
GUIDELINES FOR FACULTY TO ACCESS, USE
IN COURSEPACKS, AND ACQUIRE LIBRARY

RESOURCES




UNIVERSITY LIBRARY
University of the Philippines Diliman



TABLE OF CONTENTS



Page 1

Foreword

Access to Physical Resources

Definition of Terms 

Guidelines for Requests for Resources from the University Archives

Email Addresses of Main Library Sections / Divisions

Email Addresses of College and Unit Libraries

Email Addresses of College and Unit Libraries

Resource on Demand

Resource on Demand Transaction Matrix

Access to Electronic and Multimedia Resources

Terms of Use

Off-Campus Access to E-Resources

Local Tools for Accessing Library Resources

Assistance in Requesting Permission to Use Copyrighted Materials for
Coursepacks

Acquistion/ Procurement of Resources for Remote Learning

                                                                   

2

3

3

4

4

4

5

5

5

6

6

7

7

8

9



FOREWORD

List of library resources available to both faculty and students
List of Open Education Resources available to both faculty and students
Guidelines for faculty on how to access library resources
Guidelines on students how to access resources
The mechanism on how to assist faculty to request permission to use copyrighted
materials that will be part of the learning resource of their coursepack, subject to the
guidelines on copyright. 
If a course will require or use a main reference book for the course, assistance/mechanism
for the procurement of the book. 

Preparing for the opening of the new school year has brought new challenges to the University
of the Philippines Diliman, its faculty, and students. While the world reels from the Covid-19
pandemic, educational institutions such as UP are faced with the immense task of ensuring
that learning and teaching will remain unhampered. The challenges became even more
pronounced as the remote learning mode replaced residential learning due to the continuing
health crisis. For the University Library, this means modifying its services and providing users
with greater access to resources while adhering to existing laws on copyright and fair use. 

This guideline is the Library's response to the OVPAA Memorandum No. 2020-90 - Guidelines
and Assistance for Faculty and Students to Access Library Resources. The memorandum
enumerated the following important points concerning library resources and access. 

1.
2.
3.
4.
5.

6.

To adequately respond to the memorandum, all unit libraries within UP Diliman were enjoined
to submit an updated list or resources, including subscribed and open access resources, and
enumerate specific steps to access the latter. 

Thus, these guidelines contain information on how users can access various library resources
and ask for assistance when necessary. This document shall serve as a reference for faculty and
staff of the university requesting access to library resources, both electronic and physical, for
Academic Year 2021-2022.
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GUIDELINES FOR FACULTY TO ACCESS, USE IN
COURSEPACKS, AND ACQUIRE LIBRARY

RESOURCES


DEFINITION
OF TERMS

T o  b r o w s e  t h e  l i b r a r y ' s  c o l l e c t i o n ,  v i s i t  T u k l a s

( h t t p s : / / d s . m a i n l i b . u p d . e d u . p h / ) .

O n c e  t h e  p h y s i c a l  r e s o u r c e s  t o  b e  b o r r o w e d  a r e

i d e n t i f i e d ,  c o n t a c t  t h e  M a i n  L i b r a r y  S e c t i o n  o r  C o l l e g e /

U n i t  L i b r a r y  w h e r e  t h e  r e s o u r c e s  a r e  l o c a t e d  t h r o u g h

t h e i r  e m a i l  a d d r e s s e s .  

T h e s e s / d i s s e r t a t i o n s  a n d  r e f e r e n c e  m a t e r i a l s  a r e

s t r i c t l y  f o r  r o o m  u s e .  

F a c u l t y  m e m b e r s  m a y  a l s o  r e q u e s t  t o  r e p r o d u c e  c e r t a i n

p a r t s  o f  t h e  m a t e r i a l  ( s u b j e c t  t o  e x i s t i n g  c o p y r i g h t  a n d

f a i r  u s e  r u l e s )  t h r o u g h  t h e  R e s o u r c e  o n  D e m a n d

s e r v i c e .  

I f  t h e  r e q u i r e d  p h y s i c a l  r e s o u r c e  i s  n o t  a v a i l a b l e  i n  o u r

c o l l e c t i o n ,  p l e a s e  s e n d  a n  e m a i l  t o  t h e  I n f o r m a t i o n

S e v i c e s  a n d  I n s t r u c t i o n  S e c t i o n

( l i b r a r y i n f o . u p d i l i m a n @ u p . e d u . p h )  t o  f i n d  a l t e r n a t i v e

s o u r c e s  a n d / o r  t h e  c o n c e r n e d  C o l l e g e / U n i t  L i b r a r y  f o r

f u r t h e r  a s s i s t a n c e .  

