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INTRODUCTION 
 

Library is a repository of important information available as learning resource for 
students, professionals, researchers and the community at large. The ultimate goal is to 
improve student learning by helping the faculty choose the best instructional references 
in teaching. 

 
VISION: 
 

A service unit of the University with the state-of-the-art learning resources and 
information technology.  
 
MISSION: 
 

To support the University’s present and future instructional learning and research 
needs through organized, relevant and fast delivery of information services.  
 
OBJECTIVES: 
 

To assist the University in producing professionals, trained and skilled manpower 
by providing timely and instant access to various formats of information in any part of the 
country and of the world. 
 
BRIEF HISTORY 
 

The history of the Library coincides with the history of Leyte Normal University, 
way back in 1921 when it came into being as a Provincial Normal School. As a 
secondary Normal High School, it eventually outgrew its base, becoming a two-year 
collegiate teacher training institution in 1938. Known as Leyte Normal School, it became 
a four-year degree-granting college complete with a training department in 1952. 

 
There was already a one room library in the laboratory school. On June 14, 1976, 

The Provincial Normal School was converted into Leyte State College when the late 
President Ferdinand Marcos signed the Presidential Decree No. 944, authorizing the 
college to operate its own charter. There was an increase in the construction of buildings 
and classrooms. One of these is the high school building where the two rooms were 
used as High School Library and College libraries located at the second floor of the 
college building. With full trust and confidence in the institution, Rep. Cirilo Roy Montejo 
filed House Bill No. 944, proposing the conversion of Leyte State College into Leyte 
Normal University. In the early part of 1994, the library was built in its current location 
and was named the Learning Resource Center and inaugurated on December of the 
same year. At the start it had more than 40,000 volumes of library holdings.  In 1995, the 
Center received book donations from external sources and bought additional volumes of 
books in preparation for its first level accreditation. Two years past, the LNU was granted 
the Level two accreditation in Teacher Education and six Graduate School Programs. 
Since then, its facilities and holdings have dramatically increased and developed into a 
more customer-oriented service provider. The Learning Resource Center continued 
supporting the academic programs for accreditation level of teacher education programs 
and other programs of the university. In 2004, having been awarded as Center of 
Excellence in Teacher Education, the center received donations from DOST with the 
amount of three million pesos (P3, 000,000) for library automation project as Center of 
Excellence for Teacher Education 

 
This means that the Learning Resource Center has met the standards set by 

AACCUP and that it serves its purpose, that is, providing research needs through 
organized, relevant and fast delivery of information services. 
 

Just recently, the CHED Central Office conducted orientation training for 
librarians and IT representatives for every SUC’s for the E-Library Project at West 
Visayas State University in Iloilo City. Two were sent for training from LNU. This e-library 
project is already implemented in the University library.                                                                                                                                                   
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 Supervises the library staff, student assistants and the general up-keep of the 

library. 
 Coordinates with the Vice-President for Academic Affairs in formulation and 

implementation of library policies and rules. 
 Conducts orientation lecture to new students on the use of the library and its 

resources. 
 Signs memorandum receipts of materials received from the Supply Office. 
 Coordinates with the Administration, Accounting, Supply, and Budget Office in 

the actual preparation for the purchase of books and other materials. 
 Coordinates with the faculty regarding the books to be purchased for their 

teaching loads for they are the subject experts. 
 Retrieves faculty records of books borrowed. 
 Signs clearance of faculty, students, alumni who are applying for transcript of 

record and those who retire or separate from the service. 
 Maintains accreditation documents for all programs. 
 Coordinates with the Supply Office and Disposal Committee in the condemnation 

or disposal of books and other materials. 
 Sends referral or interlibrary loan request to other libraries in SUC’s. 

 
2. College Librarian 
 

 Processes the newly acquired resources, e.g. accessioning, cataloguing, 
encoding and bar-coding. 

 Updates the subject bibliography/periodical index and card catalog; 
 Monitors the use of resources/proper shelving of books; 
 Informs the faculty/students of new acquisitions; 
 Assists in the supervision of student assistants; 
 Assists the faculty/students in their choice of references’ 
 Assists in the retrieval of faculty records  of books borrowed; 
 Prepares documents  needed for accreditation; 
 Assists in the inventory of library material; 
 Types communications, reports, etc. 
 Takes charge in the function of all electronic resources, OPAC and other 

databases 
 Assists OJT students in their daily activities; and  
 Does other related works as requested 

 
3. Graduate School Librarian 
 

 Provides reference searching, bibliographic and reader assistance services to 
library clientele; 

 Accessions and catalogs books and keeps an up-to-date lists of library resources 
including vertical file materials; 

 Makes other aides to research such as bibliography for books, theses and 
dissertations, periodical index and clippings; 

 Do clerical works such as typing communication letters, catalog cards, periodical 
indexes; encoding and bar-coding; 

 Assists students, faculty and other users of the library in locating information; 
 Monitors the implementation of the policies and rules of the Graduate School 

library; 
 Assists in the supervision of student assistants assigned to the GS library; and 
 Performs an inventory of all materials and keep statistical records of Graduate 

School Library. 
 
4. Clerk III 

 
 Takes charge in the on-line circulation of reference materials and the 

arrangement of books on the shelves; 
 Assists in the filing of records for easy retrieval and future references; 
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ADMINISTRATION 
 
A. Organizational Structure 
 
 

LNU – LRC ORGANIZATIONAL STRUCTURE  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
B. The Library Advisory Council 
 

 The Library Advisory Council is composed of the Vice-President for Academic 
Affairs as Chairman, the dean of the College of Education, the dean of the College of 
Arts and Sciences, the dean of the College of Management and Entrepreneurship, 
and the dean of the Graduate School, together with the president of the Supreme 
Student Council and the Chief Librarian. The Council has the responsibility to make 
plans on library matters. The Council meets once every semester but emergency 
meeting maybe called by the Chairman as the need arises. 

 
Other Functions of the Library Council are as follows: 

 
1. Provide meaningful support, sound advice and guidance on library policies 

and administration; 
2. Serve as liaison in the retrieval of sought-after books which are all in the 

hands of respective teachers; 
3. Make occasional and unannounced rounds in both graduate and 

undergraduate libraries to deter vandalism  of any kind; 
4. Act as liaison between library users and management; and 
5. Serve as an advocate for implementing new technologies and innovations in 

the library. 
 
C. The Library Staff 

 
The staff is composed of five (5) licensed librarians, an Administrative aide VI, an 

Administrative aide IV, Bookbinder, utility worker and student assistants. 
 
D. Duties and Responsibilities of the Library Staff 
 
1. University  Librarian 

University President 

University Librarian 

VP for Academic Affairs 

G.S. Librarian College Librarian 

Student Assistants 

Support Staff 

Head, Library Automation 

Library Advisory Council 

College Librarian 
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LIBRARY HOURS 
 
 The College and Graduate School Libraries are open on the following days and 
hours, except public holidays. 
 
Monday to Friday  -  7:00-6:00 (no noon break) 
 
Saturdays   -  8:00-5:00 (no noon break) 
 
Sundays   -  8:00-5:00 (no noon break) 
       Every other Sunday only 
 
LIBRARY MEMBERSHIP 
 
 Library membership is granted automatically, to all bona fide students, non-
academic personnel and faculty members of the university. Membership lasts for the 
duration of their stay in the university. Only the member enjoys the full use of all library 
resources and its services. 
 
 Students (both Undergraduate and Graduate school) have to present their school 
ID in order to enter the library and borrow books. New non-academic personnel and 
faculty members of the university are requested to show a certification from their 
department/unit heads before they are allowed to make use of the library’s resources. 
 
