Philippine Normal University
The National Center for Teacher Education
Institute of Knowledge Management
LIBRARY

Taft Avenue, Ermita, Manila
library@pnu.edu.ph

LIBRARY SERVICES

Title of Frontiine Services
Schedule of Avaitability of Senvice

Key Parson

Who may avail of the sevice?
What are the Reguirements?

APPLICATION FOR NEW BORROWER'S LIBRARY CARD (BLC)
Monday to Friday 8:00am - 5:00pm

Saturday 8:00am - 5:00pm

Lirarian / Library Assistant

PAU students, Facutty and Staff

Proof of enrollment, 1pc Passport size D picture with name tag

Duration 1Day
Fees/Charges NONE
How to avall of the service? 7 7
Step Please follow the Steps Setvice Provider Duration Person-in-charge Fea Form/Document
. ‘ . Librarlan Proof of enrollment o
1 | Present requirements Check for completeness of the requirements 1 minute Ubrary Assistent Nore :;; Passport size ID) picture with name
Accomplish Borrower's Library T
2 | Card Reglstration Form Check entries of applicant's information 2 minutes ; leranarlu Nong Prootofenrolmert
. Library Assistant BLCRF
(BLCRF) _ _
3 Fill up Borrower's Library Card gggiﬂt:SBdlé(tlaapphcatlon 1 Hour Liorarian Nore BLC ,
(BLC) Prints and assign barcede Library Assmt»gnt DLM Circulation Module
; Librarien / | P
4 Claim BLC Releases BLC 1 min Library Assistant Nong Validated BLC . |
END OF TRANSACTION -’
Prepared by

Helen
Head,

ula

niversity Library




Philippine Normal University

The National Center for Teacher Fducation
Institute of Knowledge Management

LIBRARY

Taft Avenue, Ermita, Manila

library@pny.edu.,ph

SULEE O
o
¥ o \Q‘o,

Title of Frontline Services
Schedule of Avallahillty of Service

Key Person
Who may avail of the sevice?
What are the Requirements?

RENEWAL/VALIDATION OF BORROWER'S LIBRARY CARD (BLC)

Monday to Friday 8:00am - 5:00pm

Saturday 8:00am - 5:00pm
Librariar:/ Libeary Assistant

Old Stugents (Undergraduate and Graduate)

0l Students Borrower's Library Card (BLC), Proof of enroliment
Duration 4 minutes
Fees/Charges NONE
How to avail of the service?
Step Please follow the Steps Sarvice Provider (?r:m:g) Person-in-charge Fee Form/Document
. Librarian/ ' BLC
1| Pragent requirements Check for completeness of the requirements 1 Library Assistant None: Proof of enroliment
) Signs Log Book of BLC Validates BLC 9 Librarian / Note |.og Baok of BLC Renawal/Claim
Renewal/Claim Edits card expiration date Library Assistant " DLM Circulation Module
. Librarian / _ ‘
3 | Claim Validated BLC Releasss valldated BLC 1 Library Assistant None; Validated BLC :
END OF TRANSACTION

Prepared by:

Head{ University Library

v ks oy,




Philippine Normal University
The National Center for Teacher Fducation
Institute of Knowledge Management
LIBRARY

Taft Avenug, Ermita, Manfla

librar nu.edu.ph

Title of Frontline Services
Schedule of Availz2bility of Service

Key Person

Who may aval of the sevice?
What are the Requirements?

REPLACEMENT OF LOST BORROWER'S LIBRARY CARD (BLC)
Monday to Friday 8:00am - 5:00sm

Saturday 8:00am -~ 5:00pm

Librarian / Ligrary Assistant

Students (Undergracuate and Graduate)