I f  a  p a r t i c u l a r  r e s o u r c e  i s  n o t  a c c e s s i b l e  a n d  m a y  o n l y

b e  u s e d  a f t e r  c o p y r i g h t  p e r m i s s i o n  i s  s o u g h t ,  t h e

r e q u e s t i n g  f a c u l t y  m e m b e r  w i l l  n e e d  t o  a s k  p e r m i s s i o n

d i r e c t l y  f r o m  t h e  c o p y r i g h t  o w n e r .  F u r t h e r m o r e ,  a

f a c u l t y  m e m b e r  m a y  r e q u e s t  a n  e n d o r s e m e n t  l e t t e r

f r o m  t h e  U n i v e r s i t y  L i b r a r i a n  o r  t h e  H e a d  L i b r a r i a n  o f

t h e  C o l l e g e  L i b r a r y  b e f o r e  d o i n g  s o .  

F o r  t h e  s a f e t y  o f  f a c u l t y  m e m b e r s ,  b r o w s i n g  p h y s i c a l

r e s o u r c e s  i n  t h e  U P D  l i b r a r i e s  i s  l i m i t e d  a n d  s t r i c t l y  f o r

l i b r a r y  s t a f f .  F a c u l t y  a n d  i n s t r u c t o r s  w h o  w i l l  n e e d  t o

b o r r o w  p h y s i c a l  b o o k s  m u s t  f i l l  o u t  a  r e q u e s t  s l i p  f r o m  t h e

l i b r a r y ,  i n d i c a t i n g  t h e  t i m e  a n d  d a t e  o f  p i c k  u p .  R e q u e s t s

m a y  a l s o  b e  s e n t  t o  t h e  c o n c e r n e d  l i b r a r y / s e c t i o n ' s  e - m a i l

a d d r e s s  o r  F a c e b o o k  p a g e .  S o m e  l i b r a r i e s  a l s o  e m p l o y  t h e

u s e  o f  Q R  C o d e s  f o r  b o o k  r e q u e s t s .  

1 .

2 .

3 .

4 .

5 .

6 .

Access to Physical ResourcesElectronic Resources
Materials in digital format that may be accessed electronically.
They may refer to paid subscriptions to electronic books
(eBooks) and journal (referred to in this document as
Subscribed E-Resources) or open-access resources curated by
the library. (Operational Definition).

Faculty
The body of instructors of each college classified as regular and
non-regular members (UP Faculty Manual 2005).

Fair Use
What the law allows to use someone's intellectual property.
Under fair use, the use of copyrighted work such as for
classroom instruction, the conduct of a study, and other related
purposes is not copyright infringement (Republic Act No.
8293).

Licensing Agreement
An agreement that outlines the acceptable terms by which a
party can use another work/ownership using electronic
resources, access, and reproduction are governed by the
agreement between the library and the vendor (Operational
Definition).

Local Databases
Databases hosted by the University Library where bibliographic
information of library resources can be searched. Some of these
databases also host the full-text of library resources
(Operational Definition).

Multimedia Resources
Audiovisual materials and microforms. Audio-visual materials
are slide sets, sound and video recordings, while microforms
are microfilm and microfiche (Operational Definition).

Open Educational Resources
Teaching, learning, and research materials in any medium-
digital or otherwise-that reside in the public domain. They are
released under an open license that permits no-cost access,
use, adaptation, and redistribution by others with no or limited
restrictions (UNESCO)

Physical Resources
Books, monographs, thesis and dissertations, microfilms, and
other physical materials that may be accessed by visiting the
library where the collection is located (Operational Definition).

Reproduction
In the context of fair use of educational resources, this refers to
duplicating or reproducing resources for classroom instruction
and research (Republic Act No. 8293).

Resource on Demand
A service that processes articles and book chapter requests
from the journals, books, e-resources, and other materials
available only in UP Diliman Libraries. (Operational Definition).

Resources
In the library context, these refer to journals, books, or
electronic databases. They come in both physical and electronic
forms (Operational Definition).

Students
Anyone who registered for formal academic credits whether
full or less than the full load called for in a given semester by
the curriculum for which they were registered (Office of the
University Registrar, Academic Information).

Copyright
The protection given to intellectual works. In simpler terms,
copyright means that the original creators of the work and
anyone granted the authorization to have the exclusive right to
reproduce the latter (Republic Act No. 8293)
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EMAIL ADDRESSES OF
MAIN LIBRARY SECTIONS/

DIVISIONS

Information Services and Instruction section (for
general inquiries)
(libraryinfo.updiliman@up.edu.ph)

Filipiniana Books Section
(fibooks-mainlib.updiliman@up.edu.ph)

Serials Section
(serials-mainlib.updiliman@up.edu.ph

Special Collections Section
(specol-mainlib.updiliman@up.edu.ph)

University Archives Division
(archives-mainlib.updiliman@up.edu.ph)

College of Social Sciences and Philosophy Library
cssplib.upd@up.edu.ph

Information Technology Division (for technical
support) (it-mainlib.updiliman@up.edu.ph)

EMAIL ADDRESSES OF
COLLEGE AND UNIT LIBRARIES

Archaeological Studies  (mtlubang@up.edu.ph)

Architecture  (ldmanaay@up.edu.ph)

Arts and Letters  (libkal.upd@up.edu.ph)

Asian Center (aclib.upd@up.edu.ph)

Asian Institute of Tourism
(gaflorendo@up.edu.ph)

Business (library.cba@up.edu.ph)