 Researchers from other institutions may also avail of library services but are 
subject to LRC rules and regulations and upon presentation of a PAGE ID, school ID or 
a recommendatory letter from their respective librarians or office heads. However, the 
library staff may at any time limit a visitor’s access to library resources if some space or 
security considerations so require. 
 
LIBRARY FEES 
 
 The student’s library fee is collected upon enrollment. It is two hundred pesos 
(Php 200.00) per semester for college students and three hundred pesos (Php 300.00) 
per semester for graduate students. Outsiders are not charged of a library fee. However, 
they cannot loan out any library materials, not even for photocopying outside. 
 
BAGS DEPOSITORY 
 

A bags depository counter is located at the entrance door of both college and 
Graduate School libraries. All library users are required to deposit their things at the 
counter. However, they are requested to bring with them their valuables for the library 
does not take any responsibility for any losses. Only pad paper, small notebook, and ball 
pens are allowed to be brought inside the library. 
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I. General Circulation Policies (Borrowing/lending) 

1. Reserved books maybe borrowed for an hour. However, they may be 
borrowed or renewed for another hour if no other student is interested 
with the book. 

2. Fiction books maybe borrowed for seven (7) days and maybe renewed for 
another seven (7) days. 

3. Non-fiction books or non-reserve books maybe borrowed for one (1) day 
and maybe renewed for another day. 

4. No overnight loans are issued to LNU students during the first week and 
the last week of the school term. 

5. The prompt and safe return of all library materials is the personal 
responsibility of the individuals to whom they are loaned out. 

 
II. Lost or Damage books 

 
1. The borrower is responsible for immediately notifying the University 

Librarian if a book is missing or lost. 
2. The lost material should be replaced with exactly the same title, author 

and edition. 
3. If the material is out of print, then the amount to be paid is computed in 

the following manner. The student has to pay the retail cost of the 
book/library material based on the current price plus one hundred pesos 
(P100.00) for service and processing fees. In the event that the current 
price is not known, the following computation is observed. Five pesos 
P5.00 per page, for locally published books, twenty P20.00 per page for 
foreign books, or five pesos P5.00 per page for other library materials. 

4. A book that is damaged beyond repair must be replaced with exactly the 
same material. If out of print, the computation is the same as that of the 
lost book. 
 

III. Stealing of Books 
 

All books and other library materials that are to be taken out of the 
library should have the permission of any library staff. Therefore, taking 
out of any library materials without due permission and proper accounting 
is tantamount to stealing it. Any student caught stealing is meted out with 
a punishment ranging from suspension to expulsion. 

 
C. The AV-Lecture Room 
 
 The AV-lecture room has the following policies regarding the use of its resources. 
 

1. The use of any resources found in the AV-room is subject for the approval of 
the one in-charge or the University Librarian. 

2. AV-room users must accomplish properly the reservation form before he or 
she can avail of the resources. 

 
D. Retention and Preservation of Library Materials 
 

The long term retention and preservation of stocks is the responsibility of the 
University librarian. Books and periodicals in need of repair are brought to the 
attention of the in-charge of binding and repair depending on the condition of the 
materials. 

 
E. Weeding or De-selection of Library Materials 
 

I. The Weeding Process 
 

Weeding is a professional task. It is the removal from the collection of items 
deemed of less value to patrons than the value to the library of shelf space taken. It 
is the removal of books that are likely to be used in the future. It is one way of 

7 

LEYTE NORMAL UNIVERSITY

LIBRARY SERVICE MANUAL Learning Resource Center6

 

 

      II. Donation or gifts 
1. Book donations and other learning materials will be accepted with no 

restrictions attached to the donated books. The President and the Chief 
Librarian make a definite commitment to accept gifts or donations for the 
library. Acceptance of these gifts shall include a clear statement that the 
library is free to keep or give away materials based on the evaluation of the 
library advisory council. 

 
      III. Linkages 

1. The MOA was made as the institutional linkage between the LNU, EVSU, 
VSU, NSU, SSU, and ADFC. This is going to provide access to students and 
faculty on the use of the library facilities of both LNU and other institutions for 
research undertakings most specially SSU and ADFC which LNU had 
linkage. 

2. Letter of donations from individuals, agencies and referral letters from other 
state universities and colleges in the region on the use of library resources. 

 
IV. Quantity 
 

1. For subject collection – a minimum of three (3) books per title maybe 
acquired provided those books are locally published. Books of foreign 
publication may only have one (1) copy per title for every section or 25 
students. This is to prevent serious dilution of library fiscal resources. 
 

2. Other library materials are bought in set, series, and others as the case 
maybe. 

- the library will purchase paperbacks if the original hardbound edition is 
out of print, or out of stock. When possible, paperback editions are also 
purchased as additional copies for “Reserve Use or when the hardback copy 
is too expensive.” 

- new editions had been heavily used or when there is a significant price 
difference between  the hardbound and paperback edition. 

 
     V. Subscription 
 

Subscription to local magazines, regional and national newspapers is 
regular, but the subscription to professional journals is subject to the approval of 
the COA because its prepaid basis and entails a long time waiting for the 
subscribed items to arrive. 

 
B. Acquisition Procedure 

- acquisition of books and library materials is based on the New Procurement 
System. 

 
1. The librarian gathers list of titles from faculty, administrators, department 

heads and students. The librarian arranges and consolidates the list with 
his/her own list. 

2. The librarian checks the list against the bibliographies, OPAC, accession 
records and verify price from catalog of publishers. 

3. The librarian enters the list in the Project Procurement Management Plan 
(PPMP) for signatures of the VP for Academic Affairs and other 
concerned officials and BAC members. 

4. The librarian will submit the same to the BAC. 
5. The BAC secretariat will forward the approved PPMP to the Supply 

Officer for canvass. 
6. The Supply Officer will make the canvass papers to be served to the 

different bookstores for quotation. 
7. Upon return, the Supply Office and the Bids and Awards Committee 

(BAC) will conduct the bidding. 
8. Upon arrival of the items, the librarian together with the internal auditor 

will check the books and other materials against the inspection report and 
the P.O. 
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 Type communications and other documents requested by the University 
Librarian. 

 Takes charge of the Filipiniana Section, 
 Does other related works as requested by the University Librarian. 

 
5. Bookbinder II 

 
 Mends/repairs old and torn-out books and binds the spine of the new collections; 
 Attach the spine of the books for the call number; 
 Takes charge in the recording of local magazines and newspapers; 
 Assists the janitor in maintaining cleanliness and orderliness of the whole library 

building; and 
 Does other related works as requested by the University Librarian. 

 
6. Utility Worker 

 
 Maintains the cleanliness and orderliness of the whole library building; 
 Maintains the growth of the plants and beautification of the surroundings;   
 Does other related works assigned by the University Librarian. 

 
E. Duties and Responsibilities of the Student Assistants 
 

- Attend to the simple inquiries of students and monitors and give referral to 
appropriate staff. 

- Take charge of the whole depository counter; 
- Ask for the valid ID/credential of the students and other researchers; 
- Request visitors/students to sign in the logbook; 
- Maintain statistical record of library users; 
- Check loaned out books through receipts from the online circulation; 
- Lend books and other references to students; 
- Handle request/list for reference search; 
- Arrange books by subject within the section; 
- Take charge of the reservation of books in the reserve section for overnight 

loans; 
- Shelve or arrange books and other library references; 
- Assist in the monitoring of acts of vandalism by the students; 
- Take charge of the whole reference section; 
- Clip old used newspapers; 
- Arrange the clippings by subject in the vertical file; 
- Maintain the orderliness and cleanliness of the Filipiniana section. 
- Assist in the arrangement of books in the open-shelves/reference section; 
- Assist the janitor in the cleanliness and orderliness of the library; 
- Assist in  preparing bulletin board display; and 
- Assist students in using the OPAC. 

