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Chief, Schoob Goverurce OperatioDs Div
Public Schoob Diltrict Supervisors
Elemetrtary aDd Secondary School Eeads
School Librari8N/Library Coordinators
This DiYiriod

1. Pursuant to RegioDal Memorandum no.242, s.2016 rc: Consaltutive Coderence on
lhe Moniloring and Evaluarion oI the Implernerrt&lion of Learning Rpsource Centers ald
Llbrury Hubs and School Llbrury Needs Andysls, this OIfic€ hereby direct the School

Librarians{-ibnry Coordinators to accomplish the attached forms and submit on or before

October 23, 2016, Attention; Emelln D. Razo, Division Libnrian IL

2. Further, you may submit your electronic copy through this email address:

lrmds.libraries20l6@smail.com. Template is downloadable from Division of Malaybalay
City LRMDS facebook account.

3. For your informatiorL guidance and strict compliance.
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RESOURCE CENTERS AND LIBRARY HUBS AT{D SCH(X)L LIBRARY NEEDS
ANALYSIS

uperintend, (,.
)

nt

Copy fumished

To be posted in the Divisiotr website.
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LRMDS Section



SCHOOT LIBRARY NEEDS ANALYSIS

Name of school

Divlslon! Regionl_
Name of Llbrarhnl Contrct Num

l. Dl.ec{or6: The iollowing survey aims to identify the extent of the needs of your school library. Rate
the following aspects considering the present status of your school Iibrary using the rating scale below.
Please ch€ck the appropriate box that coresponds to youranswer.

5- Highly Needed; 4- Needed; 3- Somewhat Needed; 2- Not Sure ; 1-Not Needed

ITEMS 5 4 3 2 1

A. SCHOOL I.IBR,,IRY SPACE ANO I.OCATION

1. The school libra ry needs to expa nd in ordcr to accommodate atleast
10p,6 seating capacitvof thestudent population.

2. The school library needs to be separated from another office because
they share a common room.

3. TheschoollibGry needs to be relocated to be acc€ssible from any
point ofthe campus.

4. The school library needs to be relocated to make sure it ls safe from
flooding.

B. SERVICES

1. The schoollibrary nceds toopen from the stan ofthe earliest class

and needsto extend beyond the last class perlod.

2. The library needs to opeGte on a regular schedule
3. The school library needs to update the Bulletin/lnformatioh Board to

promote library and intormatron services,

4. The school library needs to conduct orientation on the use ofthe
Iibrary and its services for students and teachers.

5. The schoollibrary needs toconduct monthly activitles that prcrnote
llbrary and information services.

6. The schoollibEry needs toconduct classroomvisits to promote
library and information services,

7. The school library needs to use social media to p.omote library and
information scrvices-

8. The schoollibrary needs to allow borrowinS of books for home use

9. The schoollibrary needs to allow students to use the computer for
encoding, viewlng, and the like.

11. The school library staff n.eds to prepare clippings fo.verticalfile
coiledion.

12. The schoollibrary staff needs to do lndexing

13. The school libra ry n eeds to practice ope n shelf/stack she lving to a llos/
unrestricted access of the users,

10, The schoollibrary needs computer and internet access forstudents'
and teacheE' use-



ITEMS s 4 3 2 1

C- LIBRARIAN

1. The school library needs to have a full-tirie licensed librarian
2. The librarian needstraining on the following bibliographic processes

a, AccessioninS

b. cataloginS
c. Classification

d. Labeling

D. LIBRARY COI.LECTION

1. The schoollibrary needs the following aenr ra I references:
a. Encyclopedlas

b. Dictionaries
c. Almanacs
d. Handbook3

f. Atlases
g. Yearbooks
h- Diredorles
l. Thesaurus

2. The school library needs the followinE learning area specific
references:
a English E Literature
b. Filipino al Panilikan
c. Science
d. A€ling Panlipunan

g. Physical Education

h. Health

i. Edukasyon 8a Pagpapahalaga

i. Mathematic.s

k Businoss
l. Managem€nt

m. Computerc/ lnformation T6ch.
n. Research
o. Philosophy
p. Technic€l VocatiorVTLE

3. The school library needs the following additional supplementary

a. Eiographies

c. Coll€ctions/Anthology oI Short Stories
d. Collection/Compilationof Poetry

4. The school library needs the following digital file collection:
a. E-Book Collection (in e-pub, pdl word formats saved in