Proof of enrgliment, 1 p. Passport size 1D picture with name tag

Duration 2 eeks
Fees/Charges NONE
How to avall of the service? 7 _
Step Please follow the Steps Sarvice Provider Duration Person-in-charge Fee Form/Document
Check proof of enrollment Librarian / Proof of snrollment ,‘
"1 | Report Lost BLC Issues Lost Borower's Library Card Form 1 minute {brery Assistant None: Lost Borrower's Library Card Form |
(BLCF) y 7 (LBLCF)
. Check entries of applicant information . Librarian / LBLCF
2| Fl-upLBLCF Edits patron status dminutes Library Assistant Nones DLM Clsculation Module
Staraps proof of enrollment, assigns date of Lbrarian [ ) ' BLC
3 | Fil-upBLC release of the BLE on the claim stub and give to 2 weeks Library Assistant None; Proof of enroliment
cilent as hisfher temporary liprary permit LBLCF's Claim Stub
' 1 pc. Pagsport size 1D picture with
4 Submit Claim Stub and Passport ssues new BLC: and acfivate the cllent’s DLM 9 s Librarlan { None name tag
size picture to claim BLC account Library Assistant ‘ LBLCF's Glaim Stub
Validated BLC
END OF TRANSACTION
{
f
Prepared

Head, University Library




Philippine Normal University
The National Center for Teacher Education
Institute of Knowledge Management
LIBRARY

Taft Avenue, Ermita, Manila

librar nu.edu.ph

Title of Frontline Setvices
Schedule of Avallabiity of Service

Key Person

Who may avail of the sevica?
What are the Requirements?
Duration

Fees/Charges

How to avail of the servica?

ISSUANCE OF VISITOR'S PERMIT TO QUTSIDE RESEARCHER

Monday o Friday 8:00am - 3:00pm
Salurday 8:00am - 3:00pm
Librarfan / Lirary Assistant

PNU Alumni; SMEC members, Teacher and Students from other institutions and PNU Students who:are not enrolled
Referral Latter from Instituticn/School of Origin, University/Schoo! 1D, Visilor's Pass and IT

20 minutes

Php 100,00 per visit er person excepts for first 5 researches of SMEC members (De La Salle Unlversity Tait, De La Salle College of St Benilde, St. Scholastica College,
Phiippine Viomen's University, St Paul University Manla, Philippine Christian Universtty, Adamson University, Emillo Aguinaldo Collage,
University ot the Philionine Manila, Lyceum of the Philippine and Santa sabel College)

Step Please follow the Steps Service Provider ([;::;al]t;eoz) Person-in-charge Fee Form/Document
Submit Referral Letter from Recleves referral letier Refarral tedter from Insfifution/
1 Institution/Scnool of Origin Advice client to check/search topics 9 Librarian/ Nore School of Origin
{For SMEC Members/students, procsed ta step 5) and Visiter'sPass | from OPAC Library Assistant
andlo - | Accept and Sign Visitor's Pass and ID Visilor's Pass and ID
Librariar/ ‘
2 | GetOrder of Payment Issuies Order of Payment 2 Libvary Assistant None; Order of Payment
Prasents Order of Payment and . , ' '
3 | Paythe comesponding amount to the Collection and é:i?gtf paytment and isues Ofcia 10 CDU Perscnnel visiFt) 12?'[}2r;0n gg;;ﬁ;iﬁg"?m !
Disburserent Unit (CDU) P \ pere P
. - . Librarian/ - .
4 | Present Official Recelpt Record Official Receipt 1 Library Assistant Nones Official Ragaipt '
Sign fo the Log Book of —_ ; Librarian/ Log Book of Outside Res:éarct]ers
® | Oulsice Researshers _ Issue Vil Permil 1 Library Assistant Hone Visitor's Permit
Proceed to Reading Areas and present Visitor's Assist Researcher with Visitor's Librariary/ - .
6 Permit Permit 3 Library Assistant None Visior's Permil
Retum to the Circulation Section and insert the filled-up - Librariam/ Visitor's Permit
! Vigitor's Parmit to the Library drophiox Retum the Vistur's Pass and ID 1 Library Assistant None Visitor's Pass and ID
END OF TRANSACTION
Prepared by

HeleftiY.Allvincula
Head, [University Library




Philippine Normal University
The National Center for Teacher Education
Institute of Knowledge Management

LIBRARY

Taft Avenue, Ermita, Manlla

librar nu.edu.ph

Title of Frontfing Services
Schedule of Avaiiability of Service

Key Parson

Who may avall of the sevice?
What are (e Requirements?