 
 

POLICIES 
 
A. General Acquisition Policies 

Library materials are acquired through purchase, solicitation, donation or 
exchange. 
 
I. Purchase 

1. Hardbound books printed in book paper are preferable. 
2. Mathematics, Science and Technology and related subject must be of latest 

edition or within the last 5 years. 
3. Preference should be given to books published locally and books written by 

local authors. 
4. Dictionaries, encyclopedias and other general references must be updated 

for at least 5 years. 
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keeping the collection updated to support the needs of the patron and educational 
environment of the students and teachers. It is a pre-requisite for building the 
collection; therefore it entails a good judgment and the same degree of attention as 
new collection. 
 

The University Librarian writes a letter of approval to the university president of 
the list of books to be condemned with the consent of the Supply Officer and the 
Internal Auditor. All weeded out materials should be marked “discarded” together 
with the corresponding records and are disposed immediately to give way to new 
materials. Weeding schedule is done once a year. 

 
Policy: 
1. Weeding based on appearance 

The library should be cautious with regards to rare book collection. If the 
book is dirty, lacking pages and soiled, poor binding, it should be discarded. 

2. Weeding out of duplicate copies and very old edition. 
3. Weeding based on poor content. 
4. Books not up to the standard. 
5. Reference materials with specific classes of works with specific age for weeding. 

- Textbooks, travel books – after 10 years 
- Economics – after 10 years 
- Almanacs, yearbooks, manuals and encyclopedias (get last edition) 
- Dictionaries – rarely weed 
- Directories – after 10 years (get the latest ed.) 
- Social Sciences – after 10 years 
- Medicines, inventions, radio, television, and business from 5-10 years 
- Any materials that do not fit the general purpose of the library 
- Books that perpetuate sexual or racial stereotype. 

 
Weeding Criteria Based on Use: 

- materials or books not circulated in 5 years or more and have not been 
used as reference 

- books not called for in the university library in 10 years 
 

Keeping Criteria: “Keeping” is the other side of weeding criteria. If we know what 
to keep we can weed the rest. Keep if it is charged out within 5 years. Keep if it is in 
special collection. 

 
F. Loan Types 
 

- Hourly loan: reserve books are issued to or borrowed for photocopying only for a 
period of one hour. 

- Overnight loan: these books must be checked out from 2:00-5:00 p.m. These 
books must be returned on or before 8:00 a.m. the following day. 

- Weekly loan: these maybe checked out or loaned out for seven (7) days or one 
(1) week. 

- Monthly loan: non-reserved books can be borrowed for month-long use. This is 
only applicable to non-academic personnel and faculty members. 

 
G. Loan Entitlements 
 Library members are entitled to borrow the following number of books. 
 

- for college students: 
Hourly loan: maximum of two (2) titles at a time. 
Overnight loan: maximum of two (2) titles at a time. 

 
- for Graduate students: 

Hourly loan: maximum of five (5) titles at a time 
Overnight loan: maximum of three (3) titles at a time. 
Weekly loan: maximum of three (3) titles at a time 
 

- Non-academic  Personnel and Faculty Members 
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Hourly loan: maximum of five (5) titles at a time 
Overnight loan: maximum of three (3) titles a time 
Weekly loan: maximum of three (3) titles at a time 
Monthly loan: Maximum of five (5) titles at a time 
 

H. Overdue/Fines 
 
 All overdue fines can be avoided by returning or renewing the library materials on 
time. Overdue books are fined depending on the loan type. 
 

Loan Type Fine Rate 
Hourly loan One peso (P1.00) per hour for every book 
Overnight loan One peso (P1.00) per hour for every book 
Weekly loan Five pesos (P5.00) per day for every book. 
 
 Names of students who fail to return a book within seven (7) days after its due 
date will be posted on the bulletin board of the library. It is notification that the borrower 
must either replace the same book within thirty (30) days or paying its current value, 
together with accrued fines and a processing fee of fifty (P50.00) pesos. 
 
 If fines are incurred, the borrowing privileges will be suspended until the account 
is settled. 
 
I. Other Library Rules and Regulations 
 

1. Proper conduct is expected of all library users. Making unnecessary noise, 
loud conversations, boisterous laughing, smoking, eating and all sorts of 
vandalism are strictly prohibited inside the library. 

2. Users are likewise expected to observe the cleanliness of the rooms and to 
maintain the orderliness of library resources and premises. 

3. Bona fide users, which include faculty, personnel and students are prohibited 
to borrow books for the purpose of lending it to others without prior 
consent of the University Librarian. 

4. Violation or infraction of the rules and regulations of the library shall not be 
excused on the plea of ignorance. 

5. Library privileges maybe suspended or forfeited if in the judgment of the 
librarian the offense/violations of the library rules and regulations 
necessitate such sanctions. 

 
 

PROCEDURE OF LIBRARY ACTIVITIES/OPERATIONS 
 

A. Processing of books and other materials for use 
 

1. The librarian sends or turnover the library materials or books to the 
technical services for accessioning, cataloguing and barcoding. 

2. The cataloger will send the catalogued or barcoded books to the in-
charge of binding and repair for resewing and marking. 

3. The bookbinding unit resews the spines of each book in order to reinforce 
its bind. Books are usually destroyed at their bind portion most especially 
if it is repeatedly photocopied. Resewn books will last about three times 
longer than those which are circulated in the publisher’s original binding. 

4. Pasting book pocket inside the back cover of the book. Insert the book 
card in the book pocket and places the books to the shelves. 

 
B. Services 

 
Readers/Circulation Service 

Readers/circulation services are provided to keep the library patrons in 
the use of information resources and facilities. It includes services such as 
lending and retrieving of books, assisting in literature search, locating books, 
shelving, recalling books that were checked out. 
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Library orientation is one of the techniques used to create library publicity. It is 
conducted to all students, especially the freshmen and transferees during the 
opening of classes. Library instruction refers to the teaching on how to use the library 
and its resources. 

 
 
Objectives: 

1. To stimulate interest in the use of library information resources; 
2. To maximize the use of references and other materials for their research 

work and study; 
3. To help them instill the habit of self-education through books and other 

materials. 
 

Activities: 
1. Give class orientation to all new students. This orientation includes the 

following:  
- introduction of library personnel 
- library sections 
- library services 
- arrangement of books and other materials in the library 
- rules and regulations 
- classification system used 
- library catalog – OPAC: its importance and use 

 
2. Bring the students to the library for familiarization of its various sections and 

resources. 
 

D. Photocopying Service 
 

Policies in Photocopying of Materials: 
1. Photocopying of complete books and theses or dissertations is not allowed. Only 

the abstract of the theses or dissertations may be photocopied. 
2. Users are responsible for complying with the copyright act/and intellectual 

property rights. 
3. For materials to be photocopied outside the library, the client should fill out the 

photocopying form and submit them together with their school ID to the librarian-
in-charge. (This is only allowed for the Graduate Students and when the 
photocopy service is not available inside the library). 

 
E. Interlibrary Loan/Referral Service 

 
Procedure: 
1. The student is advised to exhaust first our resources before going out to other 

libraries. 
2. If the references or the materials are not available, the student is advised to fill 

out a request form for a referral letter. 
3. The librarian will issue a referral letter and give instruction or advise the student 

what to do in other libraries before she signs. 
 

F. Internet Service 
 

The university library has 24 units of computers with internet connection for the 
library researchers’ usage. At present, this is also in congruent with the university’s 
mission. Through this, the users could easily search for the topics in a wide range of 
interest. 