DVD/D6SKoD. etc.)

b. CD/DVD Colledion



mMs 5 4 3 2 1

c. Pcriodicalsubscription
c.1 Broadsheet Newspaper

a.2 Tabloid Newspaper

c.3 Magazines

c.4 Journals
E. SOOI ACQU|S|T|ON

1. The schoollibrary needs to acquire books and othe r collections using
the allocated funds .

2. The s.hool library needs to acquire books and other collections
tapping LGL,funding.

3. The schoollibrary needs to acquire books and othercolledions from
thc donations either from the PTA or other NGO5.

4. The schoollibrary needstoacquire books and othercolbctions given

by thc Dep€d centraloffice, Regionaloftice of Division Offlce.

s, rhe!9L991!tbEryM!!19!!!9lp jf'Ir!'al b(tdseJ

F. FACIIITY

1. Thc school library needs the following access facility
a. Online Public Access cataloC (OPAC)

b. Clrd Cataloe Gbinet with Catalog Cards

2. The school library needs the followinS equipment
a, Computer Set

b. Projedor
c. Document Camera

d. DVD Player

e. Photocopier

t. Prlnter
h. Printer with Scanner

i. Telephone
j,
k

lnternet Connection/Modem
Television

ll. Dhectbns: Rank the following school llbrary aspects that nced improverEnt in order of imponance

write 1 for the aspect that needs foremost improvemcnt attentlon,2 for the next and so on.

_Schod Library Space and Locatlon

services

_[ibrarian
tibrary Collection

BookAcquisition

_Facility

Thank you Io. youi c@pcratlon.



FORM .I. SCHOOL LIBRARY PROFILE
(To be accomplished by the School Librarian)

Name of school:
Sc}lool address:
Division
Total student enrollment (as of June 2016)

PART A. PROFILE
Put a check mark (/) on the appropriate blank before each item

_Elementary School (ELS) _Junior High School (JHS, Grades 7-10)

_HS with Senior High (WSH, G7-12) _Stand Alone Senior HS (SASH)

School Library Status: _Existing _No school library

PART B. SCHOOL LIBRARY FUNCTIONALITY SURVEY

1. SPACE AND LOCATION

1.1 What best describes the space of your school library in terms of seating
capacity? Please check only one.

_ The library can a@ommodate 10olo or more of the total student
PoPulation.

_ The library can accommodate 7-9% ofthe total student populstion

_ The library can accommodate 4-6% of the total studont population

_ The library can accommodate 1-3olo of the total student population

_ The library can accommodate less than 1% of the total student
@pulation.

1.2 what is the size of your school library (in square meter)?
n2

'1.3 Vvhat best describes your library in terms of location? Please check only one

_ The library is in a separate building.
_ The library occupias a s€parale room within a building.

_ The library sharos space with another.
_ Others (please specify)_

1.4Hov, accessible is the school library to the users/students? Are the library
collections safe from flooding? Please check only one.

_The library is gasily accessible from any point in the campus and is safe
from flooding.

_ The librarys nol easily accessible from any point in the campus but is
safe from flooding. (e.9., the library is at the 5s flooI of a building)

_ The lib€ry is oasr,;y accessible from any point in the campus and is not
safe from flooding.



2. SERVTCES
2.1 How long does the school library operate daily to accommodate users?

_The school library operates from the start of the earliesi class period wth
no noon brcak and exterds aflorthe last class period.

_The school library operates from the start of the eadiest clasa with noon
break and extends aflorthe last class period.

_Tha school library op€rates from the start of the earliest class period wifh
no noon break but it closes at lhe end ol the last class period.

_The school library operates from the start of the earliest class period with
noon break but it closes at the end of the last class perbd.

."._The school library operates daily but has no fixed oprating schedules
due to the availability of the ln-Charge personnel.

_Others (please specify)

2.2The following are activitios and services that a school library should provide

Put a check mark (/) in the box beside the aclivities and services that your
school library offers. Check all that apply.

School Library Activitieg

Updates the Bulletin/lnformation Board to promote library and information
services (Cunent Awareness).
Conducts orientation on the use of the library and its services for students
and teachars.
Conducts rogular activities that promote library and informalion seNices
Conducts classroom visits to promote library and inrormation s€rvices.

