downloading, or sharing obscene or pornographic materials.
o Accessing gambling, illegal streaming, or inappropriate websites.
o Using the computer for commercial purposes, online selling, or conducting a
business.
o Installing, altering, or deleting software and files from the library’'s computers.
o Tampering with security settings or attempting to hack systems.
5. Printing and Downloading
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o Printing services are available upon request and subject to fees.
o Downloading to personal USBs is permitted but must first be scanned by the
librarian-in-charge to prevent virus infection.

6. User Responsibilities

o Users must log out of their accounts and close all programs after use.

o Users are responsible for saving their work; the library is not liable for lost files due
to power interruptions or computer issues.

o Internet users must maintain silence and observe proper conduct in the internet
section.

4. Sanctions for Violations

First Offense: Verbal warning.

Second Offense: Suspension of computer privileges for 1 week.

Third Offense: Suspension of privileges for 1 semester, with report to the Dean of Student
Affairs.

Serious Violations (e.g., pornography, hacking, malicious activity): Immediate
revocation of access and disciplinary action under university policies.

5. Examples of Acceptable Use

Accessing EBSCOhost or Google Scholar for journal articles.

Downloading e-books or lecture notes for study.

Checking reputable websites for research (e.g., WHO, UNESCO, JSTOR).

Using email or online platforms to communicate with professors about class work.

6. Examples of Unacceptable Use

Watching movies or playing online games during peak hours.

Uploading or downloading pirated software, movies, or music.

Chatting on social media for personal purposes instead of academic use.

Encoding a 50-page thesis manuscript, thereby blocking other users from accessing
research materials.

H. TEXT/CHAT A LIBRARIAN

The Text / Chat-a-Librarian service is one of the UNEP Library’s user-centered initiatives designed
to provide quick, convenient, and real-time assistance to students, faculty, and staff who
need help with library-related inquiries—without having to physically visit the library.

This service allows users to connect directly with a librarian through mobile text messaging, social
media platforms (e.g., Facebook Messenger), or official library chat channels.

Objectives:

To provide remote reference and research assistance

To answer questions regarding library services, resources, and procedures
To help users with online database access, book availability, and citations
To support students during research, assignments, and thesis writing
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How It Works:

1. Send your inquiry via text message or through the UNEP Library's official chat platforms.
2. A librarian will respond promptly during library operating hours.
3. Questions received after hours will be answered on the next working day.

Sample Inquiries:

“Do you have a copy of Intfroduction to Philosophy?e”

“How can | access EBSCO from home?”

“What are the requirements for library clearance?¢”

“Can you help me find journal articles on climate change?¢”

Service Hours:

¢ Monday to Saturday: 8:00 AM - 5:00 PM
(Responses outside these hours may be delayed.)

Contact Information:

¢ Mobile/Text: 09309081221
o Facebook Messenger: UNEP Library
e Email: uneplibrary@gmail.com

I. ONLINE DATABASE

The UNEP Library provides access to a range of online databases to support the
research, academic, and instructional needs of the university community. These digital
resources offer full-text scholarly journals, eBooks, magazines, academic articles, reference
materials, and more—available 24/7 to registered users.

EBSCOhost

UNEP Library currently subscribes to EBSCOhost, a leading academic online research platform.
It provides access to multiple databases covering various disciplines such as education,
business, humanities, health sciences, social sciences, and technology.

Features:
e Access to peer-reviewed journals, magazines, and newspapers
e Full-text articles and citation tools
e eBook collection with multidisciplinary coverage
e Advanced search features for customized queries

Access Information:

e URL: https://search.ebscohost.com

e Access Type: Off-campus and on-campus access

e Login: Students and faculty must visit the library to register and obtain their username and
password.
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2. How to Access Online Databases

Visit the UNEP Library or contact the librarian to register for online access credentials.
Go to the EBSCOhost URL or access link provided by the library.

Log in using the assigned credentials.

Use keywords or advanced search tools to browse or download relevant resources.

3. Guidelines for Use

e Accessisrestricted to currently enrolled students, faculty, and staff.
e Sharing of login credentials is strictly prohibited.

4. Assistance and Support

Library staff are available to assist users in navigating online databases, conducting literature
searches, and using citation tools. Orientation sessions and one-on-one tutorials are available
upon request.

J. THE TECHNICAL SECTION SERVICES

The Technical Section is one of the most crucial divisions of the library. It ensures that all library
materials are systematically acquired, processed, organized, and prepared for public access.
Without the Technical Section, books and other resources cannot be properly identified,
retrieved, or circulated.

The head of the Technical Services unit provides strong support to the University Librarian in the
area of collection organization and information technology, particularly in tasks related to the
implementation, coordination, and operation of technical processes such as cataloging,
classification, accessioning, and database management.

Objectives of the Technical Section

1. To ensure that every acquired material undergoes systematic and standardized
processing before it is made available to users.

To maintain accurate bibliographic and inventory records for all resources.

To apply international cataloging and classification standards for efficient organization
and retrieval.

To integrate library automation and information technology in resource management.
To prepare statistical and accreditation reports that reflect the efficiency of library
operations.

W

o~

General Duties and Responsibilities of the Technical Librarian
A. Acquisitions and Verification

1. Facilitates the acquisition of library information resources in coordination with faculty
members and administrators.

2. Prepares and receives acquisition requests and orders submitted by academic units.

3. Keeps detailed records of all purchased, donated, and subscribed materials.

4. Checks newly acquired books against invoices, purchase orders, and delivery receipts.
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5.

Collates new books by examining pages, indexes, illustrations, and binding to ensure
completeness and quality.

B. Cataloging and Classification

1.

