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FOREWORD

Two of the major
thrusts of my admin
istration are sustain-

able development through
participatory resource
management and environ-
mental protection  and
community-based en-
forcement of environmen-
tal laws. I believe that the
support and involvement
of all stakeholders in
planning and implementing policies and actions aimed
at protecting habitats and conserving biodiversity is
the key to successful protected area management.

We are now facing this major challenge in light
of this relatively new focus of Government which is
biodiversity conservation. This was institutionalized in
1992 with the passage of the National Integrated
Protected Areas System (NIPAS) Act which aims to
identify and establish protected areas all over the
country as a management strategy to conserve and
protect the country�s flora  and fauna and other
natural resources.

Special projects have thus been set up as operating
models for  protected area management. The five-year
National Integrated Protected Areas Programme
(NIPAP) jointly funded by the Philippine Government
and the European Commission, has established eight
protected areas within the framework of the NIPAS.
The project promotes the full participation of local
communities in the planning and subsequent
implementation of conservation policies.

The learnings from the implementation of NIPAP
should thus be disseminated and, where appropriate,
replicated in protected areas all over the country.

�Essentials of Protected Area Management in the
Philippines�, consists of a series of manuals designed
to provide mostly first-hand knowledge on protected
area management. This volume �Guide to Establishing
a Protected Area Library� is an important guide
or reference for managers and field workers and
provides useful insights for practical applications in
the field of protected area management.

ANTONIO H. CERILLES
Secretary
Department of Environment
and Natural Resources

In1992, the Govern-
ment of the Philip-
pines signed the

�Convention on Biologi-
cal Diversity�.  Following
its commitment under
the Convention, the
Philippine Congress
enacted the National
Integrated Protected
Areas System (NIPAS)
Act in the same year.

To support the Philippine Government in the
implementation of the Act, the European Com-
mission co-financed the National Integrated
Protected Areas Programme (NIPAP). This
project, which started in 1995 is implemented by
the Protected Areas and Wildlife Bureau (PAWB)
of the Department of Environment and Natural
Resources (DENR).

NIPAP was set up to contribute to the conser-
vation, protection and management of natural
habitats and biodiversity within the country�s
National Integrated Protected Areas System.

The active participation of stakeholders in
planning and management is an essential element
in the sustainability of Protected Areas. NIPAP
has been actively promoting this approach.

Based on actual field experiences and results
of collaborative undertakings with the Department
of Environment and Natural Resources, local
government units and non-government
organizations operating in protected areas,
NIPAP developed relevant information critical
to protecting the country�s natural heritage.
These are well-documented in a series entitled
�Essentials of Protected Area Management in
the Philippines,� which may be useful to managers
and partner-communities in all protected areas
of the Philippines.

I would like to congratulate the National
Integrated Protected Areas Programme of the
Department of Environment and Natural Resources
for this important achievement.

YVES GAZZO
Ambassador
Head of Delegation
European Commission in the Philippines
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The National Integrated Protected Areas Programme (NIPAP) is a
special project of the Philippines Department of Environment and

National Resources (DENR), Protected Areas and Wildlife Bureau
(PAWB), supported by financial and technical assistance from the
European Commission.

A major portion of PAWB�s responsibility is to disseminate information
about the management and operations of protected areas in the
Philippines, at policy, technical and field levels.

Therefore, in collaboration with the Bureau, NIPAP has produced
a series of case studies, field and training manuals, other educational
material and legal reference documents under the title of �Essentials
of Protected Area Management in the Philippines�.

The series builds not only on NIPAP�s and PAWB�s field experience,
but reflects the work and knowledge of sister institutions in the
Philippines, including the ASEAN Regional Center for Biodiversity
Conservation (ARCBC), the Conservation of Priority Protected Areas
Project (CPPAP), and the Technical Assistance for Improving Biodiversity
Conservation in Protected Areas of the Philippines Project (TABC).

PREFACE
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INTRODUCTION

In recent years the information explosion has created an immense
demand for increasingly sophisticated means of storing, processing

and retrieving high volumes of data. New technologies and expanding
scientific knowledge in all fields, especially in the natural sciences and
in industry, have made urgent the need to  retrieve information easily.
With this realization, scientific bodies, government agencies, business
organizations, and other institutions are busily setting up their own
special libraries to store documents and resource data. They are aware
of the importance of up-to-the minute information in their everyday
operations, in decision-making, in keeping abreast of technological
and social developments and in maintaining a competitive edge.
Thus, information has become a valuable organizational resource.

In the field of environmental conservation, information is used
especially to educate the public, with a focus upon the younger generation.
Because protected areas are relatively new in the Philippines, the
collection, storage and retrieval of information for these purposes is a
priority matter.

This Guide to library management is meant to be a reference for
those entering the profession of librarianship, an aide-memoire for more
experienced librarians and an encouragement to protected area man-
agers to have their own special library where data, information and
documentation can be efficiently organized.



THE PROTECTED AREA OFFICE LIBRARY

Location
and Design

Information
Management
in a PAO:
A Special Library

A Protected Area Office (PAO) library is intended to meet the need
        for readily accessible  information, keep records of information
sources and maintain documentation on PAO operations. It should be
able to translate the organization�s objectives into the services it
provides and users� needs. If information cannot be immediately
found, valuable time is lost. It is thus important for PAO senior staff
and the librarian to formulate library goals and identify the resources
needed to fulfill the general management plan, keeping up with PAO
operations and new information and technologies.

The location of a library is important. It should be accessible and
able to facilitate communication between PAO sections.
Internally, there should be adequate open space, keeping in mind

such factors as equipment, activities and expansion plans. No perma-
nent structures should take up space in the middle of a floor (cement
posts, for example),  to allow flexibility in arranging shelves and other
library furniture. Ideally, a library has three sections:

(1) Administrative and Clerical Area, where the library staff conduct
normal office functions and clerical work.