Uses social media to promote library and information services
Others (Please specify):

School Library Servics3
The staf provides Seleclive Diss€mination of lnformation to the faculty

Allows borrowing of books for home use

Allo\,vs students to use the computer for encoding, viewing, and the like

Allows the students to bring books outside the library and retums within the
day if not allowed for home use.
Allows sludents to use the computer for intemet access
Allows the faculty to use the computer for encoding, viewing, and the like

Allo s the faculty to use the computer for internet ac@ss
The staff prepares clippings ( for vertical files collection)

The staff does indexing

Others (please Specify)



2.3 Put a check mark (r') in the appropriate box to indicate the mllection access
systam that your school library praclices. Choose one only.

Collection Access System

Open ShelflStack Shelving in a library to which users have unrestricted
a@ess.

Closed Shelf/Stack Shalving area in a library to which only members of
the library staff have access.

3. ADi'INISTRATION AND HUiIAN RESOURCES

3 .1 Provide the following information regarding the personnel in-charge of the
library:

3.1.1 Name of Staff
Email:
Contact Number:

3.1.2 Gender: Male Female

3. 1.3 Highest Educational Attainment:

_PhD
_Masters
_(Colleg6) Undergraduats Degree

3.1.4 Designation:

_Licensed Librarian, License No

_ Librarian (Not Licensed)
Teacher-Librarian

_Others (Please Specit)

3.1.5 Vvhat is the appointment status?

_Permanent
_Contract of Service
_Others (Please specify)

3.2 Other Staff assigned in the library (if any). Please provide information asked
in questions 3.1.1-5 in another sheet.
Name of the Staff Designation Highest

Educataonal
Atteinment

Appointment
Status



4. COLLECTIONMANAGEMENT

4.1 Put a check mark (/) in th6 appropriate box to indicate the bibliographic
processes that your school library follows.

4.2 Library Collection lnventory

4.2.1 GENERAL
REFERENCES

Copyright
2005-Present

Copynght 2004-
or Earlier

TOTAL

No. of
Titles

No. of
Copaes

No. of
Titles

No. of
Copi€s

No. of
Titles

No. of
Copi6s

1. Encyclopedias
2. Dictionaries
3. Almanacs
4. Handbooks
5. Manuals
4. Atlases
5. Yearbooks
6. Directories
7. Thesaurus
Others

TOTAL

Bibliographic Procoss.s

Accession ing The process of assigning a unique number to a bibliographic
item added lo a library collection.

Cataloging The process of creating entries for a catalog (bibliographic
description, subiect analysis).

Classification The process of dividing objects or concepts into logically
hierarchical classes, subclasses, and suFsubclasses based
on the characteristics they have in common and those that
distinguish them.

Labelling The process of putting call numbers of lhe books

No
Paocessino

The books are displayed with no turther bibliographic
processing.

4.2.2 GENERAL COLLECTION (Subject Area Spgcific
References)

Copyright
2005-Present

Copyright 2004-
or Earlier

TOTAL

Broad Subjects Scope
No. of
Titl6s

No. of
Copie3

No. of
Titles

No. of
Copies

No. of
Tittes Copies

English &
Literalure

Books on Cr€ativ6 Writing, Oral
Communication, Business Communicatlon,
Books on Litgraturo, Grammsr, Vocabulary,
Journalism, 6lc.

Filipino at
P6nitikan

Mga aklat ukol sa Malikhaing Pagsulat,
Bala.ila, Retorika, Sin,ng ng
Pakikipagtalastasan, Malikhaing Pagsulat,
Pamamahavao. etc.



Contihuatbn . . .

4.2.2 GENERAL COLLECTION (Subject Aroa Specafic
Referonces)

Copyright
20os-Preser(

Copyright
2OO4-ot Eadier TOTAL

Broad Subrocts Scopo No- of
Titles

No. of
Copi€s

No. of
Titles

No. of
Copios

No. of
Titl6s

No. of
Copi6s

Scienc6
Books on Chemistry, Biology, Physics,
Astronomy, Ocaanography, Botany,
Geology, Metallurgy, Zoology, Anatomy,

Aral Panlipunan

Polili6 & Gov€maoce, History, Places &
Iravels, G€ography, ArctEology,
Economics, Sociology, Society & Culture,
Law. Anthropoloqv. etc.

