October 13, 2016

DIVISION MEMORANDUM
No. (2% . s.2016

TO: Division Education Program Supervisors
Public School District Supervisors/District In-Charge
Elementary & Secondary School Principals
District LRMDS Core Team

SUBJECT: IMMEDIATE SUBMISSION OF SCHOOL LIBRARY PROFILE AND SCHOOL
LIBRARY NEEDS ANALYSIS USING THE ATTACHED FORMS

1. This office is hereby requesting the field to comply the immediately needed data on School
Library Profile and School Library Needs Analysis using the attached forms. These
documents must use and follow the attached templates/forms provided by DepEd-Bureau
of Learning Resources (DBLR) and to be submitted for consolidation on or hefore October
25, 2016.

2. These documents will be used during the Consultative Conference on the Monitoring and
Evaluation of the Implementation of Learning Resource Centers and Library Hubs and
School Library Needs Analysis on November 7, 2016.

3 Please submit soft and hard copies. Soft copies may be emailed at these email addresses:
rosiebowly@yahoo.com and maricel.rasid@deped.gov.ph

4. Immediate and widest dissemination and compliance with this Memorandum is enjoined.

LELANIE T. CABRERA, CESE
Asst. Schools ivision Superintendent

iy ™ *
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FORM 1. SCHOOL LIBRARY PROFILE
(To be axnmplished by the School Libravien)
Name of achoot:
School address:
Dhdsionof ______
Totl student sncoliment {ss of June 2016}

PARTY A, PROFILE
Put & chack mark () on the appropriate blank before sach tam.

. Etemantary Schoo! (ELS) —Junior High Sthoo! (JHS. Grades 7-10)
~=HS with Senlor High (W8H, G7-12) ___ Stand Alora Serior MS (SASH)

School Library Status: Exlsting No school libmary

PART B. SCHOOL LIBRARY FUNCTIONALITY SURVEY
1. SPACE AND LOCATION

1.1 Yvhai beet deacrides $he xpace of your school ibrary in tenma of seating
capacity? Plssse check onfy one.

— The kbnkiy can accommodale 10% o mors of tha 108s] student

hption.
Tmmmmm7mmhmmm.
The kbmry can scconmnodals 4-6% of the 106al studant popidation.
The brary can sccommnadate 1-3% of the ital student populetion.
The libvary con sooommodate lass than 1% of the otal studant
population.

1.2 Mhhd#nlwnur achool library {in square meter)?

1.3 What best deezribes your library in terms of lucation? Please check only one.

The fibeaty (3 in & saparate building.

Tha library cccupies 8 separate room within a buikling.
The lisvary shares apace with another.

Otham {pianse specify)

1.4 How accaasibie i the achoul brary io the useralstidanty? Ars the vy
colectons salé om fiooding? Please chack only one.

—.The kbrary is easily eccessible frun sny point in the campus and is asle
noding

|11

fFom .

—— 118 ibrary is not eanly accessible from any poilt in ihe carmgus but &
safa fram flooding. {¢ 0., the Ibrary is et the 5™ floor of a buliding)

— The ibrury s Sesly 9cCoadibis rom any point it the carmpus sl is not
s fiom flooding .



2. SERVICES
£.1 How mmmmmmdﬂyuwm?

_mmtmmmmummh--mmmw

13 /00N ek and exiends afler the last class period.

—The schoot Baary operates kom e vt of the easliest class with noon

break and extencs after the iast cless pariod.

- The sdwml ibsary opevates i e sirt of the aariest claas period with

mmmm:mmmmamwmm.

_mmmmmmmnmmmmmm

noon break ot 1 closes ot the and of he: st cless pecod.

W_Tmmmmuwm:»ummmm

due 1o the: svaitability of the In-Change pereonnel.
- Others (please spacify)

zznnummmwmnmamwmm.
Put a check mark () i #we b baside the activites 8i%d marvices Hat your

2chood library offars. Chack all that appty.

Updates he Hilleinnfomaion oard 16 promote Torary and Filormetior————

mmm} e
. Conducts. origntation on tha use of the libcary and Its services for stucants
Bl taachers.

Conducts reguiar actvities that promots fibrary and inbormation sarvices.

Conducts ctasamom vieils o promcia by ard information Servicss.
| Uses social media o promote Trary and infomiatan sevioss.
Others (Please specity): Y
, ' Schooi Library Services '
| The staff provides Setective Dissamination of Information 1o the T
Allows. borowing of books for homie Usa. S
Afiows students fc gse the computer for encoding, viewing, and the ike,
[ Allows the shucients 10 bring books olitaide the forary &nd retums within e
day if not allowed forhome vse., o
Aliows students o use the computer for intemat access.
| Allows the Tacutty to use the computer for encoding, viewing, and the like.

Aliows the Taculty io usa the computer for internet access.
The staff prepanes clippings { for varﬁ;:g! filas mlludim:!_

The sta¥ does indexing.