A

Classifies and catalogs books using recognized tools and standards, such as:

a. Dewey Decimal Classification (DDC) for subject arrangement.

b. Sears List of Subject Headings for subject access.

c. Cuflter’s Three-Figure Author Table for author numbers.
Implements best practices for a consistent, efficient, and reliable cataloging process.
Updates and revises bibliographic records in the card catalog and Online Public Access
Catalog (OPACQC).
Maintains authority files for author names, subject headings, and series fitles.

C. Statistics, Documentation, and Reporting

1.

2.

3.

Keeps and prepares statistical reports on acquisitions, cataloging, and technical
processing output.

Prepares documentation and records required for accreditation purposes (CHED,
PAASCU, ISO).

Submits monthly, quarterly, and annual reports on technical section activities to the
University Librarian.

D. Mechanical and Physical Processing

1.

Supervises the mechanical processing of books and other materials, including:

Recording data in the Accession Record Book.

Labeling the call number and attaching spine labels.

Pasting book pockets, barcodes, and date-due slips.
Covering books with protective plastic or dust jackets.
Stamping library ownership marks (“Property of UNEP Library”).

E. Quality Control and Inventory

1.

2.

3.

Conducts periodic checks on processed materials to ensure accuracy and compliance
with library standards.

Ensures that only properly cataloged and accessioned materials are released to the
Circulation Section for shelving and use.

Assists in collection inventory, reconciliation of records, and weeding operations.

F. Other Duties

1.

2.

Assists the University Librarian in implementing automation systems and digital library
platforms.

Participates in professional development and training to stay updated on evolving
cataloging and classification standards.

Undertakes other responsibilities assigned by the University Librarian.
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K. LIBRARY EXTENSION SERVICES
Library Extension Program at La Anunsacion, Iriga City

Munting Aklatan at La Anunsacion is a library extension service of the University of Northeastern
Philippines Library that brings books and learning opportunities closer to the community of
Brgy. La Anunsacion, Iriga City.

This initiative is designed not only for young children, but also for out-of-school youth,
community residents, and idle individuals who wish to engage in meaningful reading and
learning. It aims to promote literacy, lifelong learning, and positive use of time among various
age groups in the community.

Key Features:

e« A small but growing collection of books and reading materials for all ages

e Reading and literacy activities such as storytelling, book talks, and group reading
sessions

e Access to educational resources that support basic learning, values formation, and
personal growth

e Open and welcoming space for out-of-school youth and tambay o explore, learn, and
be inspired

o Community engagement through partnerships with barangay officials, educators, and
volunteers

Munting Aklatan serves as a beacon of hope and education—encouraging everyone,
regardless of age or background, to rediscover the power of reading and the importance of
lifelong learning.

LIBRARY RESOURCES

The UNEP Library offers a wide range of resources to support the academic and research needs
of the university community. These materials are carefully selected, organized, and maintained
to ensure access to relevant and up-to-date information across various disciplines and
educational levels.

1. Nonfiction Books

These are factual and informative books that cover a wide range of academic subjects such
as science, history, education, business, health, and technology. They serve as essential
materials for class readings, assignments, and research.

2, Fiction Books

These include literary works such as novels, short stories, and other creative writings that are

imaginative in nature. Fiction books aim to develop literary appreciation, reading fluency, and
critical thinking among readers.
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3. Reference Books

Reference materials are used for specific pieces of information rather than continuous reading.
These include encyclopedias, dictionaries, almanacs, atlases, handbooks, directories, and
manuals. These books are for library use only and cannot be borrowed for home use.

4. Textbooks

Textbooks are instructional books used as standard references for specific subjects or courses.
They are often aligned with the curriculum and used by teachers and students during the
academic year.

5. Serials

Serials refer to publications released at regular intervals, such as magazines, journals, and
newspapers. They provide current information and updates on trends, research, and issues in
various fields.

6. Vertical Files

These are organized collections of pamphlets, brochures, newspaper clippings, arficles, maps,
and other ephemeral materials, often arranged by subject. They are useful for quick reference
and supplementary information, especially on local and current topics.

7. Theses / Dissertations

The library maintains a collection of undergraduate and graduate theses and dissertations
submitted by UNEP students. These serve as valuable research references and samples of
scholarly work in different disciplines.

8. Online Database

The UNEP Library provides access to EBSCOhost, a premier online research platform offering a
wide array of full-text academic journals, magazines, eBooks, and other digital resources. It
supports various disciplines including education, business, science, medicine, humanities, and
technology.

Users must register at the library to receive their username and password to access the database
both on and off-campus. EBSCOhost features advanced search tools, citation assistance, and
a user-friendly interface for efficient research.

LIBRARY CLASSIFICATION

The library organizes its holdings according to the Dewey Decimal Classification (DDC) System
which divides knowledge into ten major classes. Each major class is divided intfo 10. With this
system, books with the same call number are classified as the same subject.

000 - General works, Computer science and Information
100 - Philosophy and psychology
200 - Religion
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300 - Social sciences

400 - Language

500 - Pure Science

600 - Technology

700 - Arts & recreation
800 - Literature

900 - History & geography

ARRANGEMENT OF BOOKS

The library operates on an open-shelf system. Materials in the library are arranged according to
sections. Books are labeled with the following place mark / location symbols on top of the call
number. This is also to point out to what section the book belongs.

FIL - Filipiniana
R - Reference
FIC - Fiction

e General Circulation collection has C place mark / location symbols on the call
number.
e Undergraduate and graduate thesis is labeled by their respective courses.

THE CARD CATALOG

The Union Card Catalog is an alphabetical index to the collections of the library. All cards are
interfiled following the word by word alphabetical arrangement. These are the following cards:

1. Author Card
2. Title Card
3. Subject Card

Each book in the library normally has three (3) cards, each of which is filed in its corresponding
drawer under the appropriate letter of the alphabet.