Economics (Library@econ.upd.edu.ph)

Education (upeducref@gmail.com)

Engineering (library@englib.upd.edu.ph)

Fine Arts (cfalibrary.upd@up.edu.ph)

Home Economics (chelib.upd@up.edu.ph)

Human Kinetics (chklib@upd.edu.ph)

Islamic Studies (rmsaguil@up.edu.ph)

SOLAIR (mymarifosque@up.edu.ph)

Law (lawlib.upd@up.edu.ph)

SLIS (library@slis.upd.edu.ph)

Mass Communication
(cmclibrary.upd@up.edu.ph)

Music (cmulibrary.upd@up.edu.ph)

NCPAG (ncpag_lib.upd@up.edu.ph

NISMED (cavelasco@up.edu.ph)

T h e  U n i v e r s i t y  A r c h i v e s  w i l l  n o t  b e  a c c e p t i n g  w a l k - i n

v i s i t o r s / r e a d e r s  f o r  t h e  d u r a t i o n  o f  t h e  q u a r a n t i n e

p e r i o d .  

R e q u e s t s  f o r  r e s o u r c e s  f r o m  t h e  A r c h i v e s ,  i n c l u d i n g

t h e s e s /  d i s s e r t a t i o n s  m u s t  b e  l o d g e d  t h r o u g h  t h e  U P D

A r c h i v e s  R e s o u r c e s  R e q u e s t  F o r m .

( h t t p s : / / b i t . l y / 3 1 4 S 4 U s )

A c c o m p l i s h  t h e  A r c h i v e s  R e q u e s t  f o r m  a n d  w a i t  f o r  a

r e p l y  f r o m  t h e  A r c h i v e s  s t a f f .  V e r i f y  t h a t  t h e  m a t e r i a l  i s

i n  t h e  U n i v e r s i t y  A r c h i v e s  b y  c h e c k i n g  T u k l a s

( h t t p : / / d s . m a i n l i b . u p d . e d u . p h ) .  T u r n a r o u n d  t i m e  i s  4 8

h o u r s .  

P e r  t h e  R e v i s e d  I n t e l l e c t u a l  P r o p e r t y  C o d e  o f  U P ,  f o r

m a t e r i a l s  w i t h  c o p y r i g h t  2 0 1 2 - o n w a r d s ,  t h e  p e r m i s s i o n

c l a s s i f i c a t i o n  s h a l l  b e  e v a l u a t e d  f i r s t .  F o r  m a t e r i a l s

w i t h  I / P / C  s t a t u s ,  r e q u e s t o r s  w i l l  b e  r e f e r r e d  t o  t h e

O V C R D  a n d / o r  t h e  h o m e  c o l l e g e  o f  t h e  a u t h o r  t o  s e e k

p e r m i s s i o n  t o  a c c e s s  t h e  l a t t e r .  I f  a p p r o v e d ,  t h e

U n i v e r s i t y  A r c h i v e s  m a y  s t a r t  p r o c e s s i n g  t h e  r e q u e s t .  

F o r  m a t e r i a l s  w i t h  c o p y r i g h t  2 0 1 1 - b e l o w ,  t h e  r e q u e s t o r

m u s t  f i r s t  s e c u r e  t h e  f o l l o w i n g  b e f o r e  t h e  r e q u e s t  m a y

b e  a p p r o v e d :  

W r i t t e n  p e r m i s s i o n  f r o m  t h e  a u t h o r  ( p e r m i s s i o n  l e t t e r

s e n t  b y  t h e  a u t h o r  v i a  e m a i l  w i l l  b e  h o n o r e d ) .

U n i v e r s i t y  P e r m i s s i o n  p a g e  ( d o w n l o a d a b l e  f r o m  t h e

w e b s i t e  o f  t h e  O f f i c e  o f  t h e  V i c e  C h a n c e l l o r  f o r

R e s e a r c h  a n d  D e v e l o p m e n t  a n d / o r  a v a i l a b l e  u p o n

r e q u e s t  f r o m  t h e  U n i v e r s i t y  A r c h i v e s ) .  

P r o o f  o f  e n r o l l m e n t  ( f o r  U P  s t u d e n t s )  o r  e m p l o y m e n t

( f o r  f a c u l t y  a n d  R E P S / A d m i n ) .

1 .

2 .

3 .

4 .

5 .

D i g i t i z i n g  t h e  m a t e r i a l  m a y  t a k e  u p  t o  7 2  h o u r s .  O n c e

d i g i t i z e d ,  t h e  r e q u e s t o r  w i l l  b e  n o t i f i e d  w i t h  t h e  l i n k  t o

t h e  d i g i t i z e d  m a t e r i a l .  T h e  d i g i t i z e d  m a t e r i a l  w i l l  b e  m a d e

a c c e s s i b l e  t h r o u g h  D i g i t a l  A r c h i v e s  @  U P  D i l i m a n  a n d / o r

G o o g l e  S h a r e d  D r i v e .  I t  w i l l  b e  s e t  f o r  V i e w - o n l y  a n d  w i l l

e x p i r e  a t  t h e  e n d  o f  t h e  s e m e s t e r .  

