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1. GENERAL
Purpose

The Libvary Department provides accéss to an extenane range of informatian
respurces 1o enhance studying, teaching and research in support of University
d PTOEr nid tiance with intermanenal standards.

Scape
These procedures describe the activities carned out by the KUHeS Libranes.
References

Current Librasy Policy

2. RESPONSIBILITY

The University Librarian [UL] has the primary responsibility of ensuring that
these procedures are implemented and remain adequate for the intended
purpose of providing the information from which the decumentation for the
proceases and activities can be compiled. The UL isalso responsilbile for initinting
acteson to ensure that the procedures are kepd up to diate. All departmental stafl
mermbers are responsible for implementing and ensuring that these procedures
are followed. The SOPs will be implemented within the structure approved by the
DHREMD and Management.

3. OPENING HOURS
KUHeS Library opening hours are as follows:

Monday o Friday : Bam -10pm

Saturday : Bam-12 noan
Sunday B Ipme= 4:30pm
Public holidays  : Cloned

4. PROCESSES

Orverview



The library 18 charged wath the responsibabity of pronding students and suaff
access (0 an extenmve mange of information resources by carrying out the basc

functions of scquinng, processing, orgamiming, preserving and dissemmating
infarmation within the Mission and Vision of the University. The library enforees

security measures in the bbrary and makes collection. materials for Malawiana
and special sections as well. The core activities of the Library Department are:

u, Callection development
b, Organisation of information materials
e Weeding of ebaolete booka
d. Management of short loan circulation
e Management of long loan circulation
L Registration of new members
g Reference Services
h. Preservation of books
4.1 Process for Collection Development
4.1.1 Source
Buying (request list from deans/fnculty members, students), donanons
4.1.2 Required inputs
Written requests from users/deans, programme coordinntors.
4.1.3 Expected Output{s]
Acguinmion of information resources.
4.1.4 Recelvers

Library



4.1.5 Process Detalls

8N | Description Dutput Responaibility
1 | Receive approved requests jor titles of | School list of | Deans, University
books from Executive Deans and | required Libearian
other lbrary users for acquisition | books UL}/ Campis
purposes Libeartan [CL)
Nate: Cataloques from publshers and
bopk=sellers are aroulated to Staff to
select titles of books
2 | Compile an acquisitions bst of the | Acquusitons | Technical
selected books list Bervices
Librarian [TSL)
Initiate requisition in R=-Flus Requisition UL/ Personal
Agsistant (PA)
Endorse the requisition hst Requisition UL/CL
3 | Source for quotntions Quotationfs) | Procurement
Officer (PO
4 [ Approwe guotations Approval ULfCL
5 | Endorse payment Endorsement | Registrar
& | Pay for requisitioned books Payment Direcior of
Finance and
Investmenis
{Du¥T)
7 | Receive notice of shipping dates E-mail UL, CL, TSL, AA
8 | Receive books from stores Delivery note | Stores Clerks,
T3, AA
9 | Check delivery noles agunst the |Aoqusinens | TSL
acouinitions List list and
delivéery note
10| Update  delivery status om  the | Delivery TiL
ncquinitions List status




Gifts/Donations.

UL,
1 | Receive information items Infermation items o,
5 Review and select received information Selected information yai,
itema as per Library Service Pobicy demn
% Dispose of irrelevant information items a8 | Disposed of 4L
per Library Service Policy information ilems
Sourced donations
UL,
1 | Identify of donor Doror
CL
Application formf UL,
2 | Apply for donation
Proposal oL
Recetve an invokce {or nmnpin'_nndar uL,
k} Invosce €L,
procesaing fee from o local agent e
Farward the mm:mlhnwmm:w e UL,
# | the Dol through the University
£ iy memo oL
Registrars office
it b
5 Forward receipt to donor flocal agent X A4
lopticnal)
6 [ Receive donated hibrary materiols Danated matefials 8L
7 | List and cast the donation Liat donated materials | TSL |