ISSUANGE OF REFERRAL LETTER
Monday fo Friday 8:00am - 5:00pm
Saturday 8:00zm - 5:00pm

Linrarian / Library Assistant

PAU Students, Faculty and Staif
Validated University ID

Borrauier's Library Card (BLC)

Duration 10 minutes
Feos/Charges NONE
How to avail of the service?
Step Please follow the Steps Survice Provider (?':m'::) Person-in-charge Fee Form/Document
Verifles requirements and give Referral Lefter Librarian I Valldated University ID and BLC
| Requestfor Refona! Letter Request Form (RLRF) 2 Library Assistant None RLRF
. Check entries of client's information Liprarian / RLRF
2| FikupRLRF Prepares referral latier : Library Assistant NUFP‘ Referral Letler
B Sign Referral Letter 1 Head, University Library None Raferral Letter
Fli-up Log Book of issued Referral " Librarian /
4 Lotter Check entries in th? Log Book 1 Library Assistant None Log Book of Issued Referral Lefter
§ | Claim Referral Letter Issuies referral ettey 1 Librarian / Library Assistant None Referral Letter
END OF TRANSACTION




Philippine Normal University

Tfie National Center for Teacher Education
Institute of Knowledge Management

LIBRARY

Taft Avenue, Ermita, Manila

librar nu.edu.ph

Title of Frontline Services
Schedule of Avaiihillty of Sarvice

Key Person
Who may avail of the savice?
What are the Requiremants?

SIGNING OF LIBRARY CLEARANCE
Monday to Friday 8:00am - 5:00pm
Seturday 6:C0am - 5:C0pm

Librarian / Library Assistant

PNU Studenis, Faculty and Staff

Genaral Cloarance Form from the Offce of the University Registrar (Students)

University Clearance Form (Faculty and Staff)

Duration 2 minutes
Fess/Charges NONE
How to avail of the service? 7
. , Duration . '
Step Please foliow the Steps Service Provider (minuites) Person-in-Charge Fae Form/Document
‘ General Clearance Form /
' . Checks library database (DLM) and list Librarian / University Clearance Form
| Suomit learance of Library accountabilities 2 Library Assistant None List of Library Accountabiliiies
DLM Circutation Module
If there is no library accountability, k Librardan I General Clearance Form /
2 procesd to step 4 . Sgn clegmnce 2 Library Assistant None University Clearance Form
If there is library accountabifity, oo , . -
3 | Foliow process on Returning of Borrowed | Inform client of hister accountability 15 Libgbraﬁilsas?si ant None BE:\AOf(JIfrlEE?Eg ;}C&(:;Jdnut%blﬂties .
Books / Fines  Book Replacement _ v 7 '
e : o Librarian General Clearance Form /
4 | Claim Signed library clearance Clear hls!_her accountability 1 Library Assistant None Universly Clearance Form
END OF TRANSACTION :

4

Preparedby:

Hele vincula
Head, University Library
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Philippine Normal University
The National Center for Teacher Education

Institute of Knowledge Management
LIBRARY

Taft Avenue, Ermita, Manila

library@pnu.edu.ph

AV ER Oy
o
i MG!&

AN -

Tifls of Frontline Setvices
Schedule of Availability of Service

Key Person
Who may avail of the sevice?
What are the Requirements?

READER'S SERVICES (OPEN SHELF)
Monday, Tugsday, Thursday, Friday 7:00am~7:00pm
Wednesday 7:00am ~ 4.00pm

Saturday 8:00am - 5:00pm
Librarian / Liprary Assistant

PN Students, Faculiy and Staff, Outside Researchers
Borrower's Lbrary Card / Visitor's Permit

Durafion 12 minutes
Fees/Charges NONE
How to avail of the service? _
Step Pleass follow the Steps Service Provider &:ﬂ:g) Person-in-charge Fee FormiDocurment
Search the Onling Public Access Catalog {OPAC) for the needed N DLM
1 library material and secures Call Number and location 3 Lotaty Gilent NOme | iena
Scan BLG and present BLC/Visitors Permit to the Librarian / . Librarian / Dally Record of Library Users
2 Library Assistant or sign Daily Regord of Library Users Aocapt BLG / Vislor's Permit 1 Library Agsistant Nane BLC / Visitor's Permit
. . Assist clientin finding the Librarian / .
3 | Proceed to the shelf where the library materlal_ can be foupd needed ibrary materal ) Library Assistant None | Listof fitle with call numbers
4 | Getthe book from the shelf 1 Library Thent None
. . Librarian /
5 | Return the book an the dasignatediarea Check in used books 1 Library Asslstant None | DLM
. N | - | Librarian / .
6 | Claim BLC/ Visiior's Permit Return BLC  Visitor's Permit 1 Library Asgistant None | BLC/Visitor's Permit
END OF TRANSACTION

