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Abstract: In the age of Information Explosion, massive information-generated in various
forms. So, nowadays information management is a very important role. Information produced
in various forms. It is available in print or electronic forms. Hence, the library is a
powerhouse of Knowledge. The library material’s management, reservations and
maintenance is the most important task. The paper highlighted the procedure of Weeding Out
and withdrawal Books. The paper also highlighted criteria for the Withdrawal of the library
materials.

Keywords: Weeding Out, Library materials,

Introduction:

In the age of Information Technology, a library plays a very important role. Library
is the heart of any institute. Library provides various types of collections such as Books,
periodical maps, Bound volume, Rare books. The preservation of library collections is an
enormous task for the library. Hence, various libraries constructed Weeding Out Policy for
the library. The preservation of resources is a more important role of any type of library.
Collection management and preservation is a challenging task for library professionals. In the
digital environment,a library should do verification of online e-resources database
accessibility.

Criteria for Withdraw of library materials:
The main criteria is identifying the library materials as below:

1. Out of syllabus text books

2. Damage books by various insects
3. Natural calamities

4. Accidental damages

5. Usage of library Materials

6. Physical Condition

7. Duplications

The above are some criteria for withdrawal of library materials. There may be
different criteria for some cases as per the Global locations or climate or environment. These
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above criteria may be changed based on the climate or environment where libraries are
situated.

Weeding Out of Library Materials Procedure:

Many Institute’s libraries have huge collections. The main task is managing,
preserving, collections and restoration of the library materials. Many times, libraries should
adopt the set of procedures for smooth functioning of library works. Hence, the author
summarizes the basic procedure for any type of libraries to follow for the Withdrawal and
weeding out of the library materials. The below 7 steps are emphasized on the procedure for
the Withdrawal to weeding out of library materials.

Stepl: Step Up Weeding Out Committee (WOC):

The Institute should set up a Weeding Out Committee. WOC includes the Head of the
Department or Senior Professors Faculty in the institute. This committee should identify
damage, out of syllabus, Insects affected resources. This committee aims to identify the
collection as per, Weeding Out Criteria and Inform to Librarian. This Weeding Committee
should be set up in the Library Advisory Committee and approved from the College
Development Committee (CDC). This committee plays an important role in the collection
development of the library.

Step 2: Identification of Resources:

WOC should identify library materials which are out of syllabus, damage condition,
affected by insects. These collections recommend to the Librarian for Withdraw purpose.
Library should keep all mentioned library materials out of main collections.

Step 3: Prepare Withdrawal Library Materials:

Library should prepare a list of recommended library materials for withdrawal
purposes. Simultaneously, library staff should check the library material physical condition as
recommended by WOC. If library staff want to restore books in the main collections, then
inform the Librarian. Librarian should inform the WOC.

Step 4: Resources Identification:

In case of any book restoration, WOC and Librarian can restore the books again.
Finally, WOC and Librarian should prepare the list of withdrawal Resources from the library
with the help of Library Staff.

Step:5 Make Notice to Faculty:

Library should make official notice to all faculty related withdrawal books. Library
should give some span period for an overview of withdrawn books. Library should take
suggestions from the faculty and change the list of library materials.

Step 5: Present to Library Advisory Committee (LAC):
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The list of withdrawn library materials will be present to the LAC of the institute. If
any suggestions from the LAC then it should be noted by the Librarian. Librarian can change
the list of withdrawn library materials. The list of withdrawn library materials present with
bibliographic information (include purchase price) in the MicroSoft Excel or Google
spreadsheet.

Step 6: Approval from Higher Authority:

The list of withdrawn library materials takes approval from the HigherAuthority. If
any remark from the Committee then informs the Librarian and WOC. It should be approved
in the HigherAuthority Meeting. The passed resolution copy should be send to the Librarian
for the record purpose.

Step 7: Announcement for Weeding Out Books:

The institute should send it for recycling paper purposes. These books can be donated
to the individual or organization as per library materials condition and institute’s policy.
These steps differ based on the type of institutes. These steps aren't fixed structures as
interpreted by the author. It may be changed as per requirements.

Conclusion:

Libraries play an important role in the Academics. Library enhances knowledge of
readers through various resources such as online or offline. Readers can definitely become a
Leader. The main challenge of the library is to maintain library materials. Being library
professionals, libraries should adopt essential steps for preservations and maintenance of
library materials. As per GFR report 2017, Rule number 215," loss of five volumes per 1000
volumes of books issued in the year may be taken as reasonable.” Library can be Weed out of
any materials but it should be on paper or writing. Otherwise any library or librarian should
not adopt the procedure orally. The library weeding out committee should be framed and in
function. Every weeding out committee meeting's minutes and suggestions should be on the
paper. This paper highlighted the basic procedure of reading out of any type of library
materials. This should be adopted as per the requirement of the library.
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