(2)  Stacking Area, where library materials, books and periodicals
are displayed.

(3) Reading Area for library users. This space may also be used for
conferences and meetings.

Professional and non-professional library staff should both have
specialized skills and qualifications. They should be sympathetic to

the needs of other members of the organization whom they serve and
have a strong interest in environment and conservation. Library size
and the services offered would dictate the  number of staff and
specialization. Ideally, the minimum requirement for an active PAO,
given adequate budget for salaries, is one professional librarian and
a clerical assistant.

Staff

1Guide to Establishing a Protected Area Library
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Professional Staff
As with other professional occupations, education and experience

are important factors in hiring a librarian. For central government
offices like the DENR, the librarian should have a college degree in
library science or its equivalent, and must have passed the Board for
Librarians administered by the Professional Regulatory Commission.

For the PAO,  the librarian would be more effective if he or she has
experience in the field of environment (but this can be developed
through on-the-job training).

Librarians can be generalists, or specialize as catalogers and index-
ers, database experts, archivists, and records managers. For a PAO
Library, a generalist would be more appropriate but should eventually
develop into a specialist so he/she can assist library users. A librarian
should also have knowledge in computer technology, now a basic part
of library operations, so he/she  can develop an electronic bibliographic
and reference database. Knowledge of and access to the internet are
becoming increasingly important skills.

Non-Professional Staff
Non-professional staff assist the librarian in performing the large

amount of clerical work needed like typing, word processing, biblio-
graphic data entry, filing, and clipping. The librarian plans and super-
vises these tasks to achieve the library�s specific goals. In the Philip-
pines, where library specialization in biodiversity conservation and
protected area management is still emerging, more time is required to
find and process essential information. Indexing in these fields is not as
complete as the other more established traditional disciplines.  The PAO
Library may encounter this situation, in which case, it can complement
regular staff with volunteer students from information sciences who do
on-the-job training.

Support staff should understand and accept their role in the
organization and appreciate the significance of their work. They must
be very systematic and have a good sense of public relations, as
library work is service-oriented.

The types of services to be provided, number of staff required, and
equipment needed are the basis for estimating the financial require-

ments of the library. Library budgets need to follow the system of the
parent organization. Budgeting methods should be similar to those
used by other departments. The librarian is responsible for analyzing the
library�s programs, requesting financial support and controlling expendi-
tures.

Salaries
In government, salaries are paid according to Civil Service Commis-

sion guidelines. Private companies follow a different salary scale deter-
mined by the market. The number of library staff depend both on user
populations and on the volume of material to be managed.

A substantive expansion in library staff would mean an expansion of
the budget. Librarians working in private companies would be paid
according to their qualifications and experience, geographical area of
the company and type of library materials. A protected area library can
often rely on volunteers and students to assist in day-to-day routine
activities.

Library Budget
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Acquisitions Fund
The second major item in the PAO Library�s operational budget is its

Acquisitions Fund. This fund is used to buy library hardware and informa-
tion resources including books, magazines, journals, library and office
software, indexes, data sets in printed or in electronic format, multi-media
materials such as videos, slides, and cassettes. Library hardware includes
shelves, desktop computers, audio-visual components, microform
readers, air conditioners or dehumidifiers and normal office supplies.

The librarian should consult with his or her immediate supervisor,
then decide which materials are most needed. Most library users in the
natural sciences rely more on journals having more up-to-date informa-
tion than books and published more frequently. However, subscribing to
scientific journals is costly and many are now available on-line.

The budget for the library hardware will be highest in the first year
of operations when computers, shelving,  and other basic requirements
will be bought. Required expenditures on other items will remain fairly
constant.  Additional hardware, and more space, will probably be
needed as the library expands its services.

Library User Fees
Library user fees are cost-recovery methods and income-generating

mechanisms. A recent trend is for libraries to market information and
services. Fees to be charged vary from a per usage to a membership
basis. Libraries offer special discounts and privileges to members.

Usage fees include photocopying, printing, and access to databases
not produced by the library. Sometimes, the library may be requested to
acquire specific documents and information for which it can charge a fee.

Cost Benefit Analysis
Many institutions apply cost analysis to planning, budgeting, and

managing operations. The library�s cost analysis procedures should be
in line with those used by other departments.

Christianson et al. have separated cost categories into:
● Direct (Program) Costs and
● Indirect (Support) Costs.

Direct (Program) Costs Indirect (Support) Costs
Reference Services Technical processes

Ready Reference    Acquisitions
Retrospective searches Organization

Program Services Administration
Current awareness Maintenance
Competitive intelligence
Circulation

These categories can be sub-divided to take account of material,
personnel and facility costs.

It is quite difficult to apportion the monetary value of library activi-
ties, services, and products in terms of cost-effectiveness. Information is
the library�s prime commodity and assigning a value to this information
would be very difficult and would depend upon the use  of the informa-
tion. However, much information obtained from libraries is often non-
specific, indirect, and non-quantifiable. One can also make a qualita-
tive assessment of information by the way in which it has been per-
ceived as an aid to or as a basis of decision-making.

Such complexities illustrate the difficulty of measuring library services
and benefits in monetary terms.
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FUNCTIONS
OF THE

PROTECTED
AREA

LIBRARY

A Protected Area Office (PAO) library has three major functions,
determined by objectives and the resources:

(1) Acquiring Materials and Information,
(2) Organizing Information, and
(3) Disseminating Information.

The PAO Library can adopt the following checklist of activities to
perform an intermediate level of service:

● Collect publications scattered throughout the organization;
receive those that come automatically to the PAO, and check
these materials to ensure relevancy and avoid duplication.

● Keep abreast with the organization�s general interests and need
for published materials and information.

● Review announcements of new publications, select basic
materials, and order them directly from the publisher.

