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7.3. Internal book repair. 
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7.4. Internal book repair (received from other Sections/Units/Other campus libraries). 
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7.5. Book binding. 
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7.6. External binding service. 
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7.7. Processing less used books. 
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7.8.  Stocktaking (inventory) project. 
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7.9. Smart Siddiq Directory update (M. Kamal Hassan Library only). 

 

 
 

 

 

 

 

 

 

 

 



  

_____________________________________________________________________________________________ 

Page | 13  

 

Title                 : Collection Management Procedure 

Ref. No. : IIUM/LIB/10 

Version No: : 01  

Revision No  : 02 

Effective Date  : 15th July 2026 

 

ANNEXURE 

1. TERMINOLOGIES 

 

Binding : The process of strengthening or replacing the book cover and 

spine to extend usability. 

 

Book repair : A process to maintain the lifespan of materials, reduces 

replacement costs, and ensures that items remain in good 

condition. This will preserve the collection and ensure its 

availability to the clients. 

 

Call number : The notation used to identify and locate a particular item on 

the shelves; often consists of a classification notation, and 

book number (usually a cutter number), and may also include 

a work mark, followed by a date. Sometimes a call number is 

prefixed with a collection code as a location device to tell 

where it is physically located. 

 

Classification 

scheme 

: A scheme by which books or other items are classified or 

arranged in systematic order.  

 

Collection 

Management 

: Refers to the organization and maintenance of library books on 

the shelves involving all or any of the following activities; 

collecting, sorting, shifting, and arranging them on the shelves 

for stack maintenance and easy retrieval. 

 

Inventory : Managing a library inventory involves keeping track of the 

general books available in the library. 

 

Library 

Management 

System (LMS) 

 

:  Library Management System – software that has been 

developed to handle basic housekeeping function of the library. 

Less Used 

Collection 

 

 The Less Used Collection may include materials that are 

outdated, less relevant, or simply not in high demand or without 

borrowing records for over 5 years. 

 

Open Access : A Library collection located in an open reading area whereby 

readers can easily browse and use without restrictions including 

the reference collection. 

 

Shelf reading 

 

: Examining books arrangement on the shelves to see that they 

are in the correct order. 



  

_____________________________________________________________________________________________ 

Page | 14  

 

Title                 : Collection Management Procedure 

Ref. No. : IIUM/LIB/10 

Version No: : 01  

Revision No  : 02 

Effective Date  : 15th July 2026 

 

Shelving : Proper and systematic arrangement of books and other materials 

on shelves within a library by the library staff. The goal of 

library shelving is to organize the collection in a way that makes 

it easy for patrons and library staff to locate and retrieve items 

efficiently. 

 

Weeding : The process of systematically evaluating and removing 

materials from a library's collection. The goal of weeding is to 

ensure that the collection remains current, relevant, and aligned 

with the needs and interests of the community. This process 

helps free up space, improve the overall quality of the 

collection, and make room for new acquisitions. 
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