Common Items of Information on Author, Title, or Subject Card are the following:

CALL NUMBER

R --- PLACEMARK / LOCATION SYMBOL
610.73 --- CLASS NUMBER
Ul7n --- AUTHOR NUMBER

2010 --- COPYRIGHT DATE
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SAMPLE CARD CATALOG

Santos, Jose R.
Philippine History/Jose R. Santos.—10%" ed.—Manila: Jemma Inc.,

c2012.
xiv, 897 p.:ilL ; 28cm.
ISBN 971-9905-75-2

Includes bibliography & index.

1.Philippine History. II. Title.

Although catalog cards are available, they are not anymore being updated, but a more
updated one is already available via computer searches. These cards however, are kept for
reference purposes only, particularly those who would like to get familiarization on the different
catalog entries using DDC.

There are process slips kept and organized in order to maintain catalog entries for books.
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CHAPTER Il

LIBRARY RULES AND REGULATIONS

The UNEP Library serves as a center for academic research, study, and intellectual growth. In
order to maintain an environment that is conducive to learning, equitable, and respecitful, all
library users are expected to observe the following rules and regulations.

A. Authorized Users
The following groups are authorized to use the library facilities and services:

1. Enrolled Students of UNEP — must present a validated library card or school ID.

2. Faculty Members, Administrators, and Staff of UNEP — entitled to borrow and use library
services.

3. Visitors, Alumni, and External Researchers — granted access upon presentation of a
referral letter from their home institution and a valid ID. Use of resources is limited to
room use only.

B. General Library Rules

1. Library Card Requirement
o The library card serves as the passport to enter and use the library.
o It must be presented at the circulation desk for borrowing or renewing books.
o The card is non-transferable; misuse will result in penalties.
o Loss of the card must be reported immediately for cancellation; replacements
require a new application and fee.
o Cards expire after four years and must be validated every semester.
2. Borrowing Privileges
o Students: maximum of 3 books for 3 days, renewable.
o Faculty: maximum of 5 books for 5 days, renewable.
o Reference books, theses, dissertations, and serials: for Room Use Only.
3. Behavior and Conduct
o Silence must be observed at all times. Loud talking, laughter, or unnecessary
noise is strictly prohibited.
o Eating, drinking, sleeping, littering, and loitering are not allowed.
o Respect library staff and fellow patrons at all times.
4. Handling of Library Materials
o Books and materials must be handled with care. Writing on, tearing, or defacing
them is prohibited.
o Borrowers are liable for lost or damaged materials and must pay fines or provide
replacements.
o Stealing or hiding materials is subject to disciplinary action under university rules.
5. Facilities and Equipment
o Bags should be left at the baggage counter before entry (except valuables like
wallets, phones, laptops).
o Chairs and tables must be returned to their proper arrangement before leaving.
o Tampering with equipment, computer settings, or security features is prohibited.
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C. Borrowing Guidelines
1. Circulation Books

Step 1: Search for the book using the OPAC or ask assistance from the librarian.
Step 2: Present your valid library card at the circulation counter.

Step 3: Fill out the borrower’s slip (book card at the back of the book).

Step 4: Submit the book, borrower’s slip, and card to the librarian for recording.
Step 5: Note the due date stamped or verbally given by the librarian.

2. Reference Books

o Dicfionaries, encyclopedias, almanacs, yearbooks, directories, bibliographies, and
maps are strictly for Room Use Only.

3. Theses and Dissertations

o Organized alphabetically by subject and author.
e Available for Room Use Only; reproduction in whole or part is not allowed to protect
copyright and confidentiality.

4. Serials (Journals, Newspapers, Magazines)

e For Room Use Only.
e Indexes and abstracts are available in the cardex for reference.

5. Audio-Visual Materials

o Storedin closed shelves and accessible upon request.
e For Room Use Only, mainly as instructional and research support.

6. Outsiders

o External researchers may use the library for Room Use Only.
e Borrowing is not allowed.

D. Photocopying and Copyright Compliance
The UNEP Library upholds RA 8293 (Philippine Copyright Law).

o Allowed:

o Photocopying a single article from a journal or one chapter from a book.
e Restricted:

o More than one article from the same journal issue.

o More than one chapter from the same book.

o More than 5 copies of the same arficle.

o Re-use of photocopied materials for multiple semesters.

A\ Users are advised to always request receipts and seek clearance from the librarian for
reproduction.
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E. Internet and Computer Use

e For academic and research purposes only.
o Prohibited Activities:
o Encoding personal reports/projects.
o Conducting business or commercial activities.
o Viewing/downloading obscene, pornographic, or pirated materials.
o Altering setftings or tampering with security features.
e Allowed:
o Downloading academic files to USB (scanned by librarian first).
o Accessing digital databases (EBSCO, e-journals, e-books).

F. Sanctions and Penalties

o Late Returns: Fines per day per item.

o Lost/Damaged Books: Must be replaced with the same title/edition or equivalent
resource approved by the librarian.

e Misuse of Library Card: Suspension of privileges.

e Major Violations (stealing, defacing materials, tampering with equipment): Revocation
of privileges and referral to the Dean of Student Affairs for disciplinary action.
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CHAPTER IV

POLICIES AND PROCEDURES
THE COLLECTION DEVELOPMENT POLICY

Collection Development is the library’s primary undertaking, with its stake holders balancing
quality and sufficient quantity. The purpose of the Collection Development Policy is to provide
guidelines for acquiring, maintaining and evaluating information resources of the university
library. These guidelines are subject to regular review.

SELECTION RESPONSIBILITIES

The collection development policy along with the goals of the university and the
objectives of the degree program will serve as a guide for acquiring library information
resources. The librarian will have the responsibility of supervising the collection development
process.

In this light, each faculty member is responsible in communicating their research
assignments in their respective classes, identifying the appropriate electronic print and
media materials required for purchase, to fill these needs will be a cooperative venture
between the faculty member and the librarian. Within put from the faculty, the librarian will
be ultimately

responsible for collecting materials in the general and interdisciplinary areas and will make
special use of the college’s stated goals of general education.