● Establish a simple order record.
● Provide access to databases appropriate to the interests of the PAO.
● Acquire special materials such as internal reports, maps, pictures

and patented materials.
● Review the library�s collection and strengthen the weak areas.

In organizing materials and information, the PAO library must:
● Place books in shelves in a simple, structured manner as discussed

in this publication�s section on �Organizing Materials.�
● Arrange magazines and other periodicals by title and date.
● Establish a filing system for pamphlets, clippings, advertising

pieces, and other ephemera.
● Develop a card or computer-based catalog with subject analysis.
● Adopt a published classification scheme and use it for subject

arrangement of books.

In disseminating information, the PAO library must:
● Maintain a collection of reference books and basic databases.
● Answer simple, factual questions.
● Prepare a handout describing the library�s basic resources and

services.
● Direct users needing detailed or research information to possible

sources outside the library.
● Gather research materials pertinent to a question and transmit

them to clients.
● Prepare selective bibliographies.
● Participate in cooperative library networks.

The PAO may omit or add to some of the activities listed here
depending on the aims and resources. More important,  the PAO
should assess realistically the level of service that the library will render,
given inevitable limitations of budget, staff and equipment.
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Basically, library materials come from two sources:  those that are
already available within the organization and those that have to be

purchased or otherwise acquired. Materials on hand will probably
constitute the larger proportion of materials. Documents in various
Protected Area Office (PAO) departments are most likely unknown to
the other units. The library should make an inventory and sort materials
and establish a proper filing system based on departments. Newsletters
and reports from other projects should be scrutinized for their value.
The library should always have copies of documents produced by the
PAO, especially technical reports and research documents.

Books and magazine subscriptions constitute a smaller proportion
of materials bought by the PAO.

On-Hand Information
The librarian should identify and list books and periodicals owned by

the PAO and used by its other units. This will greatly help in determining
books to be purchased and  the kind of periodicals to subscribe to.
Annual reports, memoranda, research reports, correspondence, photo-
graphs, and financial statements of the PAO are very useful references.
Some staff may not wish to include some documents in a general library
collection for reasons of security. While not all documents need to be
displayed, the librarian must be aware of the full range of documents
in the PAO and which staff member is in charge of safekeeping.

In the course of examination, the librarian can eliminate unneces-
sary duplicates but be aware of the kinds of documents that particular
members of the staff frequently use. In this way, the librarian will im-
prove his/her knowledge of likely sources of information and those that
can be recommended for reference or purchase.

Materials To Be Acquired
The two major categories of materials that the library will acquire

are Library hardware and Information resources.
Library hardware consists of the following:
● Shelves
● Computers and computer peripherals
● Chairs and reading tables
● Air conditioners / Fans / Dehumidifiers
● Audio-visual components
● Office supplies
● Others

Shelves play an important part in the space allocation of a library.
Some shelves of modern structural designs, although more costly, cut in
half the needed space. Consider also shelves� strength and rigidity,
resistance to fire and to insect damage, the absence of features likely to
damage books, rough surfaces, rusting, and sharp edges, free circula-
tion of air, ease of cleaning and adjustability.

Most libraries now have computers as standard equipment. Com-
puters offer fast access to enormous volumes of information through
on-line databases, CD-ROMs and the Internet. Innumerable catalog
records can be put into computers as databanks, saving vast amounts
of space and offer fast retrieval. Computer peripherals can be included
for scanning and saving photographs and texts in digital format, thus
protecting a document from the elements.

Acquisitions
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However, not all of the items listed above are necessary to establish
a library. Photocopiers, microform readers, slide projectors are costly
and would be needed only if the PAO decides to include multi-media
materials and microforms in its collection.

Air conditioners or de-humidifiers are important to control the
climate inside the PAO library, which is most likely to be built near, if not
inside, a thickly vegetated and humid area. Humidity hastens the
deterioration of materials made of paper or film. If air conditioners or
dehumidifiers are too costly, use electric fans and keep the windows
open to let the air circulate.

Information resources that the PAO Library may acquire are defined1  as:
● Art original � an original two or three-dimensional artwork

(or work of art), other than an art print (q.v.) or a photograph,
created by an artist (e.g., painting, drawing, or sculpture, as
contrasted to a reproduction of a painting, drawing, or sculpture)

● Art reproduction � a mechanically reproduced copy of a work
of art, generally one of a commercial edition

● Chart � an opaque sheet that exhibits data in graphic or tabular form
● Computer file � a file (data and/or programs) encoded for

manipulation by computer
● Diorama � a three dimensional representation of a scene created

by placing objects, figures, etc., in front of a two-dimensional
painted background

● Filmstrip � a length of film containing a succession of images
intended for projection one at a time, with or without recorded sound

● Globe � a model of the earth or other celestial body, depicted on
the surface of a sphere

● Kit � 1. An item containing two or more categories of material,
not one of which is identifiable as the predominant constituent of

the item; also designated �multimedia item� (q.v.). 2. A single
medium package of textual material (e.g. a �press kit,� a set of
printed test materials)

● Map � a representation, normally to scale and on a flat medium,
of a selection of material or abstract features on, or in relation to,
the surface of the earth or of another celestial body

● Microform � a generic term for any medium, transparent or
opaque, bearing microimages

● Model � a three-dimensional representation of a real thing
● Picture � a two-dimensional visual representation accessible to

the naked eye and generally on an opaque backing. Used when
a more specific term (e.g., art original, photograph, study print)
is not appropriate

● Realia � an artifact or naturally occurring entity, as opposed to a
replica

● Slide � transparent material on which there is a two-dimensional
image, usually held in a mount, and designed for use in a
projector or viewer

● Sound recording � a recording on which sound vibrations have
been registered by mechanical or electrical means so that the
sound may be reproduced

● Technical drawing � a cross section, detail, diagram, elevation,
perspective, plan, working plan, etc., used in an
engineering or other technical context

1Definitions based on the Anglo-American
Cataloguing Rules, 2nd edition 1998



7Guide to Establishing a Protected Area Library

● Text � term used as a general material designation to designate
printed material accessible to the naked eye

● Transparency � a sheet of transparent material bearing an image
and designed for use with an overhead projector or a light box.
It may be mounted on a frame.