4.2 Pr for Organization of Information Materials

4.2.1 Source
Technical Services
4.2.2 Required lnputs

KUHeS Library Stamps, Acosssioned books, Classification schedules, Libeary

of Congress Subject Heachings manuals,
4.2.3 Expected Outputs

Processed books

4.2,4 Receivers

Client Services Librarian

4.2.5 Procesa Details

8N | Description COutput | Responsibility
1A | o Aflix ownership stamp n, Stamped TEL
b. Stamp call mark box TESRITCE
€, Accession the books b. Accession
cl. Paste date label number
e Paste book card pocket . Dare
lnbel
. Book




SN | Description Output | Responsibility
1B | o If the record for the resource at hand Catalogued TSl
is already available in the local and
database [Librasry Management System | class:fied
(LM book
b Edit the recard to ensure that all
hibliographic information is in tandem

with the item in your hand in terms of
control pumber (LECN], o applicable,
1SBN (both hardback and soft covers
for possible multiple publishers for the
respective edition]
e, Add holdings data which mcludes:
L Accesason number
b Barcods [paste it on the tte page
(el werso)
iil. Call mark
iv. Location
v. Prefix joptional- apphicable to theses
and disseriations, reserved books,
Malawiann, ete.)
v, Copy number if more than ane copy,
vil. Save the recond




Description

Responsibility

a. IF Orniginal Cataloguing
t. Confirm that the record (8 not
avatlable online (Check at different
mtervals e, after every four hours
or after o day] as some
websiten/ databases do not allow
-simultAneous acorss to the same
recofil
i Select an appropriate template from
the system ¢.g. CD, book, report etc
i Fill in the template according o
relevant cataloguing sandards &
rules; e.g., AAMCHZ, RDA
. Classily the resource using the LC
classification schedule,
»Analyse the subject of the
resource at hand.
= Anaign relevant elassifieation
mumbers unng the LC schedule

= Assign LC subject headinga,




Description Dutput | Responsibility
a. Copy cateloguing from an external Catalogued TSl
databane item

1. H the book is found either in the
backfile or retricved through a
=39.50 protocol, edit it sccording 1o
the copy at hand.

ii. Ensure that the ISBN of the copy at
hand 18 included on the record, of
not, meert it wy the appropriate fickd,

iih. In cases where the record doen not
have an LC call mark, use the main
subject heading or other callmark
[Dewey, ete.) to search for the
appropriate fuliernative LC callmurlk.

. Add holdings data as above




Services section for display of new, and

Description Output | Responsibility
Classify information Tems usng the Technical
Library of Congresa [LC) classification Services
Scheme (waw,Toc,gov/}. Librarian
Use the Libriry of Congreas Subject
Schedules [LCSH) to determine the
subject headings for the item baing
catalogued, ([Online version in acceasible
at wwnho gov /|
Use the main subject heading to find
other items with similar subject headings
to entabliah the call mark [This san be
done in the local database, backfiles, or
the online LT catalogue].
Write the call mark on the Lp. verss of Dwtails of TSL
the boak. call number
on the title
Verss pige
of a boolk
Filin the call mark in the holdings data | Updated TSL
form of the item recand database
Farward processed books 1o the Client Lisg of TSL
Services mection for display i new, and procesacd
for eirculation if not new ‘boaks
Forward processed books 1o the Chient Dusplay T5L
processed
books

for circulation if not new




8N | Description Dutput Responsibility
9 | Displey new books a week before Displayed [=-TH
releasing them for circulation. books
4.1 Process for Weeding Information Materials
4.2.1 Source
Client Services Librarians
4.2.2 Required Impuat
Identificanon of obsolete/unwanted mformation mems;
List of information resources 1o be weeded
4.2.3 Recelvers
Various stakeholders.
#.2.4 Process Details
8N | Description Cutput Responsibility
A ldentify information resources 1o be | Idennfication 3
weeded lust
a bt of wlentified
Loame Identified
2 | information resources to be i (=19
weeded. b =
3 Forward the identified informationn | Lasa of wesded =i
resources to be weeded to the UL, boaks
Forwiard th i i
e identified information Prs Yt
resources to be weeded 1o the :
1 ; for materinls to csL
University Lebrary Committee by e

the UL.




