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1. Reason for revision 

1.1 Title Updated. 

1.2 Change in Procedure. 

1.3 Updated web links. 

1.4 Change of author. 

 

2. Purpose and scope 

 

2.1 This procedure outlines the process for managing book donations to the Library. 

 

3. Definitions 

 

3.1 Donor:  A person who donates publications to the Library. 

3.2 JCL :               Junior College Library.  

3.3 UM:              University of Malta.  

 

4. Responsibilities 

 
4.1  Roles and responsibilities of donor:  

4.1.1 Anyone wishing to donate publications to the UM Library must first read the Library's 

Gifts and Donations Policy (Appendix I), available on the Library website. 

4.1.2 For contributions to the Library's general collection, donors must complete and 

submit the Donations form (Appendix II) and include an Excel file with the following 

details for each publication: 

● title 

● author 

● edition 

● date of publication 

● ISBN 

 
4.2  Roles and responsibilities of the Head of Acquisitions’ Department:  

4.2.1 Reviews all entries submitted via the Library Donations Policy form.   

4.2.2 Verifies if the publications listed in the attached Excel file are relevant to the Library's 

general collection. Any publications more suitable for the Junior College Library (JCL) 

should be forwarded to the Head of the JCL. Other donations that seem fit for special 

collections should be forwarded to the Library’s Special Collections Department. 
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4.2.3 Communicates with the person wishing to donate books, informing them of the 

books eligible for donation. 

4.2.4 Arranges for the pickup or delivery of the publications. 

 
4.3  Roles and responsibilities of the Head of the Junior College Library:  

4.3.1 Evaluates any list of publications forwarded by the Head of the Acquisitions 

Department, and advises on which publications should be retained.   

 

5. Health and Safety requirements 

5.1 N/A 

 

 

6. Procedure 

6.1  Prospective donors provide the pertinent list of titles and details via the Library’s 

Donations Policy Form. 

6.2   Upon receiving the list of potential publication donations, the Acquisitions Department will 

initially verify if copies of the publications are already available in the UM Library. A second 

copy of a book that is already available in the collection will only be accepted if the existing 

copy is frequently borrowed.  Books are chosen based on their relevance to the subject 

matter and publication date. 

6.3 Publications deemed more suitable for the JCL are forwarded to the Head of Section at the 

JCL for review. 

6.4  Publications within the scope of special collections are managed by the Special Collections 

Department. 

6.5  In instances where librarians lack sufficient expertise in a subject and cannot determine the 

academic relevance of a publication, they will verify if the book is available in other 

reputable foreign academic libraries, such as the Library of Congress Catalogue. 

6.6   The Acquisitions Department notifies the donor by email about which publications they 

wish to add to the library's collection. Arrangements for the pickup or delivery of the 

publications are then made. 

6.7   The publications are then added to the collection, and if desired, a donation plate 

acknowledging the donor is attached to each publication. 
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8. List of appendices 

 
8.1 Appendix I: Gifts and Donations Policy. 

 
8.2 Appendix II: Donations Policy Form. 
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Appendix I: Gifts and Donations Policy 
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Appendix II: Donations Policy Form 
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