Guidelines for Requests for Resources
from the University Archives
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EMAIL ADDRESSES OF
COLLEGE AND UNIT LIBRARIES

NCPAG (ncpag_lib.upd@up.edu.ph

NISMED (cavelasco@up.edu.ph)

Science (cslib@science.upd.edu.ph)

Biology (ib.library@science.upd.edu.ph)

Chemisty (ic.library@science.upd.edu.ph)

IESM (iesm.library@science.upd.edu.ph)

Mathematics (im.library@science.upd.edu.ph)

MSEP (msep.library@science.upd.edu.ph)

NIMBB (nimbb.library@science.upd.edu.ph)

NSRI (nsri.library@science.upd.edu.ph)

Physics (nip.library@science.upd.edu.ph)

NIGS (Library@nigs.upd.edu.ph)

Marine Science
(library@msi.upd.edu.ph)

CSSP (cssplib.upd@up.edu.ph)

Population Institute (popilib65@gmail.com)

CSWCD (cswcdaklatan.upd@up.edu.ph)

Statistics (statlib.upd@up.edu.ph)

TMC (gagarcia1@up.edu.ph)

SURP (upsurplibrary@gmail.com)

UP Pampanga/Olongapo (mmtan1@up.edu.ph)

UP Integraded School (msazarcon@up.edu.ph)

 F a c u l t y  m e m b e r  m a y  a l s o  r e q u e s t  t o  r e p r o d u c e

c e r t a i n  p a r t s  o f  t h e  m a t e r i a l  ( s u b j e c t  t o

e x i s t i n g  r u l e s  o n  c o p y r i g h t  a n d  f a i r  u s e )

t h r o u g h  t h e  r e s o u r c e  o n  d e m a n d  s e r v i c e .  

I f  t h e  p h y s i c a l  r e s o u r c e  i s  n o t  a v a i l a b l e  i n  o u r

c o l l e c t i o n ,  y o u  m a y  s e n d  a n  e m a i l  t o

l i b r a r y i n f o . u p d i l i m a n @ u p . e d u . p h  f o r

a s s i s t a n c e  i n  f i n d i n g  a l t e r n a t i v e  s o u r c e s  a n d / o r

t h e  c o n c e r n e d  C o l l e g e / U n i t  L i b r a r y  f o r  f u r t h e r

a s s i s t a n c e .  

I f  a  p a r t i c u l a r  r e s o u r c e  i s  n o t  a c c e s s i b l e  a n d

m a y  o n l y  b e  u s e d  a f t e r  c o p y r i g h t  p e r m i s s i o n  i s

s o u g h t ,  t h e  r e q u e s t i n g  s t u d e n t  w i l l  n e e d  t o  a s k

p e r m i s s i o n  d i r e c t l y  f r o m  t h e  c o p y r i g h t  o w n e r .  

F u r t h e r m o r e ,  m a y  r e q u e s t  a n  e n d o r s e m e n t

l e t t e r  f r o m  t h e  U n i v e r s i t y  L i b r a r i a n  ( f o r

r e s o u r c e s  a t  t h e  M a i n  L i b r a r y )  o r  t h e  H e a d

L i b r a r i a n  o f  t h e  C o l l e g e  L i b r a r y  ( f o r  r e s o u r c e s

a v a i l a b l e  i n  t h e  C o l l e g e / U n i t  L i b r a r i e s )  b e f o r e

d o i n g  s o .  

1 .

2 .

3 .

4 .

Resource on Demand

R
esou

rce on
 D

em
an

d
 T

ran
saction

 M
atrix
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E l e c t r o n i c  r e s o u r c e s ,  s u c h  a s  j o u r n a l s  a n d  a r t i c l e s ,       

 e - b o o k s ,  a n d  o t h e r  d i g i t a l  m a t e r i a l s ,  m a y  b e  a c c e s s e d

o n - c a m p u s  w h e n  c o n n e c t e d  t o  t h e  U P  D i l i m a n  N e t w o r k

( D i l N e t ) .  L i n k s  t o  t h e s e  e l e c t r o n i c  r e s o u r c e s  a r e  f o u n d

o n  t h e  U n i v e r s i t y  L i b r a r y  W e b s i t e

( h t t p s : / / m a i n l i b . u p d . e d u . p h ) .  W h e n  a c c e s s i n g  o f f -

c a m p u s ,  y o u  m a y  v i s i t  O p e n A t h e n s  ( h t t p s : / / m a i n l i b .                       

u p d . e d u . p h / o p e n a t h e n s )  a n d  f o l l o w  t h e  i n s t r u c t i o n s  t o

a c c e s s  O p e n A t h e n s  u s i n g  y o u r  U P  M a i l .  

1 .

Access to Electronic and
Multimedia Resources

TERMS OF USE

C o p y r i g h t  a n d  v e n d o r  a g r e e m e n t s  g o v e r n  t h e

u s e  o f  o n l i n e  d a t a b a s e  c o n t e n t .  