University Libeary Commines

SN | Description Output Responsibility
Receive [eedback from the ;
ER RN ity L Commitiee sl UL, €L
nivers
o bﬂl’)‘ ks minutes
the weeded list.
& Remove identified information Sl EhL
materials from circulathon.
Dlete the records of the weeded
bodks from the LMS. [Libracy Dreleted records
. Solution) —_—
Note: Accession numbers of the
Accession
weeded books should be recorded &
nunibers
reuned.
Forward weeded information
materials to the University intermal | Approved University
8 | Procurement and Dm-pmai materials for :Lul:mq'
Committes on recommendation by | weeding Committes

4.3 Process for Short Loan Circulation
4.3.1 Source

Library patrons

4.3.2 Required inputs

Library patrons, libeary fem, chent 1, and barcode scanner.

4.3.3 Expected outputs
Circulation report




4.3.4 Recelvers

Library patrons
4.3.5 Process Detalls
5N | Description Cutput Responaibility
. Tdenufy information rescurces to be | [dentification oL,
weeided liat
List af tifi
“repseen fot o emifiee Identified
2 | information resources to be CsL
miaterials
weeded.
3 Forward the identified information | List of weeded 5,
resources (o be weeded tothe UL, | boaks
Farwiard the identified information e i
resources to be weeded 1o the I lt
4 for materials fo CsL
University Library Commities by
weed
the UL
Receive feedback from the
i reliberation
5 | University Librasry Commitiee on UL, CL
miknutes
the weeded L,
& Remove identified informarion W -
materials fram circulation.
Diédete the records of the weeded
books from the LMS. (Library Dieleted records
Salutian)
T T3L
Note: Accession numbers of the -
weeded books should be recorded &
numbers
reused,




SN | Description Orutput Responsibility

Forward weeded information

materials to the Universiy Internal | Approved University
B | Procurement and Disposal materials for Libwrary
Commitiee on recommendation by | weeding Committee

University Libeary Committee

4.4 Process for General Clreulation
4.4.1 Source

Library patrons

4.4.2 Required inputs

Identified information materinljs) from the open shelves Circulation counter
stafl /Stamping of date due/time on book label

4.4.3 Expected outputs
List of circulated books
4.4,4 Recelvers

Library patrons

4.4.5 Process Details

8N | Description Output Responsibility

The Library stall on duty receives an
. Students’ ;
1 | information resource and user [ Library staff
identity card
froem the clene




Description

= Match the identity card with the
user's account 1o ancertan
ownership. [The Library Assistant
verifies the document o male
suire details dre correct

sStamps on the date slip the date
the book is due for retumn
[checkout).

Transaction

Desenaitise to allow the user to
take it out of the Library.

Desensitiser

Verify whether the itemn has been
duly barrowed.

ltem due date
atmped

Library
Commissionaire

#Check in and confirm that the
item has been cleared by the
sysiem when the user is done
using the item

#Hecall i book an high demand
from & user, to place it in the
Reserve section.

sCammunicate 1o the user to
return an item within four days,
filing which the item nccrues an
averdue fine from the fourth day
since its recall.

report

Move returned books 1o n sorting
shelffbay for  distribution 10
respective shelves

Books packed

at the sorting

LA and Libeary

Sort returned books accarding to
clasa marks n  readiness  for
ahelving.