● Video recording � a recording on which visual images, usually in
motion and accompanied by sound, have been registered;
designed for playback by means of a television set

Some of these resources need special equipment to enable their use.
These are usually non-print formats such as microforms, sound
recordings, video recordings, slides, and filmstrips. The librarian should
consider the advantages, disadvantages and costs of using materials
in non-print format.  One advantage of non-print format is that it is
space saving,  eliminating the need  to purchase bulkier print format
materials. A disadvantage is that it needs special preservation and
storage, and is more susceptible to the elements.

Selection and Acquisition Procedures
The librarian must be meticulous in the selection and use of

information resources. He/she, together with PAO management
should establish a collection development policy to identify the
selection criteria.

Selection is the process of evaluating and deciding the materials
to be added to the collection. Information resources can be identified
through literature reviews, publisher�s announcements and by staff
suggestions and requests. The basis for purchasing an item would be
cost and available budget, selection criteria regarding content, format
and use and immediacy of need.

Some standard selection principles are:2

1.  Select the right materials for the library�s readers �
Materials to be selected for the PAO Library should fall under the
subject scope of or related to environment and natural resources,
biodiversity conservation and protected area management.

2.  No racial, national, professional, trade, religious,
school of thought or local custom is overlooked � Protected
area management deals with people and the local community. A
librarian should be impartial, objective and respectful of all users�
culture and ethnicity.

3.  The collection should be built up according to a definite
plan on a broad general foundation that can later be refined
� This principle focuses on first of all getting a well rounded collection,
according to the available budget.

4.  Demand is the governing factor in selection � Apart from
the budget, the needs and demands of the PAO staff and library users
are the over-riding factors in selecting library materials.

5.  Materials acquired should meet high standards of
quality in content, expression, and format � Check the credibility
and authority of the author/s and publisher/s as well as binding and
typeset.

6.  Know the community � The Librarian should be knowledgeable
in general information about the local community and its specific
interests and needs in relation to the PAO and its activities. The
collection should therefore have materials on the local history of the
Province and LGUs.

2Building Library Collections 4th ed.
by Carter, Bonk and Magrill, 1977
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Sources
The librarian can utilize library selection tools in evaluation and

selection. Sources available for getting information about new serials
and monographs include:

●  Publisher�s Advertisements � These can be a very valuable
means for keeping abreast of new titles. Certain publishers even
advertise a work that has not yet been written in its final form; if the
response is too low, the work is never finished

● National Bibliographies � The librarian may use Books in Print
and Cumulative Book Index.  For serials, the most well-known index is
Ulrich�s International Periodicals Index.

● Book Reviews � Many periodicals contain book review sections
which are excellent sources of information on new books. Frequently,
experts write these reviews.

● Exhibits � Most conferences of any size usually include booths for
publishers, which provide a good venue to be informed of new publications

● Book Stores � Although many librarians do not have easy access
to good book stores for environmental books, those in this position can
benefit from browsing through titles.

After a thorough evaluation, the item is now ready for Acquisition.
The five (5) basic steps involved in acquisition are:

(1) Bibliographic searching: Establish a complete catalog entry of
the item to be purchased. Determine the exact title, series, edition,
publisher�s name and address, place of publication, year of publica-
tion and price before ordering the item. This will enable you to estab-
lish the �identity� of the item to be purchased and minimize the
chance of a wrong item being ordered. Canvassing prices is neces-
sary only when the publisher cannot be contacted.

(2) Forwarding the Orders:  Always keep a record when forwarding
orders to the publisher or distributor, by facsimile, e-mail, letter, telephone,
or personally. The librarian should find out the terms of payment and
mode of delivery or if the item will be picked up.

(3) Receiving the Orders: Unpack the item immediately upon
receipt and check for damages, errors in pagination, and if the invoice
corresponds to the quoted price. If there are errors in the purchase or
damages to the item, notify the publisher immediately and arrange for
a replacement or reimbursement.

(4) Payment of Orders: If everything is in order, arrange the
items according to their billings, approve the invoice/s against the
bill and forward it to the accounts department for the payment to
the publisher.

(5) Notation of Item. Give an accession number to notate the
item. Stamp or mark the item, indicating that it is the property of the
PAO. Also, attach book cards and due date slips at the back of the
book. This is also in preparation for cataloging. If a PAO staff member
requested the item, notify him or her about the item.

Acquisition work for the library does not necessarily involve
purchasing. Library materials can be acquired through exchanges
and gifts. A considerable proportion of a library collection comes
often without any cash outlay. Gifts are usually pamphlets, technical
documents from government agencies or NGOs, and solicited or
unsolicited books.  Exchange materials are usually duplicate copies
from other libraries, sent on the understanding that the receiving
library will also forward its duplicates.



9Guide to Establishing a Protected Area Library

The organization of library materials is the most tedious task in
 establishing a library. This activity often consists of physically arrang-

ing the collection, giving items identification through card catalogs and
a shelflist, and assigning subject headings. File or arrange the library
materials orderly for easy retrieval. Use a simple, easily understood and
inexpensive method in organizing the materials.

Housing and Arrangement
Shelving and filing cabinet specification depends on the type of

library material to be accommodated. Books and periodicals can be
put in shelves while documents are more conveniently housed in cabi-
nets or boxes. Two major factors to consider in arranging library materi-
als are convenience and accessibility.

Below are some filing rules by the American Library Association (ALA):
● Arrange word-by-word, alphabetizing letter by letter within the word.

