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OBJECTIVE
The objective of this document is to illustrate the process in managing the library
physical collections. The activities involved are as follows:

1.1 Shelving

1.2 Shelf reading

1.3 Book repair and binding

1.4 Processing less used books

1.5 Inventory

1.6 Updating the Smart Siddiq Directory (M. Kamal Hassan Library only).

SCOPE
This procedure covers the management of library collections and applies to all Dar al-
Hikmah campus libraries undertaking the collection management activities.

ACCOUNTABILITY
The following offices are accountable for the procedure:

3.1 Collection Management and Preservation Section - Owner
3.2  Campus Libraries — Services

ABBREVIATION
AA ¢ Administrative Assistant (Clerical/Operation)
AMS : Archive Management Section
AS :  Administrative Section
CS : Cataloguing Section
HOS : Head of Section
L : Librarian
LA : Library Assistant
LMS : Library Management System
SAA :  Senior Administrative Assistant (Clerical/Operation)
SLA : Senior Library Assistant
REFERENCE

5.1.  Internal Documents:
5.1.1 Books Arrangement Guidelines - UITAM.LIB.GUI.100-1/7/8
5.1.2 Library Resources Weeding Guidelines - UITAM.LIB.GUI.100-1/7/8
513 Processing Less Used Books Manual - UIAM.LIB.MAN.100-7/3/1
5.1.4 Request for Binding Service Form - UIAM.LIB.WI1.100-7/3/1/£-01
3.5 Smart Siddiq Directory Manual - UIAM.LIB.MAN.100-7/3/1

5.1.6 Request for External Binding Service Form - UIAM.LIB.WI1.100-
7/3/1/£-02
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3.1.7 Work Instruction for Library Resources Preservation and Binding -
UIAM.LIB.WIL.100-7/3/1

5.1.8 Work Instruction for Shelving and Shelf Reading - UIAM.LIB.WI.100-
7/3/1

5.19 Work Instruction for Stocktaking (Inventory) Project -
UIAM.LIB.WIL.100-7/3/1

5.2.  External Documents:

5.2.1 Arkib Negara Malaysia. (2019). Panduan pemuliharaan bahan arkib
(dokumen). https://www.arkib.cov.my/images/akta-pekeliling-garis-
panduan/pentadbiran-
arkib/PANDUAN%20PEMULIHARAAN%20BAHAN%20ARKIBY
20DOKUMEN.pdf

6.0 RECORD RETENTION PERIOD
3 years
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PROCESS FLOW

7.1. Shelving.

SHELVING FLOWCHART

Responsibility @
SLA/SAA
LA/AA Receive new books, collect boaks
v
SLA/SAA
LA/AA Assess the books
YES NO
l |
SLA/SAA
LA/AA Identify the problems Sort books
s"iﬁi‘: Record problem Physical damage Shelve books
SLA/SAA . Perform
LA/AA Submfeto.cS book repair
SLA/SAA e
LA/AA Record statistic

Remarks

Refer to:
1. Work Instruction for Shelving and Shelf Reading
2. Books Arrangement Guidelines.

Receive new books from the Circulation Counter,
collect boaoks returned by clients and used books
at the general area.

Check the conditions of the books.

If the conditions are without problems, sort
according to the call number.

Shelve the books according to the call number.

For books found with record problem:
submit it to CS for verification.
Far physical damage, perform book repair.

Update the Individual Statistical Record.
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7.2. Shelf reading.

SHELF READING FLOWCHART
Responsibility
Remarks
@ Refer to:
1. Work Instruction for Shelving and Shelf Reading
2. Books Arrangement Guidelines.
¥ Check the call number arrangement
SLA/SAA Check the call number according to the library's
LA/AA arrangement classification system. Check also the
conditions of the book and the shelf.
Corrlect Check the location of the book.
location?
NO
SLA/SAA If the books are Fot.md notin the
LA/AA Relocate the book correct order or misplaced, relocate
VES the books.
SLA/SAA ” Update the Individual Statistical
LA/AA Record statistic —_—
END
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7.3. Internal book repair.