materials

Library Stalfl




4.5 Process for Reference Servicea

4.5.1 Sources

Library. Patrons
4.5.2 Required Inputs

Information Request by Library Users

Patrons submit the request via email, phone, websiite forms or come in persan

4.5.3 Expected Outputis]
Answered queries fQuestions

4.5.4 Recelvers

Libwary patrons

4.5.5 Process Details

infernew,

8N DESCRIFTION OUTPUT RESPONSIBILITY
Recel
ve user queries at the Filled Request
1 | Reference Dealt or through e & CiL
G,
mail or phone calls,
Conduct ref ey L
2 mb]l:n.h wh'::nt:m :n“ i R o CcSL
[ e
query i
about.
Respond to instant queries
3 and for record complex queries | Filled Request E8L
by information seckers on Form
information request forms.
- - -
e e [ At |
user durt & tirme
g informanion seeker




8N DESCRIPTION OUTPUT

Search for pnswers by
consulting various souroes of
information including e-

resources on the internet.

Info petrieved and
recarded on the
info request forma

C8L

4.6 Process for Reglatering New Memb

4.65.1 Source

Library patrots

4.6.2 Required Inpats
Registration of Library patron
4.6.2 Qutputs

KUHeS Library Regratered patron
4.6.4 Recelvers

Litrary patrons

4.6.5 Process Details

EN | DESCRIPTION OUTPUT

Librarian  draws an - onentation
schedule and has it pinned on Litwrary
1 |notice boards fo notify sarious registered
groups when to attend  library students

e LATLOA.,

Campus Libraran
cy




DESCRIPTION OUTPUT RESPONSIBILITY
Kotify students through the notice
board, emails and other channela Orrientation B
on the library orientation Schedule
timetabic.
Conduct ibmary orentation duning| Orientation oL
the University orientation week. meEsIan
lssue membership cards to new | Membership
studenia. cards eLyees
& Divide students into manageable
groups and intreduce them to the
different sections of the library, |  Unentation CEL. LAs
eRefer students to the  Library HpTIEY
YouTube chanmel
Refer  patrons to  the Library| Libsary Rules
webmite for the niles  and and cL
regulations Regulationn
Regester  ehpgble students wha names :- Client Services
report late ar the arculanon desk srail

students




4.7 Procesa for Preservation of Library Resources
4.7.1 Source

Client Services Librarian
4.7.2 Required Inputs
Good houseleeping procuces
4.7.3 Expected Qutputs

Appropriately preserved books
4.7.4 Recelvers

Srudents, Library patrons

4.7.5 Process Detalls

library is conducive for the books sa that
they are not damaged by moisture and

direct sunlight,

5N | Description Ouiput Responsibility
15 ermebmur-hamng-mnnll‘nﬂm; Linr Las, CSL,
apart from circulstion and take them to | Damaged T5L
the Technical Services Section. hoaks
1 | Request the UL ACL for books 1o be bound | Approved UL/CL; 5L
letter TaL
3. | Bind loose covers for pemnforcements. JunTation 5L, TSL
3. | Shelve books on appropriate  shelves| Shelved CSL
[Shelve them loosely for ense of books
removing and shelnngl.
4. | Ensure that the environment within the CSL




4.8 Process for Producing Item Bar

4.8.1 Source
Technical Services Librartan
4.8.2 Required inputs

Barcode diats, barcode software, barcode remplate, bareode labeis, printer

4.8.3 Expected outputs
Frinted barcode labels

SN | Description Dutput Responsibility
1 | Request 5L to print barcedes Documented request TAL
o Tdentify the KUHER Lbrary Name of apecific bbrary -
that nesds the barcodes in peed of barcodes

Prepare the data and assigns
4 digita by location:
Chileka (KUTH): 6101
Hameza: 6102
Lilongwe: 6103
3 Mahatma Gandhi:
G104
Mangochi: 6108
The data count is in misltiples
of 39 for a 3%-label barcode
sheet