C o n t e n t s  a r e  r e s t r i c t e d  f o r  u s e  i n  a c a d e m i c

r e s e a r c h  a n d  c l a s s r o o m  i n s t r u c t i o n  o n l y .

S h a r i n g  o f  u n i v e r s i t y  r e s o u r c e s  o u t s i d e  t h e

C o m m u n i t y  i s  s t r i c t l y  p r o h i b i t e d .  

S y s t e m a t i c  d o w n l o a d i n g  ( o r  e x c e s s i v e

d o w n l o a d i n g  o f  d a t a )  o f  r e s o u r c e s  i s  s t r i c t l y

P R O H I B I T E D .  T h e  s y s t e m  c a n  m o n i t o r  t h e

d o w n l o a d i n g  o f  f u l l - t e x t  c o n t e n t  a n d  m a y  l e a d

t o  s u s p e n s i o n  o f  a c c e s s  c r e d e n t i a l s .  

T h e  U n i v e r s i t y  L i b r a r y  m a y  s u s p e n d  l i b r a r y

p r i v i l e g e s  a n d  r e v o k e  a c c o u n t s  o f  p a t r o n s

f o u n d  t o  h a v e  v i o l a t e d  t h e s e  p o l i c i e s .  

T h e  I n f o r m a t i o n  S e r v i c e s  a n d  I n s t r u c t i o n

S e c t i o n  o f  t h e  U n i v e r s i t y  L i b r a r y  m a n a g e s  o n l y

m u l t i - d i s c i p l i n a r y  e - r e s o u r c e s ,  i n c l u d i n g

T a y l o r  a n d  F r a n c i s  O n l i n e ,  J S T O R ,  a n d  P r o j e c t

M U S E .  C o l l e g e  a n d  U n i t  L i b r a r i e s  m a y  h a v e

d i f f e r e n t  t e r m s  o f  u s e ,  d e p e n d i n g  o n  t h e

l i c e n s i n g  a g r e e m e n t s .  M a k e  s u r e  t o  c h e c k  w i t h

t h e  c o n c e r n e d  u n i t  l i b r a r y  t o  a v o i d  a n y

b r e a c h .  

 

2 .  I n  c a s e  a  s c h o l a r l y  a r t i c l e  o r  r e s o u r c e  i s  n o t  a v a i l a b l e  i n  o u r  c o l l e c t i o n ,  y o u  m a y  s e n d  a n  e m a i l  t o

t h e  I n f o r m a t i o n  S e r v i c e  s a n d  I n s t r u c t i o n  S e c t i o n  ( l i b r a r y i n f o . u p d i l i m a n @ u p . e d u . p h )  a n d / o r  t h e

c o n c e r n e d  c o l l e g e / u n i t  l i b r a r y  t o  f i n d  a l t e r n a t i v e  s o u r c e s .  

3 .  I f  a  p a r t i c u l a r  r e s o u r c e  i s  n o t  a c c e s s i b l e  a n d  m a y  o n l y  b e  u s e d  a f t e r  c o p y r i g h t  p e r m i s s i o n  i s

s o u g h t ,  t h e  r e q u e s t i n g  f a c u l t y  m e m b e r  w i l l  n e e d  t o  a s k  p e r m i s s i o n  d i r e c t l y  f r o m  t h e  c o p y r i g h t

o w n e r .  T h e y  m a y  r e q u e s t  a n  e n d o r s e m e n t  l e t t e r  f r o m  t h e  U n i v e r s i t y  L i b r a r i a n  b e f o r e  d o i n g  s o .

4 .  M u l t i m e d i a  r e s o u r c e s  s u c h  a s  m i c r o f i l m s  m a y  b e  c o n v e r t e d  t o  P D F  u p o n  r e q u e s t  f o r  i m p r o v e d

a c c e s s  a n d  r e a d a b i l i t y .  F o r  m i c r o f i l m  s c a n n i n g  r e q u e s t s ,  y o u  m a y  s e n d  a n  e m a i l  t o  t h e  I n f o r m a t i o n

S e r v i c e s  a n d  I n s t r u c t i o n  S e c t i o n  ( l i b r a r y i n f o . u p d i l i m a n @ u p . e d u . p h )  a n d  i n d i c a t e  t h e  n a m e  o f  t h e

m a t e r i a l ,  y e a r  o f  p u b l i c a t i o n ,  a n d  c o v e r a g e  o f  t h e  r e q u e s t .  R e f e r  t o  T u k l a s

( h t t p s : / / d s . m a i n l i b . u p d . e d u . p h )  f o r  t h e  b i b l i o g r a p h i c  d e t a i l s  o f  t h e  m a t e r i a l .