INTERNAL BOOK REPAIR FLOWCHART Remarks
Respansibility
@ Refer to:
Wark Instruction far Library Resources
Preservation and Binding.
SL‘::?:: Receive damaged book Receive damaged books during
shelving and shelf reading.
SLA/SAA Update book status Update book status in LMS to 'Book
LA/AA Repair'
/\ Access the condition of the books, are
YES Repairable? NO they repairable or not. If books can be
repaired, identfify whether they are
minor or major repair.
If irrepairable, proceed for the External
binding request or weeding.
[ 1
MAJOR MINOR
I
[ { 1 1 perform major and minor repair
Slﬁjﬂ Spine label  — i s processes, Major and minor book repair
) (Call Number) shall be carried out according to the
Perfom major book | I T | Identified type and extent of damage.
repair -
SLAJSAA P Verify the call Place book wing/ | [ search the same
LA/AA number net/glue copy on the shelve
@ i ? NO
? =
Request ILL
YES
l ki Ph 0
Submitto | | Print new call | Fhotoopy L @
sﬁiﬁz ] CIS number [ | missing pages
Insert and
Received Paste call paste &
SLA/SAA books from numbel.- an photocopied
LA/AA €S and the spine _ETSE_
check call i
LA/AA Submit to number Submit to Submit to Submit to | Insert Missing
SLA/SAA o SLA SLA SLA pages natice
NO o NONO SLA will check the barcode, call
] number and ownership stamping.
SLA/SAA Satisfied? Satisfied @ ihien
| |
YES YES ‘rEs YES YES
SR Update book status in LMS to
Update book status ‘Available’.
l Propase for
esternal Forweeding, refer to:
SLAfSAA Shelve hoaks binding or Library Resources Weeding Guidelines.
LAfAA weeding
SLA/SAA _—
LA/AA Record statistic
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7.4. Internal book repair (received from other Sections/Units/Other campus libraries).

INTERNAL BOOK REPAIR RECEIVED FROM OTHER SECTION/
o UNIT/OTHER CAMPUS LIBRARIES FLOWCHART Remarks
Responsibility
@ Refer to:
Work Instruction for Library Resources
Preservation and Binding.
SLA/ SAA Receive damaged ma.ter:als . ‘
request to be repaired Receive damaged materials from other
Sections/Units/Other campus libraries.
Request o Materials must be accompanied with
complete? ‘Request for Binding Service Form'.
‘ffs
SLA/SAA Uipdeitel book status Upda.tzla book status in LMS to 'Book
Repair'.
_ Assess physical condition of the
YE Repairable? NG— .
{ materials.
Determine type of Carry out major or minor repair.
SLA/SAA repair (Major /
Minor)
SLA/SAA Perform
LA/AA book repair Propose for Refer to:
external Library Rescurces Weeding Guidelines.
binding /
" weeding
SLA/SAA Satisfied?
e date book i
SLA/SAA Update book status IUp 'fate ?0 status in LMS to
Available'.
SLA/SAA s
t j—
LA/AA Records statistic
- Return repaired materials to requesting
SLA /SAA Return to the requestor Sections/Units/other campus libraries.
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7.5. Book binding.

BOOK BINDING FLOWCHART Remarks

@ Refer to:
Work Instruction for Library Resources

Preservation and Binding.

Responsibility

SLA / SAA Receive materials

Receive materials from other Section/Unit/Other
campus libraries. Materials must be accompanied
with 'Request for Binding Service Form'.

B i

Request
complete?

YES
; ; - o
SLA/SAA - = Check the materials condition and identify the
LA/AA Check material candition and types of binding needed (simple binding, spiral/
binding types comb binding, hard cover binding, or trimming).

Int |

b?n::::? Identify whether the binding could be done
‘“515 NO internally or need to be outsourced externally.
Obtain management
SLA/SAA/AA —1{ Perform binding approval and confirm

budget availability
Approval and budge If internal binding is not feasible and
i YES available? approval and budget have been obtained,
SLA/SAA/AA T Ng complete the 'Request for External Binding
i l l Service Form' and proceed with Workflow
Submit Request Keep materials Exmsmal Binding;
L far External pending until If approval and budget are not obtained,
Binding Service approval/ keep the materials pending until approval
Form budget and budget are available.
SLA/SAA Satisfied? External binding
YES
L/SLA/SAA . Update the Individual Statistical
LA/AA Records statistic Records.
SLA /SAA Return to the requestor E:;zztzpalred MG EE
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7.6. External binding service.
. EXTERNAL BINDING SERVICE FLOWCHART Remarks
Refer to:
Work Instruction for Library Resources
Preservation and Binding
SLA / SAA Identify or receive materials requiring external
Identify or receive materials binding (from CMPS, Sections/Units, or other
campus libraries). Fill up the 'Request for
External Binding Form'.
Check the list of materials:
SLA/SAA i) Type of repair required (stitching, cover,
colar, etc.)
il) Ensure the pagination is complete and
properly arranged,
L/SLA/SAA Record number of materials iif) Check the physical condition and recard
the number of materials before submission to
l the binder.
§ Prepare budget proposal Estimate binding cost and prepare proposal
for budget request to Library Management.
L Submit budget request to
Library Management
Ha ] If budget is not approved:
Notify the requestor that the request cannot
¥ Notify the requestor be processed due to budget not approved.
SLA/SAA Update book status If budget Is approved, update baoks status in
l LMS to 'Binding'.
WK Notify bindar t_o collect the Assign external binder and inform to collect
materials the materials.
SLA/SAA Prepare submission list Prepare submission list, Attach the
permission letter from the HOS together with
I the list of materials.
SLA/SAA ExtEm;_i E;l{nder pesl('forms Follow up with the binder on the status of
AN IOk the binding work (estimated period: 30-90
days for 50-170 volumes per batch).
SLA/SAA Binder return the materials
NO Confirm that the repaired materials and invoice
comply with the submission list, binding
Quality and spedifications, and invoiced quantity. Any
Invaice OK? discrepancies or defects shall be recorded, and
the materials shall be returned to the binder for
YES rectification before payment is processed.
SLA/SAA I__
i Update book status Update books status in LMS to 'Available'.
LA/AA
Return to the requestor. Return the repa_ired materials to the requestor
L Sisbmitfrvaies to AS and submit the invoice to the Finance/
Administrative Section for payment processing.
END
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7.7. Processing less used books.