 
Procedure: 
1. The internet is used in consistent with the library’s rules and regulations. 
2. The library follows the “first come, first served” policy; 
3. The library limits the time a client can use the computer to one (1) hour (but can 

exceed if there are no other users waiting) to maximize its utilization and serve 
many students. 
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3.  Click PRINT SLIP to print summary report. The report will include the 
library’s name, the student’s name or ID, information about books on 
loan, and information about fines. 

4. Click Due Date to override the due date specified by Athena’s loan 
periods. 

5. Click DONE when you have finished checking out materials to the 
students. 

 
Check-In (Returning Borrowed Books) 

1. Student returns loaned out book/s. 
2. Librarian in-charge receives the book and clicks Check In and enters 

barcode number of the book/s returned. 
3. Types the barcode number in the Identify Item to Check In box. 
4. Click Check In. 

 
Reference Book Service 

 
Objectives of the Reserve Book Service: 

The objective of the Reserve Book Service is to ensure that every student 
in the class has a fair chance to borrow, read and prepare his/her assignment. 
Lyle stated, it is a term used when books and other library materials, assigned by 
the faculty in their classes are withdrawn from the open stack collection and 
placed behind the circulation desk or in a separate section where these reserve 
books are available. These books are in great demand. These are charged out 
for one hour or less an hour’s use inside the library only. 

 
The Reference Process 

 
Objective of reference: 

The main objective of reference service is to provide the library patrons 
access to the information resources. The reference work is directly concerned 
with assistance to users’ information and in using the resources in their study and 
research. To achieve this objective, the librarian provides the information 
promptly and efficiently necessary to satisfy the patron’s request. 

 
Activities: 
1. Conduct reference interviews to understand and determine the needs of the 

clientele for quick sighting of information; 
2. Give information and answer factual questions; 
3. Help the patron find the needed information and provide guidance in the 

choice of materials; 
4. Give formal and informal instruction on the tools of the library catalog –

OPAC, indexes and others; 
5. Answer reference questions requiring normal and extended searching; 
6. Retrieve reference questions handled for possible future solutions; 
7. Guide students in their interest with books and teach them how to love books 

and to make books an important part of their life; 
8. Retrieve reference statistics. 
9. Maintain information files. 

 
Use of the OPAC 

1. The student types the subject he/she wants to research. 
2. Click SEARCH and copy the information about the book. 
3. Don’t click other keys so as not to destroy the system. 

 
C. Library Orientation and Instruction 

 
Library orientation refers to helping students feel aware of and comfortable with 

the facilities and the services available, with the location of collections, and with the 
people who service those collections. 

 

11 

LEYTE NORMAL UNIVERSITY

LIBRARY SERVICE MANUAL Learning Resource Center10

 

 

 
 
Functions: 
1. To serve promptly and efficiently all library patrons. 
2. To substitute when possible, suitable and adequate materials if the desired 

materials is not available or charged out. 
3. To assist students and other library patrons in using the card catalog – OPAC 

and teach them the importance as the index to the collection of books in the 
library. 

4. To become acquainted with the interests, problems, capacities and needs of 
the students and faculty. 

5. To provide efficient service. 
 
The Circulation Process 

 
Objective of the Circulation: 

Circulation is the primary task of the libraries. Its objective is to maximize 
the utilization of all materials in order to serve a great number of library users. To 
achieve this, an effective charging system is established. 

 
Activities: 
1. Require all students who are officially enrolled to present their school ID. 
2. Check in and check out books and other information materials. 
3. Assist readers in the use of the library catalog –OPAC and print/card, and 

explain the arrangement of books on the shelves. 
4. File and maintain patron’s record. 
5. Keep statistical records to provide a basis for understanding, planning and 

carrying out the circulation job in terms of users’ demand. 
6. Assist/help students/users in the selection of books and other materials for 

reading. 
7. Control the material collection so that the availability of materials to the patron 

is maximized. 
8. Shelf-read books in stacks to ensure proper placement and order in shelving. 

 
Charging/Discharging System 

 
A. Regular Procedure 

A library, no matter how it is, must adopt its own system in charging and 
discharging library materials in order to record and trace the borrowers of the 
book. The following system is followed at the LNU Library: 
 
1. In borrowing a book, one presents his or her school ID to the librarian and 

asks for the book/s he or she wishes to borrow. 
2. The borrower signs the book card attached to the book. 
3. The school ID and the book card are clipped together and filed in the 

charging box numerically by class number. 
4. When a book is returned, the book card and the school ID card are puled out 

from the file of loaned-out books. The name of the borrower is cancelled and 
the date when the book is returned is indicated in the book card. 

5. The book card is clipped into the book pocket and the school ID is returned to 
the student 

 
B. Online Procedure 

 
Check Out (Overnight Loan): 

 
1. Student presents the book to the in-charge and the in-charge checks the 

student number in the check-out menu. 
2. In-charge scans the book’s barcode label and types the barcode number 

in the Identify Item to Check Out box and clicks CHECK OUT. 
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G. Bulletin Board Display and Exhibits 

 
 
Activities: 
1. The librarian makes a complete list of all newly acquired materials. 
2. The academic unit heads and other officials of the university are then given a 

copy of the list of new acquisitions. 
3. Responsive faculty/unit heads will immediately visit the library. 
4. The theme of the display for the bulletin board is determined. 
5. The librarian plans the design of the display. 
6. The librarian gathers all the needed materials for the display. 
7. The librarian prepares and displays the material in the bulletin board. 
 
Priorities and Guidelines in the Display: 

- Priority is given to the library who owns the bulletin board. 
- Notices and publications will be under the prerogative of the University 

Librarian using the best interest to the LNU community as her reference 
point. 

 
The following types of information will not be allowed for display: 

- Announcement of religious activities. 
- Posters promoting political parties advocating the election of any 

candidate or a stand in any issue concerning elections. 
- Notices of merchandise or services for sale 
- Rental announcements 
- Display items must be reasonable in size in relation to the space available 

and will not be accepted if they will hinder the effective use of the space. 
- The appearance and content of the notice must be acceptable or suitable 

for display. 
- Generally, notices will not be posted for longer than three (3) weeks. 

 
     D. Library Facilities 
 

1. Maintains an alternative and orderly facility conducive to study and research. 
2. Selects and arranges library furniture and equipment. 
3. Plans new and expanded facilities as needed. 

 
E. Collaborative Activities 

 
1. Attends department, faculty/personnel or group meetings, and meet 

researchers. 
2. Collaborates with school/student organizations. 
3. Participates in library and other educational and professional associations. 

 
F. Library Publicity/Promotion 

 
1. Bulletin boards and display. 
2. Web page 
3. Newsletter 
4. Facebook Page 

 
G. Educational Functions 

 
1. Curriculum and Education 

 Becomes familiar with the curriculum and educational programs, the 
courses of study or the syllabi, manuals and other special programs 
offered in the university. 

 Maintains up-to-date relevant collections. 
 Provides reference services and selects appropriate materials and 

equipment to aid teaching. 
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a. Examine the title page, preface, introduction, table of contents and 
chapter heads. Consider the author’s purpose and intention about the 
work. 

b. Read parts of the text. 
c. Find the subject heading that will fit the subject as well as the other 

related books in the same group. 
d. Check the Sear’s List of Subject Headings to verify the chosen subject 

headings for consistency and uniformity. The DDC relative Index is also 
consulted if the appropriate subject heading is not found in the Sear’s List 
of Subject Headings. 

e. Select specific subject headings to describe the topic. 
f. Use subdivision of subject to show specific aspects in order to avoid too 

many entries under one heading. 
 

Cataloguing Policies and Procedures: 
 
 Cataloguing is the process of preparing entries for a catalog or the means 
by which catalogs are prepared. The purpose is to record books that a user can 
find and to provide access to the holdings in the library. 
 