Eaw barcode dats in

CEV format

SL




Description Cutput Responsibility

Edit the barcode templite Edited barcode

necordingly template %
Dhigital file of the

Bet barcode dimensions

configured barcode

3L

Import the daia into the

Imported data in the

L

hareade software bareade soltware
Print the barcodes and hand R
Printed barcodes 5L
them over to TSL
Receive the barcodes and Printed barcodes and

records the first and lust
numbers in a hardoover kept

updated record of first
and last printed

numbers

in the Secretary's oflice

4.9 Process for dally backup of the library database
4.9.1 Source

Systems Librarian

4.9.2 Required inputs

Server, database, backup folder, backup file, external storage media
4.9.3 Expected outputs

Exiternally backed up database

4.9.4 Recelvers

Syatems Librarian




4.9.5 Process Detalls

multiple storage
media

BN | Description Dutput Responaibility
1 | Open the folder E:\DB_Backuph, Open falder 5L
on the servér
2 |Copy ihe file L8Backap-YYYY- Externally 3L
MM-DD.Tx to an exiernal storage backed up
medium (where YYYY = year, MM = | Hbrary
maonth and DD = date database file
irepresentng that day's dage]. .7z’
is the file
3 | Keep the external storage medium | Secured s1orage 5L
in i safe place medium
4 | Copy the backup file to other Externally 5L
media to keep it m muluple backed up
locatioas (computers flaplops, library
external hard drives) database file an

21

izsues to the system vendor [The




4.10.3 Expected outpuls
Error-free library system

4.10.4 Recelvers

Systema Librarian

4.10.5 Process Details

FYBIEM 10 ensure 11 48 working properly

mystem

5N | Description Output Responaibility
T fewlS i
i ST
1 eala mpdulen 1o SVEILM i SL
fralure
SYstem
Natice aof
2 | Kotify all users of the system failure sy siem SL
failure
alqaﬂ:Tnﬂ.C'-ﬂu}mHglpMmmnuMp i
hitpa:/ furwd tiodelivers com fhelpdesk | Desk
4 Repart the error in a specific and concse | Active sL
manner ticket
Trail of
interaction
Check the Help Desk from time 1o time for
5 | TLC's responses. They may need 1o work 5L
with the KUHES Library ayst t imdens
e temm
KUHES
Library
Featored
Al the end of the troubleshooting, test the
& library sL

22




SN | Description Output Responsibility

Notice of
> Communicate with users as soon as the 5 i
issues are resalved v
restoration

4.11Process for Thesis and Dissertation review
4.11.1 Bource

Portgraduste sradenta

4,11.2 Required inputs

Thesis or dissertation

4113 Expected outputs

Thesis | Dissertation Approval Certificate

4.11.4 Recelvers

Postgradoate Students, Director of the Institute of Postgraduate Studies and
Research

4.11.5 Frocess Details

SN | Description Output Responaibility
I | Receive finalised theass [ UL acknowledpen UL/CL
cisnertations from student after | receipt of the
addreasing internal and external | thesis /
examiners’ commenis through dinsertation

ekl

2 | Delegate thesia [ disseftation 16 | cmadled thesis [ ULfCL
another librarian, copied 1o the disseTiation o
candidate delegated libranan




Description Dutput Responsibility
copied (o the
candidnte
The delegnted hbrarian: Thesis [ Librrarian s
i scknowledges receipt of the dissertation delcgated by
the UL{CL)

email nnd attnched theais |
diasertatson.

. records details of the thesis |
disseriation (title, author,
progrimme, candidate’s email
nddress, date feceived and
TEVIEWET s name)

¢, reviewns the thesin, Le., does
basic editing, checks the
format, in=text citations and
references as prescribed by the
Postgridunte siudent’s
handbook and referencing
ntyle an prescribed by specific
Schools.

d. emsures that required
appendices are included, such
as a dralt manuscript, and
KUREC Ethics Approval
Cenificate, ifapplicable.