Disregard spaces between words, including marks of punctuation. When
words are identical, arrange by date or designation.

● Arrange dates chronologically.  Arrange headings of the same
surname in groups in the following order:
1. Surname alone with nothing following it.
2. Surname alone followed only by dates.
3. Surname followed by designation, forenames or initials.

● For identical names without modifiers or date and/or designations,
interfile the names alphabetically by titles.

● Arrange names beginning with the prefixes M� and Mc as if
written Mac. This is because they are so pronounced and the
three prefixes are identical in meaning.

● Interfile compound surnames alphabetically with the group of titles,
etc. following entries for the first part of the name alone as a single
surname. Single surnames come first before compound surnames.

● The principle of �nothing before something� applies or �short
words come first before long words�.

● Disregard any designations, such as titles of nobility, honor or
address, or distinguishing phrases that may precede or follow
forenames unless it is necessary to distinguish between names
that would otherwise be identical. Arrange abbreviations if spelled
in full in the language of the entry.

● Disregard initial articles in filing.
● Arrange editions of all types of materials that have the same title, in

straight chronological order by dates of publication, with the earlier
publication date first, disregarding any subtitle or edition numbers.

● File numerals as if they are spelled out.
● Make a choice for some words spelled in different ways, and be

consistent in filing according to that choice. In the Philippines,
American English is preferred.

● Initials include:
1. Single letters � a letter of the alphabet A, B
2. One letter words � as I, O, A (French), Y (Spanish)
3. Initials and initialisms � a form of abbreviations for personal

or corporate names consisting of the first letters or syllables
of the words forming those names. They may be a single letter
or a group of letters, as, A.; A.E.; A.L.A. Also, abbreviations
of common terms and phrases when they are by custom
spoken as individual letters as I.O.U.; I.Q.

Organizing
Materials
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The rule is: arrange initials, single or in combination, as one letter
words, before longer words beginning with the same initial letter,
wherever they occur in the entry. Interfile entries consisting of initials
only. Disregard variations in spacing and punctuation and arrange in
one straight alphabetical file. For example, initials written A B C;
A.B.C.; A-B; ABC are filed as if written ABC.

● Arrange in numerical or chronological order  rather than
alphabetical  the numbers or dates to distinguish between entries,
or headings, otherwise identical, with the lowest number or
earliest date filed first.

● Arrange as one,  words beginning with a prefix or combining
forms (i.e., words in which the first part cannot stand alone as a
word with the meaning it has in the combined word), whether
written with a hyphen, as two separate words, or as one word.
Combining forms made from the names of countries and people
are exceptions, e.g., Anglo-, Greco-, Servo-, etc. In this case,
file them as separate words.

● Arrange elisions, contractions and possessives as written.
Do not supply the missing letters.

Book collections are shelved according to the classification
scheme adopted by the library.  Arrange the books in sequence de-
pending on the call numbers assigned to them either by subject, title, or
author. Call numbers are alphanumeric symbols that guide the librarian
and library user in locating material within the library. Assign and
sequence call numbers by title, using the Cutter Table to arrange the
collection. The use of the Cutter Table will be discussed later.

Periodicals are arranged alphabetically by title. You may stack old
issues with the current one or display the current one in a different
section of the library, usually a periodical reading area. Decide how
long a periodical should be kept or stacked in the library. You may also
bind old issues making compilations on a monthly or yearly basis. This
practice will take up considerable amount of space. If funds are avail-
able, transfer old issues  into microfilm.

Pamphlets and reports by government agencies and NGOs
should be arranged by name of the issuing organization although
some reports or documents may be included in the general collection.
You may also sub0group these materials by date to identify the obsolete
and out-dated files that can be removed from the collection.

Maps, pictures, blueprints require special cabinets for storage.
Store the maps in map cabinets or map drawers. These special cabinets
allow the maps to be stored unfolded and unrolled. For pictures, store
them in photo albums that have no lamination-type leaves. Laminating
pictures hastens deterioration of the quality of a picture.

If boxes are used for storage,  use those which are of the same size.
Open the boxes  frequently so their contents can be aerated. Do not
pierce the boxes because holes permit access to insects and other animals.
Some librarians pierce storage boxes, in the belief that this improves air
circulation. But this does not allow ventilation of the insides of paper bundles.

Create and maintain a shelf list,  the most important official library
record because it is a complete list of all titles in the collection arranged
by classification numbers. Shelf lists show individual titles by class and
the number of volumes and copies of each title. You may annotate cost,
accession number, date of acquisition or anything else pertinent to the
status and history of the particular title.
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Descriptive Cataloging
Descriptive cataloging refers to the process of describing a particu-

lar type of material and determining its entry or access point. Rules and
codes have been devised over the years to standardize practices and to
allow for an interchange of records, thus making the practice of shared
or co-operative cataloging feasible.

The most common tool used by librarians in descriptive cataloging
is the Anglo-American Cataloguing Rules, 2nd edition, 1998 Revision,
otherwise known as AACR2.  AACR2 is about the general rules of
cataloging commonly collected library materials of both print and
non-print format.

Bibliographic classification is made up of eight major parts, called
areas of bibliographic description, sub-divided into smaller units
known as elements. These are:

1. Title and statement of responsibility area
2. Edition area
3. Material specific details area
4. Publication, distribution, etc., area
5. Physical description area
6. Series area
7. Notes area
8. Standard number and terms of availability area

Elements are either words, phrases, or group of characters that
represent a distinct unit of bibliographic information of a library material.
This information is maintained in catalogs, one record or card catalog
for each unit of material. The catalog need not be a card. Many cata-
logs are now on-line and exist only in electronic records. Below is a
sample format of an electronic catalog record.