The librarian will send relevant catalogues, brochures and material reviews to
appropriate department/ unit head that in furn will circulate these items to other faculty in
his/her department/unit.

GENERAL SELECTION GUIDELINES

The primary responsibility of the university librarian is fo acquire and make accessible
library information resources that reflect the goal of the college and the objectives of the
degree program, support the college’s curriculum and provide for instruction, research,
extension and production activities. In selecting library materials to support the above,
consideration must be given the authority of the author, reputation of the publisher, cost,
timeliness, intellectual level, purpose and scope, format, language and subject. Collection
These materials are the internet resources, textbook, duplicates, gifts/donations,
paperbacks, replacements, out of printitem withdrawals, media materials, archival materials
and rare books.

Coverage of the Collection
1. The Campus Libraries are to base the content of their core collection on the following:
a. Standard bibliographical list of core fitles for university libraries,
b. The curriculum courses offered by their respective campuses,
c. The number of enrollees per subject course (which determines the depth of the
collection in certain fopics),
d. The search topics of faculty, students and research fellows,
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2. Supplementary collections include general reference material and general interest.

3. Material will be collected primarily in the English and/or Filipino Language.

4. Forms and types of materials collected include books, serials, periodicals, electronic
documents (e-books and e-journals), instructional CD’s included in newly acquired books,
vertical files and University Publications.

5. The Filipiniana collections shall be prioritized to include subjects in the curriculum and
topics of interest to Philippine studies: history and geography; art and culture; Rizal Studies;
literature, natural resources, books about Laguna; and books authored by Unepians.

Levels of Scope
In determining the levels of scope of the collection, for purposes of evaluation in
acquisition, inventory or weeding of material and databases, use the following levels:
0 —out of scope-the library does not collect out of scope material
1 -Minimal Information- no purchases will be recommended for materials that gives
only minimal information. However, donations may be accepted when there
is available space for storage and display.
2 -Basic Information - Material for quick reference. Weed out only when
badly damaged or unused.
3 =Study or instructional support —useful for the curriculum. Needs constant updating.

4 - Research - Periodicals, Journals, Theses, Dissertation, Research Papers. New or
old materials important for comparative studies. Archive those that are to be
taken out of the shelves.

5 -Comprehensive-The library is to collect school published research journals
and other research materials.

Explanation of terms and scope:
Taken from the Guidelines for a Collection Development Policy using the Conspectus
Model by the International Federation of Library Association and Institutions (2001).

0 -Out of Scopes.
Library does not intentionally collect library materials in any format for this subject.

1 —-Minimal Information Level

Collections that include minimal inquiries about the subject and include:

e A very limited collection of general materials, including monographs and
reference works.

e Periodicals directly dealing with this topic and in-depth electronic information
resources are not collected. The collection should be frequently and
systematically reviewed for currency of information. Superseded editions and fitles
containing outdated information should be withdrawn. Classic or standard
retrospective materials may be retained.

2 -Basic Information Level

Collections that serve to introduce or define a subject, to indicate the varieties of
information available elsewhere, and to support the need of general library users to the first
two years of college instructions include:

e A very limited collection of monographs and reference works.

e Alimited collection of representative general periodicals.

e Defined access to limited collection of owned or remotely-accessed electronic
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tools, text, data, sets, journals, etfc.

e The collection should be frequently and systematically reviewed for currency of
information. Superseded editions and titles containing outdated information
should be withdrawn. Classic out standard retrospective materials may be
retained

3 =Study or Instructional Support Level

e Collections that provide information about a subject in a systematically way, but
a level of less than research intensity, and support the need of general library users
through college and beginning graduate instructions include:

e An extensive collection of general monographs and reference works and
selected specialized monographs and reflective works.

e Limited collections of appropriate foreign language materials eg. Foreign
language materials for non-native speakers or foreign language materials about
a topic such as German history or German.

e Extensive collections of the works of well-known authors and selections of the
works of less-known authors.
Defined access to an extensive collection of owned or remotely-accessed
electronic tools, text, data, sets, journals, etc. The collection should be
systematically reviewed for currency of information and for assurance that
essential and important information are retained, including significant numbers of
classic refrospective.

4 -Research Level
A collection that contains the major published source materials required for doctoral
study and independent research includes:
e A very extensive collection of general and specialized monographs and
reference works.
e A very extensive collection of general and specialized periodicals.
e Extensive collections of appropriate foreign language materials.

5 —Comprehensive Level

A collection in a specifically defined field of knowledge that strives to be exhaustive,
as far as is reasonably possible (i.e. a “special collection”), in all applicable languages
includes:

e Exhaustive collections of published materials.

e Very extensive manuscript collections.

e Very extensive collections in all other pertinent formats.

e A Comprehensive level collection may be served as a national or international

resource.

Budget Guidelines

As a standard, library fees collected shall be used exclusively for collection development.

1.In the annual procurement program, the budget allotment for books and
subscriptions must be in an amount not less than the expected library fee to be
collected in the coming academic year. The estimate should be based on
historical and current enrolment figures and anfticipated expansion or confraction
of course-programs.

2. The library will further allot an amount for specific disciplines based on enrolment
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3.

and actual deficiencies in those disciplines. The programs that have larger numbers
of enrollees shall be prioritized, balanced with the current depth of collection.
Allot sufficient amounts to areas of the collection needing updates and additional
material.

4. Book titles on general education subjects taken by most if not all enrollees shall

have multiple copies (up to 5) purchased. (i.e. English, Filipino, Rizal studies, History,
Humanities, Social Sciences etc.)

. There should also be a separate allotment per discipline for the subscription of

scientific/professional journals.

Selection Criteria
Librarians and the library committee shall use the following criteria in the selection of
new material:

Supports instruction and research in the courses offered by the campus.
Demand is shown for material on the subject and/or there is anticipated use (i.e.
petitions and surveys).