5 .  R e q u e s t s  f o r  f i l m - v i e w i n g  s h a l l  o n l y  b e  m a d e  t o  t h e  I n f o r m a t i o n  S e r v i c e s  a n d  I n s t r u c t i o n  S e c t i o n

( l i b r a r y i n f o . u p d i l i m a n @ u p . e d u . p h )  b y  f a c u l t y  m e m b e r s  f o r  a  c l a s s  o f  ( 1 0 )  s t u d e n t s  f o r  a n

u n d e r g r a d u a t e  c o u r s e  ( 5 )  s t u d e n t s  f o r  a  g r a d u a t e  c o u r s e .  R e q u e s t s  f o r  i n d i v i d u a l  f i l m  v i e w i n g  s h a l l

h a v e  t o  b e  a p p r o v e d  b y  t h e  H e a d  o f  t h e  I n f o r m a t i o n  S e r v i c e s  a n d  I n s t r u c t i o n  S e c t i o n .

6 .  T h e  f a c u l t y  m e m b e r  s h a l l  b e  p r e s e n t  d u r i n g  t h e  s c h e d u l e d  v i e w i n g .  

7 .  O n l y  e n r o l l e d  s t u d e n t s  i n  t h e  c o n c e r n e d  c l a s s  m a y  j o i n  t h e  f i l m  v i e w i n g ,  w h i c h  s h a l l  

b e  c o n d u c t e d  v i a  t h e  Z o o m  p l a t f o r m .  

8 .  S t u d e n t s  a r e  r e q u i r e d  t o  u s e  t h e i r  U P  o r  U P D  m a i l  t o  l o g  i n  t o  Z o o m .  

9 .  F i l m s  t o  b e  v i e w e d  a r e  s u b j e c t  t o  t h e  H e a d  L i b r a r i a n ' s  a p p r o v a l  i n  c o m p l i a n c e  w i t h  t h e  r u l e s  o n  

    c o p y r i g h t  a n d  f a i r  u s e .  

1 0 .  R e c o r d i n g  o f  t h e  v i e w i n g / m e e t i n g  i s  p r o h i b i t e d .  

1 1 .  T o  l o o k  f o r  t h e  l i s t  o f  f i l m s  a v a i l a b l e  f o r  v i e w i n g ,  v i s i t  T u k l a s  ( h t t p s : / / d s . m a i n l i b . u p d . e d u . p h ) .
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Y o u r  O p e n A t h e n s  l o g i n  a c c o u n t  i s  t h e  s a m e  a s  y o u r

U P  m a i l  a c c o u n t  ( @ u p . e d u . p h ) .  B e f o r e  r e q u e s t i n g

a c c e s s  t o  O p e n A t h e n s ,  m a k e  s u r e  y o u  h a v e  a n  a c t i v e

U P  m a i l  a c c o u n t .  I f  y o u  d o  n o t  h a v e  o n e  y e t ,  y o u

m a y  c o n t a c t  t h e  U n i v e r s i t y  C o m p u t e r  C e n t e r  a t

( h e l p d e s k @ u p d . e d u . p h )

O n c e  y o u  h a v e  s e c u r e d  a  U P  M a i l  a c c o u n t ,  f o l l o w

t h e  i n s t r u c t i o n s  f o r  a c c e s s i n g  O p e n A t h e n s

( h t t p s : / / m a i n l i b . u p d . e d u . p h / o p e n a t h e n s ) .  Y o u  m a y

a c c e s s  O p e n A t h e n s  v i a  G o o g l e  A p p s  u s i n g  y o u r  U P

M a i l  o r  v i a  M y A t h e n s  b y  t y p i n g  t h e  U n i v e r s i t y  o f  t h e

P h i l i p p i n e s  D i l i m a n  i n  t h e  F i n d  Y o u r  I n s t i t u t i o n

s e a r c h  t a b .  

I f  y o u  a r e  u n a b l e  t o  a c c e s s  O p e n A t h e n s ,  y o u  m a y

s e n d  a n  e m a i l  r e q u e s t  t o  t h e  I n f o r m a t i o n  S e r v i c e s

a n d  I n s t r u c t i o n  S e c t i o n

( l i b r a r y i n f o . u p d i l i m a n @ u p . e d u . p h )  w i t h  a  s c a n n e d

c o p y  o f  y o u r  a p p o i n t m e n t /  C O E  a t t a c h e d  t o  y o u r

r e q u e s t .  

Y o u r  d e t a i l s  s h a l l  b e  s e n t  t o  t h e  U P  D i l i m a n

C o m p u t e r  C e n t e r .  U p o n  c o n f i r m a t i o n  o f  y o u r

r e q u e s t ,  y o u r  O p e n A t h e n s  a c c e s s  w i l l  b e  a c t i v a t e d .

S h o u l d  y o u  e n c o u n t e r  e r r o r s  w h i l e  a c c e s s i n g

O p e n A t h e n s ,  f o l l o w  t h e  t r o u b l e s h o o t i n g  p r o c e d u r e s

( h t t p s : / / h t t p s : / / m a i n l i b . u p d . e d u . p h / r e m o t e -

a c c e s s / ) .

O f f - c a m p u s / r e m o t e  a c c e s s  i s  a v a i l a b l e  f o r  s u b s c r i b e d

e l e c t r o n i c  d a t a b a s e s  v i a  O p e n A t h e n s

" h t t p s : / / m a i n l i b . u p d . e d u . p h / o p e n a t h e n s / "  u s i n g  y o u r

U P  M a i l .  