Title: Vanishing Treasures of the Philippine Rain Forest
Author/s: Lawrence Heaney and Jacinto Regalado
Material: Book
Edition:
Place of publication: Chicago
Publisher: The Field Museum
Date of publication: 1998
Series title:
Series statement:
ISSN:
Notes: Pictures Frank Almeda, Rafe Brown, Marian Dagosto,

Keith Erickson, Tom Gnoske, David Willard,
Lawrence Heaney, Paul Heideman, J.S.H. Klompen,
Liaison International, Peggy McNamara,
Martin R. Motes, William Oliver, Jacinto Regalado,
Eric Rickart, Sonny Sales, Larry Secrist, Richard
Chesnoff, and Jodi Sedlock

Charts, Maps, Graphs  � Clara Simpson
Subject/s: RAIN FORESTS � PHILIPPINES

ENDANGERED SPECIES �
PHILIPPINES

ISBN: 0-914868-19-5
Call Number: V36 H43 1998
Accession number: 1617
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The fundamental source of bibliographic information for any library
material is the item itself, including labels permanently affixed and its
container (sleeve, for example). If the item consists of two or more
physical parts, the main source of information could be as follows:

(a) The piece that could be considered the �first part�, e.g.
a manual or a container that is the unifying element;

(b) The part that gives the most information; and
(c) The container.

The following are some general rules in descriptive cataloging:

Title and Statement of Responsibility (Author/s) Area
● Give the title exactly as it is found in the chief source of

information, except that the punctuation and capitalization found
there need not be followed. If the item lacks a title, supply one
and enclose it in square brackets [  ].

● If the title appears in two or more languages, use the title
that is in the main language of the item. Give the other title
as a parallel title, preceded by an equals sign.
Ex. Twenty love poems and a song of despair = 20 poemas
de amor y una canción desesperada

● Record other title information or subtitles appearing in the chief
source of information, preceded by a colon.
Ex. SPSS primer: statistical package for the social sciences

● Record statements of responsibility relating to those persons or
bodies credited for the artistic or intellectual content of the material

Edition Area
● Transcribe a statement relating to an edition that contains

differences from other editions, or that is a re-issue of an item, but
replace words with standard abbreviations and Arabic numerals.
Ex. 2nd ed., 3rd rev. ed., Student�s ed.

Materials Specific Details Area / Mathematical Data Area
● Used only with cartographic materials and serials, this area

includes such essentials as scale, projection, grid, and direction.
Ex. Scale 1:63,360

● If maps in a collected set are drawn to more than two scales,
state scales vary.

● If scales cannot be determined, state scale indeterminable.

Publication, Distribution Area
● Record the name of the place as it appears on the item and add

the name of the province, state, country, etc. if necessary for
identification.  Ex. Sibuyan [Romblon]

● If the name of the publication is not mentioned and/or you cannot
ascertain the place, put s.l. (sine loco) in square brackets and if
there is no name of publisher, write s.n. (sine nomine).

● For unpublished materials, do not record a place or the name
of a publisher, but give the date of production.

Physical Description Area
● Record the extent of the item by giving the number of physical

units in Arabic numerals including the material designation.
Ex. 310 leaves, 3 microscope slides

● If the part of the item is very numerous and the exact number
cannot be ascertained, give an approximate number.
Ex. ca. 800 maps

● Regarding dimensions for maps, give the height x width
in centimeters, to the next whole centimeters up.
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Series Area
● If the item is one of a series and the title proper of the series is

found on the item, record the title proper of the series enclosed in
parentheses. Record the number of the item within the series if
that numbering appears on the item. Use standard abbreviations
(no.__ / v.__) and give the numbering in Arabic numerals.

Note Area
● All notes are optional but notes give useful information that

cannot be fitted into the areas of description.
● Make notes on the nature, form or medium of an item unless it

is apparent from the rest of the description.

Standard Number and Terms of Availability
● Take standard numbers from any suitable source when known.

Give the International Standard Book Number (ISBN) or the
International Standard Serial Number (ISSN) assigned to an item.
Ex. ISBN 0-49850-584-9 ISSN 0057-3468

● Optionally, give the terms on which the item is available.

Subject Cataloging
One of the most important activities in the organization of library

materials is selecting the appropriate subject headings to reflect and
sometimes describe the content of each item cataloged3 . Subject
headings are found on subject cards in most academic libraries.

Subject headings must come from one source only to avoid incon-
sistency and irregularity. Select only one from the very wide range of
vocabulary available for assigning subject headings. The most popularly
used is the Library of Congress Subject Headings and the Sears
List of Subject Headings. However, these lists are very costly and
usually modified by special libraries, as they do not include technical
terms of scientific disciplines and lacks specificity. Many other subject
headings list or thesauri exist, mostly for specialized collections like
medicine and agriculture. Thesauri are alphabetical lists of approved
terms, each precisely defined and accompanied by related terms, both
broader and narrower in the list.

Although there has yet to be a thesaurus developed specially for
biodiversity conservation and protected area management, the PAO
Library may use the AGROVOC Multilingual Agricultural Thesaurus
developed by the Food and Agriculture Organization (FAO) of the
United Nations and already adopted by DENR/PAWB through NIPAP.
By using AGROVOC, the PAO Library can maintain uniformity of
terminology that will assist the librarian and library users to remember
key words that describe needed information. AGROVOC lists 17
categories that are related to biodiversity conservation and protected
area management, namely:

● Agriculture in general
● Geography and history
● Education, extension and information
● Administration and legislation
● Economics, development and rural sociology
● Plant science and production
● Plant protection; Post-harvest technology
● Forestry
● Animal science, production and protection

3 Special Libraries: A Guide for Management.
Washington : SLA, 1991
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● Fisheries and aquaculture
● Agricultural machinery and engineering
● Natural resources and environment
● Processing of agricultural products
● Human nutrition
● Pollution
● Methodology

Since AGROVOC does not have a classification system, the PAO
Library can utilize the Cutter Table (developed by Charles Cutter in the
19th Century) to assign call numbers and make the sequencing of
library materials possible by author or title. The notation for the title
using the Cutter Table is known as the Title Number while the notation
for the author is called Author Number.