Appropriate scholarly level of the material. Base the intellectual level of the work
on the intended audience of the author, writing style, form and depth of content.
Author credentials and publisher reputation.

Copyright must be the current year or near the current year of purchase for
professional/academic books and journals.

Filipiniana, classics, rare and special books with research value or infrinsic value
are not limited by the copyright criterion.

The cost of the material should be within the budget plan for that particular discipline.
Material is readable and in a format that standard equipment can project (i.e. for
electronic resources).

Selection of Specific Materials

The general selection criteria will apply. Detailed policies may be applied to specific
material. These are the general policies:

1. Research material requested for faculty research will be carefully reviewed and

may be denied purchase especially if they are highly specialized, excessively

expensive, inappropriate and lack research/reference value in the University's

programs. Inter- library loan and consortia arrangements may be utilized instead.

Serials which are periodic publications with current and comparative data may

be selected and maintained if they meet the general criteria. Once selected as

part of the collection, the library may seek copies of old/missing volumes to secure

the serial's comprehensive aspect.

Vertical files shall be maintained to provide quick and easy access to pamphlets,

clippings, fliers and loose material. They must be supplementary to the collection

with information not readily available in the usual forms.

Hardbound/clothbound books are generally preferred for their durability.

However, if the price difference is significant, paperback editions may be

purchased instead. Paperback editions are also preferred in the following

instances:

- The paper edition is a scholarly press title, which is likely more durable.

- The title is of narrow interest and unlikely to be circulated frequently.

- The content is likely to be suppressed or become outdated after a relatively
short period of fime.
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DONATIONS AND GIFTS

The UNEP Library welcomes donations and gifts of books, journals, equipment, and other
educational resources that will enrich its collection and support its mission of providing quality
information resources to the academic community. Donations are a valuable means of
augmenting the collection, especially in areas where funds may be limited.

However, since shelf space and staffing are limited, all gifts must be carefully evaluated to
ensure that they support the academic goals of the University and meet the same standards
applied to purchased materials.

1. General Guidelines for Accepting Donations

1.

2.

All donations shall be accepted at the discretion of the University Librarian, who may
consult with subject librarians or faculty when necessary.

The library reserves the right to accept or decline donations based onrelevance, physical
condition, and potential usefulness.

Once accepted, all donations become the property of the UNEP Library, and the library
reserves the right to:

Catalog, process, and shelve them;

Place them in special collections (e.g., Filipiniana, Rare Books);

Redistribute them to other university units or branch libraries;

Dispose of them (through exchange, sale, or recycling) if they are no longer useful.

o O O O

2. Materials Generally Not Accepted

The following are not accepted as donations:

Multiple copies of the same title (maximum of five copies will be accepted).

Outdated, damaged, moldy, incomplete, or defaced books.

Books with erroneous content, unreliable authority, or outdated editions of rapidly
changing fields (e.g., computer science, medicine, law).

Materials with no foreseeable academic, research, or instructional use.

Content deemed inappropriate or offensive, including pornography, discriminatory
propaganda, and manuals on criminal or unethical activity.

Non-academic magazines, popular fiction (except if deemed of literary value), and
promotional materials.

3. Criteria for Selection

Donated materials shall be selected according to the same criteria used for purchased
resources, including:

Relevance to the academic programs of UNEP.

Authoritativeness, accuracy, and reliability of content.

Publication date (up-to-date for technical subjects; older editions may be accepted for
professional or historical value).

Physical condition and usability.

Contribution to balanced collection development across disciplines.
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4. Processing of Donations

1. A separate accession list shall be maintained for donated books, journals, and
equipment.

2. Donated materials will be stamped with “Donated to UNEP Library” to distinguish them
from purchased acquisitions.

3. If the donor requests, a bookplate or recognition label may be added inside the front
cover, acknowledging the individual, family, or organization.

4. Donations may also be listed in the annual library report and acknowledged formally by
the university administration.

5. Acknowledgment

e All donors shall receive a written acknowledgment letter from the University Librarian.
e Major donations (large collections, equipment, or financial support) may be recognized
through plaques of appreciation or public acknowledgment during university events.

6. Disposal of Unusable Donations

¢ Materials not suitable for inclusion in the library’s collection may be:
o Offered to faculty or other departments for instructional use;
o Donated to community libraries or partner schools;
o Recycled or disposed of responsibly if unusable.
e The donor shall be informed if a significant portion of their gift cannot be included in the
collection.

7. Examples of Acceptable Donations

Current textbooks and reference books relevant to UNEP courses.

Academic journals, especially back issues completing the library’s holdings.
Filipiniana books, manuscripts, and local history resources.

Audio-visual materials (documentaries, instructional videos, educational films).
Computers, projectors, shelves, or other equipment useful to library operations.

Resource Sharing

The UNEP Library recognizes that access to quality academic resources—such as scholarly
journals, databases, and technical publications—can be financially challenging due to rising
subscription costs and limited budgets. To maximize available resources, the university
implements a Resource Sharing Program that promotes collaboration among campus libraries
and fosters linkages with other academic institutions.

This program is designed to ensure that all library users have broader and more cost-effective
access fo information resources without unnecessary duplication of subscriptions.

1. Objectives

e Toreduce costs and avoid duplication through shared subscriptions.
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To expand access to technical, scholarly, and specialized resources for faculty, students,
and researchers.

To encourage inter-library loan services across all UNEP campuses.

To establish partnerships with other libraries and library consortia, both local and national.
To promote efficient use of technology for resource delivery (e.g., email requests,
scanned document sharing, online repositories).

2. Principles of Resource Sharing

1.

Shared Subscriptions — Campus libraries will coordinate journal and database
subscriptions to prevent overlap and ensure a wider range of resources across the
university system.