Othare (please Spediy):




z.ahnmmmmmmmmmmmmwmm
mmmmmmchummom
Open ShewrSiack [Shelving in a lorary 1 witch users harve Uhrestrietsd I
| SCrss. . -

Shelt/Stack | Shaling area in a iibraty o which only mambare of i
— . - the lbrary ataft have sccess, _ i

3. ADMINISTRATION AND HUMAN RESOURCES

3.1 Provide the foliowing Information régarding the personnel incharge of the
Hbrary:

3.1.1 Name of Staff
Emaii;
Contact Mumber,

312 Gender. __Male __ Fernale

31.3 Highest Educational Atbairmeant
—_—thD
— hinotrs
~n—iCaliage) Undemgrachuate: Degres

3.1.4 Designation:
Librsian (Not Licansed)
Taachar_ibraran
Others (Plaase Specily)

315 Whai is the appoinimant status?
e FOManent
Contract of Senvice
——_Cthers (Plaase spacify):

3.2 Other Staf? sasignad in ihe ibracy (f any). Plessa provide tkormation ssked
0 questons 3.1.1-5 in ancther sheet. .
Name of the Stalf Cesigrastion Highext Appoiniment




4. COLLECTION MANAGEMENT
4.1Put & chack mark ('} In the sppropriste box o Indicats the bibliographic

processes that your schoot brany fotiows.

mdmammmhamm
EaHngrq Pﬂnmammmamﬂmm SRogapiie |
Camhn Mumnnﬁmm«mmw

hiamrchical clasags, subciagssss, and sub-subciasses baped
mummmuhmmmm

- ———ey

- thstinguish them.
Labeling  ; Tha process of putling call nwnbers of the books,
No | The hooks am diaplayed with na further biblkographic
Procossing | processing . N
4.2 Library Collection Inverminny
— | Copyright | Copyright 2004~ ] TOTAL
421 GENERAL 2005-Prasant or Endlier )
REFERENCES 'No.of [woor | NO.OF | mowt | NO.Of  Ne.of
_ | Titlys | Copes | Titina | CoP - Titey SR
e _ : B . .
2. Dichionawias o o
| 4. Hardhonks | ——
5. Manuals '
| 4. Atlases L
5. Yearbooks I o —
&, Dirctiones o ]
7. Thessunss I i
: m + o e e o r——
L TOTAL L
4.2.2 GENERAL COLLECTION {Subject ATea Speciic Copyright | Copyright 2004 | TOTAL
Reforences) _ | _2008 Praasnt urEiuhr TN o
. N No.of | Mo of . '
Bfoad Subjects Scope | o | Soce | Toiaw | Coples | Tiden | Ccpims
Books en Cregtive Writing, Ol ) | '
English & Communication, Busicwss Communicaton,
Literslure Bonigs on Literatuers. Grammar, Vocabulary.
.. Jourmnaksm, aic. I |
! MADR GRIBT LRSI 84 Makkhaing Pagsukat, . .
Filplen ot Balaria, Retarika, Sining ng !
Paniikan Panikpagtslsmasan, Mafikhaing Pageat I }
PameEmanaysg, ey . P—




Contirustion... “T Copmght | Copyigt
4.3.2 GENERAL COLLECTION (Subject A So8cine . 2008-Prasend | 2004-0¢ Emer |  TOTAL
| Rufg‘aﬂnw} _ o . :
Noof Maod Nool Moot [No.od Moo
h“m' ! ""W‘- ] Tiee Copue Tiies  Comes ;rrm vmi
Books o Chemistry, Biology. Fiyecs b :
Scence i Astronomy, Qosanography. i i .
; immmm : :
' 1
" Priiics & Govemancs, Halody, Pisces & '
PR a— Treveals. Gaograply,
' : Economics. Sociology. Socisy & Cullune.
—_ _ Low Antropology. ohe. =~ . —
— hiusicat nsircare—ts, Compostions. Songs, ‘ :
e Hivtory of Mukic. et i
ke Pavting, Drawing. Frologragtvy. Darvos,
.| Suiphre, Thwars. Driha, ofr. B i i S B
Plvmical Borckcs can Wearial Are, Sporia/Gamas. Body . .
= - e m !
iNweing i =00 0 [ —_
m: Religgon, Marality, Valuos. Exucation, st !
| ¥4 4 Ticss Math, Algibrs THgoowwey, ——
« hilmthervalics. Goomedry, Calcuias, Probabelily &
. Shalislics -
Books on m Markoating, Fingnce, !
Business Audiing, Banking, Aaxaaing, ;
.. | Enlvpeesreivp, Sie. v R
Beoks on Organizational Managament, i
ManageTeant Lasdership. eic: i
Camputers/ Books on COMpUIErs, SOMWans, Harwane, . -
information Apps,Amiuids Databasa, Pmnramrnlm '
Hnuiuunﬂnum Thma'ﬂhlam
Rogearch Fouwbifity Stuctes, Tarm Paper Wiitng,
' Treene, Disvartations, Invashigatony
: . Prisjacts. g, . ) PR
H i
il | Boalks on Phlhwﬁhh‘ Logic, Ethica, eic, 1
Baeiks o CarpentylWoodworice
Tachnical Agriculbae, Machinery, Gonharr Home i
YoratonTLE Economice, Matalrafts, Handicralts, '
Automolivs, Archilsciure, Drafiing, ste. i :
Cihers :;&?B specity the subjact Areq {You may ] l
TOTAL I I