A simplified version of the table is shown below:
1. After initial vowels,
For the second letter: b d l-m n p r s-t u-y
Use the number: 2 3 4 5 6 7 8 9

2. After the initial letter S,
For the second letter: a ch e h-i m-p t u w-z
Use the number: 2 3 4 5 6      7 8 9

3. After the initial letters Qu,
For the third letter: a e i o r t y
Use the number: 3 4 5 6 7 8 9

4. After initial consonants,
For the second letter: a e i o r u y
Use the number: 3 4 5 6 7 8 9

5. For expansion,
For the letter: a-d e-h i-l m-o p-s t-v w-z
Use the number: 3 4 5 6 7 8 9

Ex. The notation for the publication �The Assessment of the Forest
Resource Inventory for the Conservation and Development of
Residual Forests� authored by Dr. Charles T. Scott, 1994, would be:
Title Number (Assessment) A87
Author Number (Scott) S36
Year of Production 1994

In notating the title number using the simplified Cutter Table, disre-
garding definite and indefinite articles,  �The,  �An�, �A� and include the first
letter of the first word. For the author number, the surname of the author
is the one notated and the first letter of the surname is also used. The
second Arabic numerals are called expansion numbers. Like the example
above, the title number or the author number is immediately expanded
because there is no notation for surnames beginning in the letter S
followed by the letter C. If the PAO Library uses a classification system,
the classification number should be placed on top of the title number.

After an item is cataloged, affix the call number through labels in a
uniform position for each type of material and must be visible when the
material is stored. For books, the most common position is at the lower
end of the spine.  For books with thin spines, place the the call number
at the top left corner of the book cover. To protect the labels, apply
transparent tape, plastic spray, lacquer, white glue, or label protectors.
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The most important function of the PAO Library is to disseminate
information to its clients. Acquiring and organizing information is

essential to achieving the PAO�s goals, one of which is to provide or
disseminate information to its clients.  This is a major justification for the
establishment of a PAO Library. The true value and perhaps the only
real measurement of a library�s worth is its ability to disseminate accu-
rate, relevant, and timely information.

Reference Service
�Reference Service� is the most popular of all techniques in disseminat-

ing information to library users. In fact, most large libraries devote an
entire section and even a division for Reference Service. The PAO librarian
should thus have adequate knowledge in the fields of biodiversity, conser-
vation and protected area management to be able to provide this facility.
The librarian will gain this experience and ability while acquiring and orga-
nizing materials  through his or her own initiatives. Managers, staff and
the library must work together to increase their general knowledge on
specialized fields.

The usual Reference Service includes the maintenance of materials
on the subject of specialization, guiding users in bibliographic search
techniques, answering simple factual questions, and directing users to
other possible sources of information. Factual questions from users vary
from simple inquiries about names, addresses, telephone numbers,  to
more complex inquiries requiring a thorough search of articles, docu-
ments, books, memoranda, or even pictures that could satisfy the
inquiry, whether made in person, by mail or e-mail, or by telephone.

General reference materials that may be included in the collection of
the PAO Library are: Abstracts; Almanacs; Bibliographies; Dictionaries;
Directories; Encyclopedias; Indexes; and Serials. Some general refer-
ence publications also have subject specializations. The Oxford Press
has a series of dictionaries on natural sciences including zoology,
geography, biology, chemistry, physics, and ecology. Materials on the
history of the local community is also an important reference material.

Five basic steps that a librarian may follow when answering inquiries
from library users are:

● Focus on the question. This is also called the reference
interview.  Determine exactly what information the user is looking for.
The user must transform a broad question into a more specific one.

● Identify and select sources and approaches which can lead
to a satisfactory answer. Collate information from print, online, or even
personal contact and determine which would provide the most satisfac-
tory answer to an inquiry. It is up to the user to select one or all of the
information resources.

● Perform the search. After selecting which information resource
will be used, find the specific answer to the inquiry. The answer may be
as comprehensive as a whole chapter of a book or as simple as an
entry in a dictionary.

● Reduce the information to a manageable, but comprehensive
package. If different sources are used in answering a query, prepare
the information in a simple and if possible, collated format. Or prepare
a list of the information sources that may answer the query.

● Present the questioner with an answer. Provide the user
with an answer/s or, if there is no information available, direct him/her
to other sources of information.

Dissemination
of Information
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Current Awareness Service
and Publications

The librarian can help update the PAO staff with
the most recent and current news and developments
in the fields of biodiversity, conservation, protected
area management and the environment. This is
commonly done through Selective Dissemination
of Information (SDI) and Routing Services. SDI is
a matter of keeping profiles of the staff�s individual
information needs.  Any new information or
publication received must be immediately forwarded
to the staff member who requested or needs it.
With SDI, it is thus crucial for the librarian to be
always aware of and remember the interests and
field specializations of the PAO staff since it is a
great time saver for all concerned. In Current
Awareness Service, tracking slips are attached to
new materials and passed from one staff to the
other starting with the PASu, until it gets back to

the library. This is called routing. A disadvantage of routing is that new
material may get damaged. To avoid this practice, some  libraries put
new materials on display on a special shelf (e.g. �New Arrivals�) for a
month before filing it.  Or a bulletin board is used to post photocopied
covers of newly acquired books or articles from newspapers and
periodicals.

Once a PAO Library has organized its collection, it can then
prepare a pamphlet or brochure describing its collection and services
offered. This would also inform the non-PAO staff using the library
about the available services provided by the library.