Prepared:Z
Hemﬁ vincula

Head, University Library




Philippine Normal University
The National Center for Teacher Education
Institute of Knowledge Management
LIBRARY

Taft Avenue, Ermita, Manila

librar nu.edu.ph

Tilte of Frontline Services
Schedule of Avallability of Service

Key Person

Who may avail of ihe sevice?
What are the Requirements?

Duration

Fees/Charges

How to avail of the service?

READER'S SERVICES (CLOSED SHELF)

Monday, Tuesday, Thursday, Friday 7:00am - 7:00pm
Wednesday 7:00am-4:00pm

Saturday 8:00am - 5:00pm

Librarian / Library Assistant

PNU Students, Facutty and Staff, Outside Researchers
Borrower's Library Card / Visfior's Permit

12 minutes

NONE

Step Please foliow the Steps Service Provicler (?nl;ﬁtue):] Person-in-charge Fee Form/Document
Search the Onling Pubiic Access Catalog OLM
1| {OPAC)for the needed library material and 3 Library Clieat Nohe Athena
secures call number and locaion
Scan BLC and present BLC/Visiton's Permit ‘ . . Librerian -
2 fo the Libeaian / Usrary Assistant | Accapt BLC / Visitor's Permit 1 Library Assitant None | BLC /Visitor's Permit
. | Accept the TRS, find the unpublished Librarian / TRS
3 | Fil-upThesis Request S (TRS) material and check out fo DLM ° Library Assisiant None DLM
Sign the ook card and give It to the . ) Librarian /
4 Libratian ] Ly Assistan | Give thesrequested unpublished material 1 Library Assistant None | Book Cards
Return the unpublished material tothe Accept the unpublishied material, check in to : :
9 Librarian / Library Assistant DLM and retum it to the shelf ! Library Client Nong | DLM
. _ . - . Librarian / . )
6 | Claim BLC/ Visitor's Permit Retum BLC / Visitor's Permit 1 Litrery Assisant None | BLC/ Visitor's Permit
END OF TRANSACTION
Prepared by:

Head, University Library




Philippine Normal University
The National Center for Teacher Education
Institute of Knowledge Management
LIBRARY

Taft Avenue, Ermita, Manlla
library@pnu.edu.ph

Title of Frontline Services
Schedule of Availability of Service

Key Parson
Who may avall of the sevice?
Whet are the Requirements?

QVERNIGHT LOAN OF BOOKS
Monday to Friday 1:00pm-5:00pm
Wednesday, Saturday 1:00pm - 3:0Gpm
Librariar: / Library Assistant

PNU Stuens, Faculty and Staff
Validated Barrower's Library Card (BLC)

Duratlon 20 minutes
rees/Charges NONE
How to avail of the service? _ 7
Step Please follow the Steps: Service Provider g:;;alﬂg:) Person-in-charge Fee Form/Document
Proceed to the area where the Libiary | Assists clientin finding needed books / iorary Librarian . .
" materta an be found _ materil 0 Library Assistant None | Llstsof s with call numbers
5 Give the chosen book to the Librarian/ | Get BLC, Check /inspect the 5 Librarian / None Validated BLC
Library Assistant book and give the ook card to the borrower Library Assistant Book Card
- ST Book Gard
Accept the book card, check out the book from Librarian { .
3 | Sign the book card e . 3 , . None | DLM Clrculation Module
| the DLM, and print Library Recsipt Librasy Assistant Libtary Receip
. . . . ' Librarian /
4 | Claim book borrowed and Library Receipt | File the book card 2 Library Assistant None | Book Card
END OF TRANSACTION

Prepared by:

Head, University Library

[




Philippine Normal University

The National Center for Teacher Education
institute of Knowledge Management

LIBRARY

Taft Avenue, Ermita, Manila

library@pnu.edu.ph

Title of Fronline Services
Schedule of Availability of Service

Key Parson

Who may avall of the sevice?
What are the Requirements?
Duration

Fess/Charges

How to avail of the service?