S e c u r i n g  a n  O p e n A t h e n s  A c c o u n t

1 .

2 .

3 .

4 .
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I t  i s  u n d e r s t o o d  t h a t  t h e  e n d - u s e r  ( i . e . ,  t h e  f a c u l t y  m e m b e r )  i s  r e s p o n s i b l e  f o r  r e q u e s t i n g

p e r m i s s i o n  f r o m  c o p y r i g h t  h o l d e r s  ( e . g . ,  a u t h o r s ,  p u b l i s h e r s ,  a r t i s t s )  t o  u s e  c o p y r i g h t e d

m a t e r i a l s  f o r  t h e i r  c o u r s e p a c k s  s i n c e  t h e y  a r e  i n  t h e  b e s t  p o s i t i o n  t o  j u s t i f y  t h e  p u r p o s e

o r  i n t e n d e d  u s e  o f  c o p y r i g h t e d  m a t e r i a l s  ( e . g . ,  t e a c h i n g ,  r e s e a r c h ) .  

T h e  L i b r a r y  m a y  p r o v i d e  t h e  f o l l o w i n g  a s s i s t a n c e  f o r  f a c i l i t a t i n g  c o p y r i g h t  p e r m i s s i o n

r e q u e s t s  f o r  u s e  i n  c o u r s e p a c k s :

P r o v i s i o n  o f  c o n t a c t  d e t a i l s  o f  p u b l i s h e r s ,

T e m p l a t e  f o r  p e r m i s s i o n  r e q u e s t  l e t t e r s ,  a n d

E n d o r s e m e n t  f r o m  t h e  U n i v e r s i t y  L i b r a r i a n  ( f o r  r e s o u r c e s  a t  t h e  M a i n  L i b r a r y )  o r  t h e

H e a d  L i b r a r i a n  o f  t h e  C o l l e g e  L i b r a r y  ( f o r  r e s o u r c e s  a v a i l a b l e  i n  t h e  C o l l e g e / U n i t

L i b r a r i e s ) .  

1 .

2 .

  3 .  T h e  f o l l o w i n g  i s  t h e  r e c o m m e n d e d  w o r k f l o w  f o r  a l l  f a c u l t y  m e m b e r s  t o  e n s u r e  t h a t  t h e

c o u r s e p a c k s  a r e  c o m p l i a n t  w i t h  e x i s t i n g  l i c e n s i n g  a g r e e m e n t s  o r  t e r m s  o f  u s e .

1 .  D e t e r m i n e  t h e  l i c e n s e  o r  t e r m s  o f  u s e  o f  t h e  m a t e r i a l  o r  d a t a b a s e .  

2 .  W o r k s  i n  t h e  P u b l i c  D o m a i n  a r e  f r e e  t o  d i s t r i b u t e  a n d  r e p r o d u c e .  E x a m p l e s  o f  s u c h  a r e

g o v e r n m e n t  w o r k s  ( p e r  R A  8 2 9 3 )  a n d  w o r k s  w h o s e  c o p y r i g h t  h a s  e x p i r e d ,  a s  s t i p u l a t e d  i n

t h e  I n t e l l e c t u a l  P r o p e r t y  C o d e .  

3 .  W o r k s  u n d e r  a  C r e a t i v e  C o m m o n s  L i c e n s e  m a y  b e  d i s t r i b u t e d  a n d  r e p r o d u c e d  f o r  n o n -

c o m m e r c i a l  u s e ,  p r o v i d e d  t h a t  t h e r e  i s  a t t r i b u t i o n  t o  t h e  o r i g i n a l  w o r k .  

4 .  C o p y r i g h t e d  m a t e r i a l s ,  w i t h o u t  p e r m i s s i o n  f r o m  t h e  c o p y r i g h t  h o l d e r ,  m a y  n o t  b e

r e p r o d u c e d  a n d  d i s t r i b u t e d .  

5 .  I f  d i s t r i b u t i n g  a  c o p y  o f  t h e  c o p y r i g h t e d  m a t e r i a l  t h r o u g h  t h e  c o u r s e p a c k  i s  n o t

d e s i r e d  ( i . e . ,  u p l o a d i n g  P D F  c o p y  i n  t h e  L M S  o r  r e p r o d u c i n g  c o p i e s  i n  p r i n t e d  m o d u l e s ) ,  a

d i r e c t  l i n k  t o  t h e / a n  a u t h o r i z e d  c o p y  o n  t h e  i n t e r n e t  ( e . g . ,  p u b l i s h e r ' s  w e b s i t e  o r  l i b r a r y

d a t a b a s e )  m a y  b e  i n c l u d e d  i n  t h e  c o u r s e p a c k  i n s t e a d .  

6 .  I f  d i s t r i b u t i n g  a  c o p y  o f  t h e  c o p y r i g h t e d  m a t e r i a l  t h r o u g h  t h e  c o u r s e p a c k  i s  d e s i r e d ,  a

w r i t t e n  p e r m i s s i o n  r e q u e s t  m u s t  b e  s e n t  t o  t h e  c o p y r i g h t  h o l d e r .  T h e  a s s i s t a n c e  o f  t h e

c o n c e r n e d  l i b r a r y  m a y  b e  s o u g h t .  