Using the ISSN or ISBN. The International Standard Book
Number (ISBN) and International Standard Serial Number (ISSN)
are internationally agreed numbers that identify publications uniquely,
and are issued in the Philippines by the National Library. If the PAO has
its own publications, the librarian can arrange for the issuance of an
ISSN or ISBN. An ISSN is given to a publication issued in successive parts
bearing numeric or chronological designations. Serials include journals,
newspapers, and magazines. With regard to copyrights, all government
publications are automatically copyrighted.

Circulation
This is one function most users consider in their relationship with

the library. A detailed loan policy for the PAO staff should be made.
With tighter controls and the growing availability of photocopying
services, shorter loan periods should be employed. Materials should
be on loan for a maximum of one week and renewed for another week.
But those in demand among users should be on loan overnight or up
to three days maximum. The librarian should strictly avoid loaning to
non-staff members.

Fines for lost or overdue books, although unpleasant, may have to
be imposed. The Supply Officer and the Accountant should handle
charges and processing costs for lost books. Rules concerning
circulation and fines should be posted and applied fairly to all users.
Staff members who have borrowing privileges should be issued a
borrowers card.
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Outside Sources of Information
With limited funds and resources, the PAO Library will not be able

to cover all of the information needs of all library users. The librarian
should know of other available outside sources. Library assistance can
be given by telephone, correspondence to other librarians, specialists,
or inter-library facilities. A librarian should always keep a directory of
other units in the DENR and local NGOs involved in conservation.

The local public library would probably be the first alternative
source of information particularly on local history, current heads of
local government, political boundaries and long-term and short-term
development plans of the municipality and province. Other good
sources of outside information are college and university libraries
especially those that concentrate on agriculture, forestry, marine
science and environment in general.

Library Networking
The PAO Library can enter into arrangements with other PAO

libraries, and form library networks. Library networking is the inter-
connection of two or more libraries to facilitate sharing of materials
and resources such as the use of computer and telecommunications
technologies, and foster joint projects to reduce needless duplication.

Other activities that the library network may agree on include:

● Inter-library loans.  Members of the network can access library
materials either through visits by referral or borrowing.

● Cooperative indexing and abstracting.  If there is a shortage
of personnel, members may take turns to index and abstract,
both very tedious and time-consuming activities.

● Cooperative acquisition. Members may share the costs of
purchasing and take turns on the circulation of books.

● Shared cataloging or records creation. Members
adopt a uniform and standard cataloging
procedure and format. This activity is very
efficient especially if catalog records are on-line
and can be accessed via computer terminals
from one library to another.

● Staff training. Staff of member libraries that are
advanced in most library activities may train
other members� staff to improve their skills.

Other Services
As the PAO Library develops, it may perform

other services also related to information
management. These are abstracting, archival
work, and records management.

● An abstract is a carefully abbreviated,
accurate representation of the significant
contents of a document whether these are
journals, technical reports, dissertations, books,
patent specifications, conference and symposium proceedings,
and reviews. Abstracts provide library users with all the essential
information, such as the nature and purpose of a work,
new approaches, new findings, results and conclusions.
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● Archives are basic documents usually related to the growth and
development of a particular organization and often handled by
special libraries. Archival work is laborious and requires special
skills and training in preservation and conservation.

● Records management. Some internal documents of the PAO
resulting from administrative work must be retained for
a certain period of time for use or reference. These are usually
correspondence or memoranda. They are the �memory� of an
organization and should be part of the PAO Library�s collection.

User Training
How to use the library is a major function that the librarian must impart

to the users. Specifically, the librarian is responsible for the following:

● train users on library usage and acquaint them regarding the
catalog, the filing system, searching on-line databases, or simple
procedures on how to find information.

● orient users on the features of the software being used by the
library that utilizes bibliographic databases stored in computers.
The librarian may need to issue passwords to control access to
sensitive information.

● inform users about the library collection and information services.
Prepare printed guides that describe the library collections and
services and need not be comprehensive. Use colorful, attractive
paper and layouts to increase their appeal to readers. A map of
the library showing where materials are kept may be included .

● make a profile of each of the staff�s subject interests to be used in SDI.
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Preservation and conservation of library materials is a constant issue
for the librarian. The durability of an item is always considered in the

selection and acquisition process. Any item to be purchased should stand
up to the expected use of library users especially if the information it
holds is very valuable. This is the main reason for preserving library
materials. The Chambers Dictionary defines �preserve� as the means �to
keep in existence; to keep from or guard from decay�.

The three major factors in the environment that bring about deteriora-
tion of library materials are: (1) Humidity; (2) Temperature; and (3) Light.
These factors, if not controlled, cause molds and fungi to grow as well as
quicken the combustion of paper as it becomes brittle and faded. Natural
or artificial light influences heat build up in a building and create �mini
climates� inside the library. Other factors include building design and the
emphasis on energy conservation that can lead to cooler temperatures in
the wet season and higher temperatures in the dry season. Greater
damage occurs during the dry season when there is greater demand for
fuel, and air-conditioning is reduced by power shortages.

The Library of Congress recommends temperatures of 55º F in
storage areas, not more than 75º F in reading areas, and 50% relative
humidity. Paper cracks at 40% relative humidity while mold formation
increases at 65%. Also, keep insects and rodents out as they also
contribute to the destruction of books.

PRESERVATION AND
CONSERVATION



WEEDING

Weeding is the process of sorting and selecting library materials
that will be discarded from the collection to maximize space and

prevent other materials from being damaged. Materials that may be
weeded are the following: (1) out of date and older editions no longer
used; (2) multiple copies; (3) heavily damaged due to age and usage;
(4) damaged by insects and rodents; and (5) no longer in demand.

If the damaged materials are still valuable, these may be repaired or
restored. The librarian must take utmost care in weeding items for they
may have future use. Materials that may have future value should be
set aside from display and reviewed later. Those that need not be
weeded are: (1) Materials with research value; (2) Out of print books;
(3) Local materials; (4) Multi-disciplinary materials; (5) Rare items; and
(6) Lists or directories.
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