A. Policies 

The following priorities are considered in cataloguing the collection. 
1. First preference should be given to books requested by the faculty 

member in connection with their teaching and those that are 
frequently requested by readers. 

2. Second preference should be given to general reference books. 
3. Third preference includes those books other than the first and second. 
4. Define closely related or unfamiliar terms by consulting dictionaries, 

thesaurus and other references. 
 

Assigning Classification Number (Call Number) 
1. Classify a book where it will be most useful, considering the nature of the 

selection and the needs of users. 
2. Consult the Dewey Decimal Classification (DDC) to determine the class 

number. 
3. Study the classification scheme and place the book on the most specific 

subject rather than the general topic. 
4. Write the call number together with the date of publication or copyright 

date on the upper left corner of the script or P-slip and on the verso of the 
title page of the corresponding book. 

5. Use pencil in writing the call number to facilitate erasure in case there is a 
need to revise the call number. 

 
      C. Mechanical Processes  
 

1. Labeling 
a. Take out from the book the script – P-slip which bears already the call 

number. 
b. The call number is pasted on the spine one inch from the bottom using a 

guide as measurement. If the book has a wide spine and there is a 
running title on it, the call number (sticker) is pasted on the front cover 
one half inch from the spine and one inch from the bottom on the front 
cover. 

 
2. Typing and Pasting Book Properties 

A. Typing 
a. Book card 
Type call number on the upper left hand corner of the book card. 

B. Encoding the catalog entries 
C. Sorting cards and filing 

Sort author/main entry, title, subject and added entry cards. File them 
in the card catalog. 
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maintenance encompasses activities involved in keeping the collection updated, 
attractive and easy to use, like shelving and shelf-reading, repair of damaged 
books and discarding. 
It involves the following tasks: 

  
 End processing – the physical preparation of the library materials for inclusion 

in the collection. 
 Storage – different materials require different storage methods because they 

vary in kind, size, shape -–e.g. maps, books, pamphlets, tapes and films and 
other electronic resources. 

 Care of the collection – providing the correct environment for the materials, 
checking their physical condition and repairing damaged materials. 

 Stocking and shelf-reading – checking the order of materials on shelves. 
 Book mending – a common repair which can be easily and quickly done.  

 
Activities: 
- The library aide or student assistants return books in their proper places 

on the shelves at the end of the library service. 
- The librarian checks or shelf-read the books if they are properly placed in 

their shelves for easy retrieval the next time they are needed. 
- The librarian pulls out from the shelves the books that need to be repaired 

and discarded. 
 

Policy: At the end of the day, all library materials should be properly returned to 
the shelves. 

 
 

RECEIVING BOOKS FROM SUPPLY OFFICE 
 

Receiving Procedure: 
1. The librarian checks books against delivery receipt/memorandum receipts 

and sign. 
2. The librarian or the student assistant checks materials physically to see 

whether they are defective or not. If defective, the librarian will return the 
materials to the book dealers through the Supply Office. 

3. The librarian groups the books by title. 
 

 
BOOK PROCESSING 

 
1. Collating – newly purchased books are collated to check the missing pages or 

publication’s defect. 
2. Stamping ownership mark. 
3. Accessioning. 
4. Classification and cataloguing. 
5. Bar coding – pasting barcode labels, security strips, and book pockets.  

 
A. Preliminary Processes: 

1. Sorting books for cataloguing – this is for the purpose of facilitating catalog. 
2. Bibliographic searching – this is to check first against the bibliographies or the 

OPAC. 
 

B. Technical Processes: 
1. Determine and establish the main entry heading by standard reference tools. 
2. Check the card catalog or the OPAC the existence of an author and establish 

from of name to assure uniformity of entries. 
3. Check and verify the existence of the title, to avoid duplication. 
4. If there are other copies of the same title, add the accession number or locate 

the book for simultaneous cataloguing. 
 

Subject Cataloging: 
1. Selection/verification of subject headings.  
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 Guides teaching and non-teaching staff and students in the appropriate 
use of OPAC and other facilities in the library as needed. 

 Creates and maintains an atmosphere conducive to learning and effective 
library use. 

 Organizes materials, equipment, schedules and space to support 
learning. 

 Maintains reference function. 
 

2. Faculty relations 
 Keep teachers informed of services and information resources/materials 

in the library. 
 Maintains a collection of professional reading materials for faculty use 

and students. 
 Provides special services such as bibliographies of subjects taught as 

needed. 
 

3. Budgeting 
 
     The budgets are simply plan of action expressed in terms of cost. It is an 
estimate of what management thinks it will cost to carry out a plan for the 
organization during a period of time. 
 
     The library department will just list down all supplies and materials, 
equipment, books and journals with its budget estimate to be included in the 
budget of the university. 

 
 

YEAR-END ACCOMPLISHMENT REPORT / ANNUAL REPORT 
 
Procedure: 
 The University Librarian writes an accomplishment report in cooperation with the 
staff regarding the various undertakings of the library in a year. The librarian may also 
include matters about: 

 Library personnel 
 The schedule of service hour 
 The collection holdings (statistics) 
 Library utilization and services 
 Physical Facilities and Improvement 
 Problems/recommendations to solve the problems (if needed) 

 
H. Retention and Preservation of Stacks 

 
The long term retention and preservation of stacks is the responsibility of the 

university librarian and the staff. Not all materials offered to the library by 
donation or transfers from other libraries are accepted. Materials are only ever 
accepted by the library on the understanding that they become the property of 
the Leyte Normal University and these materials are relevant to the programs 
offered. The library will consider the retention of stacks of the titles are 
recommended and justified by a faculty member and other staff. 

 
Procedure: 

1. Shelf-read the books according to the acceptable arrangement system. 
2. Match the catalog cards or the OPAC with the books on the shelves. 
3. Turn up the cards of the missing books, showing their call number. 
4. Pull out the materials with problems in the shelves. 

I. Collection Maintenance, Preservation and General care of Library Resources 
Collection maintenance is important because library materials are often 

expensive and sometimes impossible to be replaced since they may not be 
available again in bookstores during the time when the material is lost or 
damaged. The users likely use the materials which are in good condition so 
those materials should be kept in good order to make presentable so that they 
are accessible to the user and ready to use when needed. Collection 

14 



LIBRARY SERVICE MANUALLearning Resource Center 17

LEYTE NORMAL UNIVERSITY

 

 

THE LIBRARY CATALOG 
 

Arrangement of books in the Leyte Normal University Library System 
 
 The system of arrangement of books used by the library is the Dewey Decimal 
Classification Scheme (DDC). It divides human knowledge into ten main classes with 
further decimal division since it uses a notation of numbers devised by Melvil Dewey. 
 
 Under the DDC Scheme, books on the same subjects are assigned similar class 
numbers so that they stand together on the shelves. The CALL NUMBER, which is 
composed of the class number and the Cutter number of the book or the author number 
is what identifies a book. Books are shelved in call number sequence. 
 
 Library users are given free access to the books on the shelves to eliminate the 
barriers between the reader and the books. The open shelf system is being practiced by 
the library so the readers have the access to locate the books on the shelves. 
 
The Library Catalog 
 
 The three (3) ways to locate a book in the library card catalog are by author, by 
title, and by subject. Each catalog card contains the complete bibliographic information 
about the book, such as: 
 

1. The complete title of the book 
2. The authors, editor, illustrators 
3. The imprint which includes the place of publication and publisher. 
4. Physical description of the book, such as number of pages, illustrations, size, 

etc. 
 

Each book in the collection has been given a particular number, which appears in 
the upper left hand corner of the catalog card. This is called CALL NUMBER. A call 
number is composed of letters, figures and symbols, separate or combinations assigned 
to a book indicate its location on the shelves. It consists of the class number, book 
number, and other symbols. It appears on the spine of a book and on the upper left 
corner of a catalog card. Guide cards can be found inside the catalog trays. They are 
those which stand higher than the author cards in the tray. 
 