Responsibility

Identify and retrieve
L hooks for
Less Used Collection
v
SLA/SAA Change book status
v
SLA/SAA Paste code 'lu' on each
LA/AA book
v
SLA/SAA Update the call number
LA/AA and shelf number range
SLA/SAA
LA/AA Shelve book

END

PROCESSING LESS USED BOOKS FLOWCHART

Remark

Refer to:
Processing Less Used Boaks Manual.

Identify books for Less Used Collections.

Change the Collection Code in LMS to 'Less
Used Collection'.

Print prefix 'lu" and paste on the spine
label.

Update the call number range and shelf
number range in the Smart Siddig Directory.
Refer to:

Updating the Smart Siddig Directory Manual.

Shelve book in the Less Used Collection.
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7.8. Stocktaking (inventory) project.

STOCKTAKING (INVENTORY) PROJECT FLOWCHART

Responsibility Remark
@ Refer to:
Work Instruction on Stocktaking (Inventory)
Project
L Plan Plan {Refer to Step 6.1.)

1. Set date and time.
2. Identify collection.
v 3. Prepare materials.

SLA/SAA .
Preparation Preparation (Refer to Step 6.2.)
LA/AA P 1. Identify and train the staff.
2. Prepare schedule.
3. Notify clients,
SLA/SAA Execution (Refer to Step 6.3.)

Execution
LA/AA 1. Retrieve books from the shelve and scan

the barcode.
2. Retrieve records from the LMS.

Compare scanned

L data with LMS Compare the records from the scanned
Records barcode and records from the LMS.
YES : NO
L/SLA/SAA Verify Investigate and Action to be taken (Refer to Step 6.5.).
LA/AA verify
L/SLA/SAA Update the action taken in the
terlist.
LA/AA » Update the data [+ masiens
- Prepare report Prepare analysis and report (Step 6.6.).
END
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7.9. Smart Siddiq Directory update (M. Kamal Hassan Library only).

SLA/SAA
LA/AA

LA/SLA

LA/SLA

LA/SLA

SMART SIDDIQ DIRECTORY UPDATE FLOWCHART

Responsibility

v

Receive list of call
numbers and shelf range

Update record

<o

Update list

END

4

Remark

Refer to:
Smart Siddig Directory Update Manual.

Receive Excel list of call number and shelf
number range after relocation or shifting
project.

Update the records in the Smart Siddiq
Directory.

Check the record accuracy in the Smart Siddig
Directory against the call number list.

Update the Excel list.
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1. TERMINOLOGIES

Binding

Book repair

Call number

Classification
scheme

Collection
Management

Inventory

Library
Management
System (LMS)
Less Used
Collection

Open Access

Shelf reading

ANNEXURE

The process of strengthening or replacing the book cover and
spine to extend usability.

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.

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.

A scheme by which books or other items are classified or
arranged in systematic order.

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.

Managing a library inventory involves keeping track of the
general books available in the library.

Library Management System — software that has been
developed to handle basic housekeeping function of the library.

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.

A Library collection located in an open reading area whereby
readers can easily browse and use without restrictions including

the reference collection.

Examining books arrangement on the shelves to see that they
are in the correct order.
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Shelving

Weeding

Document creation and revision Note:

Original :

Revision:

NAB_NBAE

WSS 12092024 20052025 WSSSHD 13052025 10072026

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.

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.

Page | 14