Doscriptin Dutput Responsibility
e. runs the thesis | dissertations
throogh a text-matching
software |e.g., Turmdnl.
f. emuls the reviewed thesms §
dissertation in both MS Word
and padf, including feedback 1o
the cardidnie, poinTtng out
areas to concentralc on,
Librarian receives corrected copy | Corrected thesis [ Librarian
fram student through emal dimseriation
The libranan: Corrected/ final Director of the
A does firther review nd sends. | thesis/ Institute of
back the thexin / dissertarion | disseration and | Postgraduate
for correction if there are Libeury Thesin Studies and
cutstanding issuen Approval Hesearch
Certificate

b, writea the Library Thesia
Approval Certificare jon behalf
of the UL} when the thesis f
disseTiatann meets
tequirements,

affizes a KUHeS Libraries
stamp on the approval
ceriificate

24




4.12 Procesa for Theais Submission into Institutional Repository
4.12.1 Source

Postgraduate studentn

4.12.2 Required inputs

Thesis or dissertation, palicy documents, reports, journal arncles. Preprints
(journal articles or open access), audio clips, video clips:

4.12.3 Expected outputs
Submission into the institunional repository [TRH)
4.12.4 Regelvers

Postgraduate Studenta, School Postgraduate Coondinator, Libranan, Director of
the Institute of Postgraduate Studies and Research

4.12.5 Process Details

SN | Description Cutput Responsibility
1 A patron submits an electronic UL LFL
copy of the item. which will acknowledges
become the property of the receipt of the
University. thess /
dissertation
2 |» CHck on the LOGIN nk to Submitter Candidate/Postg
begin submission (the fegnlera an radiate School
submtter should be able see BCCoUnt Coordinator
his/her name when the logn is
sueeessiul on the header]
o lfnewuser,  chck on the
REGISTER link 1o open an




Description Output Responsibility
aeciUnl
To Start & new submission The Candidate/Post
1. Choose a Comemunity you sibminer araduate
wish 1o subwnit to, I the chosen | Sho0SEs & Schedl
community has COMMUTY Ciooet climit o
Subcommunities, you can by following
navigate 1o the desired the
Subcommunity entabliabed
KUH=3
2. Nawigate 1o the collection you Schoals
wish to submit to usnder the
chosen
G v/ Subcommunity and
click on Submit & new item to
this eallection bution,
Steps 1o the submission success The Candidate fPost
1. Follow each step filling out snbminer gruduaie
appropriate felds. Any fields fills.up all Hchoal
waths a * next to them are mandatary Coordinator
mandatory [Tithe and Date of ficids such
Issuel. Most Gelds have  hint us title of the
underneath to help with thesis, date
completion of issue, e

2. Mlease move about the
submission steps using the
NEXT link button af each page.
You can also save and

a7




Description Output Responsibility
comeback 1o your submisson
later dsing SAVE & EXIT
button.
The Submission process is The submitter | Candidate/Post
divided into 4 steps follows the 4 Eraduare
u. The description stage s of Schedl

= su berission Coordinator
is atep han two parts, the fols et

easeniial ficlds of the first pan
are:  Authors, Titde, Date aof
Issue  Publisher, Type and
Language. The essential fields
of the second part are: Subject
Heywords and Abstract

b. The upload stage
Here vou upload file by chicking
the CHOOSE FILE button and
enter description  details o
appropruste under File
Description

c. The review stage
Here you review all the
information you have entered.
Click "CORRECT ONE OF
THESE® button if there s a
need Lo correct anything fram

28




Description

any of the ateps.
d. License

Laat step in to read [ grant
heense by checlang the |
GRANT THE LICENSE b
Complete the submission by
click the COMPLETE
BUBMISSION buttan.

You will & message letting you
know that your submission is
complete.

The submitter
ompletes  the
sulbsmission

Candidate |
Postgraduate

You can get & detailed look at
your submission by accessing
the submission and workilow
tasks page.