 The LNU library follows the divided type of card catalog. The three types of cards 
found in the card catalog are the author card, title card and the subject card.  
Author card – the basic card which is also called the main card. The author’s name 
appears on the first line of the card and at the bottom appears on the tracing which 
shows the different card entries that can be found in the card catalog. 
 
See Reference Card – a card that guides the library user from a heading that is not 
used, to a heading that is used in the catalog. 
Example:  
 
See Also Reference Card – a card that guides the library user from a heading that is 
sued, to a related heading that is likewise used in the catalog. 
 
How to Use the Card Catalog (see the ` card catalog cabinet) 
1.  The cataloged book in the library by       maybe under __________, look in the 
author card catalog with the drawer marked with the first letter of the author’s surname, 
or in the subject card catalog in the drawer marked with the first letter of the first word of 
the subject, or look for the drawer marked with _____ in the subject card catalog for 
______. 
 
2. All books about a person may be found under his last name. 
Ex. Zaide, Sonia – look in the drawer marked with Z. 
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“UP” or “DOWN” keys on the keyboard or by clicking the navigation buttons provided, to 
go to the “Next” or “Previous” record. Information about the search query can be easily 
identified. 
 
 

INVENTORY PROCESS 
 
 Inventory process is a joint activity of the circulation and technical sections. 
Inventory is the process by which basic record or the shelf list of the library collection is 
actually checked against the shelves or closed to determine whether the material is still 
available in the collection. 
 
 The objective of the inventory is to assure accuracy of records of collection and 
identify books that are missing either lost or stolen so that the library could replace 
important items in timely fashion. The library staff conducts annually, preferably during 
summer. 
 

INDEXING PERIODICALS / JOURNALS 
 

Indexing is a process of locating an article from a journal or magazine. It is a time 
consuming task. An index is a tool that points out where information can be found. 
 
Periodical Index – is a list of articles from journals, magazines available in the library 
which are indexed by the librarian, typed in a 3x5 index card and filed alphabetically in 
the periodical index catalog. 
 
Newspaper Clippings 
Procedure: 
1. The librarian checks newspapers for articles on subjects that many relevant or useful 

to the needs of the researchers. 
2. The student assistant/librarian slips the article including the source and the date of 

issue of the newspaper and see to it that the articles are in order. 
3. The librarian assigns subject headings and stamps with library ownership mark. 
4. The student assistant/librarian sort out by subject and files them in folder in the 

vertical file cabinet. 
 

COLLECTION DEVELOPMENT 
 
 Collection development should be consistent with the application of the selection 
policy. Since the university is a dynamic institution, the library must operate within the 
framework of institutional goals and should work in accordance with accreditation 
agencies. 
 
 Administration plays an important role in the development of library’s collection 
by supporting sufficient funds by encouraging the faculty and library committee in the 
selection of references. 
  
Selection and Acquisition 
 
 The selection and acquisition unit of the library, headed by the Chief Librarian 
together with the college librarians have the following major functions. 
 

 Selecting 
- Compiles book catalogs and fliers sent by publishers/bookstores and 

sends them to the different academic units and departments of the 
university for an evaluation of the faculty. 

- Solicit book and journal titles from the faculty (request form) 
 Ordering 

- Determine what book/periodical titles to be ordered and places these 
orders to the Annual procurement Plan (APP) to be submitted to the BAC 
Secretariat. 
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 The Aquinos of Tarlac 
 Joaquin, Nick 
  A Portrait of the Artist as Filipino 
 

8. Cards with many subheadings are filed first by subject and then by subheads. 
Ex. Philippines – Authors 
 Philippines – Description 
 Philippines – History 
 

9. Historical subheadings are filed in chronological order. Early events come ahead of 
later events. 
Ex. Philippines – History – Spanish Regime 
 Philippines – History – American regime 
 Philippines – History – Commonwealth 

 
Locating Books 
 
 In locating a desired book/material, the first step is to note the call number and 
title of the book. Then find the location of it using the card catalog. Look for the book in 
the shelves using the information acquired in the card catalog. 
 
Policy: 

1. Pulling out cards from the trays is not allowed. 
2. Returning the trays properly after every use must be observed. 

 
The Leyte Normal University Library System’s Online Public Access Catalog 
 
 OPAC, which stands for Online Public Access Catalog is one of the features of 
the latest innovation in library automation system where books and other references can 
be searched for availability. It allows the user to search for library materials accurately at 
a fast rate using the computer. Through OPAC, the library users can access 
bibliographic records of the library without worrying themselves in searching for books 
and theses in stack. The use of OPAC does not compel for a computer-proficient user. 
As long as one knows the computer knowledge particularly what a computer mouse is 
and how it is being used, he can enjoy the convenience brought by OPAC. 
 
Features of OPAC: 

- Capable of locating specific material within seconds. 
- Capable of sorting your search results. 
- Provides brief and resource data 
- Capable of checking in and out items  
- Capable of giving bibliographic information about a certain book 
- Capable of giving the status of the book and its location, whether on loan, 

on shelf, where the book is located in the library. 
 
Understanding the Technical Terms: 
 
Call Number – the Alpha numeric code given to the document, which indicates where 

they can be located in the library. 
On loan – information material was borrowed by a clientele or patron. 
On Shelf – information material has been received at the library and is already on the 

shelf. 
On process – information material has been received by the library not yet on shelf. 
Patron – the client, user/reader. 
 
Collections 

Example: Say the researcher is looking for books in English. After typing the 
needed information in searching for a particular material, the searcher must click the 
SEARCH button (see the OPAC). 
 

Search results are then displayed and all the necessary information is laid out for 
the researcher to use. The searcher can browse through search results by pressing the 
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3. The letter and figures in the upper left end corner of each card shows where the book 
may be found on the shelves. The books are arranged on shelves in alphabetical order 
by author and in numerical order. 
 
4. Fiction books will be found on shelves grouped alphabetically under the author’s 
names and number. 
 Special symbols will be found on the shelves grouped alphabetically under the 
author’s last names and numbers. 
 
 
 
 
 
 
 
 
 
 
 
 
The Shelflist Catalog 
 
 This is arranged by call numbers and used only by the library staff. It serves as 
the authority file or the record of all materials in the library. 
 
1. Shelflist cards are filed according to call numbers in the same order as books 

arranged on the shelves. 
2. When 100 more cards have the same call number, arrange them alphabetically by 

word on the top line of the card. 
3. Use guide cards in the shelflist catalog to label and separate each alphabet. 
 
Filing Rules: 
1. Arrangement is alphabetical, word by word. 

Ex. Publication 
 Publisher 

2. Cards are arranged alphabetically by the entry in the first line or heading of the card. 
Ex. Auden, Curnow 
 

3. Cards with titles starting with articles “A”, “An” and “The” are filed under the next 
word of the title. Articles are disregarded. 
 

4. Abbreviations are filed as though they were spelled out. 
Ex. Dr. – Doctor 
 Mr. – Mister 
 St. – Saint 
 U.S. – United States 
 

5. Names starting with “Mc” are filed as if they were spelled as “Mac”. 
Ex. MacArthur 
 McChillan 
 McCoy 
 McKinley 
 

6. Numbers are filed as if they were spelled out as words. 
Ex. 1987 
 Notation 
 100 Arabian Nights 
 300 Miles Away 
 

7. Many books written by an author are first filed alphabetically by the last name of the 
author and then alphabetically by the title of the book. 
Ex. Joaquin, Nick 

530.2 Malenab, Ryan 
                  Essentials of physical science/Ryan    
             Malenab et al. _ _ _ Manila: Rex  

  Bookstore, c2006. 
       xiv, 338p., picts., tabs. 
       ISBN: 971-23-4471-1 
       1. Physical science 
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- Sort out all requested titles submitted and checks against record if 
additional copies are still needed. 