SCHOOL LIBRARY NEEDS ANALYSIS

Name of Schaol:
Division: Regioe:
MNamwe of Librarian: Contact Number-

L. mmrhehlmmsunwaﬁmtomwfp the extent of the needs of your schogl brary. Rate
the following aspects thnsidering the present status of your schook library using the rating s¢ale below.
Heawmmemhmlhmmmmum.

5 Highly Needed; 8- Needed: 3- Somewhat Newdad; 2- Not Sure ; 5-Not Neaded

- _ memg - s 473’2 1
L The school Ebrary needs i expand n ofdey (o Jocmmadate at laast
H 0% seating capavity of the shatent population. i
2 Thesdmulllhmnmdshbemmﬁummmmebmuu I
ey share a common room. . . .
3. The school litwary peeds U be relocated t0 be atcessitie hom any
paint af the ampus. i -
4. The schaol library needs m be refocated oo make sure it is afe Trom
| B, SERVICES .
1. The school library needs m apen from the start of e sarliast class
and reeeds bo extend beyond e last class peried.
The library reeds to operate on 2 regular schedule,
The school Hbrary needs to update the Bullettn/information Basrd to
promuote Hbrary and information services. -
4. The school liprary needs to conduct orlentation on the use of the
: fibrary and its services for students and teachars. ’ -
5. The school ibrary needs 6 conduct month iy activities that promere )
library and infonmation services. _ 1
5. The school library needs to conduct classroam visifs t5 promote
lbrary and information seryices. L
1. The school library neads ta use social media to promobe library and
. ___infermation services. ) L
8. The sehool lbrary pesds to allow beerowing of books for home use.
5. The schaol iibrary needs tn alow student to Use the compiter for
. . 2ncoding, viewing, arsd tha like. :
10. The schoot Karary needs computer and internet access for studanty’ |
and teachers” usa, . o : )
11 The school Bhrary staff needs to prepere clippings for vertical file ) !
oollection,

M

w

!
[ 32, The schooi Tbrary staff ieeds o o ndexing.

13. The schoo!l brary needs to practice open shalf/stack shelving to atlow :

unrestricted access of the users. . _ N L




TEnS

. C. LIBRARIAN

- - ey p——

+ 1. The school fibrary needs ta have a full-tme icensed KBTarion.

2. The librarian needs trainig on the fokowing bitngraphic processes:

' ———— ¢

& Mecessioning

& de

. 1. _The school ibrary needs the inflowing peneral nederences:

a Encyclopedias
b. Diclionovias

€ Amanacs

2. The schaol liwary needs the folowing learning ates tpecHic

|

i

il

lalo olp

i

|

5

i

S BN

p._Technical Vocatior/TLE

1. The schao ibrary needs the following addetions] supgementary
reanears:

3. Riggraphies

b. Nowels )
t. Collections/Anthology of Short Stories

d. Colleetion/Compilation of Poetry

4._The schaol library needs the ollowing digital file collection:
8. £-Book Cokection {in e-pub, pf, word formets seved i
DVDDesidop, sic.} .

—_—
: b _€D/DVD Collection




——— .

< Periodical Subseription

c.1 Broadisheet Newspapar

£.2 Tabloid Newspaper . -
<3 Magatirwes ) ) N _

Thesdlodﬂ;ar}n-eedsmmmﬂdhutﬂhm
tapping LU funding

the dongtions either from the PTA or ather NGO,

2
‘3 The school orary meeds t acyuins haoks and other colections from
A,

The school iibrary needs to acguire books and ather collections given
m_mmucminﬁu.w«ulomofnmm_. ’

uI

mmmma_s_mmmmlm

f. FACRITY

s Online Public Awess Catalog {OPAG)

—

L _The school kbary noeds the followsg access faciity:

.
N FEaN

b. _Cand Catalog Cabinet whth Catalog Cacds

e ———

2. _The school library needs the following equipment:

&  Cramputer Set

h._Printer with Stannar

e

L. Telephone

1i. Directions: Rank the follawing schoo) liarary aspects that need improvament in order of impartanee.
Write 1 for the aspect that newds foremost improvement attentlon, 2 for the next and 3¢ on.

j. _Imermet Connection/Madem
k. Television

— Schoo! Library Space and Location
Serviges

Librasian

Libirary Collection

Book Acguisition

Fa

cility

L F ]

Thank you far your coperation.