RETURN OF BORRGWED BOOKS (ON-TIME)

Monday to Friday 7:00am - 12:00pm
Saturday 7:00am - 12:00pm
Librarian / Library Assistant

PNU Students, Facutly and Staff
Book/s to bezreturned

5 minutes

HONE

Duration

Person-in-charge

Step Please follow the Steps Service Provider (minutes) Foe Form/Document
1 Return the borrowed book/s to mzf,:; 'gﬁlgsrg:?d?gom 3 Librarian / None DLM Circutation Module
the Referance Desk Retur the BLC fo the Client Library Asslstgnt | Book Card
2 | Clam BLC 2 Library Client Nong__| BLC
END OF TRANSACTION
{
!
Prepared by:




Philippine Normal University
The National Center for Teacher Education

Institute of Knowledge Management

LIBRARY

Taft Avenue, Ermita, Manila

library@pnu.edu.ph

Title of Frontline Services
Schedule of Availabilty of Service

Wednesday 7:00am: - 4:00om
Saturday 8:00am~5:00pm

Key Person Librarian / Library Assistant

Who may avail of the sevice? PNU Students, Faculiy and Staff

What are the Requirements? Bookfs to ba:retumed

Duration 20 minutes

Fess/Charges Students ~ Php 2,00 or Php 10.00/ day

* RETURN OF BORROWED BOOKS (WITH FINES)
Monday, Tuesday, Thursday, Friday 7.00am - 7:00pm

Faculty and Staff ~ Pip 5.00 or Php 40.00/ day

How to avail of the service?

Prepare ?/
Hel dvincuia

Head, University Library

Step Please follow the Steps Service Provider quatlon Person-in-charge Fee FormiDocument
{minutes)
For overdue hooks with fine of PhR 50.00 and , I
‘ Check-in loaned hoolds Librarian/ .
1| helow, return the borrowed bookss o the . Nene DLM Circulation Module
Reference Desk | Insertibook cardls 3 Library Assistant
Pay the correspending amount to the I —
2 | Librarian/ Library Assistant, Accapt and record payment 3 . Librarian Stuchent DLM C|rcu|at]on Vodule
proceed to Step 6 Lbrary Assistant |~ Reserve book - Php 5,00 / day Library Recelpt
For averdua books with fing of Php 51.00 and \ibrarian / + Non-veserve hook - Phip 2.00/ day
3 | more, return the borrowad bookss to the fssue Order of Payment b Library Assistant Fagulty and Staff Order of Payment
Reference Desk + Reserve book - Php 10.00/ day
Pay corresponding fines to CCU and get official . » » Non-feserve book - Php 5,00/ day Qrder of Payment
4 rocaipt Accept payment and issue Cfficial Reciept 10 CDU Personnel Offca Recelpt ¢
T " ” . 1
5 | Present Official Recalpt Record Official Recsipt 2 Lingigas?s!tam’ None (fficial Regeipt '
’ Retuin BLG Librarian / ' BLC ,
6| Fil-upthe Log Book ofLbraty Flées Print and issue Library Receipt 2 Library Assistant None Log Book of Library Fings
. . e Clearthe chient's library accountability . Librarian/ BLC
7| Claim 8LC and Library Recet from the DLM 1 Library Assistant Nong Library Receipl
END QF TRANSACTION




Philippine Normal University
The National Center for Teacher Education
Institute of Knowledge Management
LIBRARY

Taft Avenue, Ermita, Manlla
library@pnu.edu.ph

Title of Frontline Services
Schedule of Availability of Service

Key Person

Who may avall of the sevice?
itthat are the Requirements?
Dugzation

Feas/Charges

How to avail of the service?