Assistance in Requesting Permission to Use Copyrighted
Materials for Coursepacks
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T h e  U n i v e r s i t y  L i b r a r y  D i l i m a n  w e l c o m e s  r e q u e s t s  a n d  s u g g e s t i o n s  f r o m  t h e

f a c u l t y  m e m b e r s  t o  s e l e c t ,  e v a l u a t e ,  a n d  a c q u i r e  m a t e r i a l s  s u p p o r t i n g  t h e i r

r e s e a r c h  a n d  t e a c h i n g  p r o g r a m s .  I f  e v a l u a t e d  t o  b e  w i t h i n  t h e  s c o p e  a n d  l e v e l  o f

n e e d  a s  d e f i n e d  i n  i t s  c o l l e c t i o n  d e v e l o p m e n t  p o l i c y ,  l i b r a r i a n s  r e v i e w  r e q u e s t s

a n d  a r e  g i v e n  h i g h  p r i o r i t y  f o r  a c q u i s i t i o n s .  ( U n i v e r s i t y  L i b r a r y  C o l l e c t i o n

D e v e l o p m e n t  P o l i c y  2 0 1 2 ,  p .  1 3 ) .

S e l e c t i o n  d e c i s i o n s  f o r  g e n e r a l  r e f e r e n c e  m a t e r i a l s  a r e  m a d e  b y  t h e  I n f o r m a t i o n

S e r v i c e s  a n d  I n s t r u c t i o n  S e c t i o n  i n  c o o r d i n a t i o n  w i t h  t h e  c o l l e g e / u n i t  l i b r a r i e s .

L i b r a r y  p u r c h a s e s  a r e  m a d e  i n  c o n s u l t a t i o n  w i t h  t h e  l i b r a r y  c o m m i t t e e  i n

a c c o r d a n c e  w i t h  t h e  C o l l e c t i o n  D e v e l o p m e n t  P o l i c y .  R e f e r e n c e  r e s o u r c e s  a r e

s e l e c t e d  f o r  i n c l u s i o n  i n  t h e  c o l l e c t i o n  b a s e d  o n  t h e  c o n t e n t  a n d  r e c e n c y  r a t h e r

t h a n  t h e  m a t e r i a l s '  f o r m a t  o r  v a l u e .  T h e  g e n e r a l  r e f e r e n c e  c o l l e c t i o n  i s  m a n a g e d

b a s e d  o n  m a x i m u m  u t i l i t y  p r i n c i p l e s  t o  t h e  l a r g e s t  n u m b e r  o f  l i b r a r y  u s e r s .

( U n i v e r s i t y  L i b r a r y  C o l l e c t i o n  D e v e l o p m e n t  P o l i c y  2 0 1 2 ,  p . 8 ) .

T h e  s p e c i a l i z e d  o r  s u b j e c t  r e f e r e n c e  c o l l e c t i o n  i s  d e v e l o p e d  t o  p r o v i d e

i n f o r m a t i o n  i n  d i f f e r e n t  s u b j e c t  f i e l d s  a n d  d i s c i p l i n e s .  T h e  c o l l e g e /  u n i t  l i b r a r i e s

s h a l l  m a k e  t h e  s e l e c t i o n  o f  t h i s  t y p e  o f  m a t e r i a l .  ( U n i v e r s i t y  L i b r a r y  C o l l e c t i o n

D e v e l o p m e n t  P o l i c y  2 0 1 2 ,  p . 8 ) .

A s  s t a t e d  i n  s e c t i o n  9  o f  t h e  U n i v e r s i t y  L i b r a r y  O r g a n i c  A c t  o f  1 9 9 1 ,  t h e  C o l l e g e

L i b r a r y  C o m m i t t e e  s h a l l  r e c o m m e n d  t h e  a c q u i s i t i o n s  o f  b o o k s ,  c o n t i n u i n g

r e s o u r c e s ,  a n d  o t h e r  l i b r a r y  m a t e r i a l s  b a s e d  o n  t h e  c o l l e g e ' s  n e e d s  t o  e n s u r e  a

w e l l - b a l a n c e d  c o l l e c t i o n  d e v e l o p m e n t  p r o g r a m .  I t  s h a l l  a d o p t  p o l i c i e s  c o n s i s t e n t

w i t h  u n i v e r s i t y  r u l e s  a n d  r e g u l a t i o n s  t o  m e e t  t h e  c o l l e g e ' s  u n i q u e  n e e d s .  I t  s h a l l

h e l p  a c q u i r e  a d d i t i o n a l  l i b r a r y  r e s o u r c e s ,  i n c l u d i n g  f u n d s ,  b o o k s ,  e q u i p m e n t ,  e t c .

a n d  s e r v e  a s  a  l i n k  b e t w e e n  t h e  l i b r a r y  a n d  t h e  c o l l e g e ' s  f a c u l t y  o r  s t a f f .  

1 .
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3 .

4 .
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