- Receives the ordered books from the Supply Office or direct from the 
bookstores. 

 
 Subscribing 

- sends inquiries to publishers regarding subscription details, and 
- Coordinates with the VP for Academic Affairs, Library Advisory Counsel 

and the University President. 
 Processing 

- Submits the newly purchased books and other library materials for 
inspection. 

- Sends these said library materials to the cataloguing section for further 
processing. 

 
Priorities 
 The basic collection priority is maintaining and supplementing the existing 

collection in areas that directly relate to the curricular offerings of the 
university 

 Additional materials will be selected to adequately support the research 
needs of the students. 

 
The University Librarian and the library staff are responsible in knowing the 
curricular programs and those being proposed so as to determine the needed 
library references. 

 
Collection Development Goal: To strengthen library holdings. 
 
Objectives: 

1. To acquire current professional reading books and journals and magazines that 
are relevant to teachers’ and students’ needs. 

2. To strengthen Filipiniana collection. 
3. To promote balance in the collection of different subject areas. 
4. To maximize the use of the library and its resources in order to promote effective 

instruction. 
5. To provide the right books for the right readers at the right time and to provide 

the best reading for the largest number at the least cost. 
 
Selection and Acquisition Statement 
 
 This phase of library activity is also known as selection and acquisition of library 
materials. It is not a monopolized activity of the librarian. Rather, it is a shared 
responsibility among students, faculty members and unit heads or administrators. 
Faculty members are asked to participate in the selection process because they are 
subject experts. Representatives of the department determine the criteria for the 
inclusion of the titles based on their own first-hand knowledge of the subject fields and 
the felt needs of the teaching learning interests of their disciplines. 
 
Selection Criteria: 

1. Selection and acquisition are based on the demands of the curriculum. 
2. The emphasis is on quality not on quantity. 
3. There is a year-round and carefully planned date or program of selection and 

procuring library materials. 
4. The librarian applies selection and acquisition criteria and is familiar with basic 

selection tools and needs of users. 
5. The librarian is aware of the different ways of acquiring books and other 

materials vital in her task. 
 

Library materials are acquired through: 
- purchase 
- solicitation 
- donation/gift 
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university. A secondary objective is to provide journals of general and cultural value for 
student to enrich personal growth.  
 
 The addition and cancellation of periodical subscription in the collection will be 
determined by the university librarian working in close consultation with the VP for 
Academic Affairs, the faculty and with the approval of the University President. 
Exceptions will be made for new program or programs that are demonstratively under 
represented in the current collection. 
 
Criteria for the Selection of Serials 
 

1. Content supportive of mission of the institution. How does the title support the 
goals of the library? What research program will be supported by serials? 

2. Content relevant to patron interest. Academic or professional journals with 
interdisciplinary content may also be selected with patron interests, as a 
preliminary criterion. 

3. Content indexed or available in a database. 
4. Content peer reviewed. An important consideration is whether the articles in the 

serials have undergone peer review, the process of expert critiquing the content 
of articles. 

5. Price. Considering the cost of a serial is unavoidable. 
6. Level of Use. For selection, how much the serial is likely to be used, based in the 

topic area and the number of patrons or users. 
7. Publisher’s reputation? Do the published issues arrive regularly? If not, do they 

respond promptly to claims for missed issues? Do the titles last for reasonable 
length of time before ceasing? 

8. Citation rates and impact factor. Impact factor is a measure of how often articles 
in a journal are cited, taking into account how many articles are published. 

9. Physical quality. This refers to the durability of binding. 
10. Comparable titles in the library. 
11. Type and frequency of requests. 
12. Longevity of title with a track record maybe more likely to last. 
13. Available elsewhere. 
14. Reviews 

 
Objectives of Weeding Serials 

1. To evaluate the library collection. 
2. To discard obsolete library holdings. 
3. To update the collection. 
4. To check the availability of the collection. 

 
Criteria in Weeding or de-selection of Materials 

1. Measured Use 
2. Currency 
3. Physical condition 
4. Binding 
5. Completeness of runs, short, broken run of periodicals are usually deemed more 

expendable. 
6. Shelf space taken 
7. Support of curriculum and or local interest. If a subject is no longer taught, or if a 

special interest group is no longer represented, the item may not be needed. 
8. Duplication and stability of online databases. 
9. Availability in another library easily accessible to patrons. 
10. Indexing. Coverage by indexes subscribed to by the library correlates with use. 
11. Request. Cooperation among libraries is important. 
12. Historical value. The value of the content for historical research. 

 
Useful Suggestions for Deselecting (weeding) Small Working Collection 
 

1. General Works – encyclopedias and bibliographies are of little use after 10 
years though exceptions may be specific instances, almanacs and yearbooks 
may be deselected when they are superseded. 
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acquired especially if previous editions had been heavily used or 
when there is a significant price difference between the hardbacks 
and paperback edition. 

3. Non-book materials such as cassette tapes, slides, transparencies, CD’s, 
VCD’s, DVD’s, charts and maps are acquired upon recommendations from 
the faculty. These are potential resource materials to be organized or 
maintained in a balanced structure and will remain fully accessible to the 
university community subject to normal restrictions. 

 
Conducting an Inventory in the Library: 
 This is one of the administrative duties, which should not be overlooked by a 
library. The common inventory practices are the following: 
 

1. The librarian recalls overdue books from faculty and students. 
2. The staff and student assistants arrange books and other library materials in 

their proper places. 
3. The librarian, Supply Officer and COA representative check material 

physically against library records. 
4. The librarian prepares list of missing materials. 
5. The librarian requests for relief from accountability, accompanied with an 

affidavit of loss. 
6. The librarian removes the lost item from inventory list or pulls out the card 

from the card catalog and indicates in the remarks column of the accession 
record and the OPAC. 

 
Ordering/Purchasing in Practice: (once a year/as the need arises) 

1. The librarian gathers list of titles from faculty, administrators, department 
heads and students. The librarian arranges and consolidates the list with her 
order list. 

2. The librarian checks the lists against the entries in the bibliographies, OPAC, 
accession records and verify price from catalogs of publishers. 

3. The librarian enters the list in the Project Procurement Management Plan 
(PPMP) for signature of the VP for Academic Affairs. If the cost of materials is 
already beyond the limit or the required amount for canvass, the librarian will 
include the list in the Annual Procurement Plan (APP) as required by the 
budget office in preparing for the budget. 

4. The librarian submits the same to the head of BAC secretariat for her 
signature and the signature of the BAC member. 

5. The BAC secretariat will forward the approved PPMP to the Supply Office for 
canvass. If it’s beyond the amount required for canvass, the BAC will decide 
for bidding the books. 

6. The Supply Office will make the canvass paper to be served to the different 
bookstores for quotation. 

7. Upon return/answers the quotations, the BAC will conduct the bidding. 
 
Note: The library is adopting the new procurement system – Government Procurement 
Act R.A. 9184 under BAC Accredited Trainer. 
 
Serial Collection Development Policy (Drawn from a common set of Selection Criteria, 
excerpts from Serials in Libraries: Issues and Practices by Black) 
 
 Serials are publications issued in successive parts bearing numeric or 
chronological designation and intended to be continued indefinitely. Included in this are 
periodicals and annuals. 
 
 The selection of serials requires a more specific process than other media. When 
a serial is selected there is a continuing commitment to the cost of the title, including 
subscription maintenance, shelf integrity and storage. 
 