Music Musical lnskumonts, Compositions, Songs,
History of Music, 6tc.

Arts Painting, Orawing, Photography, Dance,
Sculpturo, Theatre, Drama, etc.

Physical
Education

Books on M€rtial Arts, Sports/Gam6s, Body
Building, etc.

Health
Books on Health, Dis6as€s, Personal
Hygiene, Drug Addidion, Medicine,
Nursinq. 6tc.

Edukasyon sa
Pagpapahalaqa Rglioion, Morality, Values Education, etc.

Mathematics
Business Math, Algebra, Trigonometry
Geometry, Cslculus, Probability &
Statistics,

Business
Books on Business, Marketing, Finance,
Auditing, Eanking, Accounting,
EnheoaenourshiD. otc.

Managemsnt Books on Orgaizational Management,
Leadorship, 6tc.

ComMers/
lnfomation
Tedl

Books on Computers, Sofrware, Hardware,
Apps, Androids, Oatabase, Pogramming,
6lc

Research

Eooks on Res6erch, Thosis Writing,
Feasibality Studi€s, Term P€per writing,
Th6ses, Oisseatations, lnvestig€tory
Proiecis, etc.

Philosophy Books on Philosophy, Logic, Ethics, etc.

Technical
VocatiodTLE

Books on CarpentryMoodworks,
Agriculture, Machinery, Cookery, Home
Economics, Metalcrafls, Handicraf,s,
Automotive. Arct tedure. Draftino- etc.

Others Pleass specify the subigct Area (You may
add)

TOTAL



4.2.3 ADDITIONAL
SUPPLEMENTARY

READERS

Copyright 2005-
Present

Copyright 2004-or
or Earlier

combined
Total

Number
ofTitles

No. of
Titles

No. of
Copies

No. of
Titles

No. of
Crpi6s

Biographies

Novels

Collections/Anthology of
Short Stories
Collection/Compilation of
Poetry

Others (Please specify)

TOTAL

4.2,4 NON-PRINT COLLECTION

CopyriSht
2005-

Present

Copyright
2cr4-ot
Earlier

combined
Total

Number
of TitlesTotal No. ofTitles

Digital
File

Collection

E-Book Collection (in e-pub, pdf, word
formats saved in OVD/DesktoP, 6tc. )

CD/DVD Colledion of Moviet
Documentaries, etc.

Braille Collection

Microfilm Collection

Others (Please specify)

TOTAL



4.2.5
PERiODICAL
SUBSCRIPTION

Years
Subscribed

Locally
Published

lntemationally
Published TOTAL NUMBER

OF
SUBSCRIPTIONS

No. oI Titles
Subscribed

No. of Titles
Subscribed

Newspapers

Year 2016

Yeat 2O15

Yeat 2014

Tabloids

Year 2016

Year 2015

Yeat 2014

Magazines

Year 2016

Year 2015

Yeat 2014

Joumals
Year 2016

Year 2015

Yeat 20'14

TOTAL

s. AcourstfloN
5.1 Put a check mark (/) on the appropriate box to indicate your school library's

means ior books acquisition. Check all that apply.
School Library Meam of Book Acquisition

MOOE
LGU
NGO
PTA
DepEd (Central Offi ce/Division/District Office)
Alumni
Others (Please speciry)

5.2Put a check mark (/) on the appropriate box to indicate the source of your
school library budget. Check all that apply.

Sources of School Library Budget

No Budset
LGU
NGO
PTA
DeDEd (Central Offi ce/Division/District Ofiic€)
Alumni
MOOE



6. FACILITIES
6.'l Put a check mark (,') on the appropriate box to indicate collection access

facility your library has/have. Check all that apply.

_OPAC (Online Public Access Catalog)

_Card Catalog Cabinet with Catalog Cards
None

6.2 Put a check mark (/) on the appropriate box to indicate ICT facilities
available in your library have. Check all that apply.

ICT Facilities

Computer Set
Projector
Document Camera
DVD Player
Photocopier
Scanner
Printer
Printer with Scanner
Telephone
lntemet Connection/Modem
Television
Others (Please specify)

Accomplished By Reviewed and Noted By

Librarian/Personnel in-Charge Principauschool Head
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