REPLACEMENT FOR LOST BORROWED BOOK
Monday, Tuasday, Thursday, Friday 7:.00am - 7:00pm
Wednesday 7:00am - 4:00pm

Saturday 8:00am - 5:CCpm

Librarian / Library Assistant

PNU Students, Faculty and Staff

Book Replagament

25 minutes

Library Fine Computation +Processing Fee of PhP 260,00

Duration

Person-in-charge

Step Please follow the Steps Service Provider (minutes) Fee Form/Document
1| Inquiry about lost hook lssue Book Replacament Forrs (BRF) 2 Ubrarian None List of Liorary Accountabiiiies
Check exact fitle, author, copysight, binding, .
2 | Fll-upBRF publisheand amount of the book from the DLM 5 Librarian Nome [B)!:LEI}:»I!Accessmn Renore
" andior acession record ’ ’ ’ ) '
3 | Cheose possibie replacament Recommend stiggasted replacement 3 Librarian gk’g[ Accession Record
4 1 Submits BRF B Approves recommanded replagement 3 Head, University Librany Nose BRF °
. : Accept Book Repiacement - a e :
Give Book Replacement and follow Process on o . - oLibrarian / DM . o
b . o .| Computerfines with Processing Feaand issues 10 . . Nose
Retuming of Borrowed Books (wﬂh Fines) Otderof Payrent Library Assistant Order of Payment
i . BLC .
§ | Claim BLC Clear the client's library accountablities 2 Lﬁ)l}lgragigiiiant Nong DM~ - ¢
"y _ Listf Lirary Accountibifies
END OF TRANSACTION °
Prepared by:

Head] University Library




Philippine Normal University
The National Center for Teacher Education
Institute of Knowledge Management
LIBRARY

Taft Avenue, Ermita, Manila
library@pnu.edu.ph

Titie of Fronfline Services IPAD RENTAL
Schedule of Availability of Service Monday o Friday 7:00am - 4:00pm
Key Person Librarian
Who may avail of the Sevice? PNU Students, Faculty and Staft
What are the Requirements? Borrower's | ibrary Card (BLC)
Duration 10 minutes
Feas/Charges Php 15.00/ Hour
How to avail of the service? __
. , Duration ,
Step Please folfow the Steps Service Provider (mintes) Person-in-charge Fee Form/Document
1 Inquire for an iPad Rental Service and Accept BLC and instruct client to buy iPad g Librarian / Nong BLC
Pregeni BLC ] Rental Card (IRC) Library Assistant _|IRC
2 Fill -up Log Book of Issued InternetiPad | Write the IRC number to the Log-in Form 3 Librarian / POP 15,00 / IRC Log Book of Issued Internet iPad Card
Card and pay the correspondingsamount and issue IRC Library Assistant ' IRC
- o ’ N ’ Librarian / ’ :
3 | Fiiupthe IRC Accept IRC and Issue IPad 3 Library Assistant None _ RC
b «Fill up the Laptop / iPad Log-in Férrd - Librarian / : o . .
d and Claim iPad 2 Library Assistant None Laptop /Pad Log-n Form
END OF TRANSACTION

Head,'University Library

=1




Philippine Normal University
The National Center for Teacher Education
Institute of Knowledge Management

T

LIBRARY

aft Avenue, Ermita, Manila

library@pnu.edu.ph

Title of Frontlin Services COMPUTER NOOK
Schedule of Availabilily of Service Monday, Tuesday, Thursday, Friday 7:00am ~ 7:00pm
Wednesday 7:00am-4:00pm
Saturday 8:00am - 5:00pm
Key Person Librarian / Library Assistant
Who may avail of the sevice? PNU Studants, Faculty and Staff
What are the Requirsments? Borrower's Library Card {8LC)
Duration 5 minutes
Fees/Charges NONE
How to avall of the service?
Step Please follow the Steps Service Provider (Ir)‘:;;zt;:; Person-in-charge Fee Form/Document
Present BLC and submit i to the Librarian/ ' Librarlan / BLC
1 Library Assistant Aacepts O 1 Library Assistant None Loghook of Computer Nook
. . , . Librarian /
2| Inquire for Computer Nock service Inform theclient of the available computer 2 Library Assistant None Loghaok of Computer Nook
3 mfﬁg me avalle comyuter and rcord 2 * Library Client None ~ Loghook of Computer Nook
END QF TRANSACTION - u

Prepared by:

He

Advincula

Headl, University Library