Inter-Library Loan (ILL) — Materials not available in one library may be borrowed from
another UNEP campus or from partner institutions through formal request.

Consortium Agreements — Subscription to expensive databases and e-resources should
be prioritized through consortia arrangements to reduce costs.

Equity of Access — All UNEP library users should have fair access to shared resources
regardless of their home campus.

Responsibility and Accountability — Borrowing libraries are responsible for maintaining,
returning, or replacing borrowed materials.

3. Procedures
A. Shared Subscriptions

A Resource Committee composed of campus librarians will meet annually to review
subscriptions and decide which titles/databases will be acquired jointly.

Subscription costs will be equitably divided among the participating libraries based on
student population, usage, and budget capacity.

Usage statistics will be monitored to assess the effectiveness of shared subscriptions.

B. Inter-Library Loan (ILL)

1.

2.

Requests for materials must be made through the Head Llibrarian of the borrowing
institution.
A Request Form or official communication must include details such as:

o Title of journal/book, author, year, and pages needed.

o Intended purpose (class use, thesis, research).
Borrowed materials should be handled with care and returned on or before the due
date.
If materials are lost or damaged, the borrowing library is responsible for replacement or
reimbursement.
Scanned copies of journal articles may be sent electronically, observing copyright
compliance.

C. Review and Inventory

At the end of each semester, shared subscriptions and ILL fransactions must be reviewed
and inventoried.
Agreements may be renewed, revised, or terminated based on usage and relevance.
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e An annual report on resource sharing will be submitted to the University Librarian and
Academic Council.

4. Responsibilities

e Head Librarian (Borrowing Library):
o Ensures timely return of borrowed materials.
o Muaintains accurate records of transactions.
o Processes reimbursement or replacement of lost/damaged items.
e Head Librarian (Lending Library):
o Provides requested materials in good condition.
o Tracks outgoing loans and monitors due dates.
o Prepares usage reports of frequently borrowed resources.
e University Librarian:
o Oversees and coordinates the overall resource sharing program.
o Establishes linkages with external libraries, consortia, and online resource providers.
o Facilitates evaluation and decision-making regarding shared subscriptions.

5. Benefits of Resource Sharing

Cost savings through reduced duplication of subscriptions.

Access to a wider range of resources across disciplines.

Stronger collaboration among UNEP campuses and external partners.

Improved support for research, teaching, and learning.

Promotion of a culture of cooperation and shared responsibility in the academic
community.

CATALOGING AND CLASSIFICATION

Cataloging and classification are essential processes in organizing library materials to ensure
that books and other resources are systematically arranged and easily located by users.

1. Cataloging

Cataloging involves creating a detailed bibliographic record for each library material. This
record includes important information such as:

e Title

e Author

e Publisher

o Edition

» Place and year of publication

e Physical description (number of pages, size, etc.)
 Subject headings

e Call number

These records are encoded in the library’s Online Public Access Catalog (OPAC) or card
catalog to help users search and locate resources efficiently.
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2. Classification

Classification is the process of assigning call numbers to library materials based on their subject
content. The UNEP Library uses the Dewey Decimal Classification (DDC) system, which
organizes materials info fen main subject classes:

‘Clqss Number“ Subject Area ‘
‘ 000 “ General Works, Computer Science ‘
‘ 100 H Philosophy and Psychology ‘
\ 200 H Religion \
\ 300 “ Social Sciences \
\ 400 H Language \
\ 500 ||NOTurol Sciences and Mo’rhemoﬁcs\
‘ 600 “ Applied Science (Technology) ‘
‘ 700 “ Arts and Recreation ‘
‘ 800 “ Literature ‘
‘ 200 H History and Geography ‘

Each book is assigned a call number that acts like an address, indicating its exact location on
the shelves.

Example of a Call Number:

500 ¢ 500 = Natural Sciences
C45 o CA45 = First letter of the author’s last name
2022 e 2022 = Year of publication

Purpose of Cataloging and Classification:

To maintain systematic order in the library

To make searching and retrieval of materials efficient
To assist users in identifying related subjects

To support resource sharing and automation systems

MANUAL INVENTORY PROCEDURES

The inventory of library holdings is a systematic process of verifying the physical existence,
condition, and proper arrangement of library materials against the official records. It is
conducted to ensure accuracy of records, accountability, and proper collection management.

Regular inventory also helps the library in detecting missing, lost, or damaged materials,
updating records, and planning for replacements, withdrawals, and future acquisitions.

1. Purpose of Inventory
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To verify the actual presence of library materials against records in the shelf list and
accession register.

To identify missing, lost, withdrawn, or damaged items.

To maintain the accuracy and integrity of library catalogs.

To provide data for collection evaluation and future acquisitions.

To ensure accountability and proper maintenance of university property.

2. Scope

All books, reference materials, theses, serials, audio-visual resources, and other holdings
recorded in the Shelf List Catalog and Accession Record.

Both open-shelf and closed-shelf collections.

Conducted annually or at the end of every academic year.

3. Preparations

1.

Shelf List Catalog — must be arranged in strict call number order to match the order of
books on the shelves.

2. Accession Records — ensure they are updated before the start of inventory.
3.

Supplies Needed:

o Three different colored clips (e.g., red, blue, green) for marking missing, lost, and

withdrawn item:s.

o Pencils for annotations (to allow corrections if needed).

o Inventory tally sheets or electronic spreadsheets.

o Book carts for handling materials during shelf reading.
Staff Assignments: Librarians and assistants will be assigned per section (e.g., Reference,
Circulation, Serials, Audio-Visual, Filipiniana).

4. Step-by-Step Procedure

1.

2.

3.