Coordinator f
Libearian

This con be gocessed under
MY ACCOUNT in the lefi-
hand menu - My Account >
Submissions

4. 13 Library lnstruction

In gerieral. all librarlans tweach literacy programmes. Teaching assignmenis
shotild be made in consultation with the Client Services Librarinn. Librarians
are assigned to work with the various academic programimes in the University.
They are responsible for conducting library instruction wathin their assigned
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laison disciplines. Library traimng may be offered through face-to-face and
mnhine, mstracton.

4.14 Procedures

Library instruction may be pre-scheduled. Chber seasions may be assigned by
the Schatarly Commumcations Librarian in consultation with the Schoals.

Before the session, the SCL shall interact with Programme Coordinater to set the
goals of the session.

When offering library instruction, librarians may:

-

Prepare an electronic handout, Ebrary guide, or paper handout [or uses
one on file] that lists sources appropeiate for research assignment.

Use appropriale instractional mids,

Interact with students

Consider different learning styles in preparing the session.
Ude active learming, especially in First-Yoar scssions.

I possible and appropriate to class objectives, develop ways to provide
arudenta with hands-on exper in all

Encourage students’ questions.
Encourage students to seek further assmitance,



5. RISK MATRIX
The risk matrix shows risks that may affect the smooth flow of eperations and processes.

Note under momitoring, the following responds; What = nisk described. Why = prevent/correct conscquence.
How = mitigntionsfcontrals. Who = risk ewner.

ﬁ#;uhﬂmm-lm.mumﬂ:mmlmpmm scored on a scale of 1-5. A maximum risk score is
therefore
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Likelihood Score

1 Riare. 0-5% Extremely anbikely o virtually impossible

2 Possible &-20% Low but nol imposable
a Lileely. 21-50% Fairly hilely 1o occur
e Very lieely, More likely to cecur than net

5 Almast certuin; =80% Almos: eertainly will oocur

43



Description

The financial ner impact of less than 1% of tarnever.
No other significant impacts.

The financial net impact of 1-2% of turnever.
No regulitory comsequences,

Adverse publicity locally.

Minor injury.

The financial net impact of 3-5% of turnover.
Addressable regrulatony conseduences,
Adverse publicity in national papers.

Majar injury.

The financial ret impact of 620% of turnover.
Subsiantial reguintory consequences.

Major intemational sdverse publicity.

Death of an individual or several major injuries.

University foreed to cease business or loss o subsinntial parn

of the Universaty |net > 20% turmover),
Multiple major injuries or deaths.
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APPENDIX I: PROCESS MAPS
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1. Process Map for the Organization of Information Materials

ACTION

a7



Iil. Procesas Map for Weeding Obsolete Library Resources

ACTION
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I¥. Procesa Map for Short Loans Circulation of Books

ACTION
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V. Process Map for General Circulation of Books

ACTION




VI. Process Map for Reference Services

ACTHON




VIL. Process Map for Adding Borrowers in the Circulation Module
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VIIl. Process Map for Printing Item Barcodes

ACTION
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BERVICES
LIBRARIAN
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IX. Process Map for Daily Backup of the Library Database




X. Process Map for Reporting Library System Issues to the Library Software Vendor (TLC)

ACTION
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Xl. Process Map for Thesls and Dizsertation review
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Xil. Process Map for Thesis Submission inte Institutional Repository

Systerms Librardan
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APPENDIX Il: FORMS
1. Library Information Literacy Form [Staff)

LIBRARY INFORMATION LITERACY FORM [STAFF]
DATE: . ..cc.cconimmanananis .

BN| ADMISSION| NAME MOBILE No. DATE

No.

1

2

3

4

5

&

T

8

9

10




. Library Information Literacy Form [Students)

LIBRARY INFORMATION LITERACY FORM (STUDENTS)
DATE:: iaiiaassnsees

SN ADMISSION | NAME MOBILE No.| SIGN
Ho.
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