 The purpose of serials collection development is to provide balanced, carefully 
chosen collection of periodical literature that supports the educational mission of the 
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- exchange 
 

Existing organizations or agencies which offer free library materials are 
explored in trying to provide sourcing for the library. (See linkages folder). 

 
The LNU library is guided by the latest CHED Standards for Academic 

Library for all programs and the Library Standards issued by the Department of 
Education, Memorandum No. 1 s. 1988, designed to make the library more 
functional and responsive to the thrusts of education. 

 
Holdings 
 
 The collection of Leyte Normal University library consists of, but not limited to, 
up-to-date and relevant books, periodicals, pamphlets, documents and non-print 
materials. Multiple copies of frequently used materials are provided. In the matter of 
reserve or in-demand books, a provision of at least three (3) copies for every thirty (30) 
students is deemed sufficient. 
 
 In addition to the basic collection, a core periodicals collection of current and 
relevant titles (local and foreign) are provided. 
 
General Acquisition Guidelines: 
A. Purchase 

1. Hardbound or clothbound books printed in book-paper are preferable. 
2. Mathematics, Science and Technology and related subjects must be of  
3. Preference must be given to books published locally and books written by 

local authors. 
4. Dictionaries, encyclopedias, and other general references must be updated 

for at least 5 years. 
 
B. Donation or Gifts 

Book donations and other reading materials will be accepted with no restriction 
attached to the donated books. Donations or gifts may be a valuable source of 
information for the library collection. The President and the University Librarian, or 
the Library Advisory Committee has a definite commitment to accept gifts or 
donations for the library. Acceptance of these gifts shall include a clear statement 
that the library is free to keep or to give away materials based on the evaluation or 
decision of the library advisory board. 

 
C. Linkages 

1. The MOA was made as the institutional linkage between the LNU, EVSU, 
VSU, NSU, SSU and Asian Development Foundation College. This is to 
provide access to students and faculty on the use of the library facilities of 
LNU, EVSU, VSU, NSU, SSU and ADFC for research undertakings. 

2. Letters of donation from Keith Mayes’ collection, Thomas Jefferson, DOST 
Grant, An Taclobanon Association of California Inc., Asia Foundation and 
referral letters from other state universities and colleges in the region on the 
use of library resources. 

 
D. Quantity 

1. For the subject collection – a minimum of three (3) books and a maximum of 
ten (10) books per title may be acquired provided those books are locally 
published. Books of foreign publications may only have one copy per title for 
every section or 25 students or one (1) title for every college. This is to 
prevent serious dilution of fiscal resources. 

2. Other library materials are bought in set, series and others as the case 
maybe. 
- Paperbacks and hardbacks 

The library will purchase paperbacks if the original hardback 
edition is out of print, or out of stock. When possible, paperback 
editions are purchased as additional copies for “Reserve Use” or 
when the hardback copy is too expensive”. New editions are 
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2. Religion and Philosophy – retain system of philosophy, but deselect historical 

and explanatory texts when superseded, old theology, old commentaries on 
the Bible, sectarian literature, sermons and book on the conduct of life, 
popular self-help psychology, and other guides to living which are old or no 
longer popular. 

 
3. Social Science – requires frequent revision, because much of the materials 

will deal with problems of temporary interest, which can be replaced later by 
historical coverage of these topics. Economics, investments, taxation, etc. 
need careful watching. Historical works on economics, political science, 
education, transportation, etc. should be kept if there is demand. Generally, 
keep basic materials on customs and folklore be guided by use. 

 
4. Language – deselect old grammars, ordinary school dictionaries (rarely weed 

the larger dictionaries). Deselect the rest of the collection on the basis of use.) 
 

5. Pure Science – deselect books with obsolete information or theories; all 
general works which have superseded unless they are classic in their field. All 
ordinary textbooks can be deselected, inspected carefully before deselecting. 
Astronomy dates rapidly. 

 
6. Applied Science – try to keep this section up-to-date deselecting older 

materials. Five to ten years with outdated much of the materials in such fields 
as medicine, inventions, radio, television and business. For home economics, 
cookbooks, gardening and some materials on crafts, etc., watch use pattern. 

 
7. Arts, Music, Hobbies, etc. – deselect sparingly in the fine arts. Keep collection 

of music, engraving and fine illustrated books. 
 

8. Literature – keep history, unless it is superseded by a better title; keep 
collected works unless definitely superseded, deselect poetry and dramatics 
no longer regarded in literary histories and no longer read, deselect the works 
of minor novelists whose works have not been re-issued and who are no 
longer of interest to readers. 

 
9. History – deselect much contemporary writing, which is now recorded in basic 

histories (as World War II materials), historical works which are only 
summaries and are not authoritative and works of travel over 10 years old   
unless distinguished by the style or the importance of the authors. Keep 
histories which have become literary classic. Keep everything related to local 
or regional history. 

 
10. Biography – keep collected biography, but the individual lives of persons 

whose importance is no longer great may be deselected when demand 
declines. Keep anything that may be useful for local history. Generally, the 
following classes should be inspected carefully as potential areas for drastic 
deselecting privately printed verse, memoirs and essays; subject not currently 
popular; unused of unneeded volumes of set; publications for municipalities of 
multiple editions of books; incomplete runs of periodicals; or periodicals which 
are not indexed. 

 
11. Documents – all documents which have been in the collection for five years 

become candidates for de-selection.  
 

12. Serials – faculty and librarians review serial holdings and evaluate titles which 
are infrequently used. Cancellations are made in the light of curricular needs 
and budgetary considerations. 

 
13. Audiovisual materials – damaged audiovisual materials become candidates 

for de-selection. Amount of use and obsolescence are important factors in the 
decision. 
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14. Vertical File – obsolete materials are removed from the vertical file collection 

at the discretion of the reference librarian in charge of the vertical file. 
 

 
 

MINI-AUDITORIUM 
 
 The Mini-auditorium is established primarily to hold special school activities such 
as faculty/personnel meetings, student teachers’ orientation, seminars or training 
workshops of teachers from the Department of Education (DepEd). 
Organizations/agencies are already allowed to use provided that they abide by the rules 
and regulations of the library, as regards to the use of its facilities/resources and their 
activities to be conducted are educational, recreational, cultural and informational in 
form. 
 
Procedure: 
 
 Reservation form is available at the Office of the Director of the Physical Plant 
and Facilities. Accomplished form must be submitted at least 1 day before the requested 
date of use. No reservation shall be accepted if there is no accomplished form 
submitted. However, library users can also be given reservation when they have a 
request letter, signed by the class adviser and or authorized official of the agency. The 
outside users are asked to write a formal request addressed to the University President. 
 
Supervision: 
 
 Organization and groups which are granted permission to use the Mini-
auditorium shall be adequately supervised at all times. The presence of the sponsor of 
the activity or anyone of the staff shall be required during the function date. It is the 
responsibility of the janitor assigned in the library/area to fix the venue/area and examine 
the room before and after use; to know immediately if there are any losses or damages 
in the facilities. 
 
Liability: 
 
 The permit holder shall be liable for any damage to the library property, 
furnishings and equipment he/she/they use. It is recommended that any damage to the 
property, including missing furnishings or equipment must be noted by the permit holder 
and bring it to the attention of the library employees on duty before they hold the activity. 
 
No Smoking Policy 
 
   Smoking is prohibited inside the Mini-auditorium. 
 
Vandalism -Vandalism of any sort is also strictly prohibited. 
 

SIGNING OF CLEARANCE 
 
Activities: 

1. The client presents his/her clearance at the counter for signing. 
2. The librarian checks the clearance if properly filled out. 
3. The librarian checks the names against the list of accountabilities. 
4. The client writes his/her name in the logbook provided to signify that he/she had 

his/her clearance signed 
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