Select Section to Inventory
o Choose a portion of the collection (e.g., a range of call numbers).
o Reftrieve the corresponding shelf list cards.
Match Shelf List with Physical Books
o Compare each shelf list card with the actual book on the shelf.
o Check that accession numbers on the book’s pocket and card match the
accession number on the shelf list card.
Mark Status of ltems
o If a bookis missing (M):
= Write M-YY (where YY = current year) in pencil beside the accession
number.
=  Example: M-24 for missing in 2024.
= Add a colored clip (e.g., blue) to indicate missing status.
= Note: A book is considered “missing” during the first year only. If sfill not
found by the following inventory, it becomes Lost.
o If abookis lost (L):
=  Write L-YY beside the accession number.
=  Example: L-24 for lost in 2024.
» Ifreplaced or paid for: mark L-YY-P.
= Add a different colored clip (e.g., red) to indicate lost status.
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o~

o

o

= |If all copies of a ftitle are lost for two years, the shelf list card should be

removed.
If a book is withdrawn (W):

=  Write W-YY beside the accession number.

=  Example: W-24 for withdrawn in 2024.

= Add a colored clip (e.g., green) to indicate withdrawn status.

=  Commonreasons: outdated edition, damaged beyond repair, superseded
by new edition.

Continue Checking untfil all shelf list cards for the section are verified.
Count and Record Results

Count all clips of each color to get totals for Missing, Lost, and Withdrawn
materials.
Record results in the Inventory Summary Report.

6. Remove Records of Lost/Withdrawn Titles

o

N

o

5. Reporting

When all copies of a title are lost or withdrawn:
= Remove the shelf list card from the Shelf List Catalog.
= Remove corresponding cards from the card catalog (Author, Title, Subject
cards).
=  Keep shelf list cards with tracings for at least two years for reference.

Update Accession Records

In the accession book, under the Remarks column, indicate the status of the book
(e.g., Missing, Lost, Withdrawn, Paid).

e Afthe end of the inventory, prepare a Library Inventory Report that includes:

1.

oA~

Total number of books checked.

Number of books found in shelves.

Number of missing books (with year code).
Number of lost books (with year code).

Number of withdrawn books (with reasons).
Recommendations for replacement or weeding.

6. Responsibilities

+ University Librarian — oversees the entire inventory process, reviews reports, and submits
the final summary to the University Administration.

e Section Librarians — conduct inventory in assigned sections, prepare section reports, and
ensure proper coding.

o Library Staff/Assistants — assist in shelf reading, recording, and tagging of items.

DESELECTION / WEEDING POLICY

A. Intfroduction

Weeding, or deselection, is the systematic removal of outdated, damaged, or irrelevant
materials from the library’s collection. This process is an essential component of collection
management, ensuring that the library remains a trusted, current, and high-quality resource for
the academic community.
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As lan Chant aptly noted, “A library is like a garden: taking out unwanted items makes those left
behind stand out.” Weeding improves access to materials, creates room for new acquisitions,
and enhances the library’'s image as a provider of relevant and reliable resources.

B. Why We Weed?

1. Maintain Relevance — Outdated and inaccurate materials weaken the credibility of the
collection.

2. Improve Usability — Overcrowded shelves discourage browsing and reduce accessibility.

3. Support Curriculum — Weeding ensures the collection aligns with the current needs of
faculty, students, and researchers.

4. Preserve Space - Physical space is limited; weeding allows for efficient use of shelving
and storage.

5. Enhance Aesthetics — Clean, well-maintained shelves encourage users to explore and
borrow resources.

C. How We Weed?
The librarian conducts a systematic inventory of the library collection to:

o |dentify losses (missing or lost items).
o Evaluate relevance, condition, and usage of resources.
e Apply the CREW method (Continuous Review, Evaluation, and Weeding).

CREW Formula:

e C = Continue (keep in collection)

e R =Review (evaluate for possible removal)

o E = Evaluate (assess usefulness and accuracy)
o W = Withdraw (remove permanently)

D. What to Weed (MUSTIE Criteria)
The acronym MUSTIE guides selection of materials for withdrawal:

M - Misleading: Outdated or factually inaccurate.

U - Ugly: Worn out beyond repair.

S - Superseded: A newer edition or better resource exists.

T - Trivial: Of little literary, scholarly, or scientific value.

I - Irrelevant: No longer useful to UNEP's curriculum or user needs.

E - Elsewhere: Easily available through other libraries or digital resources.

E. Weeding Checklist for Books

Outdated information.

Older editions with newer versions available.
Damaged beyond repair.

Low circulation (unused for 5-10 years).
Over-representation of a single topic.
Biased or stereotypical content.

| TR 10| LIBRARY MANUAL 2025



e Inappropriate reading level for the community.
e Does not support the curriculum.
e Poor format or unattractive design.

F. Dewey Decimal Classification (DDC) Age Guidelines

DDC Class Typichl.Age Notes
Limit

000 — Generalities 2-10 years (T)eﬁcer;]nology references reviewed more
;ggc_hZT::;;oPhy & 10 years Classics retained
200 - Religion 2-10 years Not weeded unless damaged
300 - Social Sciences 5-10 years Regularly reviewed
400 - Languages 10 years Unless rare
500 - Natural Sciences/Math 5-10 years Dependent on research frends
600 - Technology 5-10 years Constant updates required
700 - Arts 10-15 years | Unless superseded
800 - Literature 10-15years ||Classics retained
900 - History & Geography 10-15 years |Retain local history, archives
Biography, Fiction, References Flexible Based on usage and uniqueness
Periodicals Yearly Based on indexing/online availability
Pamphlets Yearly Often short-term value
Media/AV Materials 5years Or if obsolete format

G. To Be Retained Regardless of Age

Award-winning fitles and classics.

Local history and heritage resources.
School publications, annuals, yearbooks.
Titles on faculty/student reading lists.
Out-of-print but still relevant books.
Biographical and archival sources.

H. Weeding Procedure

Identify Stakeholders — Involve librarians, faculty, and the Library Board.

Shelf Reading — Ensure proper shelf order and identify missing/damaged books.

Initial Review — Apply MUSTIE and checklist criteria.

Separation — Place materials in carts/boxes labeled: For Mending, For Disposal, For
Review.

Eal ol e
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Documentation — Record reasons for removal using a Weeding Report Form.

Faculty Consultation — Share tentative withdrawal lists for feedback.

Final Approval — University Librarian, with Library Board consultation, approves final
withdrawal list.

Catalog Update — Remove withdrawn items from OPAC, card catalogs, and shelf lists.
Disposal/Redistribution — Donate usable items to barangay reading centers, public
schools, or community libraries. Destroy unusable items responsibly.

I. Weeding Schedule by Discipline

\Discipline (DDC CIass)H Frequency HSiart Year” Notes \
\OOO — Generalities HEvery 3 yeorsH 2023 ”Regulor review \
\200 — Religion HEvery 3 yeorsH 2023 ”Only weeded if worn out \

\300 - Social Sciences HEvery 3 yeorsH 2024 ||Review for curriculum alignment \

\400 - Languages HEvery 3 yeorsH 2024 ||Re’roin rare/classic works \

‘500 - Science/Math HEvery 3 yeorsH 2024 ||Cons’rom‘ updates needed |

\600 — Technology HEvery 3 yeorsH 2025 HRequires most frequent updo’ring\

\700 — Arts HEvery 5 yec:rsH 2025 ”Only if superseded or damaged \
\800 — Literature HEvery 5 yeorsH 2025 ”CIossics retained \
\900 — History HEvery 5 yeorsH 2025 ”Re’roin local history/archives \
\Periodicols HAnnuoIIy H Ongoing ”Conduc’red every June \
\Medic (AV) HAnnuoIIy H Ongoing Hlncludes obsolete formats \
‘Pomphle’rs HAnnuoIIy H 2022 HDue to short-term value ‘

J. Disposal of Deselected ltems

Final decisions made by the University Librarian in consultation with the Library Board.
Withdrawn lists posted on the Library Bulletin Board for one week for feedback.
Faculty or students may request specific fitles to be retained.
Disposal Methods:
o Donation to barangay reading centers, high schools, and community libraries.
o Recycling of damaged and obsolete materials.
o Archiving in special collections if of historical or research significance.

PRESERVATION/CONSERVATION OF MATERIALS

The UNEP Library recognizes the importance of preserving library collections as part of ifs
responsibility to safeguard knowledge and cultural heritage for present and future generations.
Preservation ensures that resources of long-term academic, historical, and cultural value remain
accessible despite the natural process of deterioration.

1. Objectives

robdN-

To prolong the life span of library materials through proper care and handling.
To protect rare, fragile, and irreplaceable resources.

To minimize the impact of environmental conditions on library holdings.

To establish preventive and corrective preservation strategies.
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5. To foster awareness among staff and patrons regarding proper use and care of library
materials.

2. Scope of Preservation
This policy covers:

« Print materials — books, theses, dissertations, rare publications, periodicals.
¢ Non-print materials - maps, photographs, manuscripts, audiovisuals.
o Digital resources — e-books, digitized archives, databases.

3. Preservation Methods

The library employs a variety of preservation measures, depending on the type and condition
of materials:

Photocopying - for fragile but highly used documents.

Microfilming - for newspapers and periodicals prone to rapid deterioration.

Digitization — scanning and storing digital copies to reduce physical handling.
Encapsulation — sealing fragile documents in protective transparent covers.

Rebinding and De-acidification — strengthening brittle books and neutralizing paper
acidity.

o Custom Reprinting/Replacement — acquiring new editions of essential texts.

o Use Restriction — limiting access to rare materials by making them room-use only.

4. Preventive Preservation Practices
A. Storage

o Store books away from heat sources, damp areas, and direct sunlight.
e Maintain proper air circulation to prevent mold growth.
¢ Useinsect repellents and conduct periodic pest conftrol.

B. Shelving
e Store small to medium-sized books upright (vertically).

e Use bookends to prevent slanting or warping.
e Oversized books should be shelved horizontally to avoid stress on the spine.

C. Handling
e Handle books with clean hands and avoid unnecessary force when opening them.
o« Do not fold pages, use adhesive tapes, or insert bulky objects between pages.
e Use bookmarks instead of folding page corners.
e Avoid photocopying fragile books by pressing them flat; use a book cradle scanner if

available.
D. Cleaning and Dusting

o Dust books and shelves regularly with a soft cloth or brush.
e Remove dirt and grime before they cause long-term damage.
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o Keep library storage areas clean and pest-free.
E. Protective Measures

o Use dust jackets, plastic covers, or book sleeves to protect from wear and tear.
o Storerare and valuable items in closed glass cabinets.

5. Environmental Control

e Maintain temperature at 20-24°C and relative humidity at 45-60% for optfimal
preservation.

e Use dehumidifiers during wet seasons and air-conditioning to reduce humidity.

o Keep materials away from windows, water pipes, and areas prone to leaks.

6. Disaster Preparedness and Recovery

o Develop a Disaster Preparedness Plan that outlines steps to protect collections during
floods, fire, earthquakes, or other emergencies.

o Train staff on proper response to water-damaged or fire-damaged materials.

o Establish partnerships with local agencies for salvage and restoration services.

7. Education and Awareness
e Conduct user orientation sessions emphasizing proper handling of books and other
materials.
o Post reminders and signage (e.g., “Do not fold pages,” *Handle rare books with care”).
e Provide staff training on preservation techniques and conservation procedures.
8. Monitoring and Evaluation
e Regularly inspect collections for signs of damage, mold, pests, or deterioration.

e Maintain records of preservation activities (rebinding, digitization, de-acidification).
e Review preservation practices annually and update strategies as needed
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